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How to Attach Staff to Your Organization

Use the Director’s Employee Invitation feature to easily add employees to your
organization account. Having staff attached to your organization account is particularly
important for licensed childcare programs because it gives the organization access to
view and print staff training records via the Facility Staff Report. If your program is
participating in Bright & Early ND, your program is required to have staff attached to
your organization account.

To get started with the Director’s Employee Invite, complete the following steps:

1. On the Organization Profile page,~——[Organization Profile

select the “Employees” tab. \ v2u120
My Startup Child

DHS LicenSe=84Qgy

2. Click on “Manage Invites.” e

aegm info | Classrooms | Quali UL RBPD Events | Reports

Registered Employees

The following list of employees has been gathered by Growing Futures through individual application data entry. Use the
"Update" link to modify employment recards. Please Contact Us if you have questions or concerns regarding this list

View Employees

2+ Staff Invitations 3. In Staff Invitations, you can
search for and view previous
Filter Invites

P \ invites. You can also create and
pen Invitations
R — Lpen Ininadars | send new invites.
. For a new invitation click the

green “Invite Staff” button.

&+ Invite Staff
4. A new form will open. All indicated fields are

required (the staff person’s fist and last \
names, and their personal email address).

Invited staff must accept and confirm the invite before being added to the employee list for your organization.
First Name Last Name

B | Enter First Name Enter Last Name

Email Address

Enter Email Address

You may want to want to complete the Optional Information
“Position/Title” and “Start Date” fields h‘ P::::::::I:g(ionmt\g v :;::p\oymsn( Start Date
ensure they are correct.

e Sl INViLE

Once you've entered the information, click —
“Send Invite.”

Success! You'll see the “Invitation sent” box. If you want to send Invitation Sent
another staff invite, click “yes.” If you’re done, click “no.” —, i
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GF Test Childcare has invited you to join their organization. You are receiving this
invitation because you are employed at the organization and your employer would
like to add you to their roster of current employees. Accepting this invitation wil

5. The employee will receive an email. The email tells them
who sent the invitation, provides your contact email, and
Dear Lyndsi Larsontest, gives them instructions on what to do next.

allow your employer to access your DH
childcare licensing process. Please nof
arganizations by the Growing Futures H

If you think you received this email in error, please contact ndgf8516@gmail.com.

requirements.

To Accept/Reject the invitation, please (e e
Account

Visit Growing Futures!
Button Not working?

Copy and paste the url below info the

https://induat.newworldnow.com/v’

Having trouble with the buttons above?
Copy and paste the url below into the browser of your choosing.

Account Login

Growing Futures
https:/iregistry.ndarowingfutures.org/

Need Account or Technical Support?
Call (800) 997-8516 or email us at registry@ndgrowingfutures.org

NOTE: Be sure to let your employee(s) know
they will be receiving an email invitation to join
your organization account, and that they will
need to complete their portion of the process.

[~ Ask them to log into their Registry account as
instructed in the email.

6. When the employee logs into their personal individual
Registry account, they will see this message. They can

view the invitation or reject it.

If the employee is not yet a member of the Growing :
Futures Registry, they will be prompted to complete the

Pending Employment Confirmation

GF Test Childcare has invited you to confirm your
employment with their organization.

Accepting the invitation will require you to complete your
employment entry for the organization.

membership application and the employer information in

the Employment section.

&+ Confirm Employment

Employment Information

#23418
GF Test Childcare

This is my primary employer

Position/Title

© I receive an hourly wage

I receive an annual salary

Age of Children cecure

¥ Address 1000 3RD ST NE / City MINOT / State ND

1 do not wish to provide this information

$ Enter Hourly wage Enter Date

Stars Date

Assistant Teacher ~ 06/01/2020
Hours Per Week Manths Per Year
Enter Hours Enter Months
=
Age of Children
It is recommended that you enter your wage information. Infants (0 - 18 months)

Toddlers (19 - 36 months)
Three Year Olds (37 - 48 months)
Four Year Olds (49 - 60 months)

Five Year Olds (61 - 72 months)

Hourly Wage Date of Lost Wage Increase Elementary (K - Sth grade)

Middle (6th - th grade)
Secondary (High School)

Adults

Employee f{ills in information and then clicks the green

“Confirm Employment” button. If the button is not green,
the employee still has required information to enter on the

form.
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The employee then clicks “okay” to confirm.

Employment Confirmed

Confirm Employment?

Once confirmed, GF Test Childcare will need to review your
employment information and verify it is correct.

Yes

In your organization account, on
the Employee tab, click on the

“Update” button for each
employee that needs to be

Bn\pmwr\e:t with GF Test Childcare has been confirmed.

1. Almost done! Now, it’s back to you to
verify the information the employee has
provided.

verified.

The employee’s information will open. Click the “Status”
drop down and select “Verified by Program.”

Status | Org Details | Settings | ProgramInfo | Classrooms | Quality [WauWEIZEM RBPD Events | Reports
Registered Employees Manage Invites
The following list of empla 2s been gathered by Growing Futures through individual application data entry. Use the
"Update" ligk Bdify employment records. Please Contact Us if you have questions or concerns regarding this list.
View Employees
Employees v
. Current
1D Name Title Date Career Ladder Level Status
Status
93523 Armstrongtest, Addi Assistant Teacher 5/11/2020 - I
21904 Larsontest, Lyndsi Assistant Teacher 6/1/2020 - Not Placed InProcess-  Self Reported
Update
Present Expires
713112019

Larsontest, Lyndsi

Assistant Teacher
© This individual is currently employed
Start Date

6/1/2020

Larsontest, Lyndsi

Assistant Teacher

© This individual is currently employed
Start Date

6/1/2020

This individual is no longer employed

End Date

iVerified by Program

Save Changes

Status /

This individual is no longer employed

End Date

By

Status

-- Make a selection --

Verified by Program
Reviewed/Not Verified

Denied
i Toochar

Then, click “Save
~ Changes.”

L EVLT.Ch

— Make a selection —

The employee is now “Verified” and their name will
appear on your Facility Staff Report, found on the

Reports tab of your organization account.

NOTE: Remember, the employee must be BOTH “Verified” and have current Growing
Futures membership for you to be able to open their DHS Licensing Report. Help your

employees keep their membership current and remind them to update their account if they

have any changes, such as mailing address, email address, additional education, or new
professional qualifications or certifications.
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