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Overview

The Early Childhood Registry of Palm Beach County is a professional workforce
registry dedicated to empowering early learning educators
(https://reqistry.earlylearningpbc.org). This website supports professional growth

through a variety of services, including training, scholarships, and financial awards.

The Early Childhood Registry of Palm Beach County is an innovative local
collaboration between the Early Learning Coalition (ELC) of Palm Beach County, The
Children’s Services Council of Palm Beach(CSC), and the Institute for Excellence in
Early Childhood Education at Palm Beach State College.

Approved representatives from each licensed child care facility can be granted access
to the Program Portal. Here, they will verify employment in the Staff Roster.

This technical guide provides you with step-by-step instructions on how to navigate
the Program Portal and verify employment in the Staff Roster.

Need Help?

Send an email to the ELC team at: cscstar.award@elcpalmbeach.org




Sign Up

To access The Early Childhood Registry of Palm Beach County, you will need to create

an account. Open a browser window and type https://registry.earlylearningpbc.org to

get to the homepage.

From the homepage, click Sign Up to create your personal account.

)V’( Early Childhood Registry

‘.‘ . of Palm Beach County

Welcome to the WELS Portal

Welcome to the Early Childhood Registry of Palm Beach County, an online learning

platform and professional workforce registry dedicated to empowering early learning

educators. The Registry supports professional growth through a variety of services,
including training, scholarships and financial awards.

The Early Childhood Registry is an innovative local collaboration between the
Children’s Services Council of Palm Beach County, the Early Learning Coalition of
Palm Beach County and the Institute of Excellence in Early Childhood Education at
Palm Beach State College.

If you need assistance, feel free to contact us via email, give us a call at
(561) 214-8000.

Fill in basic information
about yourself, including:

- Email Address

*NOTE: Your email address will also
be your username. It is
recommended that you use a
personal rather than work email so
you can always have access to your
Registry account.

- Password

- First and Last Name

- Date of Birth*

- Mobile Phone Number

Sign In
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Forgot your Password? Reset Password
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Sign Up

Email Address ®

8  myemail@domainname.com

Password*®

Password must be at least 6 characters, contain a lowercase character, contain an uppercase
character, contain at least one digit and contain at least one non letter or digit character.

First Name * Last Name*
2 Emily 2 Snowden

Date of Birth® Mobile Phone®

() 08/28/1988 R,  (561)555-5555

Enter your mobile number. You will receive a code via text for verification. Message and data rates may
apply.

OR

Already Registered? Sign In

*¥This information is required for verification purposes.



When you are done, click Sign Up. After you have signed up, you will receive an email

confirming that your account has been created.

Sign In

Access the Sign In page by typing https://registry.earlylearningpbc.org in your browser.

Once you have created your account, enter
your username (this is your email address)
and password and click Sign In.

Reset Your Password

From the Sign In page, click the Reset
Password link. Enter the email address you
used to sign up and click Send. You will
receive an email with a link to reset your
password.

Clicking this link will take you back to the
Sign In page where you will be prompted
to create a new password. Make sure your
new password has each of the following:

- 1 uppercase letter [A-Z]

- 1 lowercase letter [a-Z]

- 1 number [0-9]

- 1 symbol [[@#S%A&*()+_{}7-]
- Atleast 6 characters

Sign In

() ‘ myemail@domainname.com v

8 ’ ........ v

-] SignIn

Forgot your Password?[ Reset Password

2+ Sign Up
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Reset Password

8

myemail@domainname.com v

(A Home

Already Registered? Signin

When you are finished, click Update and use your new password to sign in to your

account.



Two-Factor Authentication

We want to keep your account safe by making sure only you can sign in to your
account. That is why you will be asked to go through two-factor authentication when
logging in to your account from a new device or browser.

Two-factor authentication ensures it is
you signing in to your account by asking @ wels

you to use two different methods of
. . . . . Select an option below where a verification code will be sent.
S|g ni ng n. The f| I'St Of th ese methOdS IS You will then be asked to enter this code after you make a

selection.

through your username and password
and is done from the Sign In page. SMS Message

We will be texting you a code to this number
XXX-XXX-0320

Once you have clicked Sign In, this will
bring you to a screen where you will be ——

We will be calling you with a code to this number

asked to confirm it is you signing in by
entering a six-digit code that was sent

XXX-XXX-0320

H H Email
Vla emall” teXt message’ or call to the S We will be emailing you a code to this address
phone number you provided when you Pt
created your profile.
When you receive your code, enter it in @ wels

the Verification Code box.

Two Step Authentication is required for your account.
Your code was sent to: XXX-XXX-0320

Click Yes under Remember Browser to

Remember Browser Verification Code®

save your information and skip two- No | © 7777 v

factor authentication when signing in
Didn't receive a verification code? Resend

fro m the browse r yo uarecu rrentl'y Can't access your Phone ? Use another verification method

using

Sign in as someone else? SignIn

Click Sign In to access your account.



Home Page

When you first sign in, you will see The Early Childhood Registry of Palm Beach
County Home Page. Here, you can review any Announcements and access the
different areas of the site.

Good Morning Emily Snowden I

Welcome to the WELS Portal

Welcome to the Early Childhood
Registry Portal of Palm Beach

County
@ Program Portal By Dasiely Cruz - 04/07/2025 04:56 PM

Welcome to the Early Childhood Registry
Portal of Palm Beach County!

DC

e Professional Portal
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This includes:

Professional Portal Keep your personal information updated in the My Early
Childhood Career Journey and access supports.

If you are logging in for the first time, you will need to visit
this section to finish setting up your personal profile.

Program Portal An area of the website specifically for program leaders like
Owners and Directors to support staff and verify
employment information. To be granted access to this area
of the site, you must be approved by ELC of Palm Beach
County.

Accessing the Program Portal

The Program Portal is locked for a specific program until a review process has been
completed and an individual is granted access by the Early Learning Coalition of Palm
Beach County.



To complete this process, you will first need to enter your information in the My Early
Childhood Career Journey section of the site before putting in a request to claim the
program.

Professi I |
My Early Childhood Career Journey é bl Dl

@ Professional Portal

O‘:?’ VIEW MY EARLY CHILDHOOD CAREER JOURNEY >

Before you can access the Program Portal, you will need to complete the My Early
Childhood Career Journey in the Professional Portal (if you have not done so
previously).

To complete your Career Journey, start by clicking Professional Portal. Then, select
View My Early Childhood Career Journey to get started. You will be required at
minimum to enter some demographic, contact, and employment information.

For step-by-step instructions on completing your Career Journey, see the Professional
Portal Guide. You can access this resource by clicking the Help tab at the top of your
screen then selecting Professional Portal Guide.

Program Portal Dashboard

Program Portal
Once you have been granted @ WELSTEST SITE (WELS1234567)
access, you will be able to

access the Program Portal from ,°\9a StaffRostar

the Home Page.

On the Program Portal Dashboard, you will also see the areas of the Program Portal
that you have access to. This includes the Staff Roster.

Staff Roster

The Staff Roster provides you with a list of individuals who created an account in the
Registry and listed your program as their Place of Employment.

Click the Staff Roster button on your Program Portal Dashboard to access this list.



This will open a new screen with your Program’s Staff Roster list. For each individual
on your Staff Roster, you will
see information at a glance.

O
o Staff Roster

O° Staff Roster
n’h

@ Go to Dashboard

A" e WELS TEST SITE (WELS1234567)

Y Advanced Search ¥

Name Date of Birth

Carlos Rodriguez 07/28
0272

AISY MARRERO 022
0272

Emily Snowden 08/28

This includes:

Name

Date of Birth
Employment
Start Date
Employment End
Date

Status
Verification
Portal Role

File(s)

B Report

©

A A PN A~
Employment Date Termination Date Status Verification Role File(s)
v v v v

Site Administrator

02/24/2025 I "

Full-Time Not Verified No Document Attoched

01/01/2021 Full-Time Verified Role Not Set No Document Attoched

06/01/2010 Verified Role Not Set No Document Attoched

Site Administrator

Site Employee

05/03/2010 Full-Time Verified

08/05/2024 Verified

First and last name.

Month and date from the DOB provided.

On what date did this staff member begin working at the
program?

On what date did this staff member stop working at the
program? (This is not required—use this field as needed).

Is this staff member employed full-time or part-time?

Has this employment record been verified by the program?
Has this account holder been assigned another role that gives
them access to the Program Portal? If so, which role? (Owner,
Portal Representative, QIP Portal Representative).

Review any documents that have been attached for that staff
member.

Use the Actions on the right side of your screen to update a staff member’s status.

Available Actions include:

Verify or
“Unverify”

Verify that an individual is employed at your program/site or remove
existing verification status.

),

8 Invite Staff



Add File

Transcript

Edit

Employment
Details

Never
Employed

Add a File to the staff member’s Professional Staff record.

Download a transcript with the employee’s Professional
Development information.

Add, Edit, or Remove a staff member’s Position. Clicking this button
will take you to a new screen titled Update—[Employee Name]
where you can edit, update, and save the information.

View and update details about the individual’'s Employment dates
and status at your program.

*This includes the ability to remove an inactive employee by
providing an Employment End Date (see the Remove a Staff
Member who is No Longer Active section of this guide for more
information).

A special status to show that the individual incorrectly added this
program as their Place of Employment in the Career Journey and was
Never Employed.

Verify Employment

Each individual who makes an account in the Early Childhood Registry of Palm Beach
County is asked to add the child care facility where they work. When someone adds
your program as their Place of Employment, you will see them show up in your Staff
Roster. When an individual adds your program as their place of work, their
Verification status will show in the Staff Roster as Not Verified.



You will need to confirm that each person who adds your program as their Place of
Employment is currently working at the program by updating their verification status in

the Staff Roster.

09 staff Roster
A CEEYIETE WELS TEST SITE (WELS1234567)

Y Advanced Search ¥ B Report

Q Search.

- Employment Date

Name “ Date of Birth
v v

~ ~
Termination Date Status
v v

Dasiely Cruz 02/2 01/02/2023 Full-Time

Rows to display 10 v 1-10f1

3.1.322(417) © 2025, WELS Systems Foundation
Made with ® in Miami

To verify the employment of a staff

member in your list, find the individual in the list
and click Actions in the column on the right side
of your screen. From this menu, select Verify.

This will open a new screen where you will be
asked to confirm that you want to update this
individual’s verification status. Click Verify to

~ o ~
Verification . Role

@ Go to Dashboard B Invite Staff

[ Verify

Add File

Site Administr

Not Verified Perding Edit

(0]

(0]
Transcript 0] f

(0]

(6]

Employment Details

Never Employed

Update Verification

Are you sure you would like to verify this staff employment?

Verify

finish updating this individual's record. A message will appear confirming the

verification status was successfully updated.

The Verification section for this individual will update from Not Verified to Verified.

*NOTE: If you need to remove the verified status from an individual’'s employment
record in your program’s Staff Roster, follow these same steps and select “Unverify”
from the list. This will update the Verification section for the individual from Verified to

Not Verified.

Invite Staff Members to Create an Account in the Registry

To begin building your Staff Roster list, you will invite each of your staff members to
create an account in the Early Childhood Registry of Palm Beach County.

10



Click the Invite Staff button at the top of the Staff Roster page. )
8 Invite Staff
A new window will appear where you will type in
the staff member’s email address. Click Invite to
send an email message inviting them to create their
Registry account. Invite Staff

u Acknowledge that an

The staff member will be added to your roster after

they: Emil

1. Create their account.
2. List your program as their Place of m
Employment in their Early Childhood Career
Journey.

Remove a Staff Member who is no longer “Active”

In the event that an individual in your Staff Roster is no longer actively working at your
program or is no longer working in a specific position, you will return to the Staff
Roster to Edit the information listed about their Employment Date(s) and/or

Position(s).

a) Edit the record Unverify ®
Start by finding the individual in your Staff Roster Llist. Click Add File ®
the Actions button next to their name then select Edit from

Transcript ®
the list.
Edit ®
This will open a new window labeled Update—[Employee
Employment Details ®
Name].
b) Add a Position End Date and Termination Reason Never Employed ®

Scroll down on the Update—[Employee Name] page and
review the Staff Position. Find the position in the Staff Position list and click Edit (on
the right side of the screen).

11



This will open a new window labeled Update Professional Staff. Here, add the date

the person stopped working in this position in Position End Date.

0O staff Roster | Update - Melissa Hernandez
¢\ "' WELSTEST SITE (WELS1234567)

When a field is followed by a e the field is required.

Program Name
WELS TEST SITE

Licensed Date
08/20/2015

Employment Date® Termination Date

04/21/2020 Enter Termination Date

Staff Position

Position(s) : Age Group(s) : Effective Date
Director 12-23 Months 04/21/2020

you add the date, a new field will
appear labeled Termination Reason.
Select one of the reasons from the list
(or choose ‘Other.’)

When you have entered a Position
End Date and Termination Reason,
click Update to save.

This will return you to the Update—
[Employee Name] page where you
will see the new Position End Date in
the Staff Position section.

< Back to Roster

License Number
WELS1234567

Expiration Date
06/20/2099

Employment Status ®

Full-Time

+ Add New

~  EndDate 0

v v
4 Edit L
W Remove

PORTAL Update Professional Staff
When a field is followed by a  the field is required.
Employment Date Termination Date

04/21/2020

Position ® Age Group® Hours Worked Per Week ®
Wage

Enter Wage
Position Start Date * Position End Date

04/21/2020 v ‘ ‘ 04/21/2025 v

Termination Reason®

To find a job that pays more v ‘

If this individual has continued work at your program in a different position, click the

Add New button and enter the information about their new position at your program.

If this individual has entirely stopped working in any position at your program, proceed

to the next step and add a Termination Date.

c) Enter a Termination Date

From the Update—[Employee Name] page, provide the date when the individual's

employment ended your program in Termination Date.

12



00 staff Roster | Update - Melissa H

<« Back to Roster

N WELS TEST SITE (WELS1234567) < April 2025 >
Su Mo Tu We Th Fr Sa
When a field is followed by a e the field is required. L 1 2 3 4 5
6 7 8 9 10 1 12
Program Name License Number
WELS TEST SITE O WELS1234567
. 20 21 2 23 24 25 26 o
Licensed Date Expiration Date
08/20/2015 27 28 29 30 06/20/2099
Employment Date® Employment Status *
‘ 04/21/2020 v ‘ lEmer Termination Date ‘ Full-Time

*NOTE: Make sure you have also included the Employment Type (Full- or Part-Time)
by selecting from the list provided.

When you have entered this information, click Save All to finish updating. This person
will no longer appear as an “Active” employee in the program Staff Roster.

Sign Out

Sign out of your Early Childhood Registry of Palm Beach
County account by clicking the arrow next to your name
(in the top right corner of the page). From this menu,

select Sign Out.

This will sign you out of your Registry account and take

you back to the “Sign In” page.

ES | Emily Snowden v

Q Administration Hub

@ Account Information

(> Signout
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