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What is Administrative Access? 
 Administrative Access refers to a suite of Registry tools that allow participants to manage the 

administrative aspects of their child care program. These tools are typically reserved for Program 

Administrators, directors, site supervisors, Family Child Care Owners, and Human Resources Personnel. 

Using these administrative tools, participants can verify key information about their programs and staff, 

post announcements on the Job Board, enroll staff in training, upload personnel educational and 

professional documents, and track staff qualifications. Program Administrators may be granted 

Administrative Access to multiple sites on the Registry and may apply for access over child care centers, 

family child care facilities, and service agencies. Programs also have the option of designating multiple 

individuals as Registry Administrators.  

 In this guide, you will find instructions detailing how to use each of the Registry’s Administrative 

tools. If you have any questions while referring to this guide, please contact the Registry’s Help Desk. 

The Help Desk is operated from Monday through Friday from 8:00am to 5:00pm. You can contact the 

Help Desk at (888) 922-4453 or at caregistry@ccala.net.  
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Requesting Administrative Access 
Applying for Administrative Access is a two-step process that consists of 1) submitting an Administrative 

Access Request through your Registry Profile, and 2) submitting documentation that verifies your 

administrative position at your organization. 

 

Step 1: Submit Administrative Access Request 

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. After logging in, click on the “Administrative Access Request” tab located near the top of the 

green Navigation Bar on the left side of the page. 

 

3. After clicking on “Administrative Access Request,” you will brought to the page below. 

Please review the instructions carefully. After reading the instructions, click on box 

confirming you are a Program Administrator and then click “Continue.” 

http://www.caregistry.org/
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Click on the 

check box and 

then click on 

continue. 
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4. On the next page, you will find a list of facilities to which you already have Administrative 

Access (if any). Below this list, you will select how you want to search for new facilities (by 

name, city, or zip code). After you indicate how you want to search, type a keyword in the 

text box. 

 

5. Once you have entered your search criteria, click “Search”. A list of facilities matching your 

search criteria will appear. Select the facility that you want access to by clicking on the 

circular radio button next to the program name. Then click, “Add to List” (see below).  

a. In the case your facility does not appear in your search results, try searching for the 

facility using the full legal name printed on the license.  
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b. In the case you cannot find your facility, please list the name of the missing facility 

on the documentation you submit to verify your position at your program.  
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6. After you click “Add to List,” your program will populate under the “Requested Programs” 

list. If you wish to request Administrative Access to another site, you will repeat steps 4-5. 

Please repeat this process for each program you oversee.  After you have added all desired 

programs, click “Submit Request.”  
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Step 2: Submit Verification of Position 

Next, you will need to submit documentation that verifies your position at your organization. Please 
note that your Administrative Access Request will not be processed until we receive this 
documentation. Submit the required documentation using one of the following methods: (1) upload to 
the Registry profile of the member requesting Administrative Access, (2) attach to an email and send to 
email address below or (3) send by postal mail to mailing address below. Required documentation varies 
based on the type of facility and/or organization the person requesting Administrative Access works for: 
 

Type of Business Role 
Documentation Option 1:                                     

Child Development 
Programs 

Documentation Option 2:                                      
Child Development and Other 

Organization Types 

Method of 
Delivery 

NON-PROFIT 

Executive Director/ 
Director 

Child Development Only:  
Registry Staff will use 
Administrator of Record* as 
reported by Department of 
Social Services (DSS) - 
Community Care Licensing 
(CCL).  

For multi-site 
administrators, please 
submit a list of facilities, 
include CCL name of facility, 
license number, and 
address. 

A signed letter by the Executive 
Director of the organization on 
pre-printed letterhead. The letter 
should include the name and job 
title of the administrator and all 
facilities for which Administrative 
Access is being requested; include 
facility name by CCL, license 
number, and address. 

Upload 
Administrative 
Access 
authorization 
document to 
each profile for 
which 
Administrative 
Access is 
requested, email 
or mail (see 
below). 

 
 
 
 
 
 
 

Staff                        
(e.g., Human 
Resources or 
Program Personnel) 

A signed letter by the Executive 
Director of the organization on 
pre-printed letterhead that 
includes applicable staff 
name(s)and corresponding job 
title(s) and facilities for which 
requesting Administrative Access 
is being requested; include facility 
name by CCL, license number, and 
address. 

FOR-PROFIT 

Owner A signed letter by the owner of the 
organization on pre-printed 
letterhead with owner name and 
title listed, and all facilities for 
which requesting Administrative 
Access; include facility name by 
CCL, license number, and address. 

FOR-PROFIT 

Staff                      
(e.g., Human 
Resources or 
Program Personnel) 

Child Development Only:  
Registry Staff will use 
Administrator of Record* as 
reported by Department of 
Social Services (DSS) - 
Community Care Licensing 
(CCL).  

A signed letter by the owner of the 
organization on pre-printed 
letterhead applicable name(s), 
title(s), and all facilities for which 
requesting Administrative Access 
for staff; include facility name by 
CCL, license number, and address. 

Upload 
Administrative 
Access 
authorization 
document to 
each profile for 
which 
Administrative 
Access is 

FAMILY CHILD 
CARE HOME 

Owner Copy of FCC License 
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Type of Business Role 
Documentation Option 1:                                     

Child Development 
Programs 

Documentation Option 2:                                      
Child Development and Other 

Organization Types 

Method of 
Delivery 

Staff                          
(e.g., family 
member, teaching 
staff, administrative 
staff) 

For multi-site 
administrators, please 
submit a list of facilities, 
include CCL name of facility, 
license number, and 
address. 

Letter from FCC owner requesting 
access for staff: Needs to include 
CCL name of FCC, address, license 
number, and name of individual to 
be granted Administrative Access.   

requested, email 
or mail (see 
below). 

 
 
 
 
 
 

 

SCHOOL 
DISTRICT OR                              

COUNTY 
OFFICE OF 

EDUCATION  

Other Staff Access                       
(e.g., HR Director, 
Program Director, 
Program 
Coordinator) 

Letter from Assistant 
Superintendent on letterhead 
requesting access for staff: First 
and last name(s), title(s), and all 
facilities for which requesting 
Administrative Access for staff. 

*Administrator of Record identified are usually Directors, Owner, or Site Supervisors 
 
 
 

 
Email 
caregistry@ccala.net 
Subject Line: “Administrative Access Request” 
 
Mail 
Child Care Alliance of Los Angeles 
Attn: CA ECE Workforce Registry—Administrative Access Request 
815 Colorado Blvd, Second Floor, Suite C 
Los Angeles, CA 90041 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:caregistry@ccala.net
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Staff Confirmation 
The Staff Confirmation tool allows you to confirm the employment of staff at your facility. Doing so 

allows your staff to have a more complete Registry profile. To verify staff employment: 

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. From your Registry profile home page, click on the “Program Administration” tab located near 

the middle of the green Navigation Bar on the left side of the page 

 

3. On the Program Administration Page, you will see all of the facilities you have Administrative 

Access to. To verify your staff’s employment, find the desired site and click on “Staff 

Confirmation” (see screenshot below). 

 

 

http://www.caregistry.org/
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4. On the next page, you will see all Registry users that have reported working at your facility. 

Users whose employment has been previously verified will appear in light blue while those 

whose employment has not been verified will appear in light yellow (see screenshot on next 

page). 

5. To verify your staff’s employment, first review and revise any incorrect information reported by 

your employee (start date, pay, position title, etc.). After you have confirmed the information is 

correct, click on the circle next to “Yes” and then click on “Confirm Employment Information” at 

the bottom of the page (see screenshot on next page). Once the individual’s employment has 

been confirmed, their box will turn blue.  

a. If the individual does not work at that program, please select, “No.” Once you deny 

employment, the individual will be removed from your Staff Confirmation list and you 

will not be able to access their Education and Training Report or any of their education 

and training documents.  

b. Note: once you have verified your staff’s employment, they will be unable to update the 

details of that job. As the Program Administrator, you will retain the ability to change 

their position information (e.g. in the case of a pay increase). Please note that prior to 

employment confirmation your staff can freely edit their employment record.   

 

Click on “Staff 

Confirmation” to confirm 

the employment of the 

personnel at this site. 
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Click “Yes” or 

“No” next to the 

employee you 

would like to 

confirm and 

then click on 

“Confirm 

Employment 

Information.” 
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6. To confirm the employment of staff that worked at your facility in the past, click on “click here” 

located above the list of your present employees. Then repeat the process described above.  

7. You can also access your staff’s education and training qualifications to view more information 

on their coursework, permits, credentials, and trainings by clicking on the PDF icon next to the 

staff member’s name (see screenshot on next page).  
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Staff Report 
The Staff Report tool generates a PDF of current staff that have reported working at your facility on the 

Registry. On this report you can find information about your staff members, program roles, and 

uploaded permits. If your program is also participating in QRIS, you will be able to see information about 

your staff qualifications scores. To generate a Staff Report:  

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. From your Registry profile home page, click on the “Program Administration” tab located near 

the middle of the green Navigation Bar on the left side of the page.  

 

 

 

 

 

 

 

 

 

 

http://www.caregistry.org/
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3. On the Program Administration Page, you will see all of the sites you have Administrative Access 

to. To generate a staff report, click on “Staff Report.” 

 

 

4. A report of the staff at your facility will be generated (see example below).  

a. Note: If your site is not a QRIS site, your report will not contain the following columns:  

i. QRIS Teacher Points 

ii. QRIS Director Points 

iii. Annual PD Hours 

iv. Met 21 Hours 

b. Note for facilities participating in QRIS: If your staff have participated in professional 

development opportunities that they enrolled in outside of the Registry’s Training 

Calendar, they will need to upload proof of those trainings (e.g. certificates) or send 

them to the Registry Office for those professional development hours to be included in 

your QRIS Staff Qualifications Score.  
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 Staff Education and Training Report 
The Staff Education and Training Report consolidates each of your staff’s Education and Training Reports 

into one PDF. These reports give you a detailed summary of each staff member’s education and 

professional development. To generate a Staff Education and Training Report:  

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. From your Registry profile home page, click on the “Program Administration” tab located near 

the middle of the green Navigation Bar on the left side of the page.  

 

 

 

3. On the Program Administration Page, you will see all of the sites you have Administrative Access 

to. To generate a staff report, click on “Staff Education and Training Report” (see screenshot 

below). 

http://www.caregistry.org/
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4.  A detailed report will be generated for each staff member at your facility (see example below). 

Each report includes information about degrees, courses, permits, credentials, and trainings 

completed by each staff member. Please note that this information will only populate if your 

staff have reported working at your program and uploaded or submitted transcripts, permits, 

credentials, and/or training documents to the Registry.  
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Training Module 
As an Administrator, you are able to enroll your staff members into trainings posted on the Registry. 

This is an easy way to teach your staff new skills to implement on a program-wide scale. To enroll staff 

members into trainings:  

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. From your Registry profile home page, click on the “Program Administration” tab located near 

the middle of the green Navigation Bar on the left side of the page.  

 

 

3. On the Program Administration Page, you will see all of the sites you have Administrative Access 

to. To enroll staff into trainings, click on “Enroll Staff in Training” (see below). 

http://www.caregistry.org/
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4. You will now see the Training search page. Enter the desired search criteria and then click on 

“Search” in the bottom right corner of the page.  

a. Note: Although you can search for trainings in numerous ways, we recommend 

searching for trainings using the “County” function to maximize results. Choose the 

county of interest from the drop down menu and click search. You will then see all 

trainings to be held in the selected county. This is a good way to ensure you will not 

miss a training you and your staff are interested in.  
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24 
Rev. 03/08/2018 

5. You will be brought to a page with available trainings. Find the training you want to enroll your 

staff in and click the circle next to the title. Then click on “View Event Details” at the bottom of 

the page.  

 

6. On this page you will see a detailed overview of the training. You will learn what topics will be 

covered in the training, who is sponsoring the training, who will be giving the training, and the 

cost of the training.  

a. Note: While on this page, please pay attention to the enrollment information provided 

at the bottom of the page (under “Enrollment Information”). The “Event Capacity” 

states the number of people that can enroll in the training. The “# Enrolled” represents 

the number of people that have already enrolled in the training. The “# Waitlisted” 

represents the number of people that are currently on a wait list to attend the training. 

To determine the number of individuals that can still attend the training, subtract the “# 

Enrolled” from the “Event Capacity”. For example, if you look at the picture below, you 

will see the event capacity is 35 and the number of individuals that have already 

enrolled in the training is 14. Therefore, the number of available slots in the training is 

21.  
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i. You will not be able to enroll more staff members than there are available slots. 

In this case, you would only be able to enroll up to 21 staff members. If you 

have more than 21 staff members, you will have to select which members you 

want to enroll on the next page.  

7. On the next page, please select which staff members you wish to enroll in the training by 

clicking on the check box next to their names. Once you are done selecting which staff members 

you want to enroll, click on “Enroll Staff”. 

a. If you do not select which staff you want to enroll and click on “Enroll Staff” the system 

will automatically enroll as many staff as the training will allow starting with the name at 

the top of the list. Going back to our example, if you have 25 staff, but there are only 21 

slots left in the training, the first 21 names on the list will be enrolled in the training and 

the remaining 4 names will be placed on the wait list.  

8. Upon enrollment, your staff will receive a confirmation email informing them that you have 

enrolled them in the training. You will not receive any email, nor will you be able to see this in 

your “My Training Enrollments” page (unless you enroll in the training yourself).  

a. You cannot enroll yourself in a training through the Program Administrator tools. You 

will need to enroll yourself through the normal Training Calendar located on your 

Registry Home Page (grey Quick Link tile). 

b. If you have a staff member that needs to withdraw from the training, they will have to 

do that on their own Registry profile. You cannot withdraw staff from trainings. 
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Job Board 
As an Administrator you can post job announcements for open positions in your program. Once posted, 

all Registry users will be able to see your job announcements and contact you for more information 

about the position and application process. There is no cost associated with the Job Board. To post an 

announcement on the Job Board:  

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. From your Registry profile home page, click on the “Program Administration” tab located near 

the middle of the green Navigation Bar on the left side of the page.  

3. On the Program Administration Page, you will see all of the sites you have Administrative Access 

to. To access the Job Board, click on “Manage Job Board Postings” (see screenshot below). 

 

 

 

 

 

http://www.caregistry.org/
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4. On this page, you will be able to see all positions you have currently posted or have posted in 

the past. To post a new job announcement on the Job Board, click on “Post New Job.” You can 

find more details about this function by clicking on “Clicking Here.”  

5. After clicking on “Post New Job” you will be brought to a page titled “Add Posting.” On this page, 

you will be asked to report information about the position you’d like to fill. Complete all 

requested fields (fields marked with an asterisk). In addition to the information provided in this 

form, you may attach a PDF with information about the position. After you are done completing 

this page, click on “Post Job” at the bottom of the page. 

a. Note: All job announcements will be posted on the Job Board for 30 days. After that 

time period has elapsed, your job announcement will be automatically taken down from 

the Job Board until you log into your Registry profile and repost the announcement.  
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6. To repost a previously posted job announcement, click on “Edit” next to the job you want to 

repost located on the “Manage Job Board Postings” page.  

 

7. Confirm all information is up to date. Then scroll to the bottom of the page and click “Repost.” If 

the position has been filled, click “Mark Filled.” 

 
 

8. To run a report on the job positions you have posted on the Registry’s Job Board, click on “Run 

Posting Report” located on the “Manage Job Board Postings” page. This will generate a 

Microsoft Excel spreadsheet with details on the positions you have posted.  
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Program Details 
As an administrator, you can update basic information about your program. To update program details:  

1. Login to your Registry profile.  

a. Go to www.caregistry.org  

b. Enter your login credentials 

i. Your username is your full email address 

2. From your Registry profile home page, click on the “Program Administration” tab located near 

the middle of the green Navigation Bar on the left side of the page.  

 

3. On the Program Administration Page, you will see all of the sites you have Administrative Access 

to. To update program details, click on “Edit Program Details” (see screenshot below). 

http://www.caregistry.org/
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4. On this page, you will be able to edit details pertaining to your facility. To edit information, click 

on the green “Edit” located at the top right corner of each information category (see screenshot 

below). 

a. Licensing and accreditation information can only be updated by Registry Staff. If you 

believe there is an error in your licensing or accreditation information, please contact 

the Registry Office.  
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5. When you are finished updating information, scroll to the bottom of the page and click “Update 

Program Info” (see screenshot below).  
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Uploading Staff Documents  
Administrators can also upload staff transcripts, permits, credentials, and other training and professional 

documents to the Registry. Once documents are uploaded, Registry personnel will review the documents, 

verify the information, and enter verified data into the individual’s Education and Training Report. 

Administrators on the Registry can see this report under the Staff Education and Training Report located 

in Program Administration.   

To ensure that duplicate documents are not submitted, click on Staff Education and Training Report to 

view summary education and training data, or on Staff Confirmation to view the source documents for 

current employees.  

Note: When uploading staff documents, please upload documents for each staff member separately. 

Further, each uploaded file should only contain one document. For example, if you would like to upload 

a permit, transcript, and training certificate, you will need to upload three separate files to the 

participant’s profile.  

To upload employee documents: 

1. Login to the CA ECE Workforce Registry at www.caregistry.org 
 

2. Click on Program Administration on the left navigation menu. 

3. Click on Upload Files for Users located at the top of the Program Administration screen. 
a. Employers with many facilities to manage can click Upload Files for Users to get to the 

Participant Documents utility. 

http://www.caregistry.org/
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b. Employers with only a few sites will see the Participant Documents upload utility 
without scrolling down. 
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4. To upload a file, click on User Name to see a current list of employees in alphabetical order, and 
select an employee:  

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Next, select File Type: 
a. Please be sure to only upload one document per file. 

i. Combining multiple documents into one file may delay and/or prevent the 
verification of your upload. 

b. If permit or credential is selected, additional fields are displayed for data entry (see 
screenshot below). 

i. Select Permit/Credential Name 
ii. Type in Document Number located on the permit or credential 

iii. Enter Issue Date 
iv. Enter Expiration Date  

1. Note: To ensure the verification of your staff’s permit/credential, please 
be sure to accurately enter this information.  
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6. After, select Choose File and browse in your computer files for the saved education and/or 
training document for the selected employee. 
 

7. You may add a brief description of the document, such as permit type, high education institution 
that issue the transcript, etc.  It is not a required field. 

 

8. To finalize the upload process click Upload Document.  You will receive a message stating 
Document successfully uploaded. Once the document has been uploaded, you will see the 
document under Uploaded Documents, denoted with an Unverified status (see screenshot 
below).  The document’s status will change to Verified once Registry staff complete the 
verification process. Please allow 4 to 6 weeks for the verification of your staff’s documents. 
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While waiting for the document to be verified, you can view the document to confirm that the 

correct document was uploaded, as well as delete and re-upload the document, if needed. 

 

The uploaded document will be visible to the employee and under Staff Confirmation for that 

employee. 
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Troubleshooting 
In the event you have a question about Registry tools or encounter a problem while on the Registry, 

please contact the Registry Help Desk. 

1. Phone: (888) 922-4453  

a. Monday-Friday 8am-5pm 

2. Email: caregistry@ccala.net  

3. Address: 815 Colorado Blvd, Second Floor, Suite C Los Angeles, CA 90041 

 

mailto:caregistry@ccala.net

