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How 10 CLAIM AN UNREGISTERED ORGANIZATION PROFILE

This tip sheetis for Center, Family, and Group Home Programs. Before claiming your organization profile, you will
need a personal profile and yourlogin information.

The below steps should only be completed by the Operator/Director/Owner of the Program/Facility. By registering
your Program/Facility, you will have access to your Program/Facility within your organization profile and will have
access to verify staff employment, create classrooms, and view staff reports to track hire dates, roles, professional
development (PD) taken, PD Plans/Self-Assessments, and more.

These steps are also available for viewingin a How-to Video, follow the below link.
https://www.youtube.com/watch?v=mGUISs7mRek&t=4s

Steps to Register an Organization Profile:

1. Gotowww.papdregistry.org.

2. Click Login in the top right corner. Ensure you have a personal profile and your login information.

# Login

3. Enter youremail address and password, then click Login.

Remember me

Forgot Password? &+ Create Account]



https://www.youtube.com/watch?v=mGUISs7mRek&t=4s
http://www.papdregistry.org/
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On your personal profile page, once you log in, click Add Organization Profile.
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Enter Contact Information AND check ‘Yes, this organization provides direct care and/or education to

children’. Click Next.

Organization Registration

Please fill out the form below to register your organization. Fields marked with * are required. Use the Contact

Us form if you have any questions or concerns about the organization registration process.
Contact Information

The person you select as your contact pers
ional account. Please choo

ith that in mind
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P Registry

Email Address*

registry@pakeys.org

Phone
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7. SelectYesand enteryour MPI Number (located on Certificate of Compliance). Complete any otherapplicable
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Click Next.
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Add any Program Accreditations such as National Association for Family Child Care (NAFCC) thatyour

Facility/Program may have. Click Next.

Program Accreditation

Select the accreditations your program holds

-- Select Accreditation -- v Add

Complete the Enroliment Information. Click Next.

Program Capacity

Number of /Groups
Total Number of Children Enrolled o

Infants ° High Needs.

Toddlers 0 High Needs. °
Preschool o High Needs o
Pre-Kind o High Needs
Kindergarten o High Needs

SchookAge o High Needs.

Organization Address

Physical Address

Communication Preferences

Complete the Facility/Program Address Information. Click Submit.
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11. Afteryousubmit your Program/Facility Profile Application, you can expect an email within 2-3 business days
letting you know whetheryour Program/Facility organization profile has been approved ornot. Once it has been
approved, you will have administrative access to your Program/Facility organization profile in the upperright-
hand corner in your personal profile.

Q fﬁ x @ Amanda Janeshefskie v | ¥ My Cart (0)
SR
@ Amanda Janeshefskie
My Individual Profile

To request administrative access to a registered organization profile:

Once an organization profile is registered, administrative access can be requested. To request administrative
access to a registered organization profile, enter the Organization ID and click Find Profile to request
administrative access to the organization profile. This is notthe MPI number. If you do not know your
Organization ID#, please email registry @pakeys.org.

Organization Profile Lookup

Please enter the Organization |1D to request access to the organization profile. This is not the MPI
number.

Organization ID

Need to Setup your Organization
Profile?

f your organization is unregistered in cur
system, please click "Create Profile” to begin
yeur erganization profile setup.

Create Profile
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The Qrganization ID will ensure we |o
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Contact Support
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