Guide to Using the Gateways Registry
Authorized Entity Portal
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Access the Authorized Entity Portal

1. Visit the Registry website at http://registry.ilgateways.com/

LA GATEWAYS TO SPRORTUNITY
U D lllinois Professional Development System

Be A Member Be A Trainer Dashboard Login

Welcome to the Gateways to. Opportunity

You are here: Registry Login

FREE Gateways to Opportunity

Basic

Transcript Reg ist ry
Review (BTR)

A Gateways Registry Membership offers a quick and easy way to track your training and
education online, and meets Illinois Department of Children and Family Services (IDCFS) licensing
requirements. Here are tips for gaining Gateways Registry Membership online.

. :‘ . The Gateways to Opportunity Registry includes:

RS TRLGILREEURY| « Gateways Registry Membership

[ —— » Statewide Online Training Calendar

2. Llogin to the Registry Dashboard
a. Click either the “Dashboard Login” menu item or the “Login” link

LA GATEWAYS TO OPPORTUNITY
U U Illinois Professional Development System

Be A Member Be A Trainer

Dashboard Login

You are here: Registry Login

Gateways to Opportunity


http://registry.ilgateways.com/

b. Enter your username and password
|

L) GATEWAYS TC SpPSRTUNITY
D D lllinois Professional Development System

Be A Member Be A Trainer

Dashboard Login

You are here: Registry > Login Login

FREE

Basic
Transcript
Review (BTR)

Login

Please log in below to access the Gateways Registry Dashboard. If you have completed a paper
application and received a membership card with a temporary password, please click here and log
in following the instructions in the letter you received.

Registry Members should access the "My Registry" Portal in order to print your Professional
Development Record (PDR), enter self-reported trainings and more. If you need help logging in or
using the Dashboard, please contact the Registry Help Center at (309) 557-1818 (Monday-Friday,
8:30am - 4:30pm). You can also submit a ticket through the online Registry Help Center or
email registryhelp@ilgateways.com.

eS| L ogin Credentials

Online Support User Name
is not available .
jwhitehead
Submit a Ticket
Password
ssssee

Remember me

= Forgot your password?
= Forgot your username?

3. Click into the Authorized Entity Portal

LA GATEWAY'S TC SFPORTUNITY
D D lllinois Professional Development System
Be A Member

Be ATrainer Dashboard

You are here: Registry > Dashboard

Dashboard
Welcome back, Vicki Main! (k1 )

Thank you for maintaining current membership in the Gateways to Opportunity Registry. This Dashboard is your one-stop shop for all of the
resources and tools available to Registry Members and Trainers. Select the "My Registry" portal below to view your Professional Development
Record (PDR), self-report trainings, renew your Registry Membership and more. If you are a Registry-Approved Trainer, you may enter the
"Trainer” portal to access the forms and training opportunities related to your work.

Account Details | Logout

If you experience any difficulty in navigating the portals or using the tools available, contact the Registry Help Desk at (309) 557-1818. Specialists
are available Monday-Friday from 8:30am-4:30pm. You can also email us or visit the Registry Help Center to submit a trouble ticket. Check out
our YouTube channel for short video tutorials related to accessing and using the resources on this site.

MY REGISTRY

Keep your Registry
Membership and related
records up to date, as well
as apply for Gateways
programs!

DIRECTOR

Access information needed

for DCFS, ExceleRate, and
more.

TRAINER

AUTHORIZED ENTITY

Find the forms you need to

aintain your agency's

submit trainings for r trainer and training course r
approval and scheduling. as L records, schedule trainings.
well as keep your Registry- and more.
Approved Trainer status up
L to date. N )

ZI




Set Up Registration Contact(s)

1. Enter the Administration section
Authorized Entity Portal
‘You are now viewing the portal for the following Authorized Entity: Test AE 1

TRAININGS TRAINERS

Create training courses, Create and maintain trainers
schedule training events, and for your agency.

- X )
reconcile attendance. 3 }5

REPORTS ADMINISTRATION

Coming Soen!

Maintain registration

contacts and training
locations.

2. Click the button to add a new Registration Contact

You are here: Registry > Authorized Entity > Administration Account Details | Logout

Administer Common Information

[ Contacss _

Search [Q )]

Contact Name Phone Number Email Actions
Aron Main (815) 777-4655 | amain@inccrra.org 260
Jane Smith (309) 663-1543 | jsmith@inccrra.org BE

Joellyn Whitehead | (309) 663-2759 | jwhitehead@incerra.org | [ [

Vicki Main (815) 776-4455 | vmain@inccrra.org Bo

Add

Add a registration contact
Gateways to Opportunity is funded by public and private support including tThe mcLormick rounaation, arand Victoria Foundation.

3. Complete the required information (bold labels) and click “Save”

You are here: Registry > Authorized Entity > Administration Account Details| Logout

Administer Common Information

Search am

First Name Last Name
Melissa Smith

Phone Number Email

(309) 668-2468

G

i | msmith@emailhere.com




Set Up Training Locations

1. Enter the Administration section
Authorized Entity Portal
‘You are now viewing the portal for the following Authorized Entity: Test AE 1

TRAININGS TRAINERS

Create training courses, Create and maintain trainers
schedule training events, and for your agency. X ]

reconcile attendance. g ’3

REPORTS ADMINISTRATION

Coming Soen!

Maintain registration

contacts and training
locations.

2. Click the Locations tab

You are here: Registry > Authorized Entity > Administration

Account Details | Logout

Administer Common Information

l Contacts Locations

3. Click the button to add a new training Location

You are here: Registry > Authorized Entity > Administration Account Details| Logout

Administer Common Information

uconta:ts locatinns _

Search Q)]
Location Name City Actions
Galena Art and Recreation Center Galena 1

Long Sample Location With This and That | Bloomington 1}

Add

Add a location
Gateways 1o Opportunity is funded by public and private support mcioung wie mewerinick Foundation, Grand Victoria Foundation.

4. Enter the required information (bold labels) and click “Save”

You are here: Registry > Authorized Entity > Administration Account Details | Logout

Administer Common Information

uconhds locatin“s _

Search [Q)m]

Location Name
U of I Extension Office
Address Line 1

123 Somewhere St




Set Up Trainers

1. Enter the Trainers section
Authorized Entity Portal

‘You are now viewing the portal for the following Authorized Entity: Test

TRAININGS

Create training courses, Create and maintain trdiners
schedule training events, and for your agency.
reconcile attendance.

REPORTS INISTRATION

Coming Soen! \ Maintain registration
R contacts and training
/_// locations.

2. Click the button to add a new Trainer
Manage Trainers

Trainers

Trainers

This listing displays the trainers that have been entered into the system and defaults to show those with a status of "active". To add
a new trainer, click the plus button at the bottom of the listing. To edit a trainer, click the pencil button to the right of the trainer
you wish to edit. Do not delete a trainer unless they were entered by mistake! If a you no longer use a trainer, edit them and
change their status from "active” to "inactive". This will cause them to disappear from the default listing.

Search Active M a:

Trainer Name  Phone Number Email Actions.
Christopher Robin | (309) 829-5327 | crebin@inccrra.org :

Don Whitehead | (309) 829-5327 | dwhitehead@inccrra.org =

Joellyn Whitehead | (309) 829-5327 | jwhitehead@inccrra.org | R

S undation, Grand Victoria Foundation.

3. Enter the required information (bold labels) and click “Save”

You are here: Registry > Authorized Entity > Trainers Account Details | Logout

Manage Trainers

_

Search Active - @30
First Name Last Name
Miles Johnson
Address 1
134 Anywhere Ct

Note: The “Trainer Status” field defaults to ‘Active’. If you will no longer use a trainer (or will not
use them regularly), consider changing that to ‘Inactive’. This way they will not show up in the

listing by default. Trainer status
:Inactive -




Set Up Training Courses

1. Enter the Trainings section

Authorized Entity Portal

‘You are now viewing the portal for the following Authorized Entity: Test AE 1

TRAINERS

Create and maintain trainers
for your agency.

Create training courses,
schedule training events, and
reconcile attendance.

REPORTS MINISTRATION

Coming Soen! Maintain registration
contacts and training
locations.

2. Click the button to add a new Training Course

3.

Manage Training Courses and Events

Training Course

This listing displays the training courses already entered and defaults to show all with a status of "active". Search for a specific
course using the options below. To add a new training course, click the plus sign button at the bottom of the listing. To edit an
existing course, click the pencil button to the right of the course you wish to edit.

Search Active ~ -Select Training Type- - aa
Joellyn Test 15.00 In Person =

AE Portal Webinar 2.00 Live Webinar =

Descriptive Title Here | 2.00 In Person

Just the 8 2.00 Live Webinar =

This Is A Test 2.00 In Person as

New Test Course 2.00 In Person =

Add

Add a training course
Gateways to Opportunity is funded by public and private support reraneg mre e e e dation, Grand Victoria Foundation.

Enter the required information (bold labels) and click “Save”

You are here: Registry > Authorized Entity > Trainings Account Details| Logout

Manage Training Courses and Events

Search Active ~ -Select Training Type- 30

Title of Training

Family and Community: Partners in Learning

Description

The description will show up on the Statewide Online Training Calendar, so think about how you want it to appear!




Note: Some fields, such as “Audience” require you to click a button to bring up the option set for
that field. Select the options you wish and then click “OK”.

Audience:

Content Focus:

Topics:
THEN

Select the Audience(s) for this content.

Center-Based ¥ Home-Based
[C1School-Age/Youth [CIAdministrators
[ Parents/Relatives [CTrainers

(| Family Support Staff [£1Other

0K

Note About CDA Content Areas: As the CDA (Child Development Associate credential) Content Areas
apply only to trainings related to early childhood, it is possible that your training will not fall into any of
the CDA Content Areas. In order to bypass the system requirement to enter CDA Content Areas, please
check the box that reads “CDA Content Areas Not Applicable”. Doing so will allow you leave the “0.00”
defaults in the CDA Content Areas boxes.

Gateways Content Areas CDA Content Areas
0.00 A - Human Growth and Development 0.00 1 - Health and Safety
0.00 B - Health, Safety, and Well-Being 0.00 2 - Physical/Intellectual
0.00 C - Observation and Assessment 0.00 3 - Social/Emotional
8.00 D - Curriculum or Program Design 0.00 4 - Parental Relationships
0.00 E - Interactions, Relationships and Environments 0.00 5 - Program Management
0.00 F - Family Community Relationships 0.00 6 - Professionalism
0.00 G - Personal and Professional Development 0.00 7 - Observing/Recording Behavior
0.00 8 - Child Qevelopment
CDA Content Areas Not Applicable




Set Up Training Events

1. Enter the Trainings section
Authorized Entity Portal

‘You are now viewing the portal for the following Authorized Entity: Test AE 1

TRAINERS

Create and maintain trainers
for your agency.

Create training courses,
schedule training events, and
reconcile attendance.

iy

REPORTS MINISTRATION

Coming Soen! Maintain registration
contacts and training
locations.
2. Click the Training Event tab
You are here: Registry > Authorized Entity > Trainings Account Details | Logout

Manage Training Courses and Events
Ly

[ Training Course Training Event

3. Click the button to add a new Training Event
Manage Training Courses and Events

| Training Course | Training Event _

Training Event

This listing displays the training events already in the system and defaults to show all with a status of "available". Search for a
specific event using the options below. To add a new training event, click the plus sign button at the bottom of the listing. To edit an
existing event, click the pencil button to the right of the event you wish to edit.

Search No Date Available - m:

Start Date Event Name Location Roster Actions

08/01/14 | Music and Movement | INCCRRA | Roster | I

01/17/15 | Joellyn Test INCCRRA | Roster | )RR
01/31/15 | This Is A Test INCCRRA | Roster | R

10



4. Select whether the event is a Workshop (single date), Series (multiple dates), or Self-Paced.
Then click “Continue”

LB -y [P = M

l Please choose the type of
training event being held:
18

Workshop ~

en:

ent

Continue

12—

5. Click on the Training Course that this event will be built upon

|Search Active - -Select Training Type- i [—]
Joellyn Test 15.00
AE Portal Webinar 2.00
Descriptive Title Here 2.00
Just the 8 2.00
This Is A Test 2.00
New Test Course 2.00
4y

6. Enter the required information (bold labels) and click “Save”. This top section gathers
information about the date, time, and training fees. The Post to Calendar drop-down allows to
you choose whether you wish to have this training shown on the Statewide Online Training
Calendar. The Online Registration field allows you to specify whether you wish to enable online
registration for this training, and if so, do you prefer the Internal or External option.

Internal Registration — This allows an individual to register for the training via the
Statewide Online Training Calendar. The benefit is that their information (Registry
Member ID and Name) will appear on the Roster for the training event. It is only
available for free trainings at this time.

External Registration — This allows you to provide a registration link that you would us
to send people to if they want to register online. It could be a registration system you
use or simply the page on your website that has information about how to register for
your trainings. The downside is that their information does not automatically appear on
the Roster for the training event — it will be up to you to enter that information.

11



Training Event ID

Title of Event

MNew Test Course

Start Date End Date Start Time End Time Contact Hours
08/22/2015 08/22/2015 1:00pm 3:00pm 2.00

Status Training Fee Type Fee Amount Post to Calendar Online Registration?
Available ~ Free ~ 1 0.00 Yes + Internal v

Top section of the Training Event Detail screen

The bottom section of the screen allows you to specify the training location, trainer(s), and details
about registration. If you choose to use the External Online Registration option, you must provide a
Registration Hyperlink. If you choose to use the Internal Online Registration option, you must
provide the Maximum Capacity. Pre-requisites / Public Notes allow you to enter text that provides
additional information, which will be shown on the Statewide Online Training Calendar.

Notes:

e The “Title of Event” field will be populated by default with the “Title of Training” from the

Course. You can change this on the event if you wish and it will apply just to that event.

e If atraining event will be held on just one day (a single session workshop), the End Date
should be the same as the Start Date.
e [f the training event is a series and held on multiple dates:
o The Start Date should be the date of the first session.
o The End Date should be the date of the last session.
o The Start Time should be the start time of the first session.
o The End Time should be the end time of the last session.
o If the training event is self-paced, the date and time fields do not necessarily make sense in
context, but are required fields.

o Choose a Start/End Date as you wish. You could set it to be a 5-year period, or
maybe just a 1-year period. The number of people you expect will complete the
training and end up on the roster may help you decide. For example, if you expect
you’ll have 200 people per year attend the training, you may want to create a new
event on a yearly basis instead of leaving it open for 5 years (so you don’t have to
deal with a roster that has 1,000 people on it!)

o Choose the Start/End Time as you wish.

The Location and Trainer(s) fields require that you click the edit button and choose the
appropriate options. (These are based on what is set up in the Administration and Trainers
sections, respectively.)

12




Set Up Series Sessions

1. See the “Series Sessions” grid on the Training Event detail screen and click the button to add,

edit, or remove sessions from the event

Series Sessions
Date Session Name Start Time End Time Contact Hours Status
Pre-requisites / Public Notes Edit Sessions

Click here to add, remove, or change session information for this event

2. Click the button to add a session
Manage Training Courses and Events

You are now editing the sessions for “New Test Course”

Date Session Name Start Time End Time Contact Hours Status Actions
No results
Gateways to Opportunity is funded by public and private support including the McCol Add and Victoria Foundation.
Add a session
ing i phone: (866) 61 Sn——

L = B iays.com

3. Enter the required information (bold labels) and click “Save”
Manage Training Courses and Events

You are now editing the sessions for “New Test Course”

[—]Trﬂiﬂills Fourse Training Event _

Session Detail

Session Name

Session One
Session Date Start Time End Time
08/15/2015 9:00am 10:00am
Contact Hours Session Status
1 Awailable

@

13



4. Repeat steps 2 and 3 until you have added all of the sessions for the event

Manage Training Courses and Events

You are now editing the sessions for “New Test Course”

Training Course Training Event

Date Session Name Start Time End Time Contact Hours Status Actions
08/15/15 | Session One | 9:00 AM | 10:00 AM | 1.00 Available
08/22/15 | Session Two | 1:00PM | 2:00PM | 1.00 Available

5.

You are here: Registry > Authorized Entity > Trainings > Event

Manage Training Courses and

You are now editing the sessions for “Series Training Two"

ents

Click on “Event” in the breadcrumbgrail to return to the main Training Event detail screen

Account Details| Logout

6. You should now see your session listed on the main Training Event detail screen

Series Sessions
Date Session Name Start Time End Time Contact Hours Status
08/15/2015 Session One 9:00 AM 10:00 AM 1.00 Available
08/22/2015 Session Two 1:00 PM 2:00 PM 1.00 Available
&

14



Using the Roster

1.

Enter the Trainings section

Authorized Entity Portal

Create training courses,
schedule training events, and
reconcile attendance.

‘You are now viewing the portal for the following Authorized Entity: Test AE 1

TRAINERS

Create and maintain trainers
for your agency.

iy

REPOR

Coming Soen!

MINISTRATION

Maintain registration
contacts and training
locations.

2. Click the Training Event tab

You are here: Registry > Authorized Entity > Trainings

3.

s

Manage Training Courses and Events

Account Details | Logout

Click the Roster link for a Training Event
Manage Training Courses and Events

| Training Course | Training Event

Training Event

This listing displays the training events already in the system and defaults to show all with a status of "available". Search for a

specific event using the options below. To add a new training event, click the plus sign button at the bottom of the listing. To edit an

existing event, click the pencil button to the right of the event you wish to edit.

Search No Date Available - Y&
Start Date Event Name Location Roster Actions

08/01/14 | Music and Movement  INCCRRA | Roster | [P

01/17/15 | Joellyn Test INCCRRA | Roster | [F) )

01/31/15 | This Is A Test INCCRRA | Roster

08/15/15 | New Test Course INCCRRA | Roster

15



4. Click the button to add a new participant
Manage Training Courses and Events

You are now editing the roster for “New Test Course”

gTrainiI‘g cou'se Trai ning Event _

Select Registry Member ID Name Status Paid? Actions

No results

Mark Completed ~ | Submit

Add
Add participant to event

5. Enter the individual’s Registry Member ID and click the button to search for them. After

confirming the correct name appears, click “Save”.
Manage Training Courses and Events

You are now editing the roster for “New Test Course”

| Trainillgcau'se | Training Event _

Find a Member

Registry Member ID

N165304 Q]
Someone's attending that isn’t a Reg¥stry, lick here.
Found user Joellyn Whitehead (N165304). ion information and save to continue if this is the correct user.

Registration Information

Registration Status Completed Date Paid?
Registered [ 12/31720XX Yes ~

6. To “reconcile” attendance, check the boxes next to the names of the people that attended the

training. Select “Mark Completed” from the drop-down and click “Submit”.

Manage Training Courses and Events

You are now editing the roster for “New Test Course”

gTraini..g c““'se Training Event _

Select Registry Member ID Name Status  Paid? Actions
N165304 Joellyn Whitehead | Registered | Yes =
N199036 Harry Potterman | Registered | Yes =
Mark Completed ~ | Submit Report generation goes here
Notes:

e You can also use the drop-down to batch mark people as “No Show” if you decide to use the

Roster to register people before the training.

16



The batch function is only available for Workshop and Series training events. For Self-Paced
events, you must go into each record individually and change the “Registration Status” field
to ‘Completed’ and enter the “Completed Date” (as it will vary from person to person).

To register and/or reconcile an individual that is not a Registry Member, on the registration
screen you can click where it indicates and then enter the person’s name:

I First Name

Non

N165304
m= Last Name
Member
Phone Number

(555) 555-5555

Registry Member ID

Email

user@domain.com

17



