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Registry QRIS Tool User Guide Introduction 
 
 
In this document you will find instructions and tips on how to use the Registry QRIS Tool for 
approved county level administrators. The User Guide is meant to serve as a guide with best 
practices. If you have technical questions about the QRIS Tool, contact the Registry staff 
identified in the last page of this document. 
 
The QRIS Registry Tool will allow County administrators to view QRIS site staff roster, QRIS 
points based on various roles, verified education and professional development data, 
including source documents.  
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Accessing the QRIS Tool 
 
Step 1: Login 
 

• If you are an approved QRIS Tool user authorized by an county administrator, with an 
executed Data Sharing Agreement, you will begin by going to the www.caregistry.org 
website and logging into your account (Note: Only one Registry account per person 
and sharing accounts is not allowed).  

• Once you are logged in, look at the navigation bar on the left and find the QRIS Tool 
(see picture below).  
 

NOTE: Contact Elise Crane, elise.crane@ccala.net to request a Data Sharing Agreement 
to acquire County Administrative approval. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.caregistry.org/
mailto:elise.crane@ccala.net
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Search by Participating QRIS (QCC) Site 
 
Step 2: Click on the QRIS Tool Link 
  

• Search for your previously identified QRIS site 
o Name 
o License number 
o Address (street) 
o City 
o Zip code 

 

or 
 

o You can click search without entering a site name and all the QRIS sites will 
pop up or you can search for a specific site name. 
 

 
Step 3: Chose the site you would like to review and click the circle  
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Site Level Document Options 
 
Step 4: Select an Option:  

• Staff Report 
• Staff Education and Training Report 
• User Documents  

 
or  
 
Back to the QRIS Program Search  
 
Example reports are included on the following pages. 
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Site Program Staff Report 
 
Types of Reports included in the QRIS Tool: 
 
Registry Program Staff Report 

• Staff self-report their employment role, which is then confirmed by employers in 
“Program Administration”.   

• Permit information is uploaded to the Registry site by staff, or employers, and verified 
by Registry staff. Additional Permit information is on participant Education & Training 
Reports including permit number. 

• “Annual PD Hours” accrued for 12 months from the date of the Education & Training 
Report. If you need participant hours by fiscal year, be sure to run reports on June 30 
of the fiscal year. 

• Please refer to the California QRIS Rating Matrix for more information on the accrual 
of QRIS Lead Teacher/FCCP Points and QRIS Director Points. 

 
 
 
 
 
 
 
 
  

http://qualitystartla.org/wp-content/uploads/2017/03/CA-QRIS-Rating-Matrix.pdf
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User Education and Training Report 
 
While Registry staff verify site staff documents, QRIS Tools will allow you to access uploaded 
documents while waiting for documents to be verified. Please note that Education and 
Training Reports will not be updated until Registry staff have completed the verification 
process. While documents remain unverified, site staff will be able to delete their documents 
in case of mistakes in uploaded documents. Once the document has been verified, site staff 
will no longer be able to delete the document and will need to contact the Registry Help Desk 
if they would like to remove a document from their profile. 
 
Below are the fields included on the Registry Participant Education & Training Report: 
 
Participant Name: Can be changed by contacting the Registry Office 
Registry ID: Only on account per person should be create. Contact the Registry Office if there 
may be more than one account for an individual. 
Employer Name: Must be submitted by participant 
Employer’s Registry ID: This will be generated by Registry based on the employer. 
Participate Role: This is selected by the participant but can be edited by the employer when 
they confirm staff employment. 
Annual PD Hours: Calculated from date of report, back 12 months.  
Met 21 hours: All PD is included 
ED Points and Total QRIS Points: These are a tool to access if all data is correct, but raters 
must still access records and assign points. 
 
Degrees: Degree Level, Degree Name, Institution, Date Completed based on unofficial or 
official transcripts. 
 
Courses: Course Number, Course Name, Institution, Completion Date, Course Units, 
ECE/CD (Early Childhood Education/Child Development), GE (General Education) 
 
Permits and Credentials: Credential or Permit Name, Issue Date, Expiration Date, Document 
Number 
 
Professional Development (PD) and Training: Training Code, Training Name, Sponsor Name, 
Core Knowledge Areas, Training Hours, Hour Types, Completion Date. 
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User Documents 
 
For instructions on how to upload education and training documents to the Registry profile, 
and to learn more about which documents are acceptable for profile upload, refer to tip 
sheets on the Registry’s Resource page. Document verification takes from 6 to 8 weeks and 
staff must upload documents in plenty of time for verification if they would like them to be 
included as part of their PD hours or qualification. Site staff may elect to “Hide” documents. 
 
Show User Documents   
 
View: When User Documents is clicked/selected  
Staff documents can be viewed individually, as they were uploaded to the Registry, by 
clicking on “View”.  
 
 

 

 

For information about the QRIS Tool contact: 
 

Elise Crane  
Director 
CA ECE Workforce Registry 
Child Care Alliance of Los Angeles 
Elise.Crane@ccala.net  
 

https://www.caregistry.org/index.cfm?module=participantResources&navID=31
mailto:Elise.Crane@ccala.net
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