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What you should know...
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Facilities and Homes that were open on or before July 1, 2012, may already be pre-

registered with the Oklahoma Professional Development Registry (OPDR). In June of
2012, the OPDR sent a letter with the ID and password information. Processes have
changed since 2012. If you need assistance registering your facility, please email us

at cecpd@ou.edu.

Centers that are in an “Application” status with Oklahoma Department of Human
Services (DHS), Child Care Services (CCS) will need to register before they receive
their Star level. You will need your Organization ID number from the OPDR to register.
If needed, contact the Center for Early Childhood Professional Development

(CECPD) to get the ID number.

Only the Director of Record or owner as listed in the Child Care Monitoring
Administration Safety System (CCMASS), the CCS database, or an approved contact
from CCS can be the contact person on the account. Note that the OPDR will only

share participant information with the Director of Record.

Correspondence from the OPDR: may be from the University of Oklahoma.

The Oklahoma Professional Development Registry

CECPD (Center for Early Childhood Professional Development)
1801 N Moore Ave

Moore, OK 73160

Local: 405-799-6383 Toll Free: 1-888-446-7608

Fax: 405-799-7634



Oklahoma Professional Development Registry Web Site

Welcome o the Dklahoma Professeinal Develspement Registry!
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Register as a Direct Care Organization

To register as a Direct Care Organization, login to your individual account by entering your
email address and password. If you have not created your individual account, use this
guideline and create your own account.

There are two ways to add an Organization Profile. Click on “+ Organization Profile” from the
pulldown menu under your name or “Add Organization Profile” on the lower right-hand

menu.

Organization Profile
Management

Do any of the following apply to
you?

+ You would like to link an

@ Change Password existing organization profile
to your account
=+ Organization Profile -
« You would like to add a new
[+ Logout arganization profile to your
account

‘ | Add Organization Profile




Organization Profile Lookup

Enter the organization ID and click on “Create Profile.” If you do not know what your
organization ID is, please contact CECPD. Contact information is available on the last page
of this document.

Q Organization Profile Lookup

Plaase enter the arganization 1D b request actess o the organization prafile. This is not a likense
LY DT

Organization |

Meed a New Organization Profile?

If you need to create a new organization prafile,
please chick “Create Profile” to begin
organization profile setup.

Create Profile ! -




Organization Registration

Verify the information in the boxes and enter a phone number. Click on the radial button
for: “Yes, the organization provides direct care or PDC services to children and families,”
and click on the “Next” button.

Organization Registration
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Organization Identification

If OKDHS has licensed your organization, you will click on the “Yes” radial button. Enter

your license number. You will need to include the K8. There should be ten characters for

your license number.

Organization Identification

¥ou indicated thal this arganiration provides sarly learning andior schoeol age care to children. Let's gather
Lo identifying information for this organization Answer Yes or Mo to all guestions.

Are you licensed?
Provide your license number below beginning with KB, This is a 10 digit number,

Ye1 ?
Enger your licerse number {requined)

“Is your agency part of the Professional Development Collaborative (PDC)?” For all Direct
Care Organizations, the answer to this will be “No.”

Is your agency a part of the Professional Development Collaborative (PDC)?

The Professional Development Collabarative 15 a cross-secton workgroup providing senvices to children and
families in Oklahoma

fes. Please specify your organdzation cype

DL State Agency
POl Dugandzation Affillaced Wirh Stee Agency
Select your POC Stave Agency [required)

— Make a Selection - ¥
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“Are you a Head Start grantee or Head Start site?” If you are part of the Head Start program,
click the radial button that applies to your organization, then select your grantee using the

pulldown menu. Ifyou are not a Head Start program, select “No.”

Are you a Head Start grantee or Head Start site?
if your organization receives Head Start funding 1o offer direct sendces (o children and familes, plesse
indicate whether your organization is the grantes [primary recipéent of the Head Start dollars) or a Head
Start site (3 site selected by the grantee to be the physical host fior Head Start supgorts)

Yex. Flease specify your orgeni zetion type

Heard $1509 Cagntes

Select your Mead 3art grantes (requined]

— hake 3 Selection -

“Are you a child care program in partnership with Head Start?” If you are a Direct Care
program in partnership with Head Start, check “Yes” and select your grantee. If you are not

in a partnership with Head Start, select “No.”

Are you a child care program in partnership with Head Start?
if you are a child care program thal partners with Head Start. sefect the Head Start grantee

Tes
Sedect your Head Start grantes (requined)

— hiake a Selection -

Mo




“Are you a program within a school district?” This question is asking if your organization is
in a school district. If your program is located within a school, check the “Yes” radial
button, and select your school. If not, select “No.”

Are you a program within a school district?

IF wour crganization isan oficial program of & school district, we'd like to know with which school you are

affiliated
Wi

Sedect your schood [reguired]

S

Are you a regulated child care program in partnership with a school district? This question is
asking if you are a licensed program with a contracted partnership with a school district. If
you have a contract, respond “Yes.” If not, select “No.”

fAre you a regulated child care program in partnership with a school districe?
If you are & regulated child care program in partnership with a 2chool district. sefect the schaal district
Vs
Felert your schogd daprice {requined|

e, E § =

Ko

Click the “Next” button

When you click “Next” the system will look for your program information. If the organization

has already registered, you will receive a notification on the screen.

Flease correct the following errors before continuing:

License Number: another organization has already registered the program you entered

11



The system will display program information on the screen if you have not previously
registered the program. Confirm the information. If correct, click “Next.” If incorrect,

contact the OPDR. Contact information is on the last page.

Comedt

Abc Learning

Address

License Mumber; KE300

Effectiva:

We found the following program data using the license number you provided, Confirm the programs found are

Organization Type Details:

Training Sponsor Organization: Here, you will let the OPDR know if you want to be an

“Approved Training Sponsor.” If you are not a training agency or are not sure, do not select

anything. You can always contact the OPDR if you change your mind.
Use the pulldown menuto select the accrediting agency.

Organization Type

Training Sponsor Organization

CrCi O s :'_:!':!l:." L 3 S OTHD '.r:"!"'n_.'!'.!".!- :':"\_i':: i Ea0AA 0 T T :"!‘"!-&.E""i
Ehe ysieT 1
Program Accreditation 2
':E“.":"".' BSOSO [aTHDS. ‘J.-"l:":i'!_"'." a -
S LT AL B LA w Add

When you are through with your selections, click on the “Next” button.
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Program Capacity

Program Capacity: Here you will enter the number of children you can accommodate in
each age group. The total should match the number of children listed on your license
issued by DHS.

Program Capacity
Froge i 7F DRy 4 Trof BTl OF CRuABg® v DT O s SO o ol By Calireerg TR0 TR IF Sompn e of
Sumber of Claaarsoma Fdrcega

Torsl fesabeyy of Childrgn Faeobsd [}
infwr=z [0-12 mamifa

Toddkrs (1324 mantsdal

T’ (2526 =l 1o

Pragchogker 1's (A7-48 maecht]

Praschocd 'y endl & (4972 monsha)
Epirspriary (K-Brd grade)

W3l b (ATr AT g7 et

TG oarssiary (M igh Brheed

Once you have entered your enrollment information, click the “Next” button.



Organization Address

This information defaults from DHS data. If it is not correct, contact your Licensing

Specialist. CECPD cannot correct this.
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Communication Preferences

Verify the phone number. Add your “Primary Website” address and any additional
information you want to share with providers.

Determine your “Communication Preferences,” and then click on the “Submit” button.

Organization Approval

Your application is ready for review and approval. The approval process typically takes one
to two business days.

You can return to your individual account using the pulldown menu at the top right of your
screen or log out.

15



Link a Direct Care Organization to an Individual Account

If you are the Director of Record, the Owner, or an approved contact through CCS, you can

link the Organization to your individual account.

To link a Direct Care Organization, go to www.okregistry.org and click on “Login.” Login to
your individual account by entering your email address and password. If you have not
created your individual account, use this guideline and create your own account.

There are two ways to add an Organization Profile. Click on “+ Organization Profile” from the
pulldown menu or “Add Organization Profile” on the lower right-hand menu.

i Change P i
+ g s r
[+ Logout

Organization Profile
Management

Do any of the following apply to
Wou?

v You would like to link an
existing organization profile
to your account

w You would like to add a new
organization profile to your
account

‘ | Add Organization Profile

16



Enter the organization ID and click on “Find Profile.” If you do not know the Organization ID,
please contact CECPD.

Q. Organization Profile Lookup

Flease enter the organizateen 1D to regruest acoets 1o the argaraesion prafile. This is net & licem

[ty = o

O e i g

MNeed a Mew I::'g;.1'.|;.al,|nr' Profile?
| Fou Felid BS SPedtE & Pl SRDARITaESS Birdithe
please dick “Cresce Profile” 1o begin

Srpariaton prafile sefup
| Cimdibi Fred i

Don't Know the Organization 107

T Drpeeizason (0 will sncere we ioors tha coomes orpesiorson proffe. @ pou e ncs 1om of e

COrEECT BLSpt for aRrwtanca

J sheanw

Contsct Suppert

After you click on the “Find Profile” button, if you receive a message that states “We found

the following organization,” verify the information on the screen. If correct, click on “Send
Request.”

17



The system will send an email to the owner of the Organization for review and approval.

The owner will review the request and either approve or deny it.

If you receive the message below, this means the organization is not a registered

organization. Please go to the section titled “Register as a Direct Care Organization.”

18



Accessing your Organization Account

Go to the OPDR website: https://okregistry.org. Login to your individual account. Use the

pulldown menu in the top right corner of the screen.

If you are the Director/Administrator of multiple organizations, click on “My Organizations”

in the same pulldown menu as shown above and select the appropriate organization.

@) Stacy Catheylesl -

B My Organizations

.......

19



Org Details Tab

When you go to your organization, you will be on the “Org Details” tab. Please keep your

contactinformation up to date. The only person listed here should be the Director of
Record, the Owner, or an approved contact through CCS.

How long does i take bo process & POL or O0C spplcabionT

W 3R CLETeTElly precessang PO Sod OO sppiicatons recessed [/ 110004

License Numbar ; KEROC

I..-..-:II m I"L.E.Ilhl i Ill'r.-: ks

Contact information

dssrmamares | Employees | Consulabons | Reperd

[t ke pg™
b g ST m
hire Rarma® Lami Marrar®
o I
Fhane Bz

'L':'_.'l..l:l_- Orgarzaton praotile users
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Manage Organization Profile Users

When you click on the “Manage organization profile users” button, you will see who has
access to the account. If you registered your facility as a direct care organization, you
become the “Profile Owner” when CECPD approves your organization.

Lirerds Miimbes | KE3000E

Organization Profile Users

Because you are the owner of the organization account, you may receive an email from
staff asking to give them permission and access to the account. If they are not the Director,
Owner, or an approved contact with OKDHS, they should not have access. If you feel they
need access, contact CECPD, and they can assist you with the situation.
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Status Tab

License Humber | KE30u 5
m Org Detals | Programinfo | Oacsroors | Assssments Empicyees , Comzsultations | Repoets
Program Identification Numbers _.u_-.I.-._:
Tiype LICENSED CENTER
EMlective Cuse 1345 2008
LicEnay Musmipsr L bl
s i Center Nama
Canter Address
Chity State Zip
Canter County
Director par DHS
Center phone nember

This information is from CCS. If it is incorrect, contact your Licensing Specialist to correct it
in the DHS system. The OPDR cannot correct this information.

Program Verification - Terms of Agreement

We will revisit this section later on in the handbook.

Program Verification

Last Werilication Mang

Terms of Agreement

| i aE Lo feviEw the Program Profie snd wil venily 1 the iedormalion is sorse

| kave read mnd pgree g dhewe sevm
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Program Info Tab

Benefits
1 LA i (R ety | Fopleyes CoreagEstiom. | FepsTs
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Check all that apply to your program, and then click on the “Save and Exit” button in the

bottom right corner.
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Business and Professional Practices

e | Qg i lanerorer:
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Check all that apply to your program then click on the “Save and Exit” button in the bottom

right corner.
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Program Curriculum

Fll:r.‘l;l B LT LU

ki M el Tt

il Nl ST

Program Carvicuium

fre
St o P e e Wirmlie b
{hlmtaerra Eusty | i i Crillerars b e
Dazariora [asiy Ledivasg Taedlesl et belnvni, Toddiein, &oad Tivd §

Use the pulldown menu on “Curriculum,” and select the curriculum you use. In “The

selected curriculum ties to:” section, select the best option. When done, click on the “Save

and Exit” button in the bottom right corner.
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Program Services

Programn ereces

Progesamn . Tipss

k. Mo e Hon

ik Mo weleciion

Frogr ém Sarvioes
el Mo [T da ey
e, (el o Foelie D
Proryairy Fpon Fr pdirsgnal Hogey

Spreary Fhuigiorn werh e ad Serch

Seran Childomm trom [eaprya Cuhvered ond L Baciproaey

Check all that apply to your program, and then click on the “Save and Exit” button in the

bottom right corner.
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Program Type

Proggran SerecEy

. Mo e Hion

g —>

ik Mo uleciion

Program Typs
Aay Pyl
EE e E
Bary Rosiobd
PV i
i a1 e by et W and
St T T Ty’ ROy
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by Sl
Wy
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Check all that apply to your program, and then click on the “Save and Exit” button in the
bottom right corner.
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Classrooms Tab

1 i I
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Note: you may have already completed this when you registered your organization. When
you click the “Edit” button, you will enter the number of children you currently have
enrolled for each age group. As you enter the number of children, the system will sum your
“Total Number of Children Enrolled.” The total should not exceed the program capacity

listed on your license. When complete, click on the “Update” button.

Director of Record

Director of Record ‘ E3

Monie

Click on the “Edit” button, then on the “Add Director” button. When you click on this
button, the personnel that have added this facility to their employment will show on a list.

Edit Director of Record

Click on the “Add Director” button

Locate the “Center Director,” and click on the “Select” button by their name.

Sele¢t Employee m

Clarrgny
i Hame Tiide Badn Carsar Laddes Level Staian  Haba

Cacrar iR By Cermar Dinsmor LELZg L 11 Corent DM Repomed ST
g Eeoormz +
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A new window will open. Answer the questions, and then click on “Confirm.”

Add Director of Record

Catheytess, Stacy #19

imdizans wier tha wem plorses becama the Daremer of Reeara

 wppilcakle, wien did chin smcloyes niop beng Drecioe of Ascord

Classrooms
Director of Record ™
Maine
Classrooms I Add Niews Classracin s |

A fead pemcherioaregheer mias e idenoied Tor sach dassroosT and 88 miher DasChers/Careghers wiha work in
TINST CIASSITT TUST b listed

dk Mo CassTOOmS exist
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When you click on the “Add New Classroom” button, you have the option to create a
“Classroom” or a “School-Age Group.” Select the option you want.

Add Mew Classroom »

er Classroom

School-Age Group




Add Classroom

Clagpiogrs Hamie®

Start Qe ™

Capacity 3

Aps Bangen ®
i ] ]

nifany (=13 moach

T oS (15-24 momin

Ta) § (25 35 myrgnq
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Secengany tHigh Lorsell
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1. Enter the classroom name. Do not use special characters or Emoji's
You will not be able to access your organization if you do.

2. Enterthe start date of the classroom.
3. Check the box that relates to the age group(s) in this room.

4. Enter the maximum enrollment for this room.

Click the “Save” button.
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Lead Teacher/ Primary Family Provider

When you click the “Save” button, you will have the option to add a Lead Teacher or Primary

Family Provider and Teacher to the classroom you just created.

Lead Teacher / Primary Family Provider ‘

Feaition i Yesant

 sarbian o -

Ll =

To add a Lead Teacher or Primary Family Provider, click on the “+” button to add applicable
staff. Only those who have listed your facility as their place of employment will show up for

selection.
Select Lead Teacher / Primary Family Provider for Toddlers Cancel
ST Lol D T Bl P I S Tl o Pl D SO T TRO . F TP R Dol DR 0 vl h EPell LT TR SF Palorl 3D P
SERCTEE WS TN I'-I-:'.‘I': 1Ty Leew
Eatrent
1] = L Ty 5L ] Gttt Loy | vt 21 5] f1E0
Entansr, Bdriess TRECTE" [T Fer vl B - Chomiifiogr.omy  Sad Repormes
Fraaen S Pl
Esprat
.l g riwes Faale BEE =1 W ] Egit Py e
Prade B
k) TR T SRl - T D (P Bl g ] [ ] T BRpSITET T,
Priaa Efrrih | oA

Select the applicable position by clicking on the “Select” button by their name. A new
window will open. Complete the questions, and then click on the “Next” button.

Note: The Director should show as the Director, Master Teachers as Master
Teachers, Probationary Master Teachers as Probationary Master Teachers, etc. If the
Director is also a Master Teacher, the director needs to add a second job position as
a "Master Teacher" as well.
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Add Lead Teacher / Primary Family Provider to Toddlers

Agintest, Paisley #122437

BaTeli Sad DRl CRETHE LTEIT Bk bl o TRk
FUARIDETT

H aplortle whien dad chia estfer wnap- temy
laad in the clameam

Hoam pir Wlees

Assessments Tab

Status | OrgDetsils | Program Info | Classrooms [EREdptycl Employees | Consultations | Reports

4\ Ne observations exist for this program

The “Assessments” tab will detail the following services your facility has received:

1. Environment Rating Scale (ERS) visits
ERS delivery

Mental Health Consultation visits

P 0N

Technical Assistance visits



Inviting Staff to Add Employment

Note: this process will go faster if you have the following information readily available:
First Name, Last Name, and email address. Optional: Title and Start date.

Log into your individual account. Use the pulldown menu by your name in the top right
corner of the screen. Click on your organization.

¢

If you are the Director/Administrator of multiple organizations, click on “My Organizations”

in the same pulldown menu as shown above and select the appropriate organization.
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Click the “Employees” Tab on the Organization Profile Page.

Status

Org Details

Program Info

Classrooms

Assessments ([MSgldiS2 Consultations

Reports

Click on the “Manage Invites” button.

focm | Drplwwwn | Frogewmicic | Cmeaorm | Ans=wrm m Corm

Hf;::-.ll*rrﬂ Emiployees

SmmCET) § Peporma

m) -

Click on “Invite Staff.”

Invite Staff

Complete the information on the pop-up screen and click “Send Invite.”

+ jrwite SEaf

Clptional inhormaton

Frpmg T
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The next screen will ask if you want to invite other staff. Select “Yes” or “No.”

Invitation Sent

Wiould you lke to lnvite additlonal staff?
Click Yes to invite additional staif

The system will send an email to your employee(s). They will need to click “View Invitation”

or click on the link.

Dear Tamille Abdotest,

has mvited you 0 join e Oigancabion

ToAccepfiSiejec] Bw imelabon, please click the link below

Batton Mot working?
Lizpy ard pada bhe ur Eslow orls the Brovwses of yowr choomng

okregisiny.om

i you Thnk yoa recened Mis email n eimod, paase conlac! ceepdiou edu




When accepting the invitation, the employee will arrive at the login page. There, they will
enter their email and password used for their account.

FERSNTTT

Epmenigy ey

Pending Employment Confirmation

t Chretian Chinch Day Clee has ingited you 1o conf

i arraborermienit with s o aiE sk

hroapiing s Insatinm will requing

T 0N [ COMMDAESE §U0
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The employee will make sure the information is correct and add any missing information,
such as position/title, start date, hours worked per week, hours worked per year, wage,
and ages of children. Once the information is complete, click on “Confirm Employment.”

Confirm employment in the last step, and the organization
Administrator/Director will verify information entered. Click “Yes.”
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Employees Tab

The “Employees” tab will list staff that have indicated they work at this facility. They have
updated their individual account’s employment tab to show that this is where they work.

If staff is missing:
e They may not have an account with the OPDR.

e They have an account with the OPDR but have not indicated they work at this facility.

e They have searched for this facility using the name and may have selected the wrong

facility.

e They have searched using a license number of a closed facility.

Note: As a director you cannot add staff to this list. Staff must sign into their individual

account and edit their employment. You can only change “Active” accounts. If they are in

an application status their account is “Read Only” and you cannot make changes

electronically. In this situation, they can submit a “Participant Update Form” to
cecpd@ou.edu, and the Oklahoma Registry staff will update their information for them.

The “Participant Update Form” can be found at cecpd.org — or click here and the form will

be available.
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Registered Employees
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Toggle this to see current and past employees

Registry ID

Employee name

The position they have entered on the employment record on their individual

PoObd-

account

The start and end date they have entered on their employment record
Their Professional Development Ladder (PDL) Level

The status of their PDL

The status of their employment record

N O

Click the red box with the three dots to verify their employment record.
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Employment Verification

When you are ready to verify the employment records, click on each red box with dots. A
new window will open. Review any staff with a “Self-Reported” status.

Gammontest, Heather

Tom Fer
a Thin indraidual in curmmnsly employed
Start Date
1
Thia indratdumi imnn Snger em ploped

2

Sdtis

1. Enterthe Employee’s start date

2. Ifthe employee no longer works for you, check the “This individual is no longer
employed” radial button and enter their end date.

3. Usethe pull down to select a Status

3.1 -Verified: Employment confirmed.
3.2 - Reviewed / Not Verified: It is unknown if the employee worked at this facility.
3.3 - Denied: Cannot prove the employee worked at this facility.
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Staff Resignation Verification

Gammontest, Heather
Tobdl e
ﬂ Thin indieidusl iz currngly s ployed

Start Date

1
Thia indiriduil i no banger employed
End Dute
£
p1E]0TH
3 -

When a staff member leaves your employment, they should put an end date on their
employment record. If they do not, you can enter an end date by clicking on the Red Box
with Dots. Click on the radial button “This individual is no longer employed.” Enter the last
date they worked, and then click on the “Save Changes” button. Check/update this within
five days of their leaving.

Program Verification - Terms of Agreement

As reviewed on page 14 on the Status Tab, you will see a section titled “Program
Verification.”Now that you have completed the review of your organization, you will check
the box “I have read and agree to these terms,” and then click on the “Submit Agreement”
button. The display will show your most recent review date.
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Program Verification
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Consultations Tab

On this tab, you will see any CDA (Child Development Associate) Observations completed

with any of your staff. You will also see any Mental Health Consultation visits.

Consulting Activities Scheduled

Consulting Activities Recenved
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Reports Tab

Program Staff
il g B 2
1
MAEYT Accreditation
3 4
Program Profile
5

1. Licensing Report-This is the same report that Licensing views.
2. Staff Application Reports — Available for each employee.
a. Learning Record
b. Training List
c. Core Competency 5 Year
d. Core Competency Career Summary
3. NAEYC Accreditation Director — Use when applying/renewing for accreditation with
NAEYC.
4. NAEYC Accreditation Staff — Use when applying/renewing for accreditation with
NAEYC.
5. Duplicate Staff Email: Shows any staff sharing an email.
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Licensing Report -

This is the same report that Licensing views. The date range defaults to 1 year. Adjust
the dates accordingly.
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The position the employee has entered on their Employment record
This column will let you know if they qualify to be a Master Teacher
This is the start date the employee has entered on their Employment record
Shows employment verification status

PDL status

PDL Level

PDL Issue Date

PDL Expiration Date

ODC status

ODC (Oklahoma Director s Credential) Level

ODC Issue Date

ODC Expiration Date
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Clicking on the employee’s name will bring up the training they have taken in the date range
you have selected. You will also be able to see the status of the required trainings staff are
to take.

LT L
w‘ CECPIA{ Mlahoma Hegistiry
-

4 IR0 N Noore Ave.

{G ECPD Muore, 0K TH60

Licensing Report

Hama: Heather Gammontest Reglstry 10: 26078
POl Level: Level 1 Date Expires: 97282010 Oualifies as: MIA
0L Level: Date Expires: HiA
A Child's Place Faciity ID. | K830024057
Curreni Position
Start Date Additional Sourse # of yearn Vesrified
Taacte ET0ea 1y ma el
[Rspied

Churgion mcheies yagrs arsd maonths ol 5 posiion proe o the sppicalion subeimnion d sl
Yerled “rey’ mcicales the recoed has besn venfied by 3 Dwech Sdmenadraier rough the Regedry Progrem Paofies

Othar Regulatory Gualifications: Mo additional Regulatory qualifications on recond.,

ELCCT Training r Required training taken

Even ID | Ciournet Tithe [l Hiu WVerified
L ELEET B 1008 ol Tier | “GECPr k]

Pyramid Training
Mg Pyearnd Tiawarsg Isusd

Evert 1D | Cowse Tige | Dete Hours Level | Sponsor | wverified

Sale Sleep Training _ Required training not taken

Mo Sake Seep Trseeng found

EvenID | Course Tite | Dee Hiurs Level | Spoesol | Werified

Early Learning Guidelines Training __ Required training not taken

No Carty Learming Gadebnes Trameng fpund.

48




Staff Application Reports

These reports are available for each employee.
e Learning Record
e Training List
e Core Competency 5 Year
e Core Competency Career Summary

Staff that have added this facility to their employment will show up on the list. You can view
the four reports for each staff member by clicking on the folder under the report and the
name you want to view.

NAEYC Accreditation Reports

Use this report when applying/renewing for accreditation with NAEYC.

-:1! Director Education and Training Report
ﬁf_‘ S Prograem Mama Abo Kids Ohddcans 82
MAEYT Program ID:

Report Date: 57377034

CDA Forwi Ak Paiiind CPR Tisind Toka Toks
Eop lide Exp Dl L | Exg e Dirpiad ELE i
B Dot T T T ragiie
Camapyment, Sracy - vh Carber Do 123 o o] i 34
h;!nﬂw S IO T e
By wiar'n'F oy ki Moo Dlnbaeria ity Linssmrsy IR R |
BhaSwder ™ wF renct I diorsior. Uirmmmdy of Cilshoma 711 LY

Note: at this time, we are unsure if NAEYC will still accept this report. We are checking and
will update this document when we have the answer.
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Duplicate Staff Email Report

Staff should be using a unique email address when setting up their account. This report will
tell you if they are sharing email addresses.

PDL Definitions

Incomplete: The applicant applied for their PDL, but the Oklahoma Registry lacks
information to complete the application. This could be because of a shortage of training
hours to place them on the Ladder or renew their Ladder. The Oklahoma Registry informs
applicants about the requirements necessary to complete their application and then
adds a note on their account. The participant can view these notes when they log into their
account. The applicant has 30 days to send in the necessary items.

Qualifications Not Met: If the applicant was previously designated Incomplete, this is
her/his second chance. The Oklahoma Registry sends another notification to the applicant
explaining that a certificate cannot be issued at this time because either:
e They have not provided the requested documentation.
—-AND/OR-
e Documentation submitted did not meet the required criteria.

The applicant can review all detailed notes after logging into his/her account.
The applicant has two weeks to send in the documents. If the applicant does not meet the
two week deadline, the Registry will close the application, and the applicant will need to

reapply.
Current: The PDL is current.

Received: Applicant has applied for their PDL or applied to renew their PDL. The
Oklahoma Registry has received their Application and Participant Agreement. The
applicationisin line for processing based on the received date of the Participant
Agreement. Prior to your application completion, the Registry staff can add training.

Processing: The Oklahoma Registry is reviewing the submitted documentation for data

entry.
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Expired: Participant’s PDL has expired, and he/she needs to renew. The participant will
reapply and pay again. Itis also necessary to meet requirements for a level and submit 20
hours of training taken in the last 12 months.

Pending: We have received the application submission. CECPD is waiting to receive the
Participant Agreement and any other necessary documentation from the applicant. At a
minimum, the applicant must submit a new Participant Agreement.

Print: The PDL has been issued and the certificate is ready to print.

Hold: Participant has a duplicate account, and the Participant has requested a
“Participant Update form” for confirmation of identity or a system error occurred. The
Oklahoma Registry staff is reviewing the information for correction.

Cancelled: Participant submitted an unnecessary application due to an early PDL
expiration with expiring CDA/CCP. Oklahoma Registry staff will cancel the submitted
application and either extend it with renewed CDA/CCP, if received, or Oklahoma Registry

staff can lower the PDL and extend it to the full expiration date.

Review: If the Oklahoma Registry staff has added any Training or documentation to a
record within the Incomplete or Qualifications Not Met period or Oklahoma Registry staff
had added to record within 60 days of a PDL level drop. Signals Oklahoma Registry staff to
review the application for PDL criteria or renewal criteria. Application will also go to
Review, if Oklahoma Registry staff approves a credential or approves college coursework

to record to meet higher level criteria.
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How to reach us:

Address:
CECPD

1801 N Moore Ave
Moore OK 73160

Phone:

Local: 405-799-6383
Toll free: 888-446-7608

Fax:

405-799-7634

Email:
Registry: cecpd@ou.edu

Wage and Stipend: wageandstipend@ou.edu
Professional Development Approval System: pdas@ou.edu

Web Sites:

Cecpd.edu
Okregistry.org
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