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PURPOSE

The purpose of this document is to assist the Educators in performing various
activities on the Workforce Registry.

PERSONA
Persona Responsibilities
e Building a profile
e Providing certification and work history
Educators e Associating and dissociating with Providers

e Viewing jobs and courses

e Viewing communications

e Creating help desk tickets

Process FLow DiIAGRAM

Registration/Profile Update
. Personal
Login Details
Y v
Email Ye Is Email
Authentication Modified?

Background
Check

Employment
Details

Details ’ Details ’
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REGISTRATION PROCESS

1. Go to the Rl Department of Human Services Portal using the correct URL.
2. Click the Create an Account link.

Department.of @ English v
Human Services

Login
Enter your email and password below to enter.

* indicates required field

*Personal Email Address ©

Enter Email Address

*Password

Enter Password @
Forgot password
Logi

Don't have an account?|

3. Enter the Personal Email Address, First Name, and Last Name, select Date of
Birth, and then click Register.

Department of ® engiish
Human Services

Register
Start by entering your email address below.

Already Registered? Log In Here

* indicates required field

*Personal Email Address ©

—> jaganjoh400@gmail.com

*First Name Middle Name
_> Jagan Enter Middle Name
Get Started Here *Last Name *Date of Birth
Rhode Island Department of Human Services is committed Joe 111988 \§
to both access and achievement, with a vision that all Rhode ’

Islanders have the opportunity to thrive at home, work and
in the community. The Office of Child Care at the

related. The Rhode Island Start Early System (RISES) plays a

vital role in the early education system by providing a one-

stop shop for educators, families and providers to data.

3% e

-

<

© 2023 RI.gov.

Accessibility, data, and privacy policies
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A confirmation message displays.

Department.of ® nglish ~
Human Services

Register

Already Registered? Log In Here

Thanks for joining us!

Please check your inbox. We have sent an email to jimmybenlim@gmail.com to confirm the validity of your email
@ address. After receiving the email, click on the "Create Password" button to create your password and complete

your Professional Registry Profile.

Get Started Here

Rhode Island Department of Human Services is committed
to both access and achievement, with a vision that all Rhode
Islanders have the opportunity to thrive at home, work and
in the community. The Office of Child Care at the
Department of Human Services oversees all things child care
related. The Rhode Island Start Early System (RISES) plays a
vital role in the early education system by providing a one-
stop shop for educators, families and providers to data.

:t © 2023 RI.gov.
N

Accessibility, data, and privacy policies

4. Open the email you have received from RISES and click on the Create Password
button.
Note: An email will be sent to the registered email address.

Sandbox: Welcome to RISES inbox e O
RISES manish.sogani@mtxb2b.com via jgzk37zthkdz.od-8hpt2ai.cs385.bnc.sandbox.salesforce.com 17:07 (O minutes ago) * @ “« :
tome v

Department of
Human Services
Hi Jagan,
We're excited to have you join the Rhode Island Start Early System community!

To get started, please click on the below button to create your password.

Username: jaganjoh400@gmail.com

EATE PASSWORD

If you have any questions, please contact us at dhs.childcarelicensing@dhs.ri.gov.

Thanks,
DHS Office of Child Care
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5. Enter your new password in the New Password and Confirm New Password fields,
then click Change Password.

Department of
Human Services
Change Your Password

Enter a new password for simmylim66@gmail.com.

Make sure to include at least:

@ 8characters

@ 1lletter

@ 1number
@ 1 special character @

* New Password

* Confirm New Password

Password was last changed on 12/28/2023, 8:35 AM.

CREATING YOUR PROFILE

Once your registration process is complete, you will be directed to the Workforce
Registry Welcome page, where you can create your profile.

Department of n () @ 58
Human Services Support English v Me v

Welcome Jimmy Benlim! Workforce ID:  Aoot12

O  welcome Rhode Island Start Early System (RISES)
Welcome to the Workforce Registry!

Personal Information ) . . . ) . X
The Workforce Registry is where you can enter and maintain important information about yourself as a professional. The Workforce Registry

will serve as a place to organize and store your professional credentials, professional development, education, and employment experience.
You can also download this information as a resume for use. Your employer will have access to the information that they are required to
possess in order to present to DHS, Brightstars, or RIDE for licensing or a program’s quality rating. It is important that all information entered
is accurate and complete. Please have the following information available when completing your registry:

- Transcripts from all colleges and universities you have attended
- CPR & First Aid Certificates
- A current resume/work history information

Thank you for your participation!

Continue >
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To fill in the profile details, follow the instructions below:

1. Click Continue on the Welcome page.

Department of (’3 @ )
Human Services English v Me v

‘Welcome Jagan Joe! Workforce ID:  Aootie

() Welcome Rhode Island Start Early System (RISES)

Welcome to the Workforce Registry!

Personal Information
The Workforce Registry is where you can enter and maintain important information about yourself as a professional. The Workforce Registry

will serve as a place to organize and store your professional credentials, professional development, education, and employment experience.
You can also download this information as a resume for use. Your employer will have access to the information that they are required to
possess in order to present to DHS, Brightstars, or RIDE for licensing or a program’s quality rating. It is important that all information entered
is accurate and complete. Please have the following information available when completing your registry:

- Transcripts from all colleges and universities you have attended
- CPR & First Aid Certificates
- A current resume/work history information

Thank you for your participation!

2. On the Personal Information page, enter your Primary Mobile Number in the
Contact Information section.
Note: First Name, Middle Name, Last Name, Workforce ID, and Personal Email

Address will be pre-populated.

Department of a @ 39
Human Services Home English v Me v

‘Welcome Jagan Joe! Workforce ID: Aoot16

o Welcome Personal Information
|

* indicates required field
° Personal Information

Contact Information

*First Name Middle Name *Last Name
Jagan Enter Middle Name Joe
Maiden Name (if any) Workforce 1D *Personal Email Address
Enter Maiden Name (if any) A00116 jaganjoh400@gmail.com
*Primary Mobile Number Secondary Number
—> (768) 933-4455 Enter Secondary Number
Mailing Address

Mailing Address Search

Start typing
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3. Enter your address in the Mailing Address Search field, then select your address

to auto-populate the chosen address.

Department of EE @
Human Services English w

‘Welcome Jagan Joe! Workforce ID:  aootie

Mailing Address

o Welcome

| Mailing Address Search

456 florida

o Personal Information

456 Florida Avenue Northwest
Washington, DC, USA

456 Florida Avenue Northeast
Washington, DC, USA

456 Florida 20

Panama City, FL, USA

456 Florida Avenue South
Lakeland, FL, USA

456 Florida Avenue
. USA

Herndon, V/

Enter Country

Demographics

Add Profile Photo

*Gender *Date of Birth Age

-- Choose one -- v Jan 1,1988

13
w
)

*Race or Origin

Otherwise, enter the address manually.

Department of
Human Services Home

‘Welcome Jagan Joe! Workforce ID: Aootie

Mailing Address

° Welcome

| Mailing Address Search

Start typing
° Personal Information yping

*Street Address

456 Florida Ave NW

*City *State *Zip Code
Washington District of Columbia 20001
*Country

United States

Demographics

Add Profile Photo

*Gender *Date of Birth Age

—= Chonce one -- - lan 1 1088 = 2R
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4. In the Demographics section, select Gender and Race from the drop-down.

Department of 2 @ ]
Human Services English v Me w

Welcome Jagan Joe! Workforce ID:  acotie

Demographics
o Welcome grap
| Add Profile Photo

° Personal Information

*Gender *Date of Birth Age
_’ Female v Jan 1,1988 @ 36
*Race or Origin
—>Other v

5. Click the Pencil icon around the user's initials on the profile and click the Upload
Photo button to upload the profile photo.

Update Profile Photo

Files with extensions of jpg and jpeg are
considered acceptable if their size is below
25 megabytes.

‘ @ Upload Photo

a. Select and upload the profile photo from the local machine. Click the Done
button after uploading the photo.

Upload Files

- image (26).jpg

59 KB

10f 1 file uploaded
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Human Services

‘Welcome Jagan Joe! Workforce ID:  Aoot16

Demographics
o Welcome

| Add Profile Photo

o Personal Information

*Gender *Date of Birth Age

36

i3

Female v Jan 1,1988

*Race or Origin

Other v

6. Inthe Language section, select Primary Language and Primary Language
Fluency.
Note: The fields with red asterisk (*) marks are mandatory to fill.

7. Select Yes[No to the question in the Employment Status section and then click
Save & Next.
Department of o f‘) @ 3

Human Services e Support English v Me w

Welcome Jagan Joe! Workforce ID:  Aootie
*Race or Origin

Other v
o Welcome
|
° Personal Information Language
*Primary Language *Primary Language Fluency
English v Advanced v
Additional Language 1 Additional Language 1 Fluency
French v Intermediate v
Additional Language 2 Additional Language 2 Fluency
-- Choose one -- v -- Choose one -- v
Employment Status

*Currently employed in an Early Childhood/Child Care setting?

® Yes No

< Previous ‘ Save & Next > I
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To complete the profile, a few more steps will be added. Finish all the steps by
entering the necessary information.

8. In the Background Check step, select Yes[No to the questions.

Department of e @ 8
Human Services English v Me w

Welcome Jagan Joe! Workforce ID:  aootie
o Welcome Background Check
° Personal Information @ For more information, click here
| * indicat ired field
o Background Check indicates required fiel

—> *Do you currently live outside the state of Rhode Island or have you done so within the past five (5) years?
Education and Professional

Credentials Yes e

Vaccination Information
’ *Do you have a current or have you completed a comprehensive background check?

Employment Yes No

< Previous Save & Next >

a. Select Yes/No to the question and select the checkbox to provide the consent

penstanentet oy A ® O
Human Services Home Support English v Me w

Welcome Jagan Joe! Workforce ID:  aootie
o Welcome Background Check
o Personal Information @® For more information, click here
| * indicats ired field
o Background Check indicates required fiel

*Do you currently live outside the state of Rhode Island or have you done so within the past five (5) years?
Education and Professional
Credentials Yes ® No

Vaccination Information *@ | attest that | am currently living in Rhode Island and have done so for the past five (5) years.

*Do you have a current or have you completed a comprehensive background check?
Employment
Yes No

< Previous Save & Next >
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b. If you select Yes to the question “Do you have a current or have you
completed a comprehensive background check?” then you must select the
type of background check that you have completed. Click the Upload Files

button and upload the supporting document accordingly.
. S A ® 0

Human Services Home Support English v Me v

‘Welcome Jagan Joe! Workforce ID:  Aootie

*[@ | attest that | am currently living in Rhode Island and have done so for the past five (5) years.
Welcome

*Do you have a current or have you completed a comprehensive background check?

?
o Personal Information ® Yes No
o

Background Check *Select type of background check

DCYF/RI Child Abuse and Neglect Registry Check
Education and Professional Comprehensive Criminal Background Check
Credentials

Comprehensive Criminal Background Check Document
Vaccination Information Upload Documents @

= 4 Upload Files  Or drop files

Completion Date

Employment

MM/DD/YYYY @

* | attest that | have either completed a RI Child Abuse and Neglect Registry Check (formerly known as a CANTS check through the
Department of Children, Youth and Families) within the last five (5) years, and/or am aware that one must be completed prior to my
employment.

c. Select the Completion Date from the calendar. Select the check box to
provide the consent and then click the Save & Next button.

Department of ﬁ @ @ e

Human Services Home Support English v Me w

‘Welcome Jagan Joe! Workforce ID:  aootie

“@ | attest that | am currently living in Rhode Island and have done so for the past five (5) years.
Welcome

*Do you have a current or have you completed a comprehensive background check?

o Personal Information @© Yes No
o Background Check *Select type of background check
DCYF/RI Child Abuse and Neglect Registry Check
Education and Professional Comprehensive Criminal Background Check
Credentials
Comprehensive Criminal Background Check Document
Vaccination Information Upload Documents @

Employment ® datajpeg T Delete

*Completion Date
—> Dec 1, 2017 &

—’* | attest that | have either completed a RI Child Abuse and Neglect Registry Check (formerly known as a CANTS check through the
Department of Children, Youth and Families) within the last five (5) years, and/or am aware that one must be completed prior to my
employment.

< Previous

(]

10
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9. You will be directed to the Education and Professional Credentials page. Fill in
and add the relevant details.

Department of w
Human Services Home Support English v Me w
Welcome Jagan Joe! Workforce ID:  aocote

Education and Professional Credentials

Welcome Highest Level of Education

-- Choose one Highest Level of Education -- v
Personal Information

Upload Documents @

Back d Check
ackgroun ecl &, Upload Files  Or drop files

Education and Professional

0—0—0—0

Credentials

Vaccination Information

My Degree + Add Degree ‘

Employment Please add any schools you have attended

Professional Credentials + Add Professional Credentials

Please add any certification or credentials not captured above

My Coursework | + Add coursework

Please add any credit you have attained

[ < Previous Save & Next >

10. Select the highest level of education from the drop-down. Click the Upload Files
button to upload the document.

Department of X @ e
Human Services English v Me w

Welcome Jagan Joe! Workforce ID:  Aootie

Education and Professional Credentials

Welcome Highest Level of Education

_> Bachelor's Degree v

Upload Documents @

Personal Information

Back d Check
ackgroun ecl Or drop files

Education and Professional

0—0—0—0

Credentials

Vaccination Information

My Degree + Add Degree
Employment Please add any schools you have attended
Professional Credentials + Add Professional Credentials

Please add any certification or credentials not captured above

My Coursework | + Add coursework

Please add any credit you have attained

< Previous Save & Next >

1
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a. Click the Done button after uploading the appropriate document.

Upload Files

h data.jpeg
23 KB

10f 1 file uploaded

b. The document will be uploaded successfully. Click on the document name to
view the uploaded document. Click the Delete button to delete the

document.

Personal Information

Upload Documents @

Back d Check
ackgroun: ec &, Upload Files | Or drop files

Education and Professional
Credentials

0—0—0

0 datajpeg O Delete

Vaccination Information

Employment

My Degree + Add Degree |

Please add any schools you have attended

11. Click the +Add Degree button to add your education details.

Welcome Jagan Joe! Workforce ID:  aootie

Upload Documents @
Welcome
& Upload Files  Or drop files
Personal Information
0 datajpeg G Delete
Background Check

Education and Professional
Credentials

Vaccination Information My Degree

Please add any schools you have attended

0—0—0—0

Employment

Professional Credentials [ + Add Professional Credentials ]

Please add any certification or credentials not captured above

My Coursework + Add Coursework

Please add any credit you have attained

12
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a. Fillin all the required details and then click the Save button.

Add Degree

* indicates required field

*Educational Institution *Degree Type

Florida school Bachelor's Degree

*Institution Country *Institution State

United States Florida

*Major Minor

English Enter Minor

*Attendance Status

@® Graduated Pursuing Not Graduated

Add Degree

English Enter Minor

*Attendance Status

@® Graduated Pursuing Not Graduated

*Degree Completion End Month *Degree Completion End Year
2 2015

Upload document @

&, Upload Files | Or drop files

13
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The record will be saved successfully.
Notes:
e Multiple records can be added.

e Click the Edit pencil icon to make changes. Click the Delete icon to delete the

record.

Department of
Human Services

o Degree record saved successfully.

n A & 0

Home Support English v Me v

Welcome Jagan Joe!

Upload Documents @

Wels
elcome &, Upload Files | Or drop files

Personal Information

0—0—0—0

0 data.jpeg
Background Check
Education and Professional
Credentials
Vaccination Information My Degree

Please add any schools you have attended

Employment ’

Florida school

Degree Type
Bachelor's Degree

Major
English

Degree Completion End Month
2

Upload document

@ No records found

Institution Country
United States

Minor

Degree Completion End Year
2015

Workforce ID: Aocorie

O Delete

Add Degree

7/ Edit O Delete

Institution State
Florida

Attendance Status
Graduated

12. Click the + Add Professional Credentials button to add any certification or

credentials information.

Welcome Jagan Joe!
Degree Type
Bachelor's Degree
Welcome
Major
Personal Information English

Degree Completion End Month
Background Check 2

Education and Professional

0—0—0—0

Upload document
Credentials
@ No records found

Vaccination Information

Employment

Professional Credentials

Please add any certification or credentials not captured above

My Coursework

Please add any credit you have attained

Institution Country
United States

Minor

Degree Completion End Year
2015

Workforce ID:  aocone

Institution State
Florida

Attendance Status
Graduated

+ Add Professional Credentials

+ Add Coursework ‘

14
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Do one of the following:

e RITeaching Certification
a. Select Rl Teaching Certification, enter the Certification Number and
the Last 4 digits of SSN, then click the Retrieve Credentials button.

Add Professional Credentials

* indicates required field
*Professional Credentials for

@ RI Teaching Certification Other Credentials

* Certificate Number @ xLast 4 digits of SSN

65629 4444

Retrieve Credentials

b. If available, your certification details will be retrieved. Click the Save
button to add the information.

Add Professional Credentials X

Retrieve Credentials

All Grades Dance Teacher, Grades PK-12 '

Certificate Number Certification Type Issuance Date
65629 INITIAL 01/23/2024.

Expiration Date
07/31/2026

All Grades Physical Education Teacher, Grades PK-12

caneet -

15
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Other Credentials

a. Fillin all the required details and click the Save button.

Add Professional Credentials

* indicates required field

*Professional Credentials for

*Credential Type

Child Development Associate (CDA), Pres...v

*Awarding Country

United States

RI Teaching Certification @® Other Credentials

*Awarding Entity

Test

*Awarding State

Florida

Certificate Number

Add Professional Credentials

*Issuance Date

==

United States

Certificate Number

M24567

Expiration Date

Jan 1, 2025

Upload Documents @

Florida

*Issuance Date

Nov 1, 2018

Total Hours

35

&, Upload Files | Or drop files

O data.jpeg

0 Delete
—

cancet

16
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The record will be saved successfully.
Notes:
e Multiple records can be added.
e Click the Edit pencil icon to make changes. Click the Delete icon to delete the

record.

Department of - ﬁ @ @ 8
Human Services ° Credential record saved successfully.

Support English v Me v
Welcome Jagan Joe! Workforce ID:  aootie

@ No records found

Welcome

Personal Information

0—0—0—-0

Professional Credentials + Add Professional Credentials

Background Check Please add any certification or credentials not captured above :
Education and Professional »
Credentials Child Develop t A iate (CDA), Preschool 7 Edit O Delete

Test
Vaccination Information

Awarding Country Awarding State Certificate Number

United States Florida M24567
Employment

Issuance Date Expiration Date Total Hours

11/01/2018 01/01/2025 35

Upload Documents

0 datajpeg

13. Click the + Add Coursework button to add any additional professional or related
classes or coursework information.

‘Welcome Jagan Joe! Workforce ID: acotis
Professional Credentials + Add Professional Credentials
Welcome Please add any certification or credentials not captured above h g
Personal Information Child Develop Associate (CDA), Preschool 7 Edit O Delete

Test

Background Check

0—0—0—-0

Awarding Country Awarding State Certificate Number
Education and Professional United States Florida M24567
Credentials

Issuance Date Expiration Date Total Hours
Vaccination Information 11/01/2018 01/01/2025 35

Upload Documents
Employment "

@ data.jpeg

My Coursework

Please add any credit you have attained

17
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a. Fillin the required details and then click the Save button.

The record will be saved successfully.

Notes:

e Multiple records can be added.

Add Coursework

* indicates required field

* Name of Coursework @

Coordinator Cousework

*Institution Name

Florida School

Upload Documents @

&, Upload Files  Or drop files

0_data.ipeg
pakfLL.

*Credit Hours

24

[ _Delete

Cancel

e Click the Edit pencil icon to make changes. Click the Delete icon to delete the

record.

14. After adding the Education and Professional Credentials information, click the

Save & Next button.

Department of
Human Services

‘Welcome Jagan Joe!

Welcome

Personal Information

Background Check

Education and Professional
Credentials

0—0—0—0

Vaccination Information

Employment

11/01/2018

Upload Documents

@ datajpeg

My Coursework

Please add any credit you have attained

Coordinator Cousework

Credit Hours
24

Upload Documents

@ datajpeg

English v Me v

Workforce ID:  acotie

01/01/2025 35

‘ + Add Coursework

7 Edit O Delete

Institution Name
Florida School

< Previous Save & Next >

18
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15. On the Vaccination Information page, select the appropriate answer to the
questions, then upload the necessary document supporting your answers.

Department of ﬂ (’3 @ e

Human Services Support English v Me w

Welcome Jagan Joe! Workforce ID:  aoot1e

Welcome Vaccination Information

This information can be provided in the form of an immunization record, physician record, or by using the Staff Immunization Form found on the DHS website.

Personal Information * indicates required field

' Do you have evidence of the immunizations required for child care workers by the RI Department of Health (RIDOH)? These requirements

Background Check can be found on the DOH website.

Education and Professional Yes No Medical Exemption School Age Exemption

Credentials

Vaccination Information

0—0—0—0-0

’ Do you have the Influenza Immunization Certificate?

Yes No Medical Exemption School Age Exemption
Employment

< Previous Save & Next >

a. After providing the required information, click the Save & Next button.

Department of
Human Services Home Support English v Me v

‘Welcome Jagan Joe! Workforce ID:  Acot1e

* indicates required field

Welcome
Do you have evidence of the immunizations required for child care workers by the RI Department of Health (RIDOH)? These requirements can be found on the DOH
website.
Personal Information . . .
® Yes No Medical Exemption School Age Exemption

Background Check *Upload document ©

Education and Professional 2, Upload Files  Or drop files
Credentials

0—0—0—-0-0

Vaccination Information 0 datajpeg o Delete

Employment

Do you have the Influenza Immunization Certificate?

Yes No @ Medical Exemption School Age Exemption

Please upload Influenza Immunization Exemption Certificate For Child Care Workers or you can download it from here.

*Upload document @

& Upload Files  Or drop files

@ MedicallmmunizationExemptionCertificateForChildcareWorkers.pdf T Delete

19
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16. On the Employment page, click Add Employment to add your employment
details if you are already employed.

Department of N @ e
Human Services ome upport English v Me v
Welcome Jagan Joe! Workforce ID:  aootie
° Welcome Employment + Add Employment
| © Currently looking for jobs (1 - -
° Personal Information
| ?
° Background Check
A Education and Professional
| Credentials
° Vaccination Information
| Add your work experience
o Employment Start by adding your employment detail

17. Select your Employer details.

If you do not find your employer name/to create a new employer - out of state,

refer to instruction 19.

Notes:

e If you select the Current Employer checkbox, the association request will be
sent to the employer for association approval.

e The association request will be sent to Rl state staff or the provider/employer
for approval based on the Job Type. (The RI State staff will receive the request
for the regulatory roles, and the Provider/Employer will receive the request for
other roles)

Add Employment

* indicates required field

*Employer Name *Job Type

A Child's View Inc. Education Coordinator

Current Employer

@ Info! Association request will be sent to the DHS Office of Child Care.

Employer Address

Street Address

1735 Mineral Spring Avenue

20
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a. Fillin the Employment details.

Add Employment

Country Zip Code

United States 02904

Job Title *Employment Type

Coordinator Full-time

*Start Date *Age Group Served
Sep 6, 2019 1 Selected

Al X

Wage Information

*Calary Infn. a

b. Fillin the Wage Information, select the Attestation checkbox, then click Save.
Note: You can add more than one employment record.

Add Employment

Wage Information

*Salary Information @ *Enter Amount (in USD)

@ Hourly Annually $400.00

Benefits
2 Selected

Medical X  Dental X

*@ | attest that the information contained in this affidavit is complete and accurate and under-
stand that any false representation may be cause for denial or termination of employment or de-
nial or termination of licensure.

2]
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The record will be saved successfully.
Notes:
e Multiple employment records can be added.
e Click the Edit pencil icon to make changes. Click the Delete icon to delete the

record.
O Department of ° Employment record saved successfully. : ﬂ' @ 6

Human Services Home English v Me w

‘Welcome Jagan Joe! Workforce ID:  aootie

Welcome Employment + Add Employment 1
© Currently looking for jobs ( ) - .

Personal Information

Background Check \ @® Pending ]

Education and Professional A Child's View Inc. 7/ Edit T Delete

Credentials » 09/06/2019 - Present

Vaccination Information

0-0—0—0-0-0

Job Type Job Title Employment Type
Education Coordinator Coordinator Full-time
Employment
Start Date Age Group Served
09/06/2019 Al

Wage Information
salary Information Enter Amount (in USD) Benefits

Hourly $400 Medical, Dental

v | attest that the information contained in this affidavit is complete and accurate and understand that any false representation
may be cause for denial or termination of employment or denial or termination of licensure.

18. If you do not find your employer name/to create a new employer - out of state,
click the + Create New Employer from the Employer Name drop-down.

Add Employment

* indicates required field

*Employer Name *Job Type

2 Test Employer -- Choose Job Type --

I + Create New Employer

Employer Address

Street Address

Cancel Save

22
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a. Enter the Employer Name, then select the Employer Type from the
drop-down.

Add Employment

* indicates required field

a4 Employer Name *Employer Type
Test Employer Child Care Center

Employer Address

Address Search

Q Start typing

*Street Address

b. Enter the employer address in the Address Search field, then select the

address to auto-populate the chosen address. Otherwise, enter the address
manually.

Add Employment
Employer Address

Address Search

Q start typing

*Street Address

Georgetown

*City *Country @
Georgetown United States

*State *Zip Code

Kentucky v 40324

Cancel

23
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c. Fillin the Employment details.

Add Employment

*Job Type

Elementary Teacher

Job Title *Employment Type

Teacher Part-time

*Start Date *End Date

Dec 1, 2023 & Jan 3, 2024

*Age Group Served *Reason For Leaving
1 Selected Personal Reason

Al X

d. Fillin the Wage Information, select the Attestation checkbox, then click Save.
Note: You can add more than one employment record.

Add Employment

Wage Information

*Salary Information @ *Enter Amount (in USD)

@ Hourly Annually $150.00

Benefits
1 Selected

Dental X

*@ | attest that the information contained in this affidavit is complete and accurate and under-
stand that any false representation may be cause for denial or termination of employment or de-
nial or termination of licensure.
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The record will be saved successfully.
Note: Click the Edit pencil icon to make changes. Click the Delete icon to delete the

record.

Department of
Human Services

° Employment record saved successfully.

Home

0-0—-0—0-0-0

Welcome Jimmy Benlim!

Welcome

Personal Information

Background Check

Education and Professional
Credentials

Vaccination Information

Employment

Employment
O Currently looking for jobs

Test Employer

12/01/2023 - 01/03/2024

Job Type
Elementary Teacher

Start Date
12/01/2023

Reason For Leaving
Personal Reason

Wage Information

salary Information

Hourly

Job Title
Teacher

End Date
01/03/2024

Enter Amount (in USD)
$150

Workforce ID:  Aoco112

+ Add Employment

7 Edit

Employment Type
Part-time

Age Group Served
All

Benefits
Dental

O Delete

v | attest that the information contained in this affidavit is complete and accurate and understand that any false representation

may be cause for denial or termination of employment or denial or termination of licensure.

19. Click the Save & Continue button after adding the employment details.

0-0—-0—0—-0-0

Welcome

Personal Information

Background Check

Education and Professional
Credentials

Vaccination Information

Employment

® Currently looking Tor Jobs

© Pending

A Child's View Inc.

09/06/2019 - Present

Job Type
Education Coordinator

Start Date
09/06/2019

Wage Information

Salary Information
Hourly

Job Title
Coordinator

Age Group Served
Al

Enter Amount (in USD)
$400

7 Edit

Employment Type
Full-time

Benefits
Medical, Dental

O Delete

~ | attest that the information contained in this affidavit is complete and accurate and understand that any false representation

may be cause for denial or termination of employment or denial or termination of licensure.

< provious |
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After successfully creating your profile, you will be directed to your profile page.
Department of o i 23} e

Human Services ome ashboard iob Boart otifications  More English v Me v

« Back Workforce ID: acone & Download Profile

Personal Information

@ Contact Information 7 Edit

First Name Middle Name Last Name
Jagan Joe
Jagan Joe #
Workforce ID : o016
a Maiden Name (if any) Workforce ID Personal Email Address
updated today A00116 Jjaganjoh400@gmail.com
© Currently looking for jobs
Primary Mobile Number Secondary Number

(768) 933-4455

Mailing Address
Total PD hours o
Street Address City State
Hours in a year Ohrs 456 Florida Ave NW Washington District of Columbia
Zip Code Country Do you currently live outside the state of
20001 United States Rhode Island or have you done so within
the past five (5) years?
No

LoGGING INTO THE DEPARTMENT OF HUMAN SERVICES

. Go to the RI Department of Human Services Portal using the correct URL.
2. Enter your Username and Password, and click the Login button on the Sign In

page.
Department of @ English v
Human Services

Login
Enter your email and password below to enter.

* indicates required field

*Personal Email Address ©@

Enter Email Address

*Password

Enter Password @

orgot password

A

Don't have an account? Create an account

You will be directed to the RI Department of Human Services Portal landing page.
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RESETTING THE PASSWORD

1. Click the Forgot Password link on the Sign-in page.

Department of

i @ English v
Human Services

Login

Enter your email and password below to enter.
* indicates required field

*Personal Email Address @

Enter Email Address

*Password

Enter Password @

Forgot password

Don't have an account? Create an account

2. Enter the email address to receive a link to reset the password.

Forgot Password

Enter your email address below. We'll send you a
link to reset it.

* indicates required field

*Personal Email Address @

Enter Email Address

C ]

Back to Login

The link to reset the password will be sent to the email address that you entered.

Forgot Password

Link Successfully Sent
@ We have sent you a link to
simmylim66@gmail.com.

Don't see the email?
Try checking your spam folder, or re-send the

verification email.

Back to Login
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Click the Set Password button from the email you received

Sandbox: Password Reset Request inbox x

RISES manish.sogani@mtxb2b.com via salesforce.com 12:55 (O minutes ago)
tome v

Department of
Human Services
Hi Simmy,

We received a request to reset your password for your account. If you did not request this, please disregard this email.

To reset your password, please click on the following button:

SET PASSWO |

If you have any questions, please contact us at dhs.childcarelicensing@dhs.ri.gov.

Thanks,
DHS Office of Child Care

Enter your password in the New Password and Confirm New Password fields, and

then click the Change Password button.

Department of
Human Services
Change Your Password

Enter a new password for simmylim66@gmail.com.

Make sure to include at least:

@ 8characters

@ 1letter
@ 1number
@ 1special character @

* New Password

* Confirm New Password

Password was last changed on 1/13/2024, 2:26 AM.
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PorTAL OVERVIEW

HoME PAGE

The Home Page provides quick access to the following:

a.
b.

Click the Go to My Profile button to go to the profile page.

Click the View Dashboard button on the Professional Registry tile to go to the
portal dashboard.

Click the View All link on the Important Communications tile to view all
communications.

Click the Quick Links to go to the respective pages.

Department of
Human Services

Welcome Simmy Lim! Workforce ID:  A00095 & Download Profile

Important Communications

(8 Unemployed

Update your Profile
Please keep updating your profile.

View All >

Professional Registry Quick Links

If you are currently affiliated with a child care program, I© My Tickets
you have the option to locate and include the program
details right here,

T —— © My Saved Courses
View Dashboard >

%) My Saved Jobs

@ © 2023 Rl.gov. Accessibility, data, and privacy policies Support

DASHBOARD

The Dashboard will have quick access to the following:

a.
b.

Click the Go to My Profile button to go to the Profile page.
Click the View All Associations link to go to the My Associations page.
Click the View All Courses link to go to the Professional Development Courses

page.
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d. Click the Quick Links to go to the respective pages.

Department of Q ﬁle @ g
Human Services

Dashboard Job Board Notifications ~ More English v Me ¥

Welcome Simmy Lim! Workforce ID:  a0009s & Download Profile

Rhode Island Department of Human Services

As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.

T—

b

Read more about us > Simmy Lim

Workforce ID :  A00085

Last updated on January 09, 2024

C tly looking for job:
Are you currently associated with a child care program? @ Gurrently looking for jobs

You may look-up for providers and add your employment details. Additionally, you can access your pending
program associations from 'My Associations' page. Add your employment details from My Profile

Quick Links

Professional Development Courses B My Tickets

) My Saved Jobs

: . © My Saved Courses
Autoevaluaciones de los WKC para Administradores y n

E., Coordinadores Pedagdgicos — Verano/Otofio 2023 @ FAQs

PD Hours - 2

Open for
Registration

JoB BoArD

To view the jobs, go to the Job Board page. Click Here to know more information.

0 Department of ﬂ EE G ﬁ @ g

Human Services

Home Dashboard Job Board Notifications  More English v Me v

¢ Back Workforce ID: 400095 & Download Profile

Job Board

All Jobs saved Jobs
Filters Clear
. Employer
Sort by: Dated
-- Choose Employer --

Education Coordinator Posted 11 days ago n

Job Type

Cranston Part Time A Child's University
-- Choose Job Type -- v

grwegr

View full details >

Location
-- Choose Location -- v
. . . Employment Type
Family Child Care Provider Posted 11 days ago ] ploy yp
Woonsocket $45000 Annually Full Time A Child's University -- Choose Employment Type --

Updated Test

Appl)

RI Pre-K Teacher Posted 11 days ago n

Hopkinton ~ $50000 Annually ~ Part Time A Child's University
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NOTIFICATIONS

1. Click the Notifications (Bell) icon to view all the Portal Notifications.

0 Department of o ga [ o @

Human Services Dashboard Job Board Notifications = More English v Me v

¢ Back Workforce ID:  A00095 & Download Profile

Job Board

All Jobs Saved Jobs
Filters Clear
Sort by: Dated Employer
-- Choose Employer --
Education Coordinator Posted 11 days ago n
Job Type
Cranston Part Time A Child's University
Choose Job Type -
grwegr
View full details >
Location
-~ Choose Location -- v
. . . Employment Type
Family Child Care Provider Posted 11 days ago o ploy s
Woonsocket $45000 Annually Full Time A Child's University -- Choose Employment Type --

Updated Test

Appl

2. Click the NetificatClick the X icon to close the Notification window.

Department of . .
O Human Services Notifications Mark all as read
¢ Back N .
® Ticket Update | Ticket Number 00001074 01/09/2024, 04:51 AM
b d The status of the helpdesk ticket with ID 00001074 has been changed from
Job Boar: Re-Opened to Request for Additional Information
To view the ticket, please click on the following link: 00001074
All Jobs Saved Jobs ® You have a new notification from Little Peeps Montessori01/08/2024, 10:01 AM
Naturskola
Little Peeps Montessori Naturskola has requested to view your profile for
association purposes. Please approve this request if it is accurate or reject it
if you feel this is in error.
Education Coordinator Posted 11 days ago @® Ticket Update | Ticket Number 00001074 01/08/2024, 09:48 AM

The status of the helpdesk ticket with ID 00001074 has been changed from
Closed to Re-Opened
grwegr To view the ticket, please click on the following link: 00001074

Cranston  PartTime A Child's University

View full details >
® Ticket Update | Ticket Number 00001074 01/08/2024, 09:46 AM
The status of the helpdesk ticket with ID 00001074 has been changed from
On Hold to Closed.
To view the ticket, please click on the following link: 00001074
Family Child Care Provider Posted 11 days ago
R $45000 Annually Full Time A Child's University ® Ticket Update | Ticket Number 00001074 01/08/2024, 09:45 AM

The status of the helpdesk ticket with ID 00001074 has been changed from
Request for Additional Information to On Hold,
View full details > To view the ticket, please click on the following link: 00001074

Updated Test

@® Ticket Update | Ticket Number 00001074 01/08/2024, 09:42 AM

The status of the helpdesk ticket with ID 00001074 has been changed from In
Progress to Request for Additional Information.

RI Pre-K Teacher Posted 11 days ago To view the ticket, please click on the following link: 00001074

Hopkinton ~ $50000 Annually ~ Part Time A Child's University
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MoRE

Click the More (9 dots) icon to access the following.

a. To view the courses, click the Professional Development Courses option.
b. To view the association details, click the My Associations option.

c. For help desk tickets, click the Support option.

Department of

>

Courses

Rhode Island Department of Human Services

Professional
Development

o 9 wen
i o g4 O a i 2]
Human Services Home Dashboard Job Board Notifications ~ More English v
Welcome Simmy Lim! ' Download

Associations

As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.

Read more about us >

Are you currently associated with a child care program? View All Associations >

You may look-up for providers and add your employment details. Additionally, you can access your pending
program associations from 'My Associations' page. Add your employment details from My Profile

Professional Development Courses View All Courses >

Simmy Lim

Workforce ID :  A00095

Last updated on January 09, 2024

© currently looking for jobs

Go to My Profile

Quick Links

IE_My Tickets

2

Me v

Profile

PROFILE

1.

drop-down menu for managing profile information.
2. Click the Log Out to exit from the portal.

Department of
Human Services

Click the Profile icon on the top right corner, then click the My Profile from the

Dashboard

Welcome Simmy Lim!

Rhode Island Department of Human Services

As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.

Read more about us >

Are you currently associated with a child care program? View All Associations >

You may look-up for providers and add your employment details. Additionally, you can access your pending
program associations from 'My Associations' page. Add your employment details from My Profile

Professional Development Courses View All Courses >

Job Board

Notifications ~ More English v
Workforce ID:  Aoooss &
[0) ut
Simmy Lim

Workforce ID :  A00095

Last updated on January 09, 2024

© currently looking for jobs

Go to My Profile

Quick Links

1Bl My Tickets

e

Me v
N
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MANAGING PROFILE INFORMATION

Click the Profile icon on the top right corner and then click My Profile from the
drop-down menu.

Department of 6
Human Services Dashboard Job Board Notifications ~ More English v = Me v

Welcome Simmy Lim! Workforce ID:  A00095 & & My Profile
@ Log out
Rhode Island Department of Human Services -
As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.
Read more about us > — Simmy Lim
Workforce ID :  A00095
Last updated on January 03, 2024
. . . . o © Currently looking for jobs
Are you currently associated with a child care program? View All Associations >
You may look-up for providers and add your employment details. Additionally, you can access your pending Go to My Profile
program associations from 'My Associations' page. Add your employment details from My Profile A
Quick Links
Professional Development Courses View All Courses > @ wy Tickets
3 My Saved Jobs
. L © My Saved Courses
Autoevaluaciones de los WKC para Administradores y 0 B Fac
. - = s
r, Coordinadores Pedagodgicos — Verano/Otofio 2023
(J
Open for PD Hours - 2
Registration
‘ Click to Register >
Aaad o
Personal Information
Contact Information 7 Edit
First Name Middle Name Last Name
. . Si Li
Simmy Lim Hngy m
Workforce ID : g2go08s Maiden Name (if any) Workforce ID Personal Email Address
Last updated on January 07, 2024 Jenn A00095 simmylim66@gmail.com
© currently looking for jobs
Primary Mobile Number Secondary Number
(987) 654-7890
Mailing Address
Total PD hours o
Street Address. city State
Hours in a year ohrs 456 Florida Ave NE Washington District of Columbia
Zip Code Country Do you currently live outside the state of
20002 United States Rhode Island or have you done so within
the past five (5) years?
No
Demographics
Gender Date of Birth Age
Female 12/01/1988 35
Race or Origin
Other
L 4
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EDITING PROFILE INFORMATION

1. To edit the Profile details, click the Edit button on the section that you need to

change.

Note: The information for each section can be edited.

Department of
Human Services

Home

@

Job Board Notifications  More English v Me v

< Back

Simmy Lim
Workforce ID :  Ao009s

Last updated on January 03, 2024

© Currently looking for jobs (__

Total PD hours o

Hours in a year Ohrs

Personal Information

Contact Information

First Name Middle Name
Simmy

Maiden Name (if any) Workforce ID
Jenn A00095

Primary Mobile Number
(987) 654-7890

Secondary Number

Mailing Address

Street Address City

456 Florida Ave NE Washington
Zip Code Country
20002 United States
Demographics

Gender Date of Birth
Female 12/01/1988

Workforce ID:  Ao009s & Download Profile

Last Name
Lim

Personal Email Address
simmylimé6é@gmail.com

State
District of Columbia

Do you currently live outside the state of
Rhode Island or have you done so within

the past five (5) years?

Age
35

2. Update/edit the information, then click the Save button to make the changes

effective.

Personal Information

Mailing Address Search

Start typing

*Street Address

456 Florida Ave NE

*City *State *Zip Code

Washington District of Columbia 20002

*Country

United States
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DowNLOADING PROFILE INFORMATION

1. To download the profile information, click the Download Profile button.

Department of

i ga

Human Services Dashboard

] ja

JobBoard  Notifications  More English v Me w

® O

Personal Information

Contact Information

First Name Middle Name

. . Simm;
Simmy Lim ¥
Workforce ID : 00095
Maiden Name (if any) Workforce ID
Last updated on January 03, 2024 Jenn A00095

© currently looking for jobs
Primary Mobile Number
(987) 654-7890

Secondary Number

Mailing Address

Total PD hours o
Street Address City

Hours in a year Ohrs 456 Florida Ave NE Washington
Zip Code Country
20002 United States
Demographics
Gender Date of Birth
Female 12/01/1988

Workforce ID:  A00095 & Download Profile

7 Edit
Last Name

Lim

Personal Email Address
simmylimé6é@gmail.com

State
District of Columbia

Do you currently live outside the state of
Rhode Island or have you done so within

the past five (5) years?

Age
35

Note: All the checked items will be visible once the PDF is downloaded. Uncheck the

items to hide the information.

2. Click the Generate PDF button to generate the pdf document of the Profile.

Department of
Human Services

"Generate PDF".

Demographics

Date of Birth [] Age

Employment

Start/End Date Wage Information

Vaccination Information

Vaccination Information

All checked items will be visible once PDF is downloaded. To hide any information, please uncheck it before selecting

Personal Information
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3. The PDF document of the Profile will be generated. Click the Download button to
download a copy of the pdf document on your local drive.

=  RI_MyProfile 100% + =

Department of
Human Services

rsonal Inform
Contact Information

First Name Middle Name Last Name
Simmy Lim

Maiden Name (if any) Workforce ID Primary Mobile Number
Jenn A00095 (987) 654-7890

Secondary Number Personal Email Address
simmylimé6@gmail.com

Mailing Address

Street Address City State
456 Florida Ave NE Washington District of Columbia

Zip Code Country Do you currently live outside the state of
20002 United States Rhode Island or have you done so
within the past five (5) years?
No

Demographics

Gender Date of Birth
Female 12/01/1988

VIEWING JOBS

1. Click the Job Board icon on the top of the screen to view open job postings.

Department of ﬁ EE ﬁ ﬂ @
Human Services

Dashboard Job Board Notifications ~ More English v Me w

Welcome Simmy Lim! Workforce ID:  Aoo09s & Download Profile

Rhode Island Department of Human Services

4
As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.
Read more about us > o Simmy Lim
Workforce ID :  A00095
Last updated on January 07, 2024
C tly looking for job:
Are you currently associated with a child care program? View All Associations > © currently tooking for jobs

You may look-up for providers and add your employment details. Additionally, you can access your pending

Go to My Profile
program associations from 'My Associations' page. Add your employment details from My Profile

Quick Links
Professional Development Courses View All Courses > & wy Tickets
) My Saved Jobs
© My Saved Courses

Autoevaluaciones de los WKC para Administradores y ] FAQ
s

I.g, Coordinadores Pedagdgicos — Verano/Otofio 2023
o
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2. All the jobs will be displayed.
Notes:

e To sort the jobs by dates, select the Sort by: Date option (The latest job posts
will be displayed on the top). Some jobs won't have dates due to ongoing

enrollment.

e Use the Filters option to narrow down the search results.

Job Board

All Jobs Saved Jobs

Education Coordinator Posted 9 days ago

Cranston  Part Time A Child's University
grwegr

View full details >

Family Child Care Provider Posted 9 days ago

Woonsocket  $45000 Annually  Full Time A Child's University
Updated Test

View full details >

Sort by: Dated

[n]

Filters Clear

Employer

-- Choose Employer --

Job Type

-- Choose Job Type -- v
Location

-- Choose Location - v

Employment Type

-- Choose Employment Type --

Fill in the filter fields to search for the specific results and then click the Apply button.

QO = & O

Dashboard Job Board Notifications ~ More English v Me w

Department of
Human Services

< Back

Job Board

All Jobs Saved Jobs

Education Coordinator Posted o days ago

Cranston  PartTime A Child's University
grwegr

View full details >

Family Child Care Provider Posted 9 days ago

Woonsocket ~ $45000 Annually  Full Time A Child's University
Updated Test

View full details >

Rl Pre-K Teacher Posted 9 days ago

Honkinton __$50000 Annuallv___Part Tima __A Child's Univarsity

Sort by: Dated

Workforce ID:  A00095 & Download Profile
Filters Clear
Employer

-- Choose Employer --

Job Type
1 Selected v

Administrative Staff x

Location

-- Choose Location -- v

Employment Type
1 Selected v

Full Time X

Apply
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The search result specific to the filter values will only be displayed.
Note: Click the Clear option to clear the filter values.

Department of r:l D HH @ 6
Human Services Dashboard Job Board Notifications ~ More English v Me v

< Back Workforce ID:  A00095 & Download Profile

Job Board

All Jobs Saved Jobs
_— Filters Clear
—> 1 Search result found Sort by: Dated Employer

-- Choose Employer --

Administrative Staff Posted 45 days ago a
Job Type
Barrington  Full Time  NYU agency
1Selected v
A job description is a written explanation that outlines the essential responsibilities and requirements for a vacant position. Job
descriptions should be thorough, clear, and concise and include: A brief introduction to the company and its mission Administrative Staff x
View full details >
Location
-- Choose Location -- v

Employment Type

1 Selected v

Full Time x

3. Click the Bookmark icon to save the jobs for future reference.
. Department of o o2 ) Jal @ 0

Human Services Dashboard Job Board Notifications ~ More English v Me v

< Back Workforce ID:  Aoooss & Download Profile

Job Board

All Jobs saved Jobs
Filters Clear
Sort by: Dated Employer
-- Choose Employer --
Education Coordinator Posted 9 days ago E
Job Type
Cranston  PartTime A Child's University
-~ Choose Job Type -~ v
grwegr
View full details >
Location
-- Choose Location -- v
. . . Employment Type
Family Child Care Provider Posted 9 days ago ] ploy P
Woonsocket $45000 Annually Full Time A Child's University -- Choose Employment Type --

Updated Test

Apply

RI Pre-K Teacher Posted 9 days ago A

Hopkinton  $50000 Annually  PartTime A Child's University
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The job record will be successfully bookmarked.

Department of ° Job Record bookmarked successfully. Q @ 8
Human Services _— _

Job Board Notifications English v Me v

€ Back Workforce ID:  Acooss & Download Profile

Job Board

All Jobs Saved Jobs
Filters Clear

Sort by: Dated Employer

-- Choose Employer --

Education Coordinator Posted 9 days ago

Job Type
Cranston Part Time A Child's University
-~ Choose Job Type -- .
grwegr
View full details >
Location
-~ Choose Location - .
: o . Employment Type
Family Child Care Provider Posted 9 days ago ] ploy P!
Woonsocket  $45000 Annually  Full Time A Child's University -- Choose Employment Type --

Updated Test

Apply

Rl Pre-K Teacher Posted 9 days ago ]

Hopkinton ~ $50000 Annually ~ Part Time A Child's University

4. Go to the Saved Jobs tab to view all the saved jobs.
Notes: Click the View full details—> to view the complete job details.

¢ Back Workforce ID:  A00095 & Download Profile

Job Board

All Jobs Saved Jobs i
Filters Clear
Sort by: Dated Employer
-- Choose Employer --
Education Coordinator posted 9 days ago n
Job Type
Cranston  PartTime A Child's University
-- Choose Job Type -- v
grwegr
View full details >
Location
-- Choose Location -- v
n Employment Type
RI Pre-K Teacher Posted 9 days ago
Hopkinton $50000 Annually Part Time A Child's University -- Choose Employment Type --

ewrw

Appl
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VIEWING PROFESSIONAL DEVELOPMENT COURSES

1. Click the More icon on the top of the screen and then click the Professional

Development Courses.

oo r:-' HH
Department.of ol v oo
Human Services Dashboard Job Board Notifications More English v Me w

< Back 9 @ & Download Profile
Professional My Support
Job Board Development | Associations
Courses
All Jobs Saved Jobs i
Filters Clear
Sort by: Dated Employer
-- Choose Employer --
Education Coordinator posted 9 days ago n
Job Type
Cranston  PartTime A Child's University
-- Choose Job Type -- v
grwegr
View full details >
Location
-- Choose Location -- v
Family Child Care Provider Posted 9 days ago [l Employment Type

2. All the Professional Development Courses will be displayed.
Notes:
e To sort the courses by dates, select the Sort by: Date option (The latest
courses will be displayed on the top).
e Use the Search option to narrow down the course results.

Professional Development Courses

All Courses Saved Courses

—> Search Course Title —> Sort by: Datet

Autoevaluaciones de los WKC para Administradores y Coordinadores Pedagogicos — Verano/Otofio 2023 A

e

Open for
Registration

PD Hours -2 Presentation Format - Online (Self-Paced)

Click to Register >

Autoevaluaciones de los WKC para Educadores de Guarderias Familiares - Verano/Otofio 2023 A

e}

Open for
Registration

PD Hours -2 Presentation Format - Online (Self-Paced)

Click to Register

Capacitacion del Ambiente de Aprendizaje: FCCERS-3 Modulo de Descripcion General ]

Eh PD Hours -1 Presentation Format - Online (Self-Paced)
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Note: An alternative way to view the Professional Development Courses is to go to the
Dashboard and then click the View All Courses link on the Dashboard.

g8 B ®
Department»of ﬁ =1n} A
Human Services Dashboard Job Board Notifications English v Me w

Welcome Simmy Lim! Workforce ID:  Aooo9s & Download Profile

Rhode Island Department of Human Services

As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.

Read more about us > Simmy Lim
Workforce ID :  aooo0es

Last updated on January 07, 2024

- . - . o © currently looking for jobs
Are you currently associated with a child care program? View All Associations >

You may look-up for providers and add your employment details. Additionally, you can access your pending Go to My Profile
program associations from 'My Associations' page. Add your employment details from My Profile g

Quick Links
Professional Development Courses (B My Tickets
) My Saved Jobs

© My Saved Courses

Autoevaluaciones de los WKC para Administradores y 0 A
E., Coordinadores Pedagogicos — Verano/Otofio 2023 o
(U
Open for PD Hours - 2
Registration )
‘ Click to Register > } Need S t
eed Suppor

The RI Department of Human Services (DHS) can

3. Click the Click to Register link to register for the Professional Development
Courses.
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Note: You will be directed to the Center for Early Learning Professionals login page.
Log in with the appropriate credentials to register for the course.

CENTER FOR
EARLY LEARNING
PROFESSIONALS

Sign In aniciar sesion)

sername (nombre de usuario)

Forgot Your Username? Forgot Your Password?

¢Olvido su nombre de usuario? ¢Olvido su password?

If you want to register for a Center or RIELDS Professional Development
offering, please first sign up for an account .

en Espafiol

4. Click the Bookmark icon to save the course for future reference.
el RN T = D ® O

¢ Back Workforce ID:  A00095 & Download Profile
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Registration
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The course record will be successfully bookmarked.

Human Services . . Job Board Notifications ~ More English v Me v

O Department of ° Course record bookmarked successfully. tl ﬂ @ e

¢ Back Workforce ID:  Aooo9s & Download Profile

Professional Development Courses

All Courses Saved Courses
Search Course Title Sort by: Datet
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Registration —
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Registration )
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5. Go to the Saved Courses tab to view all the saved courses.

BT o3 (] a0 #| ® 0O

Human Services Dashboard Job Board Notifications ~ More English v Me v
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ASSOCIATIONS

1. Click the More icon on the top of the screen and then click on My Associations.

Department of Ifl
Human Services Job Board Notifications ~ Mgre English v Me v
‘Welcome Simmy Lim! g' (,3 & Download Profile
Professional My Support
Development. Associations
E Courses
Rhode Island Department of Human Services g
As an agency committed to both access and achievement, the vision for the Rhode ~
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.
Read more about us > . Simmy Lim
Workforce ID :  Ao0095
Last updated on January 08, 2024
. . . . - © Currently looking for jobs
Are you currently associated with a child care program? View All Associations >

You may look-up for providers and add your employment details. Additionally, you can access your pending

Go to My Profile
program associations from 'My Associations' page. Add your employment details from My Profile h g

Quick Links
Professional Development Courses View All Courses > B wy Tickets
3 My Saved Jobs

: - © My Saved Courses
Autoevaluaciones de los WKC para Administradores y

n
r-. Coordinadores Pedagégicos — Verano/Otofio 2023 FAQs
()

oo PD Hours - 2

2. Go to the Active Associations tab to view the approved associations.

— B/ O ® O
Human Services 3

Dashboard  Job Board Notifications ~ More English v Me v
¢ Back Workforce ID:  Aocooss & Download Profile
Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile
Employer Name Program Type Job Type Start Date
Little Peeps Montessori Naturskola Child Care Center Administrative Staff 12/31/2024
A Child's View Inc. Child Care Center Education Coordinator 11/01/2020
@ © 2023 RI.gov. Accessibility, data, and privacy policies Support
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3. Go to the Pending Associations tab to view the pending associations for

approval.

Department of ﬂ - @ e
Human Services ome Dashboard Job Board Notifications ~ More English v Me v

< Back Workforce ID:  aoooss & Download Profile
Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile
Employer Name Program Type Job Type Start Date
A Child's View Inc Child Care Center Education Coordinator 11/01/2020

4. Go to the On Hold/Declined Associations tab to view the submitted associations
that are on hold/declined.
On Hold Associations:
a. For Hold Associations, the status of the association will be On Hold. You can
also view the reason for the hold.
b. Click the Re-submit button to resubmit the association for approval.
Notes:
e Before re-submitting, go to the Profile Details page and make the

necessary changes as per the stated reason.

e You can re-submit up to three (3) times.
(&) Jratoen @ B & J 5 & @

¢ Back Workforce ID:  ao0oss & Download Profile

My Associations
Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile
Employer Name Program Type Job Type Start Date Status Action

A Child's View Inc. Child Care Center Education Coordinator 11/01/2020 On Hold
x Re-Submit

Reason Education and Professional Credentials: Missing Data;
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c. Click the Yes button to confirm the re-submission.

Are you sure you want to Re-Submit your profile for re-verification. Make
sure you already resolved all the provided reasons.

[ ]

After a successful re-submission request, the record in the On Hold/Declined
Associations will be moved to the Pending Associations.

a
O Department of ° Request processed successfully. X O Ifl @ e

Human Services - ——board Job Board Notifications ~ More English v Me w
< Back Workforce ID:  A00095 & Download Profile
Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile
o

—&

No On Hold/Declined Associations Found

You don't have any On Hold/Declined associations.

@ © 2023 RI.gov. Accessibility, data, and privacy policies Support

46



Department of

Human Services

Educators User Guide

Declined Associations:

a. For rejected associations, the status of the association will be Declined. You
can also view the reason for the rejection.
b. Click the Appeal button to request the association for re-approval.
Notes:
e Before appealing, go to the Profile Details page and make the
necessary changes as per the stated reason.

e You can appeal up to three (3) times.

2
Department of ﬁl EEE @ 8
Human Services e Notifications ~ More
€ Back Workforce ID:  A0ooss & Download Profile
Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile
Employer Name Program Type Job Type Start Date Status Action
A Child's View Inc. Child Care Center Education Coordinator 11/01/2020 Declined
Reason Education and Professional Credentials: Missing Data; k
3 © 2023 Rl.gov. Accessibility, data, and privacy policies Support

After a successful appeal request, the record in the On Hold/Declined Associations

will be moved to the Pending Associations.

s
DePﬂrtme"t}’f @ Appealed Successfully! g HH @ 6
Human Services - b r ns English v Me w

¢ Back Workforce ID:  Acooes & Download Profile

My Associations

Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile

-

No On Hold/Declined Associations Found

You don't have any On Hold/Declined associations.
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5. Go to the Verify Request to View Profile tab to view the requests made by
Providers to access your profile.
Note: You can Approve/Deny the access request. Click the Approve button to
provide access. Click the Deny button to decline the access request.

Department of
Human Services

¢ Back Workforce ID:  A0009s & Download Profile

My Associations

Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile

_> v Little Peeps Montessori Naturskola

Employer Name Requested Date/Time Responded Date/Time Educator Response Action

Little Peeps Montessori

01/08/2024 10:01 AM Pending Approve ‘ Deny
Naturskola J

6 © 2023 RI.gov. Accessibility, data, and privacy policies Support

You can view all the details of approved or denied records in the Verify Requests to
View Profile tab.

8 T
Department of @ og§ - g = & O
Human Services Home Dashboard Job Board Notifications ~ More English v Me ¥

< Back Workforce ID:  A0009s & Download Profile
My Associations
Active Associations Pending Associations On Hold/Declined Associations Verify Request To View Profile

v Little Peeps Montessori Naturskola

Employer Name Requested Date/Time Responded Date/Time Educator Response Action
Little Peeps Montessori ,
01/08/2024 10:01 AM 01/08/2024 10:06 AM Approved
Naturskola
@ © 2023 Rl.gov. Accessibility, data, and privacy policies Support
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HeLp DEesk TICKETS

CREATING HELP DEsk TICKETS

1. Click the More icon on the top of the screen and then click the Support.
O Department of r:] 0 @ 8
Human Services Job Board Notifications English v Me v

Welcome Simmy Lim! 9' . Download Profile
B ()
Professional My Support
) Courses
Rhode Island Department of Human Services =
As an agency committed to both access and achievement, the vision for the Rhode
Island Department of Human Services (DHS) is that all Rhode Islanders have the
opportunity to thrive at home, work, and in the community.
Read more about us > = Simmy Lim
Workforce ID :  A00095
Last updated on January 07, 2024

. . . . o O currently looking for jobs
Are you currently associated with a child care program? View All Associations >
You may look-up for providers and add your employment details. Additionally, you can access your pending ‘ Go to My Profile
program associations from 'My Associations' page. Add your employment details from My Profile

Note: An alternative way to direct to the Tickets page is to go to the Dashboard and
then either click the My Tickets link on the Quick Links tile or Click the Submit a ticket
link on the Need Support tile.

© e, o Bl e e U] e

Welcome Simmy Lim! Workforce ID:  A00095 & Download Profile

= Quick Links
@ vy rickess |

Professional Development Courses View All Courses >
2 My Saved Jobs
: L © My Saved Courses
Autoevaluaciones de los WKC para Administradores y n 0
. s o s
E.-‘ Coordinadores Pedagogicos — Verano/Otofio 2023
(]
Open for PD Hours - 2

Registration B
Click to Register >
( _> Need Support
The RI Department of Human Services (DHS) can
be reached in multiple ways depending on your
specific need. See the best way to contact us

Autoevaluaciones de los WKC para Educadores de Guarderias n below:
Ey, Familiares - Verano/Otofio 2023
L Website
Open for PO Hours -2 https:/dhs.ri.gov/

Registration

Click to Register > Phone Number

Child Care Licensing - 401-462-3009

Child Care Assistance Program - 401-462-6877
Viewing 2 of 50

Mailing Address

Office of Child Care - Department of Human

Services

25 Howard Ave, Building 57, 1st floor

Cranston, RI 02920

You will be directed to the Tickets page.
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2. Click the New Ticket button to create a new help desk ticket.

Department of
Human Services

¢ Back Workforce ID:  A00095 & Download Profile
Tickets New Ticket
All Tickets New In Progress Additional Information Required On Hold Re-Open Closed
(]

-

No Tickets Found

You don't have any Tickets.

@ © 2023 RI.gov. Accessibility, data, and privacy policies Support

3. Select the Category from the drop-down. Enter the details in the Subject and

Description fields. If available, upload the supporting documents.
4. Click the Submit button.

2 ann
Department of ﬁl E @ 8
Human Services Home Dashboard Job Board Notifications ~ More English v Me v

¢ Back Workforce ID: 00095 & Download Profile

New Ticket

* indicates required field

' *Category

Certification/Education v

*Subject

—> Test Certification
*Description

—> Test Description

Upload Document @

&, Upload Files  Or drop files

U data,jpeg @ Delete

E@
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The ticket will be submitted, and the case will be created for the submitted ticket.
Department of ° Case #00001074 has been successfully submitted ; G le HH @ @

Human Services

“iloard  Job Board Notifications ~ More English v Me v
< Back Workforce ID: Aco09s & Download Profile
Tickets New Ticket
All Tickets New In Progress Additional Information Required on Hold Re-Open Closed
Ticket Number Subject Last Activity Status Reason Action
00001074 Test Certification 01/08/2024 New @© View Details
6 © 2023 Rl.gov. Accessibility, data, and privacy policies Support

Note: If it is 15 days past closing a ticket, the Reference Ticket Number field will be
visible while creating a new ticket. For this new ticket, you can provide the closed
ticket number as a reference by selecting it from the Reference Ticket Number

drop-down

s
Derarener () HH ® 2
Human Services Home Dashboard Job Board Notifications ~ More English v Me w

¢ Back Workforce ID:  Aooo06 & Download Profile

New Ticket

* indicates required field

Reference Ticket Number

Choose Reference Ticket Number v
*Category

-- Choose Category -- v
*Subject

Enter Subject

*Description

Enter Description

Upload Document @

& Upload Files  Or drop files

= -
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HeLp Desk TICKETS-STATUSES

1. Go to the New tab to view all of the submitted tickets. Click the View Details to
view the complete details of the ticket.

2
Department of () Jos HH ® O
Human Services Home Dashboard Job Board Notifications English v Me w
< Back Workforce ID:  A0oo9s & Download Profile
Tickets New Ticket
All Tickets New In Progress Additional Information Required on Hold Re-Open Closed
Ticket Number Subject Last Activity Status Action

00001074 Test Certification 01/08/2024 New © View Details

@ © 2023 RI.gov. Accessibility, data, and privacy policies Support

Note: To write the comments, enter the comments in the Comment text box and then
click the Comment button.

Department of @ (‘)
Human Services ome job Boare otifications

English v Me v

< Back Workforce ID:  A00095 & Download Profile

Ticket Number #00001074 | Back \

New  Last Activity - 01/08/2024

* indicates required field

Category
Certification/Education

Subject
Test Certification

Description
Test Description

Supporting Documents
@ datajpeg
*Comment
Write the comment

Y
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2. To view the tickets that are in progress status, go to the In Progres tab.

Department of I:'I ﬁ @ 6
Human Services

English v Me w

Home Dashboard Job Board Notifications

< Back Workforce ID:  A0o09s & Download Profile

New Ticket

Tickets

All Tickets New In Progress Additional Information Required on Hold Re-Open Closed
Ticket Number Subject Last Activity Status Action
00001074 Test Certification 01/08/2024 In Progress © View Details

6 © 2023 Rl.gov.

Accessibility, data, and privacy policies Support

3. If the RISES internal staff requests any additional information on the submitted

tickets, go to the Additional Information Required tab to view the ticket
information.

Note: You can view the reason under the Reason column.

O e ® O
Human Services o

Home Dashboard  Job Board Notifications ~ More English v Me v
< Back

Workforce ID:  A00095 & Download Profile

Tickets

All Tickets New In Progress Additional Information Required On Hold Re-Open Closed
Ticket Number Subject Last Activity Status Reason Action
Additional Information Provide the accurate . .
00001074 Test Certification 01/08/2024 © View Details
Required information

6 © 2023 RI.gov.

Accessibility, data, and privacy policies Support
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a. Click the View Details link to view the complete ticket details.
Note: You can delete and re-upload the supporting document if the tickets
are in Additional Information Required status.

Department of ﬁ EE If' Lls EEE @ 8

Human Services Home Dashboard Job Board Notifications ~ More English v Me v

¢ Back Workforce ID:  Acoo9s & Download Profile

Ticket Number #00001074 \ Back

Additional Information Required  Last Activity - 01/09/2024

* indicates required field

Category

Certification/Education

Subject
Test Certification

Description
Test Description

Reason
Provide the accurate information

Upload Document @

&, Upload Files  Or drop files

@ data.jpeg O Delete

*Comment

Write the comment

Z

4. Go to the Hold tab to view the tickets that are on hold.
Notes:
e You can view the reason for the hold under the Reason column.
e Click the View Details link to view the ticket details.

D @ O g # & O
Human Services Dashboard Job Board Notifications More English v Me w

< Back Workforce ID:  A0ooss & Download Profile
Tickets New Ticket
All Tickets New In Progress Additional Information Required On Hold Re-Open Closed
Ticket Number Subject Last Activity Status Reason Action
00001074 Test Certification 01/08/2024 On Hold Waiting for approval @ View Details
a © 2023 Rl.gov. Accessibility, data, and privacy policies Support
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5. Go to the Closed tab to view all the closed tickets. Click the View Details link to
view the ticket details.

Department of —H @ 6
Human Services ome. ashboare ob Boar otifications

English v Me v

< Back Workforce ID:  aoo0ss & Download Profile
Tickets New Ticket
All Tickets New In Progress Additional Information Required on Hold Re-Open Closed
Ticket Number Subject Last Activity Status Reason Action

00001074 Test Certification 01/08/2024 Closed Resolved © View Details

@ © 2023 RI.gov. Accessibility, data, and privacy policies Support

Note: The ticket cannot be reopened after 15 days from the closing date. The user

can create a new ticket and input the old ticket number (The Re-Open button will be
disabled after 15 days of the closed date).

a. Click the Re-Open button at the top right corner to open the closed ticket.

6
Department of a ﬁl EEE @ 8
Human Services ome. Notifications

Job Board More

< Back Workforce ID:  A0o0ss & Download Profile

Ticket Number #00001074 | oack |

Closed  Last Activity - 01/08/2024

Certification/Education

Subject
Test Certification

Description
Test Description

Reason
Resolved

Supporting Documents

0 datajpeg

Comment History

2 Akshay Kumar 01/08/2024 09:46 AM
(Auto-Generated)

Case Status: Closed;
Closed Reason: Resolved

S Akshay Kumar

01/08/2024 09:45 AM
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b. Enter the reason for re-opening the ticket and then click the Save button.

Re-Open

*Re-Opened Reason

Re-opening for test reason

7

cancel

Go to the Re-Open tab to view the tickets that are re-opened.

Note: A ticket may be re-opened by the Portal user or by internal RISES staff.

Department of
Human Services

€ Back
Tickets

All Tickets

Ticket Number

00001074

New

@ © 2023 Rl.gov.

In Progress

Subject

Test Certification

Additional Information Required

Last Activity

01/08/2024

On Hold

Status

Re-Opened

Re-Open

® O

English v Me v

Workforce ID:  A000ss & Download Profile

Closed
Reason Action
Re-opening for test reason ® View Details

Accessibility, data, and privacy policies Support
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7. Go to the All Tickets tab to see all tickets, regardless of their status.

— 6 & o o ® 0O
Human Services =

Dashboard  JobBoard Notifications  More English v Me w
< Back Workforce ID:  Aoooes & Download Profile
Tickets New Ticket
All Tickets New In Progress Additional Information Required On Hold Re-Open Closed
Ticket Number Subject Last Activity Status Reason Action
00001075 Background Verified 01/09/2024 New © View Details
N Additional Information Provide the accurate . .
00001074 Test Certification 01/09/2024 @ View Details
Required information

@ © 2023 Rl.gov. Accessibility, data, and privacy policies Support
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