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Logging into the NAEYC Portal

To access the NAEYC portal, go to

www.nhaeyc.org and click on the option to m My Account Reg) i B e Acaraditad Prigries s
login. |
EXISTING NAEYC PORTAL USERS Waelcome to the new NAEYC Account Hub

1 you had an account in NAEYC's previows system and tis s
Users with existing access to a NAEYC sl SR ek s b i
portal should follow the “Set up your B
password” option to access their account. It you are new to NAEYC. create an account 10 get started

& sername

NEW NAEYC PORTAL USERS .
New users should select the “Create an 8 Password

account” option.

VOUII DUSEW

m. NAEYC Early Learning Hub Guide - Page 2


http://www.naeyc.org/

Navigating to the Early Learning Hub

Once logged into your NAEYC Account,
you will be on the Home page.

To manage your personal record with
NAEYC, or make other purchases,
including membership, this can be done
by using the menu options.

To access the Early Learning Hub, select
the “My Organizations” in the upper right-
hand corner.

Locating Your Program(s)

The “My Organizations” window appears
that lists any Early Learning Programs the
user is affiliated with.

The “My Organizations” option also
includes links to the Organization Hub
and LSU Hub, if the user has access.

Select “Early Learning Hub” to go into a
specific program’s record.

8 My Affibate(s)

My Organizations
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Program Home Page

Once in the program’s record, you will be
on the Home page and see the “Quality
Journey” widget that provides the
program’s status and details on next

steps.

From the Home page, you can also:

L

View high level information for the
program including

2. View and make payments
3.

Access specific information on the
programs record

Access a HELLO Community
specific to the current status of the
program, if Recognition,
Accreditation or Accreditation+
ADD numbers to image

Dy (e Carn Progeae 3

PROCAAM DGO

SPPUCATIONS AND SE PORTS

ASNDSSTRAI Y DO

LARCE SYSTEM AFFILUNONS

Yo ket New W Do e ReccgTiaed
= Payments
0 0
- — s e - -
0 0
View AL Pyrmess
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Updating a Program

Once in the program’s record, you will be
on the Home page and see the “Quality
Journey” widget that provides the
program’s status and details on next
steps.

A program’s admin, or primary or
secondary contacts can edit directly to
the program’s record.

Use the menu option links on the left or
within the Quality Journey widget to
access the specific pages where program
details should be entered or updated.

The following pages are required for data
entry to process with the Recognition
application:

- General Information

- Sites

- Classes

- Staff

Cruadty Chuint Larw Prgrame 2

PEOCAME NFO

ANPFUCATIONS AND TLFONTS

ADMDSTRAZIVE DGO

LARCE SYSTEM AFFLATION

Your Matos N1 Waje Do e Racgm tel
& Fayments
0 0
0 0
- [ raee |
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Adding a New Program

To add a new program to the portal, go to
the NAEYC My Account page, and select
“Register a Program”

e et 30 r ettt Poagrees

g
& WMy Profile A My Affiiste(s)

On the next page, enter the details about
the program. Required fields are indicated naeyc ./ ‘ ot cniibeniiiemessenen codBNK
with a red asterisk. .

Once done, select “Submit” to save the

information. w
Once the information has been saved, you 4 A

can access the program’s record from the o

“My Organizations” option. B Provides

N ——
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Program Information

The Program Information section includes key details about the program, including ages served, regulatory status, and program
characteristics.

General Information

Select “Change” to open the page in
edit view. Ensure all fields are entered
or confirmed. Select “Save” as you
work to complete each section.
APPLICATIONS AND REPORTS
Complete all fields in the following
sections:
Enrollment
Program Characteristics pr Prescion
Mailing Address
Billing Address

ADMINISTRATIVE INFO

LARGE SYSTEM AFFILIATIONS

Staff
Select “New” to add a new staff
member to the program. - [ st =
To remove any staff person listed, S
select the drop-down arrow to the Menisonto Keusation
right of the name listed and unselect Quakity Child Care Program 2 hoge! : Asbosine O
“Is Active’.
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When entering or confirming staff,
ensure the following fields are
entered or confirmed:
- First / Last Name
- Email
- Is Active
- Position
- Highest Level of Formal
Education
- Higher Education Degree
Related to ECE
- Other credentials (if
applicable)

Select “Save” to save the entry.

Posbtbnr

Mg L

) Do Rt ol %

New Staff
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Sites and Certificates

All programs should have at least
one (1) primary site listed. Select
“New” to add a new site record.

Select the “Change Primary Site” if
another site listed should be listed
as the primary site for the program.

Additional sites should be added to
the program record ONLY if they
are qualified satellites of the primary
program. See the Policy Handbook
for more information on the Satellite

policy.

When adding a new site, enter the
following information:
- Site Name
o If only one site, the Site
Name should be the
program name.
- Is Active (Y/N)
- Number of children
- Site Address
- Distance from Primary Site
(or select not applicable)
- Open/ Close Time
- Days of Operation
- Closure Information
- Non-Operating Days
- Directions / Parking Guidance
- Security Restrictions

Quality Cid Care Program 2

PROGRAM INFO

Instructions

e Narw b Primary Conhoss

ot more of 4 progran's dhamies) of chibdren AND e clay
1 NALYT webmite fw st horwd tmassewnesty i

dX) e

New Program Site
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Classes

All classes that are part of a
program’s accreditation journey
should be included on the program’s
record. To add a new class, select
“New”,

To edit an existing class, use the
drop-down arrow to the right of the
classroom and select “Edit’. Save any
changes.

When adding a new class, enter the
following information:
- Class Name
- Is Active (Y/N)
- Program Site - select site the
class is part of
- Age Category
- Class Size
- Nap Time
- Class Schedule Differs from
Site
- Class Schedule Details
- Languages of Learning

Quabty Child Care Program 2

T PROGRAM INFO

......

e A Categariey Clags Sire

Poge ol t

New Class
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Incident Reports (72-Hour Notifications)

The Incident Report page will
include any Incident Report
completed on behalf of the
program in the new system.

A new Incident Report can be
created by selecting “Report An
Incident”. Follow the guidance
at the top of the page.

When reporting a new Incident,
ensure the following values are
entered:

- Type = Early Learning
Program Accreditation

- Sub-Type = /Incident Report
(72-hour report)

- Subject = Enter a brief
statement of the issue, l.e.
“safe sleep violation”, “license
is not in good standing”,
“supervision issue”

- Description = Enter a
description of the incident,
event or issue, ensuring you
capture key detairls.

The QA team will respond with

questions or details on required
next steps.

naeyc

Quality Chid Carw Yogram

Mrogram 1D 7969

PROGRAM INFO

Imtructions

I htent! 72 Vams) Nugew a
Aur 1M a0t Advrordioge grag v

0oooNe |

At Dote Watin ALl

Reportan Incident
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Administrative Info

The Administrative Info section provides the ability to manage who has administrative access to the program, and a history of payments
made related to the program.

Contacts and Portal Access

Use the Contacts and Portal
Access page to add or update <
administrative contacts for TN AR

Instructions

0 T e TN 10 it 17 s eaamr p O COMACTA T G g e P e (il 0 The Mg

.

the program. :

W
‘

Addtunt aATErERt RS rrunt Mg I b el Srocul st acrmt tbiee ey WEI T e nad abtinnlration suaess b U i g, Ut sconpting, ey #e marke

b

Added administrators must

first log into their account and [[J contacts and Portal Access

accept before they will be pihoimpnliiny ew' 'S @ enties Sored
granted access to the [ Rt
program. Until they accept,
they will be listed as
npendingu. PROGRAM INFO
NOTE - Teaching staff should ot

not be added here unless they ——
need administrative access to
the portal. Instead, Teaching
staff should be added to the
“Staff” page.

When adding a new user, the
individual must first have a
NAEYC Account.

Quality Chid Care Program

Masrie Nabke Mt Daie Aparon ol Matus

Add New Program Administrators

Once a user has a NAEYC
account, another admin can You can only add registered users as admins. If you add a new admin, they will have the
add the user by selecting abllity to view/edit the program's data,

“Add new program
administrator”.

The user must access the
invitation that is received via
email to have access to the
program.
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Payments

The Payments page includes
any payment made on behalf
of the program in the new
system.

Payments to any current
outstanding invoice can be
made by selecting the “Pay
now” option.

Large System Affiliations

Quality Child Care Program

Program 1D: 79049

PROGRAM INFO

D Payments

The Large System Affiliations section provides the ability for programs to request to be connected with an existing large system (LSU).
An LSU is defined as any organization that has 5 or more programs working towards accreditation. LSUs must be set up by NAEYC
before a program is able to locate the organization.

Affiliation Requests

The Affiliations Requests page
includes any current or
pending LSU that the program
is connected to.

To request an affiliation with a
LSU, select “Request
Affiliation”

2

-
. Sols
AN

e A

R,
. .
bq-

Quality Child Care Program

Program 1D 7949

PROGRAM INFO

Instructions

O Large System Affiliation Requests m
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In the Apply for LSU Affiliation
window, enter the name of the
LSU. Once located, select the
LSU name and select “Send
request”.

A request to approve the
affiliation will be sent to the
admin email listed on the LSU
record.

NOTE - LSUs must be set up
by NAEYC before a program is

able to locate the organization.

Apply for LSU Affiliation

[ Search Accounts.

Compete thea feld

Send Roquest
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