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Introduction

Welcome to the new online Oklahoma Professional Development Registry (OPDR).
This handbook will guide you through the process of registering and submitting your application.

By registering, you will be able to view your:

application selections and status

personal information and keep it current
education level

employment history

training

professional contributions.

status of your PDL and the expiration date.*
status of your ODC and the expiration date.*
status of REWARD Oklahoma.*

training record.

summary of training hours by core competency.

*You will only see the status of the programs you have applied for.

NOTE: You must have a current email address to complete your registration.  If you do not
have an email account, we suggest signing up for a free account with Live.com or gmail.com.

Should you have any questions, please feel free to contact Dawn Garrison (405) 799-6383, ext.
272 or toll free at (888) 446-7608, ext. 272. You can also use the Contact Us link on the OPDR
site.

CECPD Center for Early Childhood Professional Development
chid care Oklahoma Registry -User Guide 3




Child Care
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Register as a New Applicant

To register, go to https://okregistry.org. Your screen should look like this:

Center for Early Childhood Professional Development

C EC PD Oklahoma Professional Development Registry

Reflecting Okiahoma's commitment to high quality early cane and
education by providing professional development that produces results]

Wl ome . I
| Find Training Statewide Training Calendar
Farsddl By s bry pvpit, oo shecas, o baormr e OuF CLETenl [OUr 38 Cof si0e]

Statewsde Traneg Cabender Trainer Directory
s Saved Erens r2rmo i | Goltm Gtaes|
Contact Ls Ot oy 1ol Bl B COsre T

Search by location, date, or subject List by Region
Sign In

e —— S biech cribeviats Snd mmiching Svants, Sk Gn:a nkh o i g o ik Sl upcoing
| MOTE: Seaecteng wilhout orfena sl daplyy ai  TVENEE 5 RIS fegeon
Usad Type «

gverts santng on of after 10/28/2015
® frckadusl -~
ch i iy WO g
Regetry ID
oty Solect County - |7
Paigmord =
— . - Sabect Regeon - | v
From Date: | §0/26/2015
Don't have an account? e Compatancy Aled
Tl
Rogister as a... =

Enclevechudd, Tramner, POC Conguitant

Cheldl Care Faclty, Trawasg Spondor
Drparazabon, POC Drparazabon

¥ CladEdaam

¥ Web Bated

o Comespondancs
# Distance Leaming

1801 N. Moore Avenue, Moore, OK 73160 =
Toll Free: B88-446-7608 or 405-799-6383 ]
FAX: 405-799-7634 “
Ermail: cecpdifou. edy Cl:lild Clm
SErvices.
Click the Register as a......Individual, Trainer, PDC Consultant
CECPD Center for Early Childhood Professional Development
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Center for Early Childhood Professional Development

C E C PD Oklahoma Professional Development Registry

Welcome

Home

Statewnde Trainng Calendar

My Saved Events

Contact Us

Sign In
_——_—

User Type:
@ Indrwedual
Organization

Registry ID:

Password:

Don't have an account?
AE———————
Register as a...

Indrvidual, Trainagr, PDC Consulbant

Child Cara Facility, Training Sponsor
Qrganszation, PRC Organization

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Locate Online Application

¥ou may have an account already set up. Please enter the following information o that we can locate your
online apphcation.

First Nama™:

Last Nama™:

Email Address™

it o ¥ E Ho

Last 5 Depete of SSN™: E]

1801 N. Moore Avenue, Moore, OK 73160
Toll Free: BBB-446-7608 or 405-799-6383

FAX: 405-799-7634
Email: cecpd @ouy.ed

Select Continue

b =

Child Care

Services

Enter your first name, last name, birthdate, and the last five (5) digits of your social security number.

If there is no record in the system, you will complete a new online application.

CECPD Center for Early Childhood Professional Development

Oklahoma Registry -User Guide



New Online Application

Center for Early Childhood Professional Development

C E CPD Oklahoma Professional Development Registry

Refiecting Oklaboma’s commitment to high quality early care and
education by providing professional development that produces resulis!

welcome Mew Online Application

An onbnes appkcation was not found usng the rfomation you provided

Home
1f you have ever agplied 1o the Oklshoms Registry in the past, do not proceed. Call foll-lree;
Statewide Training Calendar BE8-446- FEOB or A05-799- 6383 for assistance in lecaling your account,
My ’_‘_‘_‘fﬂ FT“"'“ Flease enter the following o begin the Oldshoma Regestry online apphication prooess, Wote: Selds marked wih
Contsct Us R P
Persansl Informeation:
o Hame™
Sign In i
F—17— el Nama
User Typa: Last Hame™ =
B Endividual
Drgarecation
Risgetry 10: Email Addrass”
Password: Mailise Addreas: This is a busness address

i3 ity Srate®: | on |-
D'l have an adcounl? - 1=
—— o il
Hagisler as &,.,
Hasimiy Adddreris:
Individual, Trainar, POC Consultant Same as mading address
Street Addrass
Chid Care Fachity, Tranng Sponsor L
Orgarszation, POC Organaation AptSite
= Gityt State; oK =]
iumnky
Hart M obals Silor-s= {
WO phne i
Fax N
Aocount Validotion Information
1ROy
5 of S5N" 12345
e — Galict & Securty Queston — A
Seourty Queston Answer™

Commumication Prelerences

The CECPD sends periodic communications

Unsibisrribe
Wi will cofiliniss 16 fecervd el feganding vour SRl

= Sulsoribe
vt will racesve informational emails from CECPD in addition 1o emails reganding your Sooount.

Enter your Personal Information, pick a Security Question using the pull-down and provide the Security
Question Answer. When done, click the submit button. Note that asterisks indicate that the information
is required. When you hit submit the Privacy Policy will appear. Review the Policy, Acknowledge that
you have reviewed the policy by checking the box, and then click on Continue.

S CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 6

Serices




Child Carc
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Email with ID and Password

You will receive an email that details your Registry ID number and password. To complete the
application you will want to have the following documents available:

1. Your official university or college transcript (if applicable).

2. Names of your current and previous early childhood/school-age employers and the dates
of your employment. If you work at a licensed facility, you will need that licensed facility
number.

3. A copy of verification of any training you have attended within the last five (5) years.

4. Copies of your First Aid and/or CPR Cards.

5. A copy of any documentation of membership in a professional early childhood or school-
age association.

CECPD Center for Early Childhood Professional Development

Oklahoma Registry -User Guide 7



Log In for New and Existing Users

Log into the system using the Registry ID and Password you received from CECPD. To log in,
go to https://okregistry.org. Your screen should look like this:

Welcome ]
— [ e
| Find Training Statewide Training Calendar
Farsdd trsmareg Bro st o e, of Egrm 3@ ool Cuvent Cour e ool alog
Statewsde Traneg Calendar Trainer Directory
rep——— EEEEcTT=
Contact U il Con | ok feed & Conpis?

Search by location, date, or subject List by Reqglon

ﬁunln_ COCRE L COM ot S IS SVSA S S AP 8 SN LIS B S et
MOTE: Sedvten] wEfout rders wil daplayy ol TNl 0 ER3E regeon.
Unar Typa vertd ety on of after §0V P 208S
& predeondunl
ﬁ 3 oy 1%

Regetry 10
ity Zalect Courty - =

Pasgword =

B | | e

From Date: | 10,/26/2015

Don't have an acoownt? -
F— - -
Regiuter as a... }
I ot Mond ol Hoslth Core Competency Area
Inddeerdiadd, Traanes, POC Comultant - =
Chald Care Faclty, Trawnng Sponeor artd Snd Cradit Evants =
Orparazaton, POC Orpanizsbon ) . .

Statewide Training Calendar

My Saved Events

Cantact Us
Sign In
User Type: Set the user type to Individual.
® Individual _
) Organization
Reqgistry ID: |
Passward: _ Enter your ID and password then click the “Sign In”
| | button.

Forget user id ar password?

Don't have an account?

Register as a...

Individual, Trainer, Consultant

Direct-Care or Training
Sponsor Organization

: CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide
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https://okregistry.org/

After logging in you should see your My Personal Profile page

Center for Early Childhood Professional Development

C E C PD Oklahoma Professional Development Registry

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces resuilts!

Welcome [sign out] My Personal Profile
Home Personal || Education || Employment || Training || Professional || Reports
Statewide Training Calendar
Welcome Your name here Registry ID: ID Number
. E
My Saved Events You have signed in but not submitted an application.
Your name here
Contact Us
DProfeccional I = _
" Apply for the P Dev Ladder (PDL) - $10.00 P
What would you like to do? . . RionE
e — [“] Apply for the Oklahoma Director’s Credential (ODC) - $25.00 O | Email
Your Name # ID Number [l Apply as a trainer - $15.00 [=) Change Email Change Password
Individual Profile [ Apply for REWARD Oklahoma - No fee [] Application Reports:
- Learning Record
[“] Apply as State Agency Collaborative - $10.00 O] .
Training List

Core Competency Five Year
Summary

Core Competency Career

How long does it take to process
an application?

Apply/Renew

We are currently processing . .. Summary
materials receiv.er,l‘lj9_-"15_.-"150 Online Application Staff Notes (0)
No Motes Exist
1801 N. Moore Avenue, Moore, OK 73160 £
Toll Free: 888-446-7608 or 405-799-6383 min S
FAX: 405-799-7634 \\’
Email: cecpd@ou.edu Child Care
Services

Start the Application

Determine what you want to apply for. Check the boxes you want then click on Apply/Renew

o It this is your first time with the Oklahoma Professional Development Registry you will apply for
something. In the case of a Professional Development Ladders (PDL); they are good for one (1)
year. When your PDL is about to expire, you will Renew.

s CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 9
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Center for Early Childhood Professional Development

C E C PD Oklahoma Professional Development Registry

( Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Welcome [sign out] Registry Application
#59127 - Dawn Garrison
Home You will be required to provide the following information as part of the application process. As you move through each
step, the information you enter will be saved. By doing so, if you are unable to complete the entire application now,
Statewide Training Calendar you may come back and complete it later.
My Saved Events 1. Personal Information
2. Education
Contact Us 3. Employment history
4. Training
5. Professional Memberships/Contributions
6. Submit Application

Admin Functions

 ————rr— _—
Start Application

Training Administration

The next page will list the information you will need to provide to process your application. When you
are ready, click on the Start Application button.

s CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 10
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Personal Information

Refliecting Oilahoma's commdment Bo high quality canly care and
education by providing professional development that produces resultsi

Welcome [y 0] Personal Information
e
Hora
Stabewide Trasneng Calendar
iy St Dyl L
Contact i
What weould you ke to do? -
e ] Lt o gravics woe orice kanl nins
¥ Dawm Eamenn SELIT B Addrmnd™
Indnadusl Profis
Mallleg Address; Thes 1 & Busirsss Jddreis
Strest Addraei™
leow lang dusrs 1 Lake [ precess ApiSults #
s sppdication?
L cary": seann=: | o [=]
CHourty™:
Binme Addfaeas Gamie o8 Mk SOSE
Striet Addreei
ApLSutE @
S ciy s =]
County
o /Mokda phone” { 3
Wk phora [ ]
Far i b L
Nwth Date® II El_ 3--- a
o [Ie———
Bnoa el Eadigriurd™ Gpet Ores [=k
ey Lot ™ Glpt Ong T!-
SEONEN LB -
Frefemed Trare) L 0E Wone ﬂ

 cmmmnicad s Prederenses
Tt CECPD v Pporsdic Do elion.

Uhriaasbricr e
Viows will corfnes 1o reomes s regardng v Sccoure.

o Salscrie
Fien will e FlORRhE et Trof CEOPD 0 i b afili fedbideg viur i

Your application starts with your personal information. Note the gold bar at the top. Personal
Information is burgundy. As you progress through the application, the grey bar will change to burgundy.

Verify that your personal information is correct. When ready, click on Save and Continue

i CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 11
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Education

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Welcome [sign out] Education

Education Professional Submit

Home Membership/ Application
Contributions

Statewide Training Calendar

My Saved Events High School

Contact Us Edit button to update your information

Higher Education m

-- Add New --
What would you like to do?

“ Dawn Garrison #59127

Click the Add New button to update your information

Individual Profile Other Education EJ -- Add New --

Click the Add New button to update your information

How long does it take to process

an application? CDA Credential [7] — Add New —
We are currently processing _ s .
materials received 9/23/15 Click the Add New button to update your information

Infant Mental Health Endorsement [7] -- Add New —

Click the Add New button to update your information

PDC Credentials 5] -- Add New —

Click the Add New button te update your information

Scholarships E -- Add New —

Click the Add New button to update your information

< Previous Step Continue >

Return to My Profile

CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide
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High School

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Welcome [signou] Education

Education

Home

Statewide Training Calendar

My Saved Events High School

Contact Us Click the Edit button to update your information

) Higher Education m
What would you like to do?

“ Dawn Garrison #59127

Click the Add New button to update your information

Individual Profile Other Education 5]

Click the Add New button to update your information

How long does it take to process
an application? CDA Credential E] - Add New — H

We are currently processing . 5 .
materials received 9/23/15 Click the Add New button to update your information

Infant Mental Health Endorsement E — Add New — :

Click the Add New button to update your information

Click the Add New button to update your information

PDC Credentials 5] -- Add New — H

Scholarships E -- Add New — :

Click the Add New button to update your information

Continue >

Enter the year you Graduated or received your GED.

Edit Education

High School

Graduation Year: I:l (Four-digit year)
[711 do not have a High School/GED Diploma

queshons 0

s CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide
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Higher Education

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces resuits!

Welcome (sign our] Education
| S e ——— [ Education T
Home Information History Me hip/ Application
Contributions
Statewide Training Calendar
My Saved Events High School
Contact Us Click the Edit button to update your information Edlt
. Higher Education 7] — Add New - n
What would you like to do? — Add New
— i
Click the Add New button to update your information One Year Diploma
“ Dawn Garrison #59127 Associate
Bachelor's
Individual Profile Other Education m Master's
Doctorate
Some College

Click the Add New button to update your information

How long does it take to process
an application? CDA Credential E] — Add New — H

We are currently processing

materials received 9/23/15 Click the Add New button to update your information

Infant Mental Health Endorsement ] - Add New --

Click the Add New button to update your information

PDC Credentials 7] — Add New — H

Click the Add New button to update your information

Scholarships E] — Add New — H

Click the Add New button to update your information

Using the pull-down, select the option that is applicable to you.

CECPD Center for Early Childhood Professional Development
Oklahoma Registry -User Guide




Edit Education

- Higher Education

All entries must be verified by sending in your official university or college transcript.

One Year Diploma

Date™ Institution™ @ ys Accredited '© Other
Major™
Minor

Existing Documentation

No documentation entered.

Privacy Policy Notice

Any information you save is subject to The Oklahoma Professional Development Registry Privacy
Policy Terms and Conditions which may be accessed and downloaded at any time from the
Reports tab of Your OPDR account profile. Please contact us at cecpd@ou.edu (please be sure to
include Your [dentification number and email address to facilitate our response) if You have any
questions or concerns related to these Terms and Conditions

After selecting an option the screen will change and ask for details. In this example an Associate Degree
was selected. Enter the name of the college or university the degree was issued from in the Institution
box. Enter your Major and Minor.

: CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 15
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Child Care
Services

Other Education

Home

Welcome [sign out]
==

Statewide Training Calendar

My Saved Events

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces resuits!

Education

Education Employment Training

High School

Professional
History Membership/
Contributions

Submit
Application

Contact Us

' Dawn Garrison #59127

What would you like to do?

Click the Edit button to update your information

Higher Education E]

aanen = [

Individual Profile

Click the Add New button to update your information

Other Education [F]

[~ e [

— Add New —

an application?

We are currently processing
materials received 9/23/15

How long does it take to process

Click the Add New button to update your information

CDA Credential ]

Oklahoma Competency Certificate - Director
Oklahoma Competency Certificate - Master Teacher
Oklahoma Certificate of Mastery (COM)

National Administrator Credential (NAC)

Director's Advanced Training (DAT)

Click the Add New button to update your information

Infant Mental Health Endorsement 5]

English Requirement
Rescue Breathing
Heimlich Maneuver
Child CPR

Infant CPR

Click the Add New button to update your information

PDC Credentials ]

Infant/Child CPR
Adult CPR
Adult/Child/Infant CPR

Pediatric First Aid
First Aid
Automated External Defibrillators

Click the Add New button to update your information

Scholarships E]

aanen = [

Click the Add New button to update your information

Using the pull-down, select the option that is applicable to you. Depending on your selection you will be
asked to provide further details. Enter your CPR and First Aid cards here. Don’t forget to send in copies

with your documentation.

CDA Credential

Repeat this process if you have a CDA or CCP. When ready click the Save & Continue button.

Employment History

CECPD

Center for Early Childhood Professional Development

Oklahoma Registry -User Guide
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Center for Early Childhood Professional Development
C E C PD Oklahoma Professional Development Registry

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Employment History

Welcome [Sign Out]
Employment
Home History

Statewide Training Calendar

Please add an employment record for every care and education position you hold or have held in the

My Saved Events past.

® If you held more than one po! employer, enter a separate entry for each

position.
® Enter an end date for any positio
What would you like to do? ® NOTE: If you are the owner of a
two employment records; one as the owner, and an additional en

L e————— =
position.

Dawn Garrison #59127

Contact Us

u no longer hold.
nd also work in the facility, you will need to enter
for your current staff

Individual Profile

Program

No empleyment has been added to this onfine applicatit

How long does it take to process

an application?
Return ta My Profile

< Previous Step Continue >

We are currently processing
materials received 9/23/15

1801 N. Moore Avenue, Moore, OK 73160
Toll Free: 888-446-7608 or 405-799-6383
FAX: 405-799-7634

Child Care

Email: cecpd@ou.edu !
Services

The next step is to add your employment. Click on the Add Employment button.

Center for Early Childhood Professional Development

CECPD
Oklahoma Registry -User Guide
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Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces resuits!

Welcome [sign out] Select Employer Type

] [ —
Home History

Statewide Training Calendar

If your employer already has an account with the Registry, we want to help you connect with their existing
My Saved Events organizational account. If you cannot locate your employer, you can create a new employer account. However,
we strongly recommend that you try to find an existing record for your employer first.

Contact Us

Oklahoma Licensed Child Care and Education

) ® Department of Human Services
What would you like to do? s Tnbal Licensed

e * Military
Dawn Garrison #59127

Other Direct Child Care

If you have tried the search option above AND the search option below and still cannot find your
employer, you can create a new employer record. You SHOULD choose this option if your employer
is any of the following:

Individual Profile

® Public/Private School
® OQut of State Child Care
® Oklahoma licensed closed before 2006

How long does it take to process
an application?

We are currently processing
materials received 9/23/15

Training or Local/State Government Agency

s MNon-Direct Care
® Training or support agencies
* Related government agencies

Return to Employment List

You will have three options to select:

1. Oklahoma early child care — use this if you have worked in child care center or family child care
home in the state of Oklahoma.

2. Out-of-state early child care — use this if you have worked in child care in any other state but
Oklahoma.

3. Training or Local/State Government Agency — use this if you have worked in any field not related
to child care.

For this example we will be using option 1 — Oklahoma early child care. Click on the Select button of
your choice.

T CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 18
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( Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Welcome (sign our] Employer Search

e
Employment
Home History

Statewide Training Calendar

Search for: Oklahoma Licensed Child Care and Education
My Saved Events

Contact Us o
Organization ID: | 1 |
What would you like to do? Employer Name: | Y\ |
S ——
Dawn Garrison #59127 City: | * |
Individual Profile :
License Number: | \ |

Start Over

How long does it take to process
an application?

We are currently processing
materials received 9/23/15

You will be given several options to search for your past and current employer. By using the License
Number or the Organization ID you will be assured you are selecting the correct facility. If you don’t
know the License Number or Organization 1D, you can search with Employer Name or the City where the
facility is located.

For this example we will search the Employer Name using the letters ABC.

w CECPD Center for Early Childhood Professional Development
chid care Oklahoma Registry -User Guide 19



Emiployer Search

search for: Okdshams |icessed Child Care and Edscation

What would you ke 1o do?

Dirarh Gairsan #1917 | iy b

Inderajual Profe

Click oo the Grganiralion 10 or Hamse 1o add that laclity Eo your smplcgment e

Crepanlzation I Hame

PO Bou S84
Platner, 0K 74753

BZETE 38 A
Tules, OR 74103
ANE KL Dz
Hagkad, O 78430
TS g arteer
WlT JOTeS,

(= s |
WISEITTH =
Tges, Of TAE1T
PO Bax 35
Hepkar, 0K T4855
TS E 17Uh 5t
Tudiia, O T4112

W

Can't fnd your emphoyer?

L e I s T
* Saarc® By oty oeby be Geed ol aesplogars s that Gty
. # pova Wt £ arratd s ste e erpkiver

RABONTID

EEI031TE4 /173015 4/1/3013
ERIO0ZIIN 10/1/301%

ERROZASTE WRNE0G

ERNO02133T 13/ 1002008
ERRAOOFE 17/50

ERIO2TES HEELE

All of the facilities in the state of Oklahoma that have ABC in their name will be listed. Select the facility
you worked at by clicking on the Organization Id or Name. If the Effective date is red, that indicates that
the facility has closed on that date. We recommend you look up the facility by Organization ID or License
Number to ensure you attach yourself to the correct facility.

> CECPD Center for Early Childhood Professional Development

Child Care Oklahoma Registry -User Guide 20
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Position Detalils

‘ Reflecting Oklahoma's commitment to high quality early care and ]
education by providing professional development that produces results!

Welcome [sion out] Position Details

S ———
Employment
Home History

Statewide Training Calendar

You selected the following program. Confirm the selected program is correct.
My Saved Events

Program Information

Contact Us ;
License Number: K830020793
Effective: 5/29/2015 - 5/29/2015
What would you like to do? Name: Abc 123
. Address: 274 Platter Dike Rd, Platter, OK 74753
Dawn Garrison #59127 SR ELILE
Phone: (580) 965-4614
Individual Profile Email: tricia2929@vahoo.com
Star Level 0 Stars
How long does it take to process
an application?
. y . R - pd@ou.
We are currently processing cecpd@ou.edu

materials received 9/23/15

Confirm Return

The top portion of the screen details the facility information. Verify this information to confirm that this
is where you work or have worked. Completed the Position Information as detailed, click on the Save
button at the bottom of the screen. Enter all of your employment by repeating this process.

s CECPD Center for Early Childhood Professional Development
chid care Oklahoma Registry -User Guide 21



Welcome [sign out]
e}
Home

Statewide Training Calendar

My Saved Events

Contact Us

‘What would you like to do?
A EEEEEE——

¥ Dawn Garnson 259127

Indnadual Profile

How long does it take to process
an application?

We are currently processing
matenaks received 923715

Reflecting Oklahoma’s commitment to high quality early care and

education by providing professional development that produces results!

Position Details

Personal Education Employment Training Prafessional
L] History HMembership/
Contributions
You selected the following program. Confirm the selected program is correct.
Program Information
License Mumber: K&30020793
Effactive: 5/29/2015 - 5/29/2015
Mame: Abc 123
Address: 274 Platter Dike Rd, Platter, OK 74753
Bryan Counky
Phone: (580) 965-4614
Email: trcia2220@yahog.com
Star Level 0 Stars
Position Information
Title *: | -~ Make a selection -- [=]
Hours Per Week™: I ]
Months per year™: [
[ This is my primary employer
DL R on [T mnfants (0-12 months) [l Elementary (k-3rd grade)
[ Toddlers (13-24 months) | Middle (4th-Bth grade)
7l Two's (25-36 months) "I secondary (High School)
"I Preschooler 3's (37-48 months) Ul Adults
[ preschool 4's and 5's (49-72 months)
Start Date=: [ | tmmiaarevi
End Date: | | i dedl )
Hourly wage at this & |
position !
Date of last wage | |
increase:
Status: Self Reported

Privacy Policy Notice:

Submit
Application

CECPD

Center for Early Childhood Professional Development

Oklahoma Registry -User Guide
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Child Care
Services

Welcome [sign out]
S —
Home

Statewide Training Calendar

My Saved Events

Contact Us

What would you like to do?
—

Dawn Garrison #59127

Individual Profile

How long does it take to process
an application?

We are currently processing
materials received 9/23/15

Reflecting Oklahoma's commitment to high quality early care and

education by providing professional development that produces results!

Employment History

Employment
History

Please add an employment record for every early care and education position you hold or have held in the

past.

# If you held more than one position for the same employer, enter a separate entry for each

position.
# Enter an end date for any position which you no longer hold.

* NOTE: If you are the owner of a facility, and also work in the facility, you will need to enter
two employment records; one as the owner, and an additional entry for your current staff

position.
Program Title Wage Start End Status
E] Abc 123 Assistant N/A 10/1/2015 10/30/2015 Self Reported Edit

Director

< Previous Step Continue >

Remove

turn to My Profile

CECPD

Center for Early Childhood Professional Development
Oklahoma Registry -User Guide

You will return to the main Employment History screen. Review your entries. If no changes are needed,
click on the Continue button.

23



Add Training

| Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Welcome [sign out] Training
Training
Home

Statewide Training Calendar

My Saved Events

Filter by Quali -- No Filter --
Contact Us U El
Event ID Title d Credit CEU Hours Level Verified
What would you like to do? 182669 Leadership Academy I - Leadership Practices 07-25-15 1.20 12.00 TierII
s — and True Colors
Dawn Garrison #59127 175356 E-3 The Next Generation: Dimensions of Quality 06-06-15 6.00 TierII

Individual Profile

Continuing Education Hours:

) Mo continuing education hours have been added to this online application
How long does it take to process

an application?

We are currently processing
materials received 9/23/15

< Previous Step Continue > Return to My Profile

In this section you will tell us about the training you have taken. Review what is listed if you have
training that is not listed.

1. Make a photo copy of each certificate you are going to submit
2. Write you Registry ID on each copy
3. Fax, email, or Mail these into CECPD

If you have no training to enter click on the Continue button.

e CECPD Center for Early Childhood Professional Development
chid care Oklahoma Registry -User Guide 24



Professional Contributions

( Reflecting Oklahoma's commitment to high quality early care and |
education by providing professional development that produces resuits!

Welcome [sign out] Professional Organization Membership & Contributions
- Professional

Membership/
Contributions

Home

Statewide Training Calendar

My Saved Events Professional Memberships

Contact Us

Memberships

What would you like to do? | -- Select to add Professional Membership - Izl
—

Dawn Garrison #59127

Individual Profile Professional Contributions (in the last 12 months)

Contributions

How long does it take to process

i | -- Select to add Professional Contribution -- El
an application?

We are currently processing
materials received 9/23/15

< Previous Step Save and Continue > Return to My Profile

.

If you are applying for a Professional Development Ladder, this section is optional. If you are applying
for a Directors Credential, this is required.

Use the pull-down in each section and select the membership or contribution.
In the next screen enter the information as requested.

When you are done, click on the Save and Continue button.

e CECPD Center for Early Childhood Professional Development
Chitd Care Oklahoma Registry -User Guide 25
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Submit Application
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There is a lot of information on this screen! Please read through it carefully. At the bottom of the screen
indicate that you have read and understand the agreement. Then click on Continue.

Welcome [Sign Out]
A——————
Home

Statewide Training Calendar

My Sawved Events

Contact Us

wWhat would you like to do?
A

Dawn Garrison #59127

Individual Profile

How long does it take to process
an application?

We are currently processing
materials received 9/23/15

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Submit
Application
Instructions:

This is the final step n completing the online application update process. Please check that all mformation i1s
accurate. Once you press the Submit Application button below, your account will be locked and youw will not be
able to edit until your apphication has been approved.

Submit Application

Are you ready?
You are ready to submit your online applhication if you have completed:

* Personal Information
* Employment History
* Educatien Background
* Training Attendance

What is next?
ance you press Submit Application below, the following will oocur:

s Your account will be locked. You will only be able to view your records.

# A confirmation email will be sent to you with the instructions for the next step.

# You will need to send in all required documentation cutlined in the confirmation email.

& Registry staff will review your documents and process your application.

* Registry staff will mail your Career Lattice Level Certificate and unlock your account.

* This application counts as your official application; ou do not need to submit a paper
application.

Based on the information you provided, the following documents need to be sent:

1. Your official university or college transcnpt. (If you have already provided an official transcript,
you only need to send a new transcrpt if you have taken additional coursework. )
. Verification of any training you have attended within the last 5 years that does not already appear
on your online training record.
. Copies of First Aid and CPR cards for training taken in the last 5 years.
4. Copies of your CDA, CCP or Oklahoma Competency Certificate(s).
. Application fee, if required. (Mo certificate will be issued if application fee is due.)
o If you paid online, you do not nead to send payment.
o If you are renewing your Oklahoma Director's Credential {ODC) or Professional
Development Ladder (PDL) before your expiration date, no payment is required.
o If payment is required, send a check or money order made out to the University of Oklahoma
and/or any vouchers you may have to help pay for your application.

L]

w

w

Application Selections

Expires
Mone - Initial M/A

Item

Professional Development Ladder £10.00
Total Processing Fee®*: $10.00

=8 submission fee is required where noted in order to precess your Online Application. All fees are
subject to change without notice.

Send a check payable to The University of Oklahoma for the amount due. Note: An additional $30 will

be charged if your chedk is returned for any g

Read through this page and Select Submit Application

CECPD

Center for Early Childhood Professional Development

Oklahoma Registry -User Guide 27



Welcome [sign out]
S —
Home

Statewide Training Calendar

My Saved Events

Contact Us

What would you like to do?
S —

Dawn Garrison #59127

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

My Personal Profile

| Personal | | Education H Employment | | Training | | Professional || Reporl‘s|

Welcome, Dawn Garrison

You have signed in but not submitted an application.

[“| Apply for the Professional Devel

[] Apply for the Oklahoma Director's Credential (ODC) - $25.00 E]

[Cl apply as a trainer - $15.00 [5]

t Ladder (PDL) - $10.00

Registry ID: 59127

Dawn Garrison

1026 Barbour Ave

Norman, OK 73069

(405) 412-8238
Dawn.M.Garrison-1@ou.edu
Change Email Change Password

Application Reports:

Individual Profile [Cl Apply for REWARD Oklahoma - No fee [3]

Learning Record

Training List

Core Competency Five Year
Apply/Renew Summary

Core Competency Career

We are currently processing . . . Summary
materials received 9/23/15 Online Application Staff Notes (0)

No Notes Exist

[C] Apply as State Agency Collaborative - $10.00 E]

How long does it take to process
an application?

You will be returned to the My Personal Profile page. You can pay your fee using Pay Pal or send in a
Check or Money Order to the University of Oklahoma. If you are renewing your credential and your
materials are received before you expire, the fee will be waived by the Registry staff.

i CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide
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Application Reports

Reflecting Oklahoma's commitment to high quality early care and
education by providing professional development that produces results!

Welcome [sign out] My Personal Profile
e
Home Personal | | Education | Employment || Training || Professional || Reports

Statewide Training Calendar

Welcome, Dawn Garrison Registry ID: 59127

My Saved Events You have signed in but not submitted an application.

Contact Us Dawn Garrison

DApva for the Professi | Develop Ladder (PDL) - $10.00 1026 Barbour Ave
Narman, OK 73069

(405) 412-8238

Dawn.M.Garrison-1@ou.edu
Change Email Change Password

What would you like to do?
—————

Dawn Garrison #59127 [Tl Apply as a trainer - $15.00

[T] Apply for the Oklahoma Director’s Credential (ODC) - $25.00

Individual Profile [“] Apply for REWARD Oklahoma - No fee Application Reports:
Learning Record

Training List

Core Competency Five Year
Apply/Renew Summary

Core Competency Career
Summary

[] Apply as State Agency Collaborative - $10.00 E]

How long does it take to process
an application?

We are currently processing

materials received 9/23/15 ST S T S LS ()

No Notes Exist

Application Reports are found on the Summary tab on My Personal Profile.

e Learning Record: This report details your Employment History, Degrees and Credentials, and all
the training you have taken by year, by Tier Level.

e Training List: Details all of your training by Tier Level.

e Core Competency Five Year Summary: Details your training from the last five (5) years by Core
Competency.

e Core Competency Career Summary: Details your training from the last five (5) years by Core
Competency.

Things You Need to Know

Once you click on submit, your account will be locked and will remain locked until your application has
been process by the Registry Staff.

Processing time can take up to 45 days. That time begins on the date we receive your materials and/or
Participant Agreement

If you do not include the Participant Agreement with your materials, your application will be delayed.

CECPD Center for Early Childhood Professional Development

cﬁﬁ Oklahoma Registry -User Guide 29
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Navigation

Welcome [Sign Qut]
EEE———
Horme

Statewide Training Calendar

My Saved Events

Contact Us

What would you like to do?
r— ]

Go to rmmy profile

How long does it take to process
an application?

We are currently processing
rnaterials received 10/31,/2012

CECPD

Home takes you to CEPCD’s website

Statewide Training Calendar — Locate training

My Saved Events — you can locate and save a training event for reference
Contact Us — have a question? Click here and send an email

Takes you to your Personal Profile Page

We are currently processing applications where we have received all the
materials received on the date displayed.

Center for Early Childhood Professional Development
Oklahoma Registry -User Guide 30



Changing Email and Password

| Education || Employment | | Training || Professional

Personal Inf ation:
Reqgistry ID: 37314
Marne: Jane Doe
Ermail: cecpdi@ou.edu
Charnge Email Change Password
Address: CECPD

1801 M Moore Ave
Oklahoma City, OK 73160

County: Cleveland
Home Maobile Phone: (111)111-1111
Work Phone:

If you need to update your Email or want to change your password, you can do that on the Personal tab in
your profile.

CECPD Center for Early Childhood Professional Development
Child Care Oklahoma Registry -User Guide 31
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Statewide Training Calendar

The home page of the OPDR includes a statewide searchable training calendar. You do not need
to be registered or signed in to use it. This searchable calendar allows you to search for training
in two (2) different ways.

1. By keywords, city, county, date, etc.
2. By regions: simply click on a region in the area map

Find Training

Statewide Training Calendar
Find training by subject, location, or browse our current course catalog!

Course Catalog

Why can I not find a course?

l Trainer Directory

Training Calendar

Search by location, date, or subject

Enter search criteria to find matching events.
MOTE: Searching without criteria will display all

List by Region

Click on an area of the map to see all upcoming
events in that region.

events starting on or after 10/28/2015.

Keywords: | |
City: | |
County: | -- Select County --

Region: | -- Select Region -- EI

From Date: |10/28/2015

Core Competency Area:

|l

Infant Mental Health Core Competency Area:

|l

Tiered and Credit Events:

| Al

Training Language:

L1 B B

|l

Include the following course types:

Classroom

Web Based
Correspondence
Distance Learning

Reset Form

Locate Events

CECPD Center for Early Childhood Professional Development

Oklahoma Registry -User Guide
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