
How to Access and Update Your Profile

Step1.Login bygoing to www.papdregistry.org

1. Click Login to getstarted. You can also search, but not register, for training without being  
signed in.
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Step 2. AccessYour Profile

1. Log in using the same email and password that you used to log into the PA Key Portal.
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Step 3. Locate OnlineProfile

1. Enter in your personal information.
2. Be sure to include an accurate email address. The Registry will use this to contact you about your
account.

3. Click CreateAccount.
4. Check your email and click on the link in your email.

Please note: If your information matches an existing account or if you feel you already have an  
account, please call The Registry at 1-800-.284-6031
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Step 4.a. Accessing New OnlineProfile

1. Make sure your personal informationis accurate.
2. Check the box if the MAILINGADDRESS is the same as your HOMEADDRESS.
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Step 4.b. Accessing New Online Profile

1.Click each button to receive informational emails and newsletters from The Registry. You may  
change your COMMUNICATION PREFERENCE at anytime.

2.Click Next to continue.
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Step 5. PrivacyPolicy

Check the box and click CONTINUE after you have carefully read the Privacy Policy.
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Step 6: Personal Profile

1.Check the box "Complete My Profile”. You may also check the corresponding box below if you would  
like to apply for PQAS.

2.Notice your Registry ID Number on the right hand side.  
3.ClickApply/Renewto start your online application.

Jane Doe Registry ID1234567  
Jane Doe

janedoe@pakeys.org
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Step 7: Profile Steps

1. Click START to begin.
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Step 8: Personal Information

1. Review your personal information and verify that it iscorrect.
2. Complete Gender, Ethnicity, and Language sections.

3. Click SUBSCRIBE if you would like to receive Registry newsletters, updates, and special offers.
4. Click SAVEAND CONTINUE to advance to the next page of theapplication.
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Step 9: Education

1. Click EDIT to update your High Schooleducation.
2. Click on the question marks for more information regarding each category.
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Step 10.a: Employment

1.Click on Add Position to add employment information. This will take you to the next screen.  

2.Click Save and Continue to advance to the next page of theapplication.
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Step 10.b: Employment History

1. Click on Select next to the type of Organization where you work.
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Step 10.c: Early Care, School Age and Education Programs

Please Note: Carefully read the description provided for each step.

1. After clicking Select for the Early Care, School-age and Education programs option. You will then  
be taken to a new screen and may search for your employer by Organization ID, Employer  
name, City, MPI NUMBER, Head Start, head Start Partner, or School District Number.

2. If you think that you have reached the wrong area, you can click START OVER and it will take  
you back to Employer Search options.

Step 10.c: Out of State

1. After clicking Select for Out of state early learning or school age care or employment not related  
to early learning or school age care. You will then be taken to a new screen and may search for  
employer by employer’s name, program type, contact first and last name, mailing address, city,  
state, zip, county, phone, and fax number.

2. If you think that you have reached the wrong area you can click START OVER and it will take  
you back to Employer Search options.

Step 10.c: Other Organization Type

1. After clicking Select for Other Organization types you will then be taken to a new screen and  
may search for your employer by Organization ID, Employer Name and city.

2. If you think that you have reached the wrong area you can click START OVER and it will take  
you back to Employer Search options.



Step 10d: Position Details

1. Please Verify that you have the correct employer and select  
the Confirm button if you do!
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Step 10e: Position Details
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1. Complete the require fields (those with an asterisk) and you must select the age  
range and then select save.
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Step 10F: Employment History

1. If you need to add a position, select Add Position.  
2.If you are finished, select Finished Employment.
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Step 11: Training

1. Trainings that you took will be listed.
2. Note the check mark means that this training was verified by thetrainer.
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1.Please make sure you have completely each part of the online application accurately and
completely.

2.Click SUBMIT APPLICATION to complete youronlineapplication.

Step 12: Professional

1) The professional page is where you can add, remove and review your professional  
memberships, contributions and add or remove documents as needed.

2) In order to edit your professional documentation and information click on the Edit  
Professional button.
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Step 12a: Edit Professional

1)After clicking edit professional, you should see the page below.
2)On this page you can select to add or remove multiple Professional memberships, multiple  
professional contributions, and add or remove documents. These documents include your resume,  
your letters of reference, your professional development plan, and any other related documents. Note  
that these materials will not be made available to your employer or to the public.



Step 13: Reports

1) Reports allow the user to view their reports. Which reports a user can access depends on their  
level of administrative access. The example below is what most users will see when they first login.  
Although some users will see more.
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