How to Create Your Staff Roster
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IMPORTANT: Your staff should set up their Workforce Registry Accounts BEFORE you attempt to
add them to the staff roster.

There are a few ways to add staff that has opened a Workforce Registry account to your staff roster.

1)

2)

3)

Search by Workforce ID: The staff member can provide you with their Workforce Registry ID
number (located in the upper right hand corner of their Workforce Registry Account) or they can
print the number for you using the print feature in the Workforce Registry.

Search by Personal Information: If you do not know someone's Workforce ID, you can find
them in the directory by filling out the four pieces of information below: First Name, Last Name,
Date of Birth, Last Five Digits of Social Security Number and click Search. If the person has
completed a Workforce Registry Account they will appear. If they have not, you will be prompted
to add them. Please note, you will only be able to upload Background Checks for staff that you
add and your staff roster will be incomplete unless the staff opens a workforce registry account
and uploads the proper documentation. Therefore, it is recommended that your staff set up their
Workforce Registry Accounts before attempting to add them to the staff roster.

Add Staff

Search by Workforce 1D Search by Personal Information

Type the user's workforce 1D below and click Search. A workforce ID begins with a letter, followed by 5 numbers, eg. ADOOO1

Confirm: If your staff have created their workforce registry accounts and listed your program as
their current employer, they appear on the Staff screen. Their name, workforce ID, date of birth
will be listed. As you review this list, click the Confirm button to add each of your CURRENT
staff members to your staff roster. If there is someone you do not recognize, click the Dispute
button to remove them from the list.

The following individuals have indicated they work at this program. Click the button below to confirm or
dispute current employment.

[ Confirm | A07619 Beth Harvey 10/05/1981

Once you have confirmed your staff, your staff roster will be listed in the bottom portion of the screen
in “Your Current Roster”.

For each staff member, please click the ‘Select’ button to provide data on:
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hold and when they Your Current Roster Display | Active Staff v
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- benefits offered.
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After you have entered your staff and their data, you must assign regulatory roles. Go to the
Regulatory Roles link under the Staff menu in the left-hand navigation. For each role listed,
select a staff member from the dropdown list. Staff who you have added to your staff roster
appear in the dropdown list.



Regulatory Roles

Role Staff Member

Education Coordinator [Select a staff person] v
Nurse/Child Care Health Consultant [Select a staff person] v
Site Coordinator [Select a staff person] v

Note: This section may be different depending upon your program type. Not every program

requires all of these positions. Also, staff may be listed in more than one regulatory role.

Refer to your foundational regulations for more information.




