New Jersey Child Care Information System

HOW TO CREATE AN ACCOUNT
IN NJCCIS

This document will navigate new users through the registration process in NJCCIS.



1. From the NJCCIS Home Page use the button found at the top right of the

screen.
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New Jersey Child Care Information System

New Jersey's Integrated Child Care Information System, or NJCCIS, supports business operations
related to child care in NJ - including child care licensing, family child care provider registration,

grants, inspecti and complaints. NJCCIS also is the point of access to the NJ Workforce Registry
- allowing child care professionals to maintain a record of their experience, education and
professi | develop 1t and to training resources. Providers also can enroll in Grow NJ

Kids and access other quality initiatives. For more information on NJCCIS, visit the help page.

Alternaﬁvely’ use the (& New to the NJCCIS? Create your account now. button found below

the Login Area on the Home Page.

# Login to NJCCIS

You must agree to the NJCCIS Web Portal Terms and Conditions to log in.

I | agree to the NJCCIS Web Portal Terms and Conditions.

Need help logging into NJCCIS?

--- To conduct any business in NJCCIS, you must first create an ag

& New to the NJCCIS? Create your account now.




2. This will open the registration page. Fill in the required fields in the registration form.
NOTE: QUESTIONS MARKED WITH AN ASTERISK “*” ARE REQUIRED

Create Your NJCCIS Account

# Login
OOL, DFD, CCR&R, DOH and State-contracted staff Click Here to create your account.

Please fill out the following form to create your account. Required fields are marked with an asterisk (%).

* Legal First Name * Legal Last Name

* Email * Confirm Email

* Address Line 1 Address Line 2

* City * State * Postal Code Postal Code Extension
--Select-- -

Required field indicators will turn from red to green as each field is entered.

OOL, DFD, CCR&R, DOH and State-contracted staff Click Here to create your account.

Please fill out the following form to create your account. Required fields are marked with an asterisk (*).

* Legal First Name * Legal Last Name
| James TCCTestin
* Email * Confirm Email



3. Next, scroll down and use the » to expand each section and see the requestable roles

available.
Open each relevant section and choose each role that applies to you.

> Child Care Provider Roles

> REIHACI= I Required to access Training & Professional Development

> Registry Roles Requiring Application

Check the box next to the role to select it.

Open each relevant section and choose each role that applies to you.

v Child Care Provider Roles

[J Approved Home Provider

@ Director - Owner - Sponsor

O Home Based Provider (FCC)
O Youth Camp Staff Member

> Al [ig"l(] Sl Required to access Training & Professional Development

> Registry Roles Requiring Application



4. Selection of some Registry Roles will open additional mandatory fields below.

~  Registry Roles Required to access Training & Professional Development

[ ECE Assistant Teacher
ECE Teacher
[J Registry Participant

> Registry Roles Requiring Application

This Role requires additional infermation. Please complete the following fields to continue your NJCCIS registration.
* Setting Child Care Employer
| -Select-- A Q, Search Providers
* Title * Educational Level
| --Select-- hd | --Select-- ¥
* Race * Ethnicity
| --Select-- hd | --Select-- ¥

5. Use the drop-down boxes to select and complete each required field.

This Role requires additional information. Please complete the following fields to continue
your NJCCIS registration.

* Setting Child Care Employer

--Select-- Q, Search Providers

--Select—

Charter Schoaols

Private School

Public Schools |
ional Level

Licensed Child Care
Ct-- b
Before and After School Care
Out-of-5chool Time Care (During breaks or vacations) ty
Family Child Care Provider -~ -
Family Friend and Neighbor

Unemployed

+ Register
Other




6. To add a provider, use the button to open the provider search.

* Setting Child Care Employer
I Licensed Child Care v Q Search Providers

Add Provider(s)

Enter Provider Search Criteria

Search Instructions

* Select Field to

Search u

| --Select—- v

7. Use the Select Field to Search drop-down to select the search criteria.

Add Provider(s)

Enter Provider Search Criteria

Search Instructions

* Select Field to * Type Term for Search

iear‘hﬁ I Type in search criteria n

Provider Name ~

—Select—

All

Accepts CCDBG
City Reset Search % Cancel Search = Q Search
County

Exclude Status Closed

Formerly Known as Abbott

*Title | Grow NJ Kids * Educational Level

| Assi|  License Number v | High School Diploma -
Location Address

* Race| NJCCIS Facility ID * Ethnicity

| Whi|  Phone v | N/A v

Provider Status

Provider Type

Zip Code




8. After entering text in the Type Term for Search field use the button to search
for a provider

Add Provider(s)

Enter Provider Search Criteria

Search Instructions

* Select Field to Search * Type Term for Search

| Provider Mame v | Cosmic n

=+ Add Search Criteria o ResetSearch ¥ Cancel Search Q, Search

9. The search results will generate below. Select the circle next to the Provider and use the

S Sy all button to continue.

Provider Results: 1

‘ense NJCCIS Facility Facility Status  Address City + ZipCode County
r

#s D% Name % Type = = s s =
CCC130 Cosmic Child 123 Asbury Monmo
® 817463 Care Active 07712
335 Gazpacho Center Fake Ave Park uth

K 5 v
¥ Cancel Provider Search & Select Provider




10. Selection of the Registry Role — Trainer will open a Training Agency you are associated
with section below. Use the button to search for a Training Agency.

Training Agencies you are associated with

Select Agency Name & Staff Type # Begin Date & End Date &

No records found

n 5 v
g

11. Type the name of the agency in the Training Agency field to populate a list of training
agencies and select the appropriate agency.

Training Agency Detail

* Training Agency

s |

Name Apple Training

Address | 9797 N Ave Rd Asbury Park. New Jersey 07712

Email E

Phone

‘ Name ‘ Apples and Books Learning Center

12. Select the required Staff Type and Begin Date and select the [EE'CE button to continue.

Training Agency Detall

* Training Agency

I Apple Training

* Staff Type * Begin Date End Date

Trainer Vl | 04/22/2025 E MM/DDYYYY

© Cancel Save




13. After all required fields have been completed, the button will become active.
Selectto continue.

* Address Line 1 Address Line 2

I 123 Fake Ave

* City * State * Postal Code Postal Code Extension
I Asbury Park I New Jersey hd | 07712

Open each relevant section and choose each role that applies to you.

>  Child Care Provider Roles

> REISIRGACICIN Required to access Training & Professional Development

> Registry Roles Requiring Application

+ Register

NOTE: ENTERING AN EMAIL ADDRESS THAT IS ALREADY IN USE IN THE NJCCIS SYSTEM

WILL DISPLAY THE FOLLOWING MESSAGE

Name jamestcctesting@gmail.com is already taken.




14. A Registration Confirmed message will appear indicating successful registration to the

NJCCIS system.
NOTE: CLOSE BROWSER AND OPEN EMAIL INBOX

Registration Confirmed

Registration Confirmed

Please check your email for the account you registered with and click on the link in the email you received
to activate your registration and then complete your profile.

=+ Login

15. An email confirmation link will be sent to the registered email address, click the link in
the email to complete the registration process.

Registration successful nboxx & n

no-reply-st@njccis.com 1:02PM (6 minutesaga) ¢ & €

tome »

Thank you for registering with NJCCIS. Please select the following link to complete the registration process:

hitps://st.njccls com/njccis/email Confirm?aspUserld=c57571f1-5ed0-4065-b8a5-f22235103964 &code=9CzEfz5CaDAmaDjzkEtKMyiVyop3IBz8VihPKUHGeUVIWUOSY8QVxWUIbWUZ

r/ "\‘ [«’ '\\ (/’7'\\
[ € Reply ){ > Forward ) \\@/I




16. This will direct the user back to the NJCCIS site and show a confirmation message.
Next, select the button.

Email Confirmed

Email Confirmed

Your email address has been confirmed. The next step is to activate your account.

Activate Account

17. This will open the Activate Account screen, enter the registered email address. Next,

select the button.

NJCCIS

New Jersey Child Care Information System

Activate Account

Email *

jamestcctesting+TCCSSOTest2@gmail.com

Activate Account

« Back to Login



18. This will open the Email Verification page and send a verification email.
NOTE: KEEP THIS PAGE OPEN UNTIL THE VERIFICATION IS COMPLETE AS A VERIFICATION EMAIL
MAY BE RE-SENT FROM THIS PAGE.

NJCCIS

New Jersey Child Care Information System

Email verification

A You need to verify your email address to activate
your account.

An email with instructions to verify your email address has been
sent to your address jamestcctesting+tccssotest2@gmail.com.
Haven't received a verification code in your email?

| Click here to re-send the email§

19. Select the link from the verification email.

€« B O T =5 =

/ Compose

o Inbox . Verify email inbor =

¥r Starred ® no-reply-st@njccis.com

— @  tojamestectestingstecssotest2 =

B> Sent Someone has created a account wit il address. If this was you, click the link below to verify your email address
) Drafts Link to e-mail address verificatior

@ Spam This link will expire within 5 minutes.

) Purchases If you didn't create this account, just ignore this message.

v More

/’ “\‘ ’4’ “\‘ ’4’ "\\ /’7“\\
Labels + L “\ Reply ) '\\«1 Reply all ) '\r’ Forward ) \\\9}\




20. This will open the Update Password screen. Create and confirm the new account password, then

NJCCIS

New Jersey Child Care Information System

Update password

A You need to change your password to activate your
account.

New Password

ETTT TP

Confirm password

ETTT TP

] Sign out from other devices

21. This will open the NJCCIS Homepage and automatically login to the now activated account.

ClS

New Jersey Child Care Information System

Welcome to your NJCCIS Dashboard

« Alerts NJCCIS Announcements |ﬂ Welcome to NJCCIS James TCCSSOTest2
NJCCIS ID 100309021
© You have no alerts to display at this time. NJ Workforce Registry I
implementing Multi-Factor Authentication r—— -— A
(MFA) for all user accounts within the NJ = =
Workforce Registry Billing & Claiming :
System

The New Jersey Workforce Reaistry Billina & Claiming System i



This completes the one-time activation process and allows users to sign in directly to NJCCIS in

NJCCIS

New Jersey Child Care Information System

Sign in to your account

Email

Jamestcctesting+TCCSSOTest2@gmail.com

Password
(] Remember me Forgot Password?
SFORGlop pioh . P

All existing users need to do this once

On the next Activate Account screen, enter your current email
address. You will receive an email with a link to verify your email
and enter your current or a new password, which will complete
your activation

After you successfully complete this one-time process, you can
simply sign in with your email address and password



