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Create a Registry Account and Apply for Membership

Add Registry Membership after creating your account: Taking the step to become a
member is voluntary. You become a member when you choose to complete the

membership application.

1. Go to hhs.nd.gov/ec-registry and Log in to your Registry account
select "Log In".

2. On the log in screen select “Create

Account.”

Create Your Insight Account for the Growing
Futures Registry

3. Enter your information and then select
“Create Account"”.

You must use an accurate email address.
The Registry will use that email to contact

you.
4. You will see a message that an email has Email Verification Sent
been Sent to the emall address you used~ Look for a werification email sent to the email address you

provided.

Select "OK.”

Please follow the instructions within the email to verify the email
address

0K A —
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Cross-Out

https://hhs.nd.gov/ec-registry

5. Go to your email account and open the email
verification. Select "Verify Email.”

6. Follow the password requirements shown at the
bottom of the page.
Enter your password in both boxes and then select

“Save Password.”
Note: Registry staff cannot see passwords.

7. Return to the Login page and enter your email
address and password. Then select “Login.”

8. Enter your information. Then select “Next.”

The system will check for an account with your
birth date and last five of social security number.

NOTE: Do not create a new account if an account already
exists. Call the Registry to access your existing account.

9. If no account is found, complete the form for a new

Individual Account. You will need to enter:
* Personal mailing address
* Personal home address
* Personal primary phone number

 Any previous or maiden names, if applicable

New Account Verification

Averi Leegetest
ndgf8516+4@gmail.com

Please click the Verify Email button below to verify your Account
Verify Email

aCreate Password

Please create a new passwaord for your account

New Password

New Password

word

— T

Password Requirements

Valid p

st consist of the following:

DOkOfO Be Legendary.

Health & Human Services

—

&

Registry Look Up

Why Do | Need to Enter This First?

* Your enrollment status in a federally recognized tribe, if applicable

* The age group you work with the most

10. Choose your communication preferences and review and accept the Registry Privacy

Policy. Then, select “Submit”.

Congratulations! You've created an Account with the Registry!
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Registry membership allows you to link to your employer, participate in North Dakota initiatives,
and access additional reports. Your employer may expect you to become a member so that they
can verify your employment and see your training record. You must have a current Registry
membership to be an approved trainer or coach.

1. Log in to your Registry account. find Training» @ ContactUs @D English »
. @ MY MEMBERSHIPS m
2 Under MyMemberships [muomasws | S
information will show if you are a oy No Memberships| =it
QU have NO CuIment Membersnips.
member, your career pathway
category, and yOUI’ eXpil’atlon ‘ = Manage Memberships
Co Apply for Membershi ‘
date. Selegt Apply for S— pply p T Pe—1
Membership

E Membership Card ‘

I3 Membership Card

3. Then check Become a member or
Renew your membership. If you
are also applying to become a
trainer or coach, select those as
well.

Note: You can leave the e i
membership application and B M;:m":)i’r'saﬁfps
then select Continue Application

when you come back. Smercoh @ Continue Application

Become a member
@Al indhviduals working in the fiald

i v A rRpArErT

3. Select Next.

4. The membership application includes:
Personal information
Education

Employment History

Training

Professional Membership/
Contributions

™o nT o

5. Select Review for each section A

Employment History nconfimmad
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6. Review ‘each sgctlpn of the ® Add Education Entry
membership application. You can

update and add information, such as
Add Education or a New Employer.
Select Save & Confirm for each
section.

Select OK when each step is
confirmed.

7. When all sections are confirmed,
select Review Application.

Review all of the items and then
select Continue.

7. Submit the application.

Select OK.

Q, New Employer

Save & Confirm

Step Confirmed

Your Personal Information has been successfully confirmed.

. —

[+] confirmed

Review

Cancel Application

Review Application [

Review and Continue

Please review all tems before continuing.

Continue

Application Submitted

B —

8. Return to your account and select Membership
Alerts.

Follow the instructions for providing documents or
if you are not providing any documents, select the
"I am not sending any documents" button and
Confirm.

@ MY MEMBERSHIPS

Individual Membership

Applied

& Membership Alerts  pos
| am not sending any documents

Confirm No Documentation

Please confirm you have no documentation 1o submit. If 5o,
your application will immediately be moved to processing,

T -

Note: If you are applying as a trainer or coach, you must upload the required documentation

as part of the application process.
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What Happens Next?

When you select Submit on your Membership application, several things will happen:

e Your account will be read-only. You can view your information, but you cannot edit or add
information. You will still be able to take training.

e An email will be sent to the email address in your account. The email will have instructions
for sending documents. If you said that you are not sending documents, you can ignore
this email.

e Registry staff will process your application. Applications are processed in the order
received.

¢ You will receive a Career Pathway, based on the information that has been verified in your
profile.

e Your account will no longer be read-only and you will be able to edit your information.

Keep Your Registry Account Up-to-Date

e Keep your account up to date. If you have any changes, such as your contact information,
address, email, phone, employer, or education, log in to your Registry account and update
your information. Note: if your personal information is locked, call the Registry for assistance.

¢ Renewal: Registry membership must be renewed every 12-months. Trainers must renew
every 24-months and coaches must renew either every 12 or 36-months.
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How to Log into your Registry account

You must use the email address that is in your account to log in or reset your password.
If you do not know what email address is in your account or that email is not a good email,
call the Registry at 800-997-8516 for help.

1. Go to hhs.nd.gov/ec-reqgistry and Log in to your Registry account
select "Log In."

You can also log in on the
ND Early Childhood @S O GrowiogFunrmsome 3¢ Regier @Fnd Trsniog = @ Coreacrln EErgin = RS
Training Calendar page.
Select “Login” in the top Welcome to the ND Early Childhood Training Calendar!
right corner.

2. Onthelog in page, enter
your email address and

password. Then, select nggfq Be Legend
egendary.

Logln Health & Human Services P
W— B Craate A
- e
1= =
[ EAINEETE L) Employment Histo Education
Category H ploy Y
e b Primary Employer Highest Level of Education
ABC Sandcastle Childcare Inc Master's Degree
3. Success! You have logged Tite Maior
. . #=Manage Memberships Program Director Special Education
in to your Registry account.
) ast Updated 04/04/2025
| EMembership Card | e paemes o
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If You Know Your Email Address but Forgot Your Password

1. On the Registry Login page,
select Forgot Password?

DCI"(CITG B lnwnglcry .
——_—e -

Forgot Password?
I

@ Forgot Password? = |

2. Enter your email address and
select Next. pa

mail address associated with your account to request a

The system will send an email to o Password Email Sent
your email address. Select OK. el s b R

Close MNext

3. Go to your email account, open the email, and
select Reset My Password. Reset My Password

Reset Password

4. Follow the password requirements to create a new _—
password. Mew Passwor

Enter your password in both boxes and then select
Reset Password.

When the new password is accepted you will see
Success.
Select OK.

Success

e

5. Return to the Registry Login, and sign in using your email address and new password.

} If you can't log in after resetting your password, call the Registry at 800-997-8516 for help.

Early Childhood Workforce Registry Page 8



	Blank Page
	Blank Page
	Blank Page
	Blank Page



