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First Things First



New User Registration - Basic Information



New User Registration - Employer



New User Registration - Employer



New User Registration - Employer at ADHS Program



Registry User - Login Reminder Screen



Registry User - Demographics Reminder



Registry User - Confirm or Update Profile



Administrator - Check ADHS Licensing Files



Administrator Access

*These links only show up for licensed programs



Administrator Access - Childcare Licensing Dashboard



Administrator Access - Fingerprint Clearance Card



Administrator Access - Fingerprint Clearance Card on File



Administrator Access - Fingerprint Clearance Card on File



Administrator Access - Fingerprint Clearance 
Card Not Yet on File



Administrator Access - Fingerprint Clearance Card



Administrator Access - Expired Fingerprint 
Clearance Card

*Needs to be updated after expiration date passes



Administrator Access - Central Registry 
Background Check



Administrator Access - Central Registry 
Background Check

*Needs to be updated when participant starts with a new licensed employer



Administrator Access - Criminal History



Administrator Access - Criminal History



Administrator Access - Certifications
(First Aid, CPR, Food Handler & Food Protection)
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Administrator Access - Certifications
(First Aid, CPR, Food Handler & Food Protection)



Administrator Access - Certifications
(First Aid, CPR, Food Handler & Food Protection)



Administrator Access - Certifications
(First Aid, CPR, Food Handler & Food Protection)



Administrator Access - 10 Day Orientation



Administrator Access - 10 Day Orientation



Administrator Access - 10 Day Orientation



Administrator Access - 10 Day Orientation



Administrator Access - TB Test



Administrator Access - TB Test



Administrator Access - TB Test



Administrator Access - TB Test

*Needs to be updated when participant starts with a new licensed employer



Stopped Updating Here



Administrator Access - References



Administrator Access - References



Administrator Access - References



Administrator Access - References



Administrator Access - Childcare Licensing Dashboard



Administrator Access - Licensing Detail Report

Full View

Close Up View



Administrator Access - Alone versus Supervised



Administrator Access - Alone versus Supervised

● ADHS provided the guidelines for when a staff member is allowed to 
work alone with children versus when they need to be supervised

● The Registry looks at:
○ Program Status (licensed or certified by state)
○ Program Type (center or group home)
○ Staff member’s years of experience
○ Staff member’s age
○ Education (high school diploma, GED, college credits, approved 

certifications, and/or training hours)

● Alone or Supervised only shows up in the Licensing Detail Report, it 
cannot be changed manually 



Steps for Utilizing the ADHS Childcare Licensing Tools in 
the Registry

Step 1: Ensure all staff are included in the Registry and all former staff are removed
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Steps for Utilizing the ADHS Childcare Licensing Tools in 
the Registry

Step 2: Update and confirm staff, as needed
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Steps for Utilizing the ADHS Childcare Licensing Tools in 
the Registry

Step 3: Scan or take photos of all staff members’ Fingerprint Clearance Cards (front 
and back) and 10-Day Orientation Training documents. Save those to your 
computer and keep hard copies on file



Steps for Utilizing the ADHS Childcare Licensing Tools in 
the Registry

Step 4: Update the information for each staff member in the Childcare Licensing 
Dashboard through Program Administration



How Does This Work with 
Licensing?
● Program administrators and providers update their staff’s 

licensing files through the Registry so everything is located in 
one place AND they get automatic notifications when items 
are going to expire

● ADHS Licensing Surveyors can review files prior to a licensing 
visit and reduce the time spent on-site

● Use of Registry is not required by ADHS Childcare Licensing 
but strongly encouraged


