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HOW TO ADD EMPLOYMENT TO YOUR PROFILE 
 

1. Go to www.pakeys.org. 
 

2. Click the green PD Registry box on the home page. 

 
 

3. Click ‘Login’ in the top right corner. 

 
 

4. Enter your email address and password, then click ‘Login’. 

 
 

5. Click on the Employment tab. 

 
 

6. Click ‘Edit Employment’. 

 
 

http://www.pakeys.org/
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7. Click ‘Add Position’. 

 
 
8. Click ‘Select’ next to the type of Organization where you work. 

 
 
 
Please carefully read the description provided for each step below 
 
Early Care, School Age and Education Programs 

• 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. 

• 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. 
 

Out of State 
• 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. 

• 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. 
 

Other Organization Type 
• 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. 
• 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. 
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9. Position Details: Verify that you have the correct employer and select ‘Confirm’ if you do or 
‘Return’ if you selected the wrong one. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Janedoe@gmail.com 
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10. Complete the require fields (those with an asterisk) and you must select the age range and 

then click ‘Save’. 
 

 
 

11. If you are finished, select ‘Finished Employment’. 

 

 


