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How to Guide for Registry Participants

Registering, Accessing, Completing and Retaking a Course in NJCCIS

This guide provides the following:

1. How to Register for a course in NJCCIS
2. How to access your Registered Event
3. Completing NJCCIS Training Portal Courses

Ll

4. Retaking the same course in the NJCCIS Training Portal

1. How to Register for a course in NJCCIS
Step 1: Log into NJCCIS

# Login to NJCCIS

Please enter your Email and Password to log in.

* Email

| Myemail@email.com

* Password

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

# Login

Forgot Password?

|@| Need help logging into NJCCIS?

Step 2: From the menu bar select “Registry” and then “Find Professional Development and
Training Classes”

Reports - Admin -

Professional Profile

(Fil'ld Professional Development & Training Classes)

My Events
New Scholarship Application

CCDBG Required Trainings
Health & Safety Basics and Mandated Reporter/Child Abuse and Neglect Training - English (10 hours)
Health & Safety Basics and Mandated Reporter/Child Abuse and Neglect Training - Spanish (10 hours)
REFRESHER - Health & Safety Basics - English (2 hours)
REFRESHER - Health & Safety Basics - Spanish (2 hours)




Step 3: The search criteria drop-down menu will display. There are multiple ways to search for
a course. Some options include: CCDBG Topic, Date, Event ID and Title/Course Name. To
search by multiple criteria, click the “Add Search Criteria” button. Once all values are entered,
click “Search”.

Vv  Enter Professional Development & Training Classes Search Criteria

Search Instructions

@ Select afield to search in, then either type or select the term to search for within that field. To narrow the search, click Add Search
Criteria. Once the search parameters are complete, click Search and a list will appear below.

Search Criteria 1

* Type * Value

I Always Available v | Yes v n
Search Criteria 2

* Type *Value

I TitlesCourse Name Y. I Creative n

+ Add Search Criteria % Cancel Search Q, Search

Step 4: Search results will be displayed below the search criteria. Click the “Select” button to
view the event details and register for the event.

Search Results: 24

Sort By v Q  Global Filter
2 4 5 > M v
| # Select I Getting Started with The Creative Curriculum® for Pre-K
Training Agency: Quorum by Teaching Strategies Class 1d: 108750 Address:
Begin Date: Always Available Event Id: 145685 City:
End Date: Always Available Capacity: 9999999 County:
Fees: $0.00 Registered: 13 Zip:
# Select The Creative Curriculum® for Infants, Toddlers, and Twos: Daily Resources
Training Agency: Quorum by Teaching Strategies Class Id: 108721 Address:
Begin Date: Always Available Event Id: 145644 City:
End Date: Always Available Capacity: 99999999 County:
Fees: $0.00 Registered: 10 Zip:
£ Select The Creative Curriculum® for Infants, Toddlers, and Twos: Experiences
Trainino Acanrv Niinriim hv Tearhino Stratagiec Clace Id- 1NR7272 Addracer



Step 5: Click the “Register for this Event” button and a pop-up message box will display
confirming registration to this event.

Event Registration m

You are about to register for this event. Do you wish to continue?

% Cancel

Once registration is completed, the Event Detail will update. Clicking the “Cancel this
registration for this event” button to withdraw the user from the event. IF the course is a
NJCCIS Training Portal Course, click the “Launch the NJCCIS Training Portal” button to begin
the course. Event Detail

‘ Class Detail: CCR&R New Employee Orientation: Online + |
Event ID: 143158 Conference Name: N/A
~ 1 Event Times This is a Public NJCCIS Training Portal Event

Languages Available:
- Time ID: 181703 « English

Time: Always Available

# Regi d: 85 # Avai 99915

- Event Training Material

Training Agency: Grow NJ Kids Training

Services Time Zone: Eastern
Trainer: Registration closes 24 Hrs before the event starts.
« Grow NJ Kids Training Services
Price: $0.00
Guest Speaker Name:
Capacity: 100000
Comments:

i Cancel registration for this event

This online training session takes place in the NJCCIS Training Portal.
Upon Registration, participants will see a button that reads Launch the
You are registered for this event NJCCIS Training Portal. From there, participants will see the course listed
on under My Courses and then can then click Launch Course to get
started. In this online training p p will be provided a
general overview of the role of New Jersey's child care resource and
referral network and the many state departments, units, and local
agencies that serve as early childhood partners.




2. How to access your Registered Event

Reports - Admin ~

Professional Profile

Step 1: Once logged into

NJCCIS, from the menu bar Find Professional Development & Training Classes
SeleCt RegIStry and My New Scholarship Application
Events”.

CCDBG Required Trainings
Health & Safety Basics and Mandated Reporter/Child Abuse and Neglect Training - English (10 hours)

Health & Safety Basics and Mandated Reporter/Child Abuse and Neglect Training - Spanish (10 hours)
REFRESHER - Health & Safety Basics - English (2 hours)
REFRESHER - Health & Safety Basics - Spanish (2 hours)

Step 2: “My Registered Events”
panel will display. To expand the = sy

panel, click the plus (+) sign onthe |, 0
right-hand side of the panel. All (o rse
l d . d s EventiD ¢ TimeiD & StartDate $  StartTime EndTime Location $  Capaity
uncompleted registered events p— T e ey e
Wi ll b e d | S p laye d | n t h e grl d 145685 184496 Getting Started with The Creative Curriculum® for Pre-K AC::":;’TE Online 9999999 14
.
142678 181418 Tools of the Mind: Transforming Challenging Behaviors in Tools Classrooms Af,‘;‘f“:g‘se Online 1000 65
143158 181703 CCR&R New Employee Orlentation: Online Aj:::gg 100000 85

Step 3: Clicking the “Select” Sepi=
b utton fo r an event W| u d | IS p lay Class Detail: CCR&R New Employee Orientation: Online +
the “Event Detail” screen. IF Ry

Conference Name: N/A

th e course iS a NJ CC | S Tra | n | n g 1 Event Times This is a Public NJCCIS Training Portal Event

Languages Available:

Portal Course, click the S o
“Launch the NJCCIS Training Time: Always Available

”» H # Registered: 85 # Available: 99915
Portal” button to begin the Event Training Material
course. Training Agency: Grow NJ Kids Training
Services Time Zone: Eastern
Trainer: Registration closes 24 Hrs before the event starts.

« Grow NJ Kids Training Services
Price: $0.00
Guest Speaker Name:
Capacity: 100000

s N Comments:
M Cancel registration for this event This online training session takes place in the NJCCIS Training Portal.

Upon Registration, participants will see a button that reads Launch the

You are registered for this event NJCCIS Training Portal. From there, participants will see the course listed
on under My Courses and then can then click Launch Course to get
started. In this online training session, participants will be provided a
general overview of the role of New Jersey's child care resource and
referral network and the many state departments, units, and local

(2 Launch the NJCCIS T g Portal agencies that serve as early childhood partners.



3. Completing NJCCIS Training Portal Courses

When the NJCCIS Training Portal is launched, the Home page will display and all registered
events displaying under My Courses. To begin a course, click the “Start” button.

The side menu can also be used to navigate to different areas of the NJCCIS Training Portal.

s

. NJCCIS -

New Jersey Child Care Information System

www.NJCCIS.com

MY COURSES (1) * Seeall

’

Activities 0 of 7

Health, Safety, and Child
Growth and

Welcome!

C))

J

4. Retaking the same course in the NJCCIS Training Portal

To retake a previously completed course in the NJCCIS Training Portal, you MUST register for the
course AGAIN in NJCCIS by following the above registration instructions. Before trying to register
for the course you will need to verify the following:

v' The course must be completed in NJCCIS Training Portal, all activities are completed and
progress shows 100%.
Please note: It can take up to 30 minutes for the completion to be display in the
NJCCIS Training Portal.

v" Arecord of the completed course must appear in your Professional Profile within the
Professional Development & Certifications Panel.
Please note: It can take up to 24 hours for completions to be displayed in NJCCIS.

w| Professional Profile
& Training Transcript

> Training Agencies you are associated with

»  Career Level

> Educational Achievements

v Professional Development & Certifications

Professional Development

PR & Print
(Activities 29 of 29 100% )
Course Title $ BeginDate ¢  Completed Date » ~ CEUs #  ClockHours $  Delete
Health, Safety, and Child Growth and T T — o ‘

Development/Mandated Re... )

5%




