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CREATE AN ACCOUNT 
Before you can use the MOPD System, you must set up an account. The MOPD System requires a unique email to 
create an account. To complete the registration process, you will need to be able to log in to your email account. It is 
recommended that you use a personal email instead of a work email to create your account, in case you change 
employment. 

  
1.  Go to https://earlyconnections.mo.gov/MOPD. 
2.  Click the Login to MOPD System button. 

  
     
3.  Click the Create Account link. 

 
 
 
 
 
 
 
 
 

https://earlyconnections.mo.gov/MOPD
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4.  Enter your information in the required fields, and then click the Create Account button. 
 

 
 

Verify Email 
1.  Check your email. A verification email has been sent to the email provided from MOPD@dese.mo.gov  and with 
the subject line "Verify Your Email Address." Check your Spam and Junk folders if you do not see it in your Inbox. 
2.  Click the Verify Account button in the verification email. 
 

Create Password 
1.  After verifying your email, you will be brought to a page to create your account password. 

 
2.  Create your password. Criteria for password creation is described on the screen. 
3.  Click the Save Password button. 
 

Log in 
1.  After creating a password, you will be directed to the Login screen. Enter your email and password. 
2.  Click the Login button.  
 
  

mailto:MOPD@dese.mo.gov
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Locate Profile 
After you log in for the first time, the MOPD System will attempt to locate your existing profile. If no existing profiles 
are found, you will automatically continue to the new profile setup. 
 
1.  Enter your information in the required fields, and then click the Next button. 

a. For individuals new to the registry, the system will note that an online application was not found. Enter the 
required information and click the Next button. 
b. For individuals with an existing profile in the registry, your information will populate. Verify the 
information is correct and click the Next button. 
 

Communication Preferences 
We recommend leaving the box checked for email communications – as we only send out important information. 
Click the Next button. 

 
 

Terms of Use 
1.  Read the listed Terms of Use on this page. 
2.  Check the acknowledgment box. 
3.  Click the Submit button. 

 
 
 
Success! You have created your MOPD System account. You have an MOPD ID number and can register for training. 
Continue to Apply For Registry Profile Membership  
 
 
 
 

APPLY FOR REGISTRY PROFILE MEMBERSHIP 
After you create an account in the MOPD System, continue setting up your Individual Profile by applying for the 
Registry Profile Membership. This step will allow individuals to connect to their employer in the system, enter their 
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education, and more. Have your current resume with dates of employment and education available to help you 
complete this step accurately. 

 
1. Log in to the MOPD System. 
2. Click the Apply for Membership button on the My Memberships card. 

 
3. Check the box labeled Start my Registry Profile Membership, and then click the Next button located at the 

bottom right of the screen. 
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4. Click the Start button to begin going through the six steps to setup your Individual Profile. 

 

Personal Information 
Your Personal Information will populate the information you provided when your account was created. Update any 
of these fields as needed, and then click the Save and Continue button. 

Education 
1.    From the Education tab, click the Edit button next to High School. 

 

2.    Select the appropriate option from the Current High School Education dropdown list. 

 

a. If you select “I have a high school diploma or equivalency,” you will enter your graduation year. Uploading 
a diploma is not required.  
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b. If you select “I do not have a high school diploma or equivalency,” you will check the box and enter your 
expected graduation date. 

 

3.     Click the Save and Close button. 

4.     To continue adding information on your education page, view the options in each dropdown list and complete 
the information in pop-up windows. 

a. To have college courses entered for clock hour credit, an unofficial transcript or grade book can be 
uploaded. Approved courses will be added to your training record.  

b. To have higher education verified, an official transcript must be emailed to MOPD@dese.mo.gov. 

5.     CPR/ First Aid certification cards must be uploaded to the individual's Education page in MOPD to reflect proof of 
certification on MOPD reports. MOPD staff will verify valid certification cards. The CPR/First Aid course must be from 
one of the DESE approved national models found at https://dese.mo.gov/childhood/prof-dev.  

 

(To have First Aid/CPR counted for clock hours, the course needs to be found on the MOPD system and the trainer has 
to complete attendance by entering the roster into MOPD. The certification card will still need uploaded.)  

 

mailto:MOPD@dese.mo.gov
https://dese.mo.gov/childhood/prof-dev
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Choose the national model and age group that your CPR/First Aid card shows. 

 

Enter the Certification Date and Expiration Date found on the CPR/First Aid certification card.  

 

Then upload a copy of your CPR/First Aid certification card.  
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After saving, you will see there is a Self-reported record. This means it is pending review before it will show as 
CPR/First Aid certification on your training report.  

 

Once reviewed and verified, the education record will say Verified. 

 

 

6.     When you are finished adding Education information, click the Save and Continue button. 
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Employment 
1. From the Employment tab, select the Add Position button. 

 
2. Search for your organization based on the following Organization categories: 

a. Direct care organizations such as early care, school-age, and education programs. 
b. Out of state early learning or school age care or employment not related to early learning or school age 

care. 
c. Other organizations, such as training organizations and institutions of higher education. 
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Employer Search - Early Care, School-Age, and Education Programs 
1. Click the Select button next to the ‘Early Care, School-Age, and Education Programs’ option. 

 
2. If you know your Organization ID, you can search by ID. Otherwise, enter any other search criteria and click the 

Search button. 
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3. Click on the Organization ID or Name of the employer from the search results list to select that organization. If 

your organization is not found, you should: 
a. Make sure you spelled the employer's name correctly. 
b. Search by city only to find all employers in that city. 
c. Keep it simple. Fewer words will give you more results. 
d. Click the Contact Us link at the bottom of the screen if you still cannot locate your employer and enter 

the requested information. 

 
4. After you select your employer from the list, click the Confirm button if the information listed is correct. 
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5. Enter your position information. 

 
6. Click the Save button. 
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Employer Search - Out Of State Early Learning Or School-Age Care Or 
Employment Not Related To Early Learning Or School-Age Care 
 
1. Click the Select button next to the ‘Out of state early learning or school age care or employment not related to 

early learning or school-age care’ option. 

 
2. Enter the Employer information in the required fields. 

 
3. Click the Save and Continue button. 
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4. Click the Confirm button if the information listed is correct. 

 
5. Enter your position information. 

 
6. Click the Save button.  
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Employer Search – Other Organization Types 
1. Click the Select button next to the ‘Other Organization Types’ option. 

 
 
2. If you know your Organization ID, you can search by ID. Otherwise, enter any other search criteria and click the 

Search button. 
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3. Select your organization from the list. If your organization is not found, you should: 
a. Make sure you spelled the employer's name correctly. 
b. Search by city only to find all employers in that city. 
c. Keep it simple. Fewer words will give you more results. 
d. Click the Start Here link at the bottom of the screen if you still cannot locate your employer. 

 
i. Enter your employer’s information and then click the Save and Continue button. 

ii. Confirm the information is correct and click the Confirm button. 
 

4. After you select your organization from the list, click the Confirm button if the information listed is correct. 
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5. Enter your position information. 

 
6. Click the Save button. 

 

After all related employment experience is entered, click the Save and Continue button from the Employment screen 
to continue to the next tab. 
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Training 
Your training page will show all of your clock hour training credit. 

Please note that any training that was completed and submitted for clock hour training credit before May 12, 2023, 
will be transferred to this page from the former system. 

You may click the Individual Training Request button and enter the required information to request hours to count 
for clock hour training credit that are not already found in the MOPD System. The training must meet one of the 
criteria listed on this screen in order to be considered for clock hour training credit. 

 

 
 
Click the Save and Continue button to continue to the next tab. 
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Professional Development Plan and More 
To add a Professional Membership to your Individual Profile: 

1. Click the + Add button. 

 
2. Select your Membership Type from the dropdown list. 
3. Enter the Expiration Date for your membership. 
4. Upload documentation verifying your membership. 
5. Click the Save Membership button. 

To add a Professional Contribution to your Individual Profile: 
1. Click the + Add button. 

 
2. Select your Contribution Type from the dropdown list. 
3. Enter the Date Earned for your contribution. 
4. Enter a description of your contribution. 
5. Click the Save Contribution button. 

Click the Save and Continue button to continue to the next tab. 
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Review 
Review the information you have entered and confirm that it is correct. 

If you need to revise any of the information you entered, click the Previous Step button to return to the previous tab. 

 

Please note that your account will be locked from editing any information until after it has been approved. You must 
upload all required documentation before submitting your application. Documentation of training and other items 
listed on your professional and education pages must be uploaded to be verified. 
 
When you have confirmed that the information you entered is correct and complete, click the Save and Continue 
button. 
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Submit Application 
Review the information on the screen and click the Submit Application button.

 

Congratulations! You have successfully submitted your Registry Professional Profile application. The next steps are to 
wait for your application to be approved. An email will be sent if additional documentation is needed or when your 
application has been processed. 

Click Return to My Profile to go back to the home page. 
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ADD AND UPDATE EMPLOYMENT TO AN INDIVIDUAL PROFILE 
 
Add Employment 
1. Log in to the MOPD System. 
2. Click the View All Employment button on the Employment card. 

                 
3. On the Employment screen, click the Edit button. 
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4. Click the Add Position button. 

  
 
5. Click the Select button next to the appropriate employment type option. 
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6. A new page displays with several search field options. Enter employer information in at least one field. To narrow 
your search, you may complete more than one field. Then click the Search button. 

 
 
 
7. Multiple results will appear at the bottom of the page with the closest match results appearing first. Scroll down 

and select your organization from the results by clicking on its Name or Organization ID. 

 
8. If your employer does not appear, contact your employer for their Organization ID in the MOPD System. 
9. Click the Confirm button if the information is correct. 
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10. Enter your position information. 

a. Select position title from the dropdown. Choose that one that closest fits the position you fill.  
b. Hours per Week and Months per Year fields must have a number entered. 

 
c. Select whether this is your Primary Employer or not. 
d. Select Age of Children under your supervision. You may select multiple age groups. 
e. Enter Start Date and End Date. If you are still employed at this location, leave the End Date field blank. 
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f. Select one of the three Compensation choices. If you choose to share your hourly wage or annual salary, a 
field will open for you to enter that information. Otherwise, select that you do not wish to provide this 
information. 

 
11.    Review the information you entered. Then click the Save and Continue button. 
12.    You will be returned to the Employment screen with the employment record added. If you have additional 
employment to enter, click the Add Position button and repeat steps 5 through 11. 

  
Employment Verification 
Once you have completed the steps above, please let your employer know that you have created a Self-Reported 
employment record attached to the organization profile and that you need them to verify.  
 

For Directors and Program Owners 
If you are a director or program owner, regularly check your Organization Profile for employees that have created a 
Self-Reported employment record. You must Verify Employees Self-Reported Records in order for your staff to be 
added to the Organization Profile. 
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Update Employment 
1. Log in to the MOPD System. 
2. Click the View All Employment button on the Employment card. 

 
 
 

3. On the Employment screen, click the Edit button. 

 
 
 
4. Click the Edit button next to any employment record in the list to update the information. 
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5. Edit information in any of the fields as needed. If you no longer work for the employer, enter the last date you 
worked in the End Date field. 

 
 

6. Click the Update button to save your changes. 
 

7. Click on the Finished Employment button to return to your Profile page. 

 
 
 
Additional instructions for the MOPD System can be found at: MOPD Instructions | Early Connections 
 

 

 

 

 

 

 

https://earlyconnections.mo.gov/mopd-instructions
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OVERVIEW- FEATURES OF THE PROFILE PAGE 
 

To Summarize- On your Profile Page, you will see your MOPD ID in the upper left along with some basic profile 
information. If your name, address, email, or phone number need to be changed, you can click on the Edit Profile 
Information button in the upper right of the screen. 

 

Next you will see your Memberships, Employment, Education, and Professional Memberships and Contribution cards. 
Each card will display relevant information you’ve entered. You can click the View All buttons in each section to view 
additional information. You can also click the Manage Memberships and Apply for Membership buttons to 
 
Create Your Individual Profile  

or  

Become A Trainer to submit courses. 
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Further down on the Profile Page, you will find the total number of clock hours you have earned for the current 
calendar year as well as a list of upcoming training events for which you are registered. By clicking the View All My 
Training button, you have to ability to view all trainings, past and future, and request clock hour approval. 

 

 

Below the training section, you can click the View Reports button to access Reports. Reports available are based on 
your Membership Type. You may also see Notes shared with you by the MOPD System staff. 
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INDIVIDUAL REPORTS 
 
Running Reports 

1. Log in to the MOPD System. 
2. Scroll down to the bottom of your Profile page. 
3. Click the View Reports button.  

 

 
 

4. You will see multiple report options: 
• My Professional Development Learning Record- displays all information including your employment 

history, verified education, completed clock hour training, and the content areas of completed trainings. 
• Training History- displays your completed clock hour training. 
• Employment History- displays your current and past employment. 
• Training Content- displays the content areas of completed clock hour trainings. This information is helpful 

if you are trying to achieve a credential or have set goals for your Professional Development Plan. 

 
 
5. Most users will mainly use the Professional Development Learning Record report. Click on the My 
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Professional Development Learning Record link. The top of this report will show your Employment History. 
For professionals working in a licensed child care program, your current employment start date determines 
the number of clock hours you are required to take. 
 

 
 

6. Scrolling down, you will see a list of completed clock hour training, by year. If you took two of the same 
course in the same calendar year, you will only receive credit the first time it is taken. Credit may be shown 
twice at the top of your report but the calculation to remove duplicate courses is seen at the bottom of the 
report.  
 

 
 
 

7. Clock hour reassignment now happens automatically by the MOPD system for licensed programs! If a 
person did not complete the required number of clock hours in a previous year, the system will 
automatically distribute the hours for prior year(s) of their employment until the user has met their 
required hours. Once in compliance with prior years, the person will begin accumulating clock hours for 
the current year. This calculation of hours will be seen in the report that your director/owner can access 
as well as DESE compliance/monitoring staff.  
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8. The current year’s compliance will NOT be calculated on this report until January 1 of the following 

year. Ask your program director/owner for help understanding your clock hour report. 
9. If you need to print a copy of your report, hold the Control key and then type the letter P (Ctrl P). Then the 

print preview screen will appear to allow you to print.  
 
 

Clock Hour Background Information 
 
Clock hours Needed 
Caregivers need one clock hour of training for each month of employment per calendar year, regardless of the date 
employment began. For example, if they were hired August 30, they will need five hours.  If hired November 1, they 
will need two hours. There is information on the DESE Training webpage that outlines what will and will not count for 
clock hour credit. All trainings for clock hour credit can be found by using the training search, which is the first screen 
seen in the MOPD system.  
 
Missing Training Credit 
There is a 7-10 business day delay for DESE online on-demand trainings to appear on reports. All other trainings will 
be reported to the MOPD system within 30 days of the training. If you have a concern of your attendance not being 
recorded accurately, please contact the trainer. You can find the trainer’s information by clicking the View All My 
Training button and then clicking on that training’s title. 

 
 
Department of Elementary and Secondary Education (DESE) Provided Trainings 
You can search for the trainings provided by DESE by typing ‘DESE’ in the training sponsor field or use the Training fee 
search field and type in ‘$0’. Most DESE trainings are not required but provided as a convenience to professionals. 
Child care professionals are encouraged to take a variety of trainings each year to develop professionally and expand 
knowledge in different topics. 
 
How to get training counted as clock hour credit that I didn’t find in the MOPD system 
In order for any training to count for clock hours it has to be approved in the MOPD system. The easiest way to 
ensure you receive credit is to find trainings in the search feature within the MOPD system. If needed, you may use 
the Individual Training Request button to have hours considered for clock hour credit that are not already found in 
the MOPD System. It must meet certain criteria so it is safest to always use the MOPD system training searches for 

https://dese.mo.gov/childhood/prof-dev
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getting clock hour credit. The following exceptions may be uploaded in MOPD system on the Training page to request 
credit:  

• Trainings on the Pre-Approved National Conferences/ Trainings list  
• Trainings attended in-person outside of Missouri  

 
How to convert college coursework to clock hours 
In order to have child-related college coursework converted to clock hours, an unofficial transcript should be 
uploaded in the MOPD system on the Education page. College courses must be directly related to caring for children.  
 
First Aid/CPR Certifications  

• To have First Aid/CPR counted for clock hours, the course needs to be found on the MOPD system and the 
trainer has to upload attendance. If you already took the First Aid/CPR course, ask the trainer if they would 
consider using the MOPD system to offer their course.  

• Professionals may receive proof of certification of First Aid/CPR recorded on their MOPD report without 
clock hours, if verified. MOPD staff can review the certification card to consider for approval after the course 
is taken. (Upload to your Education tab).  

• Professionals can search for First Aid/CPR trainers by using the ‘Search Trainer Directory’ or ‘Search Course 
Catalog’ or ‘Search Training Events’. 

 

 

  

https://dese.mo.gov/media/pdf/office-childhood-approved-national-conferencesout-state-trainings
https://dese.mo.gov/media/pdf/office-childhood-child-related-college-credits
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HOW TO SEARCH FOR TRAINING AND REGISTER 
 

Search for Training: 
 

1. Use the left side navigation to click on SEARCH TRAINING EVENTS 

 
2. Use fields to search for training opportunities available based on your interests (content, type, fees, etc.) 

 
3. Click Search. 
4. Each event listed provides information on attending the training within the View Overview button. This may 

require registering online through a link provided, registering online through the MOPD system, or not 
require anything other than attending.  
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Registration: 

1. If registration is required, click on the Register button.  

 
 
 
2. Register will take you to the training organization’s registration page.  

a. Register Online will take you to register for the event within the MOPD system. 

 
3. When you click to register through the MOPD system, the webpage will pop up to register yourself, enter 

information, then scroll down to agree to the terms and conditions. Then, click Complete Registration for 
free events.  

a. For events with a fee, click Add Event To Cart. 
b. If the register link is external to the MOPD system, follow the steps outlined on their site.  
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4. If you are the owner of your Organization Profile, you can View Staff Learning Records. You will have the 

opportunity to sign up your staff by selecting that option. This will allow you to select from your staff list. 
5. For free events, your registration is complete.  

a. For events with a fee, after adding to your cart, click My Cart in the top right corner. 
6. Review the items in your cart and click Checkout. 
7. Enter your payment information and click Submit Payment. 
8. You can review what trainings you’ve registered for on your main Profile Page 
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Taking an E-Learning Course 
 
Background Info: An E-Learning Course is an online course without a live instructor that can be completed at any 
time.   
 
To take an E-Learning Course, follow the instructions to register for a course as normal. Once you have registered for 
the training and are ready to complete it, follow the instructions below. 
 
Individuals that register to take an E-Learning course will receive an email confirmation. This email includes a link that 
the individual can click to access the course.  
 

 
 

1. Click the View Event Details button in your email. This automatically opens the MOPD system website.  Login 
as normal.  
 

2. The “Classroom Registrant Detail” page loads: 
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2. Scroll down to the Classroom Modules section  
3. Click “Start” next to the first module (if there are multiple modules you will take these steps for each module). 
 
Courses in the DESE Office of Childhood Training Library will have arrows that allow you to progress to certain next 
slides. Most slides cannot be skipped and some slides will need you to manually click the right arrow to continue.  

 
 
 
Use the Instructions & Resources hyperlink in the top right of your e-learning module to view the course transcript, 
references, or other helpful resources on the course topic.  
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5. Complete course module(s) until you reach the end and get a passing score on the quiz. Then you can use the link 
to Return to the MOPD main page. 
 
 

 
 
 
6. If you fail the quiz, you may retake it once. If you fail it the second time, you will need to retake the course. Click 
“Retake Quiz”. 
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If you leave the course and return to retake the quiz later, click “Retake” to the right of your prior module 
score after you resume the course.  

 
 
7. Once you successfully complete all the course modules, you are finished with the course. The course completion 
record will immediately appear on the learner's training record on your Registry profile.   
 
 
 
Complete an E-Learning Course from within MOPD system 
 
1. You can alternatively access your e-learning course from your MOPD profile page, scroll down to the Training 

section and click the View All My Training button. 

 
2. The Training Information page will appear with a list of your upcoming training sessions as well as trainings that 

have been completed.  
 



MISSOURI PROFESSIONAL DEVELOPMENT (MOPD) SYSTEM INSTRUCTIONS             47 

 
 

3. Training sessions that are in the e-learning module will show a small graduation cap icon. Click the graduation cap 
icon to go to the e-learning module.  
 

4. Click Enter Classroom to begin the course.  
  

 
 

Finish a Previously Started E-Learning Course 
If you exit out of an e-learning course before completing it, you can finish the course at a later time. You can also 
pause trainings to resume them later.  

 
1. You can find courses that were started but incomplete on your Training Information page shown above. 

When you re-enter the classroom, you will see the course is incomplete. Click Continue to finish it. 
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The Table of Contents will allow you to find where you previously ended the course. Click the next incomplete 
session to finish the course.   
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DOWNLOAD THE MOPD APP 
 

Trainers can use the MOPD app to take attendance quickly and easily at a training event. If you wish to use the MOPD 
app, follow these steps: 

 

Download the MOPD app: 

1. Go to the Apple or Google store. 
2. Search ‘MOPD System’ and download. 

 

3. Login with the email and password you use to access the MOPD system. 
4. Use the app to access a virtual copy of your MOPD System Profile Membership card. 
5. Your trainer to scan when you arrive at a training.  
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SUBMIT CLOCK HOUR APPROVAL REQUEST FOR TRAINING TAKEN OUTSIDE 
PD SYSTEM 
 

If you have taken training that was not listed in the MOPD System, you will need to submit an Individual Request 
Approval.  

1. From your profile page in the MOPD System: 

 

2. Scroll down to the Training section and click on the View All My Training button. 

 

 

3. You are then taken to the Training Information screen, click the Edit Training button on the right.  

 

 

 

4. Read the paragraph that appears regarding Profession Development Outside of the PD System. If you still need to 
request clock hour approval, click on the Individual Request Approval button.  
 



MISSOURI PROFESSIONAL DEVELOPMENT (MOPD) SYSTEM INSTRUCTIONS             51 

 
5. The Edit Individual Training Request window opens. Populate the fields with the information requested on the 

Training Sponsor and Trainer Details. 
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6. Scroll down and complete the Training Information section. No more than two competencies per training hour 
are allowed.  

 
7. Once you have entered the required information, you can now upload any supporting documentation you may 

have by clicking on the +Files button on the right.  
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8. An Open window appears and allows you to select the document you want to attach. Select the correct file and 
click Open 

 

9. Your attachment will now be reflected. Continue adding as many files as needed by repeating steps 7 and 8. Once 
all documents have been uploaded, click Submit Request. 
 

 

 

10. A confirmation box will appear. If you need to make changes, click Cancel; otherwise, click the Submit Application 
button. 
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11. You will receive a successful submission message and then return to the Edit Individual Training Request. Click 
the Close button. 

 
 
You will return to the Training Information page where you will see the training you just entered reflected in the 
list at the bottom of the screen. Once the training has been approved and marked as Verified, it will count as 
clock hours. Until then it was show as self-reported.  
 

 
 

12. If you have finished entering requests for clock hour approval, click on the Finished Training button in the upper 
right of the page.  
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13. You will remain on the Training Information page, but you will no longer see the button Individual Request 
Approval and the training you just entered will show as Self Reported in the list at the bottom of the page.  
 
If you are done with the Training Information page, click Return to My Profile to exit this page and return to your 
personal profile page. 
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SYSTEM INSTRUCTIONS 
Missouri Professional Development 

FOR DIRECTORS & OWNERS 
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CLAIM YOUR ORGANIZATION 
 
As an owner or director of a child care facility, you will need to claim your facility, known as an organization, in the 
MOPD System. To claim your organization, you must know your DVN. 

1. Log in to the MOPD System. 
2. From your profile page, click on the context menu in the upper right corner where you see your name.  

 

3. Then select + Organization Profile from the context menu. 

 

4. The Organization Profile Lookup screen appears. Click the Create Profile button in the middle of the screen. You 
do not need to populate the Organization ID field. 
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5. You will then progress to the Contact Info page. Verify contact information and enter your phone number if the 
field is blank. 

6. Click “Yes, this organization provides direct care and/or education to children.” If you are the owner of a non-
direct care facility, see instructions for how to Create a Non-Direct Care Organization Profile, 

7. Click the Next button at the bottom of the page. 
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8. The screen advances to Organization Identification. If your program or business is licensed or otherwise has a 
DVN, select Yes and enter the DVN. 

 
9. Answer the remaining four questions:  

• Is this site a Head Start/Early Head Start Administrative Site or Direct Care Site? If yes, you’ll enter your Head 
Start recipient. 

• Are you a child care program in partnership with Head Start? If yes, you’ll enter your Head Start grantee. 
• Are you a school district? If yes, you’ll select the school district from the dropdown list. 
• Are you a child care program in partnership with a School District? If yes, you’ll select the school district from 

the dropdown list. 
10. Once all questions have been answered, click the Next button at the bottom of the screen.  
11. Though you clicked on Create Profile in an earlier step, the system has searched the system to see if your 

organization is already there and should now display a message that a program was found. The message asks you 
to confirm the program information is correct.  
• If the program displayed is your organization, click the Next button. 
• If the program displayed is not your organization, click the Previous button and re-enter your DVN correctly.  

 

If your DVN was entered correctly but the wrong organization is displayed, please contact MOPD System Staff at 
MOPD@dese.mo.gov.  

12. You have now progressed to the Organization Type. It is acceptable to not have changes on this screen, in which 
case, you can click the Next button. 
• The Training Sponsor Organization should only be checked if your organization will be hosting conferences.  

Sample Child Care Program 
123 Child Care Lane 
St. Louis, MO 63101 

Departmental Vendor Number (DVN): 123456789 

mailto:MOPD@dese.mo.gov
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• If your program is accredited, select the accreditation from the dropdown list and click the Add button. You 
may choose all that apply.  

 

• If you select an accreditation, fields will open for you to enter an ID number, Effective Date, and Expiration 
Date. If you do not know this information, you can click Next and update later. 

 

13. You have now progressed to the Program Capacity & Enrollment page.  
• Enter the number of classrooms or groups and total number of children enrolled in your program. This 

information is helpful for reporting purposes but is not required currently. 
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• You can also enter the number of children enrolled for each of the age groups listed. 

 

• Select the Timeframe when your organization is open and serving children. You should enter a comment if 
your organization is closed for more than two consecutive weeks at any time during the year.  

• Click the Next button to continue. 
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14. From the Organization Address page, verify the Organization Name, physical and mailing addresses, and phone 
number displayed are correct. You may enter any missing information such as fax number, website, or enter any 
other additional information. 

 

15. Communication Preferences will default to Subscribe to receive informational emails from MOPD. Click the 
Submit button.  
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You will receive a message that states, “Thank You For Registering Your Organization!” Your Organization Profile 
application will go into a queue for the MOPD System Staff to review and approve. This is to verify that the person 
attempting to claim the organization is a person who should have access to the program’s information.  

 

Once approved, you will see your organization listed in your context menu. This allows you to view employee training 
records and run a Staff Report. You can have more than one organization associated. 

 

Also, once approved, you will be able to invite your employees to associate with your organization and approve them 
as employees. 
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ACCESS ORGANIZATION PROFILE & ADD STAFF 
After your Organization Profile is claimed, you can continue to any of these sections below: 
 
Access Organization Profile After Approval 
Invite Employees to Connect to the Organization Profile 
Verify Employees Self-Reported Records 
Add Staff to Help Manage Organization Profile 
 

Access Organization Profile After Approval 
1. After your Organization Profile has been approved, log in to the MOPD System. 
2.  Click your name in the top right corner to access the context menu. Select your Organization Profile.  

a. If you only have one organization listed, its name will appear on the menu. 
b. If you have multiple organizations, you may need to select My Organizations and a list of your 

organizations will appear. Select one from the list. 

    
c. The first time you access your Organization Profile, you will need to agree to the terms of agreement and 

click Submit. 
 

Invite Employees to Connect to the Organization Profile 
1. From your Organization Profile, click on the Employees tab. 

 
 
 
2. Click the Manage Invites button on the right.   
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a. The Staff Invitations screen appears. On the left, you can filter invites. It defaults to Open Invitations, but 
you can select Rejected Invitations. 
b. In the center, you will find a list of open invites showing the name, email address, and date the invitation 
was sent.  
c. To the right, you will find a Resend button to resend the invite and a delete button represented by the 
trash icon.  

 
3. Click the Invite Staff button. 

   
4. The Invite Staff window opens.  

 
a. Enter the staff information in the required fields. Please make sure to enter the email your staff member 
will use to log into the registry. 
 
b. Select all ages of children the staff member oversees or has knowledge of: 
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c. Choose the appropriate compensation radio dial. 

i. If you choose hourly, an hourly wage field appears (as shown above). 
ii. If you choose annual salary, a salary field appears.  
iii. If you choose not to provide, no addition field will populate.   

d. Once all required fields have been entered, the Send Invite button becomes enabled.  

 
5. Click the Send Invite button. An Invitation Sent pop-up window appears. 

 
a. If you choose Yes, another Invite Staff window appears and you will repeat steps 4 and 5. 
b. If you choose No, the pop-up window closes and you are back to the Staff Invitations page. You will see 

the list of invites you just sent.  
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7. When all staff have been invited, click the Close button in the upper right.  
 
**Directors- please remember to include yourself in these efforts to add staff records to the organization profile. You 
can send yourself an invitation to create an employment record using the steps above or add an employment record 
on the Employment tab of your individual profile. ** 
 
8. Employees will populate on the Employees tab of your Organization Profile after they have accepted the invite. 
 

Verify Employees Self-Reported Records 
On the Employees tab of the Organization Profile, you will see a list of staff records transferred from OPEN Initiative 
and anyone who has created an employment record for your program. This record is listed as Self-Reported until it is 
updated to Verified by Program. 
 
1. To verify an employee, click on the three dots next to their record and select Update. 
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2. An Update Employment Record window will appear. Confirm the employee’s start date is correct. If the 
employee no longer works for your program, you can select that option and enter an end date.

 
3. Select the Status from dropdown list. 

  
a. ‘Verified by Program’ means you can confirm the person works there or the past employment record is 

true.  
b. ‘Reviewed/not verified’ means you cannot confirm or deny the person worked there in the past.  
c. ‘Denied’ means you know for certain the record is false. 

4. Click the Save Changes button.  
 

 

Add Staff to Help Manage Organization Profile 
Staff added to help manage organization profile users can submit training courses for approval and schedule events. 
They can also invite, verify, and remove employees from the Organization Profile. A staff person must be entered on 
the Employees tab to be given access to the Organization Profile in the steps below. 

1. Click the Org Details tab.  

  
 

2. Click the Manage organization profile users button located beneath the Contact Information.        
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3. Select the staff you want to add from the list on the screen by clicking the + button. 

 
 

4. A pop-up window will appear asking if you are sure you want to give that person access. Click the OK button to 
confirm. 

 
 
5. After you click OK, the screen will refresh, and you will now see that employee listed under the Organization 

Profile Users. 
 

 
6. Click the Return button to return to the Org Details tab.  

 

View Staff Learning Records 
 
As an Organization admin, you may view training records for your employees.  
 

To Access Staff Report 
1. Use the context menu in the top right to click on your Organization Profile. 

 
 

2. From your Organization Profile page, click on the Reports tab and then click on Staff Report. 
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3. The reports screen will display. Select a date range (the date range defaults to a one year period ending with 
current date) and click on View Report button.  

 
 
4. Staff information will be displayed in the staff report below. 

 
 

 
The top portion of the staff report shows Program (Organization) Information for verified employees.  
IMPORTANT- Each employee must be Verified by Program before the training records can be seen.  
 
The bottom portion of the report lists all staff in alphabetical order and which trainings each staff has completed. The 
columns on the report include dates and information about training including: 

• Employment Verification- self reported employment will not allow Org to see training records 
• Training Expiration (exp) Dates for CPR, First Aid, and Safe Sleep  
• Subsidy Orientation Training (training credit does not expire, one leadership staff must take if accepting 

subsidy payments) 
• CCDF Health & Safety (training credit does not expire, all staff must take if accepting subsidy payments)  
 

*Read about licensing rules for trainings at https://dese.mo.gov/childhood/prof-dev.  
 
 

https://dese.mo.gov/childhood/prof-dev
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Register Staff for Training 
1.    As an Organization Owner, you may register staff for trainings. When logged in as the Organization, go to the 
training Event you wish to register staff for.  

 
 
2. Choose Register Staff. 

 
3. You will see if any staff are already registered for this training. If they are not already registered, click the 

checkbox to register one or more staff. Then click Register Staff. 
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4. You will go through a screen to confirm attendee details. 
 

 
5. Then you will review registration choices and agree to the course Terms and Conditions on behalf of the staff 

attending. Then click Continue.  
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6. You will see a summary page, which will give the option to pay for several staff if needed. After payment goes 

through (if applicable) your staff are registered for the course.  
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Remove Administrative Access 

 
 
 

 
 
 
 
 

TRANSFER OWNERSHIP OF AN ORGANIZATION PROFILE 
 
If you are listed as the owner of an Organization Profile in the MOPD System, and you need to transfer ownership of 
the organization, follow the steps below. Please note that an Organization Profile must first be approved before 
ownership can be transferred. 
 

Access Organization Profile 
1. Log in to the MOPD System. 
2. Click your name in the top right corner to access the context menu. Select your Organization Profile.  

a. If you only have one organization listed, its name will appear on the menu. 
b. If you have multiple organizations, you may need to select My Organizations and a list of your 

organizations will appear. Select one from the list. 
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3. Click the Org Details tab. 

   
4. Click the Manage organization profile users button located beneath Contact Information. 

a. If you are the only individual listed, proceed to Add Staff to Help Manage Organization Profile. 
b. If you have other individuals listed, proceed to Transfer Ownership of Organization. 

 
Add Staff to Help Manage Organization Profile 
Staff added to help manage organization profile users can submit training courses for approval and schedule events. 
They can also invite, verify, and remove employees from the Organization Profile. A staff person must be entered on 
the Employees tab to be given access to the Organization Profile in the steps below. 

1. Click the Org Details tab. 

 
 
 
 

2. Click the Manage organization profile users button located beneath the Contact Information. 

 
3. Select the staff you want to add from the list on the screen by clicking the + button.       

 
 

4. A pop-up window will appear asking if you are sure you want to give that person access. Click the OK button to 
confirm. 

 
 

After you click OK, the screen will refresh, and you will now see that employee listed under the Organization 
Profile Users. 
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Remove Administrative Access 

 

 
 
 
 
 

 

Transfer Ownership of Organization 
1. Click the Org Details tab.  

 
 
 

7. Click the Manage organization profile users button located beneath the Contact Information. 
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8. To the right of each Organization Profile User is a Make Owner button.  Click the Make Owner button beside the 

person you wish to transfer Organization Profile ownership.  
 

 
9. A pop-up window will appear to confirm this person should be given ownership. If correct, click OK. 

 

 
 

10. From the Org Details tab, you will no longer see the Manage organization profile users button located beneath 
the Contact Information. You will still be listed as an organization profile user and have the ability to add, 
remove, and verify employees.  
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HOW TO RUN REPORTS – FOR DIRECTORS, OWNERS, AND OTHERS WITH 
ORGANIZATION ADMINISTRATIVE ACCESS 
 

Organizations can run reports to see staff training records and employment information.  
 

1. Select your Organization Profile from the drop down menu in the upper right-hand by your name. 
 

 

 
2. On the Employees tab, make sure all staff are verified.  
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3. If anyone is Self-Reported, their clock hour compliance will NOT show on staff reports. 
• It also takes an overnight to refresh data once an employee’s status changes.  
• If an employee is changed to ‘Verified by Program’ today, they will not show on reports until 

tomorrow.  
 

4. Training records for staff won't show on reports until each user:  
• Adds their employer to their employment tab as they are completing their Profile Membership; 
• The employer’s Organization is claimed in the MOPD system by the correct owner, director, or 

provider with administrative access; and  
• The employer verifies the user’s employment. 

 

5. After all employees are verified, click on the Reports tab.  

 

 
6. Click on the Staff Report link. A new web browser tab will open. 

 
7. The report defaults to the previous 12 month period. You can change the timeframe at the top by entering 

a new Training Completed date range. Then click View Report (at the far right side).  

 

 

8. The report displays multiple details for all current staff members, including:  
• MOPD ID 
• Name 
• Position 
• Employment Start Date 
• Employment Verification status 
• Clock Hour Years for the date range applied 
• Clock Hours Needed for the date range applied 
• In Compliance or Out of Compliance message for Clock Hours Met for the corresponding year 
• Training expiration dates for: CPR, First Aid, and Safe Sleep (if applicable) 
• Date of training for: CCDF Health & Safety (if applicable) 
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9. Staff who are not showing ‘Verified by Program’ in the Employment Verification column will not show an In 
Compliance or Out of Compliance message in the Clock Hours Met column until they are verified. 

     

10. Notice that ‘Out of Compliance’ or ‘In Compliance’ is a hyperlink. Click the hyperlink to see the 
compliance report for each person. 
 

11. The Compliance report shows multiple years. Clock hour reassignment now happens automatically by 
the MOPD system for licensed programs! If a person did not complete the required number of clock 
hours in a previous year, the system will automatically distribute the hours for prior year(s) of their 
employment until the user has met their required hours. Once in compliance with prior years, the 
person will begin accumulating clock hours for the current year. NOTE: Caregivers in licensed programs 
need one clock hour of training for each month of employment in a calendar year, regardless of the 
date employment began. For example, if they were hired November 15, they will need two hours. 

 

 

12. Please note the Calculation Date column. This shows the last time the compliance calculation was run to 
check for clock hour compliance. If there were no new trainings added to the individual’s training record, 
the calculation will not update. Different staff members may have different calculation dates. 
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13. The current year’s compliance will NOT be calculated on the Compliance report until January 1 of the 
following year. Current clock hours can be seen on the individual’s learning record (described below).  

14. Click the blue arrow in the bar at the top of the page to navigate back to main Staff Report.  
 

 
15. Click the blue underlined name or MOPD ID of a person to open their individual learning record. (See How 

to run Reports- All Users)

 
16. If you need to print a copy of your report, hold the Control key and then type the letter P (Ctrl P). Then the 

print preview screen will appear to allow you to print.  
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Missouri Professional Development 
SYSTEM INSTRUCTIONS 

 FOR TRAINERS 
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BECOME A REGISTERED TRAINER 
 
The State of Missouri does not have specific criteria to approve trainers with the exceptions of First Aid and CPR or 
any asynchronous course topics. Most requests to be a trainer will be automatically approved. With a trainer 
designation, you can submit courses for approval. After courses are approved, trainers will be able to schedule events 
for approved courses. Events are automatically approved. Trainers requesting to teach CPR and First Aid or any 
asynchronous course topics will have to submit additional documentation before they can teach those course topics.   

Once you have created an account and completed or claimed your MOPD ID, you now land on your Profile page 
when you log in. 

Apply for Membership(s) 
1. Log in to the MOPD System. 
2. From the Profile page, click the Apply for Membership button. 

 
3. In the Membership Application window, check the following boxes: 

a. Start My Registry Profile Membership is the membership type all persons in the early childhood 
profession should select. 

b. Register as a Trainer will allow you to submit training courses for approval. 
 

 

Follow instructions for applying for membership but read notes below before adding employment, reviewing, and 
submitting Profile application.  

**Please note, see “Create a non-direct care organization” instructions when choosing an employer. In your 
organization setup, trainers may not be true employees of a training organization but will need to add the 
training organization as their employer in the MOPD system to share training courses with other trainers from 
that organization.  
**Before you get to the Review and Submit pages of the Profile Application, you will progress to the Trainer 
Information tab.  
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Trainer Information 
The only required field on this tab is the Age Group Expertise selection. The other information can help trainees find 
and select trainers based on what characteristics they are looking for in trainings.  

 

• You can select your Schedule Availability and preferred Time of Day from the dropdown lists.  
• You should enter the number of miles you are willing to travel. This must be a number. 
• You can select which counties you are willing to travel to deliver training. You can also check the top box of 

“Check All that Apply,” and it will select all counties. 
 

 
 

• Select language(s) used in your training. 
• If you want to be included in the public trainer directory, check the box, populate the Trainer Profile field, 

and list a few keywords that will help others find your profile.  
o When entering keywords, pressing the space bar will end your current word. In the example below, 

Sign Language had to be entered as one word because a space after “sign” would have started a new 
keyword entry. 

 

• Select your Age Group Expertise. More than one selection can be made.  
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Click the Save and Continue button. 

Trainer Requirements 
1. On the Trainer Requirements tab, select Registered Trainer from the Type field drop down.  

 
2. If you are not certified to train CPR or First Aid, click the Save and Continue button to progress to the Review tab. 
3. If you are certified to train CPR or First Aid, click the +File button. This will open a window for you to select a 

document to upload. You are required to upload your certification if you want to train CPR or First Aid.  
4. Once the document is uploaded, a File Type field appears. Select the certifying organization from the dropdown 

list. 
5. You may also enter a description of the document in the File Description field.  
6. Click Save and Continue. 

Review 
The Review tab will list each tab of the application and show a summary for that tab. You should review and if 
changes are needed, you can use the Previous Step button at the bottom of the screen to go back to previous screens 
and make corrections. 

Once all items on the page have been reviewed, click the Save and Continue button. 

Submit Application 
On the Submit Application tab, you will see your user agreement. Since you applied to be a trainer, you will receive 
the trainer agreement.  
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You should review and acknowledge you have reviewed by checking the box at the bottom of the screen and then 
click Save and Continue. 

 

If you forget to check the box, a pop up will appear and you will not be able to progress to the end. 

 

 

Instructions then appear on the Submit Application tab. You should read the instructions carefully so you know the 
process and how to follow up if you have questions.  

It is important to note that upon submission, your account cannot be edited until your information has been verified. 
You may still register and attend training sessions during this period.  

If no changes need to be made, you can now submit by clicking the Submit Application button. 

 

 

Thank you for registering as a trainer! You will receive an email once your Registered Trainer and Profile membership 
have been reviewed. You can start creating courses (except for CPR, First Aid, or asynchronous) and scheduling 
events immediately. Trainers who wish to teach asynchronous courses should contact MOPD@dese.mo.gov to 
discuss that approval process.  

 

CPR and First Aid Courses (CPR and First Aid Certified Trainers Only)  
 

• CPR/First Aid (FA) course templates are located in the MOPD system. Verified instructors will be added to the 
applicable model and will have access to schedule events with these courses.  

• To be approved as a verified instructor, an Instructor certification card must be uploaded into the MOPD 
system.  

o The certification card will be reviewed by the MOPD team.   
o Appropriately certificated CPR/FA trainers will be granted access through the MOPD system to the 

template courses for the model indicated on the uploaded trainer certification card.  
o Access to the template courses will be available through the expiration date indicated on their 

trainer certification card.  
• See the DESE approved CPR/FA national models at: https://dese.mo.gov/childhood/prof-dev  
• Clock hour credit is only issued for the in-person component for blended courses. 

mailto:MOPD@dese.mo.gov
https://dese.mo.gov/childhood/prof-dev
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• Trainers need to ensure their Instructor certification card is added to the Requirements page of their Trainer 
Membership.  

o If already a MOPD system registered trainer, requirements can be added or confirmed by clicking 
‘View Trainer Info’. 

 

 On the Trainer Information page, click ‘Trainer Requirements’.  

 

 On the Trainer Profile page, click, ‘Manage’.  

 

 On the Trainer Requirements Manager page, click ‘+ File’ and upload an Instructor certification card.  
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 Choose the national model on your certification card. Then click ‘Save Requirements’.  
 

o If not a MOPD system registered trainer, use the MOPD User Instructions to Become A Registered 
Trainer. 

 
• After your trainer membership application is submitted and your Instructor certification card is uploaded and 

verified (allow up to ten (10) business days), you will be notified by email of your approved Instructor status. 

Create a CPR/First Aid Event 

• Once you receive an email of your CPR/FA Trainer approval, you will be able to make events for CPR/FA 
courses. Use the Left Navigation to select Training Entry.  

• Click on the New Event button 
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• Select the appropriate course for the event. There will be multiple courses available for each model so select 
the one that you will be delivering.  
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• Use Instructions on Create An Event For An Approved Course. 
• Then use instructions on Managing An Event And Entering Attendance to add a roster and give credit once 

your event is complete.  

 
 
CREATE A NON DIRECT CARE ORGANIZATION PROFILE AND ADD STAFF 
 
This guide is only for organizations that DO NOT provide direct care to children.  
 
(Organizations that provide direct care to children are automatically in the system upon issuance of a DVN. If you are 
an owner or director of a new or pending direct care organization, follow the steps to claim your organization.) 
 
After your Organization Profile is claimed, you can continue to any of these sections below: 
Access Organization Profile After Approval 
Invite Employees to Connect to the Organization Profile 
Verify Employees Self-Reported Records 
Add Staff to Help Manage Organization Profile 
 
An Organization Profile can only have one owner. For the purposes of the MOPD system, the owner should be the 
individual who will own the work that needs to be conducted in this system. The organization should designate one 
person to create the Organization Profile. After the Organization Profile is approved, the profile owner can then add 
employees or trainers to the Organization Profile. 
 

Create a Non-Direct Care Organization Profile 
1. Log in to the MOPD System  
2. Click your name in the top right corner to access the context menu. Select + Organization Profile.  
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3. Click the Create Profile button. 

 
4.  Your name and email will populate in the Contact Information. Update Contact Information if needed. You 

can also add a phone number. 



MISSOURI PROFESSIONAL DEVELOPMENT (MOPD) SYSTEM INSTRUCTIONS             92 
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5. Select that your organization does not provide direct care to children and click the Next button.

 
 

6. Select the organization type from the dropdown list provided. 

 
 

 

Training Organization Type 
Be sure to select Trainer/Training Organization from the Organization Type dropdown list and click the Training 
Sponsor Organization box. This will allow the organization to create courses and conferences and assign many 
trainers access to all courses created by your training organization. Having a training organization allows you to 
create trainings on behalf of the organization. You can also invite your employees/training contractors to associate 
with your organization and share courses.  

*If not choosing Trainer/Training Organization from the Organization Type dropdown list, move onto step 13. 
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You may associate with and/or own more than one training organization within the MOPD System. 
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Use the chart below to determine options for sharing approved training courses with other trainers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As a trainer or the owner of a training organization, you have several options on who can train your approved courses. Use 
the chart below to determine how to set up your organization and/or your courses.  

Before taking these steps, each person must be a Registered Trainer in the Missouri Professional Development System.  

I want to… To achieve this, I will 
need to… 

I can find 
instruc�ons for this 

step here… 

Notes 

Allow my 
organiza�ons’ 
trainers to train all 
(or most of) my 
courses.  

Though many of the 
trainers may be 
contractors, to be added 
to your organiza�on 
profile, they need to be 
listed as employees. 
 
Grant each trainer 
organiza�on profile 
access. 

See 2 op�ons below 
this chart 

This will grant trainers 
access to all your 
organiza�on’s exis�ng 
training courses that are 
not limited to Authorized 
Trainers.  
 
This access also allows the 
trainer the ability to invite 
and confirm other 
employees, create new 
courses under the 
organiza�on name and 
renew courses as they 
expire.  

Limit a course to 
specific trainers. 

 
When crea�ng a course 
for approval, mark “Yes” 
for Authorized Trainers 
and list each trainer that I 
want to be able to train 
this course. 
 

Create a Course for 
Approval 

This is �me intensive for 
each course and not ideal 
if sharing mul�ple courses 
with mul�ple trainers. 

Be the only person 
that can train a 
course. 

 
If crea�ng under your 
organiza�on’s name, 
create a course for 
approval, mark “Yes” for 
Authorized Trainers and 
list only myself. 
 

Create a Course for 
Approval 

Or do not create the 
course under an 
organiza�on. Create the 
course as myself in the 
context menu.  
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*If choosing from chart above: “I want to: Allow my organizations’ trainers to train all (or most of) my courses.”  

• Option 1: List employee/training contractor as a registered trainer 
As the organization owner, you will invite all trainers/contractors to your organization. Once they have 
confirmed their employment, you can list them as an Authorized Trainer to some or all your courses.  

• Option 2: Allow full organization access 
You can give all users in this administrative access, which allows each trainer the ability to invite and confirm 
other employees, create new courses under the organization name, and renew courses as they expire.  

 

Add Employees/Training Contractors 
Trainers added to the training organization will receive a notice regarding Pending Employment. They will need to 
confirm employment to connect with your training organization. After trainers are part of your organization, you can 
give them access to your training courses. This allows the employee/training contractor access to the organization 
profile which includes creating/revising new courses to submit for approval and creating events to approved 
trainings. 

See ‘FOR DIRECTORS/OWNERS: ACCESS ORGANIZATION PROFILE & ADD STAFF’ for more details.  

 
1. Enter the organization name, address, and other required information.  
2. Select subscribe or unsubscribe for Communication Preferences from MOPD System. Then click the Submit 

button. 

Thank you for registering your organization. Your application has been submitted for review. You will be notified via 
email when it is approved. You will then be able to sign in, access the organization maintenance features, and begin 
entering training courses and events as a Training Sponsor Organization. This includes access that allows entry of 
conferences and conference sessions. 
 

How to Enter a Conference 
 
LOGIN: 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on your name in the right hand corner. A dropdown will appear. 
2. The organization name will be included within the drop-down. Select your organization that is providing the 

conference. This switches your context to be acting as the organization instead of your personal account.  
 
Training Organization: 
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1. Use the left-hand navigation to click on TRAINING ENTRY. 

 
2. Click New Conference. If you do not have this button, please contact MOPD@dese.mo.gov with your 

Organization ID. 
3. Enter the conference name. Click Save & Open.  

 
 

  

mailto:MOPD@dese.mo.gov
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4. Scroll down and Click Manage on the right side of the Conference Details section.  

 
a. Select the option to have your conference show in the public search and enter the information for 

the conference.  

 
 

b. Select Virtual Conference, or enter a Location for an in-person event. If you are offering a hybrid 
conference, enter a location. You will have the option to provide virtual sessions when entering your 
session details. Click Save. Then, click Ok. 
 

5. Scroll down and Click Manage on the Conference Registration section. Enter the Registration Deadline and 
the web address where participants register.  

a. Refer to instructions on using the MOPD System’s ‘Online Registration’ if applicable. 
6. Click Save. Then, click Ok. 
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Add Conference Sessions: 
1. Scroll down and Click + Session to add a conference session.  

 

 
2. Select the session type from the drop down.  

a. Choose Training Session for any session that should receive clock hour credit.  
b. Choose No Credit for any time blocks that should not receive credit, such as end of day social hours, 

lunches, exhibitor visiting, etc. 

 
 

3. Enter the Session Details. If your conference is virtual, click Virtual and enter the meeting/webinar platform. 
If the session is In-Person, enter a location.  
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If it is a Non-Training Credit Session, you will not add a trainer. Skip to Step 7: ‘Enter the Course Details.’ 
 
4. Click + Trainer to add the session’s trainer. Search by Trainer ID or Trainer Name.  
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a. If you choose to use a Non-approved trainer because they are not in the registry, you must enter all 
fields of information to have them approved. 

 

 
 

5. If you would like the Trainer associated with this session to enter the attendance, check the box to give them 
Administrative Access to this individual event. They will not be able to change any information or see any 
additional conference information, only enter attendance for the session they conducted. 

 

 
6. Select the Training Language. 
7. Enter the Course Details. 

a. The course type and level is pre-selected and cannot be changed.  
b. Fill out the remaining course details. For further details, see For Trainers:  

How To Submit A Training Course For Approval  
c. Add a qualification if applicable for the session  

8. Click Save. 
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9. Click Yes to add another session or No if you are finished or want to add more sessions later. 
a. If Yes, repeat steps above for all sessions. 
b. If you click No, then click Ok. 
c. To Duplicate a conference session, to offer as a repeat, go to the Manage button next to the session 

offering, click Duplicate Session, and fill in the details.  

 
10. Once you have submitted all conference sessions, scroll down and click Submit Conference. 

 
11. Read and agree to the Terms and Conditions. Check the box and click Continue. 

 
12. Click Review Conference. The conference is submitted and will be reviewed.  
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13. When the conference has been submitted, edits or changes are not permitted. You will see the status is 
Pending. 

 
14. You will be emailed if your conference and sessions are approved or need revised. 

 

Editing or Canceling Sessions for Revisions Required 
1. If needed, you can access the conference by clicking Training Entry on the left navigation of your organization 

profile.  
2. You will see your conference sessions with a CS icon and the conference with a C icon.  

 
3. Individual sessions can be edited using the conference session (C icon) link.  
4. To edit a session, click on the conference session link. Then, click Manage to edit or cancel the session. After 

edits or changes have been completed, click Save. When prompted to Submit for Review, select Yes to 
resubmit the session to be reviewed.  
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HOW TO SUBMIT A TRAINING COURSE FOR APPROVAL 
Follow the steps below to submit a training course for approval in the MOPD System. 

Training Entry 
If you are an individual trainer entering a course, make sure your name appears in the top right context menu. 

 

If you are a training organization entering a course, make sure you have clicked on your training organization in the 
top right context menu.  

If you are associated with several organizations, there will be multiple listed or you will see My Organizations in the 
context menu. Select My Organizations and then select the correct organization from the list displayed. 

 

1. Use the left navigation menu to select Training Entry.

 
 

2. From the Training Entry screen, click the Courses tab. 
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3. Click the New Course button. 

 

You will now be taken through the six tabs of course details. 

Course Information 
1. Enter the Course Title. 
2. Course Type and Course Level default to Clock Hour Course and Clock Hour, respectively. These are the only 

values in those fields. 
3. In the Description text box, enter a description of the course. This description will be displayed for all users of the 

MOPD System to view. 

 

If your course is for Safe Sleep, select Licensing in the Filter By Type dropdown list and check the box for Safe Sleep.  
If your course is NOT for Safe Sleep, leave these fields blank. 
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4. Click the Save and Continue button.  

 

Course Content 
Progressing to the Course Content tab, your course has now been assigned a Course ID number. 

 
1. For course category, select the general category addressed. 
2. Enter the total number of clock hours participants will receive upon completion of your course. A course must be 

at least one hour. 
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3. Enter the number of hours learners will spend on each core competency in the course. Leave the field blank if 
that core competency is not addressed in the course. 
Each competency must be addressed for at least 30 minutes with the course training objective and no more than 
two competencies per hour of the course. 

 

 

 

 

 

 

 

 

 

 

 

  

 

The number of hours you have entered on the core competencies will be totaled at the bottom. 
If the total does not match the Remaining field will reflect the difference. 

In the examples below, the total clock hours for the course is 2 hours and each scenario shows 
how many core competency hours were entered. 

       

Correct amount entered  Still need to enter 1 hour         1 hour too many entered 
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The core competencies selected will automatically be cross-walked to the CDA Content Areas. 

 
4. Click the Save and Continue button. 

 

Instructional Plan 
The Instructional Plan tab is a space for you to provide details about the course. The more information you provide, 
the more likely your course will be approved without requiring revisions.  

1. Each section provides a text box and an option to upload documents and files. If you place your cursor over 
the bottom right corner of the text box, it will turn to a double arrow and let you click and drag the box to 
enlarge it. 
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2. When you click to upload documents and files, the upload button and field appear. Click the upload button to 
open a standard Open File window.  

 

3. Browse for and select the document to upload, then click the Open button.
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      4.     The document is now listed and a Show to Public box is displayed. Check this box if you want the document                        

shared. Otherwise, leave it blank. You can continue to upload additional documents to each section as 
needed. 

 
 

Sections on the Instructional Plan tab are: 
• Prerequisites 
• Diversity/Inclusion 
• Outline of Training Content, Training Methods and Training Timeline (required) 
• Training Activity 
• Assessment of Learning Objectives (required) 
• Course Approval Rubric 
• Major Resources Used to Develop The Training 
• Upload Participant Handouts 

 
Once you have completed all applicable fields, click the Save and Continue button. 

 

Additional Details 
The Additional Details tab is a space for you to provide course delivery method, your target audience for training, and 
the ages addressed in your training. 

1. Select one delivery method from the dropdown. If you want the option to train the course using a different 
method, you will need to submit a separate request. 
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2. Select all target audiences that apply.  

 
 

3. Select age groups that will be addressed during the training. 

 

4. Click the Save and Continue button. 
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AUTHORIZED TRAINERS 
The Authorized Trainers tab allows you to share your course with other trainers (with limited options).  

**If you have a long list of trainers to add or will frequently need to add and remove trainers from the list of 
those that can train your course, you should consider creating a training organization. Instructions on 
creating a non-direct care organization are located here. 

1. This tab defaults to No for restricting the course to Authorized Trainers. Most trainers will keep the choice 
selected No. By clicking Yes, the Add Trainer button becomes enabled. If desired, Click Add Trainer.  

 

 

2. The Add Trainer window appears. Enter the trainer’s MOPD ID or Name and click Search. If multiple trainers 
meet the criteria, select the correct name by clicking their name hyperlink.  

The screen refreshes and you will now see the trainer you selected on the Authorized Trainers tab. 

 

3. Click Save and Continue to progress to the Submit for Approval tab. 

 

 

 



MISSOURI PROFESSIONAL DEVELOPMENT (MOPD) SYSTEM INSTRUCTIONS             113 

 
Submit for Approval 
1. Review the information you entered, attached documents, and Terms and Conditions. 
2. Check the box to agree to the Terms and Conditions, and click the Submit for Approval button. 

 

3. The screen refreshes to show a Course Submitted message and that you cannot schedule events because the 
course is not approved.  Click the Exit Details button. 

 

You will receive an email when the course is approved or if additional steps are required. 

You can view the status of all your courses by Training Entry on left menu. 

Click the Courses tab and scroll to bottom to see a list of courses you own. Notice that each listing provides the 
status, date of the current status, expiration date, number of other trainers authorized (for training organizations 
only), and the number of events scheduled. 
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If your list of courses is long, you can filter courses using the fields at the top of the page.

 

Once your course is approved, you can begin scheduling events.  
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CREATE AN EVENT FOR AN APPROVED COURSE 
 

Individual or Organization 
 
To schedule an event, identify where you submitted the course for approval.  

If you submitted it for approval under your name as an Individual Trainer, click your name in the context menu in top 
right if it’s not already showing. 

 

If you submitted it for approval under a Training Organization, click the Training Organization name in the context 
menu located at top right. 

 

 

Training Entry 
 

1. Use the left menu to select TRAINING ENTRY. 

 

2. You will see two tabs labeled Events and Courses and the EVENTS tab should already be selected. Click on NEW 
EVENT. 
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Select a Course 
 

1. Search for the training course you want to schedule using the Filter Courses fields on the left. Then click SELECT 
once you find the course. 

 

 

2. The course will populate. Click CONTINUE to proceed to TRAINER & SPONSOR. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For more information on saving this event as a draft, click here. 
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Trainer & Sponsor 
3. If you are creating the event as an individual, you will be on the Trainer & Sponsor tab. Select the Training 
Language. If you are creating the event under your organization name, jump to step 5  below. 

 

 

 

 

 

 

 

 

 

 

4.  If you are creating this under your account, you will see yourself listed as the Primary Trainer. You can add an 
additional trainer, by clicking +TRAINER.  

If you are creating under your organization’s account, you can click +TRAINER to add a trainer to the event. 

 

 

5. Enter search criteria on the left to find a trainer, then use the top right button to search by their name or Trainer 
ID. Select the trainer you would like to add from the search results. 
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6. A pop-up box appears to confirm the trainer has been added to the event. More trainers can be added by clicking 
YES. Select NO if there are no more trainers to be added. 

 

 

 

 

 

 

 

7. Once you click No, you will be back at the Trainer Entry screen. Check the ADMINISTRATIVE ACCESS box next to 
any newly added trainer if they should have access to manage the event including attendance. Select a Training 
Language, if you haven’t already.  
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8. If the event is under an Individual Trainer, a Training Sponsor Organization can be added at this time. To add, click 
SELECT TRAINING SPONSOR. 

If the event is created by a Training Organization, you will not have this button. Click CONTINUE and jump to Step 12. 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Use the Search Organization fields on the left to search by the organization name or ID and select from the search 
results. Click SELECT to add the sponsor to the training event. 

 

 

 

 

 

10. Click OK to confirm organization has been added to the event. 

 

 

 

 

 

 

11. The Training Sponsor is now listed. Click CONTINUE to proceed to ASSESSMENTS & DELIVERY.  
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Assessments & Delivery 
12. Select all boxes that apply for Assessment of Learning then click CONTINUE to EVENT. 

 

 

 

 

 

 

 

 

13. Fill in the information for the Event Details including public search information and location. Select Yes or No 
radio button to indicate if the training event will show in the public search results.  

14. Next, you will need to add the location. If you have previously created events in the system, you can begin typing 
in the Search Saved Locations box, locations will appear in a dropdown menu, and you can select from the list.  
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If it’s not in this list, you can add a new location by clicking on the + LOCATION to add a location for your event.  

If you have previously saved a location, you can also search for a location using SAVED LOCATIONS.  

 

 

 

 

 

 

 

 

 

 

 

15. After clicking the +LOCATION button, type the name of the location in the LOCATION NAME box, locations will 
appear in a dropdown menu, and you can select from the list. The Address, Zip Code, City, and County will 
automatically populate for a location selected from the dropdown. If it does not appear in the list of locations, you 
will need to enter all information.  
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16. If the capacity of the location is known, enter the maximum number of participants the location can hold. You 
can enter location notes specific to this location such as special parking instructions, audio visual equipment 
available and building check in process, etc.  Check the box below Location Notes if you want to add to saved 
locations for future use and continue to EVENT DATE & TIME.  

 

17. Fill in Start and End Date and Time information for the training event. Contact information will automatically 
populate from the Individual Trainer Profile or Organization Profile. 
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18. The Contact Info defaults to the owner of the organization creating the event. This can be changed for this one 
even by updating the fields. Click Continue to proceed. 

 

 

19. Select the Yes or No radial button to indicate if registration for this training event is required and if there is a 
registration fee. Then click SAVE & REVIEW.  

 

 

 

 

 

 

 

20. If you click Yes to require registration, two fields will appear for you to enter the registration deadline and the 
website where attendees can register. 
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21. If you select Yes, for a fee. A field will open up for you to enter the cost of the training.  Enter the fee amount and 
click Save & Review. 

 

 

17. Click OK to confirm the event saved.  

 

 

 

 

 

 

 

Submit Event: 

1. Review the training event information and click SUBMIT EVENT. 

 

 

 

 

 

 

 

 

 

  



MISSOURI PROFESSIONAL DEVELOPMENT (MOPD) SYSTEM INSTRUCTIONS             125 

2. Click OK to confirm the event has been submitted. 

 

 

 

 

 

 

You should see that the event is now in an Approved status and can click Close to leave this screen. See Managing an 
Event for more information on roster and attendees.   

 

Duplicate an Event 
Duplicating an event can save you a few steps, but for each new event created, you will need to enter date, time, 
location, assessment and registration options. If you want to duplicate an event, you will need to locate the event 
you want to copy.  

1. Select Training Entry in the left menu. The Training Entry screen defaults to the Events tab and you will see a list 
of all your active events at the bottom of the screen.  

2. If it’s a short list, you can simply scroll down and select the event you want by clicking on the Event Name or 
Event ID hyperlink. 

3. If you have a long list of events you can filter by entering search criteria and clicking on Filter Events button. 
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The Training Event page will populate with your event’s information. Select Duplicate Event from the Event 
dropdown on the right.  

 

 

 

You will receive a pop up confirming you want to duplicate the event. Once you click Yes, you should receive the 
message that it was successfully duplicated.  

 

    

 

You will notice that the Training Event screen has course information at the top and a message mid-screen that 
reminds you this is an Event Duplication and you cannot change the trainer. If the trainer needs to be changed, you 
can click the Unlock button.  

 

If you click the Unlock button, you will receive a pop-up asking if you want to unlock this event to allow you to edit 
trainers. If you say Yes, you will receive a pop-up to confirm the event is now unlocked. 
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You will now go down the page and complete Event details as normal.  

*Generally, the Trainers & Sponsors section is locked for a duplicated event. You can click the Manage button to 
update Administrative Access for the existing trainers. If you clicked on Unlock at the top of the Training Event 
screen, you will be allowed to update the trainer and training sponsor. You can delete a trainer using the trashcan 
button. You can change a trainer by clicking the Change button. This will take you to a screen to search for and select 
a different trainer. 

 

 

FINISHING AN EVENT SAVED AS A DRAFT 
If you Save an Event as a Draft, the system will assign an Event ID number and you can leave and come back to it 
later. If you click Continue and proceed, you must finish before leaving the system or you will need to start over.  

Locate Your Event 
If you saved an Event as a draft and now need to find it to finish, click Training Entry on left menu. The Training Entry 
screen should default to the Events tab. Select Draft from the drop down in the Event Status field.  

 

The results will be a list of all your (or your organization’s) events. Select the event you want to complete by clicking 
on its hyperlink. 

 

 

The screen should now show your event name at the top.  

Follow Instructions for how to create an event for an approved course. 
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MANAGING AN EVENT AND ENTERING ATTENDANCE 
Pull up your event by going to the left menu and selecting Training Entry. Populate the fields that will help you find 
the course such as event title, event date, etc. 

 

Once your list of matching events appears, click on the event you would like to update or add attendees. 

You should now be on the event page. 

 

 

Manage Roster 
On the right side of the screen, you will see a Roster box with a Manage button in it. The box will tell you how many 
Attendees are registered and how many Messages have been sent. Click the Manage button to see a dropdown list of 
functions available here. 
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Import Attendees 
If you have a list of participants to add, you can add a file to upload using the Import Attendees function. If you keep 
a paper sign in sheet, you could transfer the information to an Excel file for a simple option to enter attendance. 
Select Import Attendees under the Manage button.  

 

The Import Attendees window appears. Before you attempt to upload, read the requirements in the text box and 
click on the Sample Import File to get a template to use for importing attendees.  

 

 

If you already have a file you want to use, please note that the file must be in a .csv format. Make sure you have 
made any edits necessary before converting to a .csv format because changes will not be saved once converted to a 
.csv file. You can change the file format by creating an Excel spreadsheet and going to Save As, enter your file name 
and in the field below, select the Comma Delimited format.  
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The columns must be as they appear below. 

 

 

Once your file is prepared and saved, click on the Select File button, and choose the file you want to upload. 

  

 

A screen will appear asking you to map or match system fields with columns in your spreadsheet. For instance, in the 
first field dropdown, select MOPD ID because that’s the ID number in the registry.  
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Make the correct selection for all fields. Select Import Data at the bottom of the screen. 

 

 

You will receive a confirmation window asking if you would like to Import Attendees. If you wish to continue, click 
Yes. This should produce a window that says your import was successful. 

 

    

 

When you click OK, you will be back at the Select File screen, and you will see that the Sample Import File button is 
replaced with an Import Results button. Click this button.  

 

 

Once you click the Import Results button, the system will download the results. Open the downloaded file and 
review. Notice it is the same format as the file you imported but has one additional column to show which MOPD ID 
that matched the row’s information.  

 

 

If there are un-matched IDs, there was a problem with the data such as their MOPDID didn’t match their name. You 
can contact the un-matched attendees to tell them there was an issue with their data import preventing them from 
getting clock hour credit. Ask the attendee to confirm their MOPDID, full name and email and you can attempt to 
upload attendance again with the corrected information.  

 

Back in the system, you can click the Close button in the upper right to get back to your Event page.  
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You will notice your number of Attendees increased in the Roster box.  

 

 
Roster 
Alternatively, if you allowed online registration or do not have a list of participants to add-- Select Roster to manually 
add or verify attendees. On this page, you will see the Active Roster page with Event Attendance. You can view and 
verify the current roster, view any attendees that were removed from the roster, add attendees individually, and 
email attendees. 

  

 

If looking for a particular attendee, you can enter their MOPD ID, name or email address in the corresponding field 
and click Search.  

 

Add Attendee to Roster for Completed Attendance 
Click on the Add Attendee button 
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You will see several methods for locating and adding an Attendee to the Roster. Enter the necessary information in 
one of the fields and select the Locate button.  

 

The attendee should be displayed; click the Complete Registration button to finalize their registration for your event. 

 

You will return to the Add Attendee screen, you may enter another attendee or click the Hide Form button on the 
right to close this portion of the window.  

 

Using Method 2 is not recommended because the user will not receive credit for the course because it is not linked 
to a MOPD ID. Creating a PD system account is also not recommended.   

 

Click on Exit Roster to get back to the Training Event page.  
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Complete the Event 
 

To close out the training event, you will need to click on the Event dropdown in the top right and select Complete 
Event.  

 

A confirmation window will appear. If you are certain there are no further changes needed to the Roster, select 
Confirm. Upon which, you should receive a message stating the event saved. 
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USING THE MOPD APP TO SCAN ATTENDANCE FOR TRAINING  
 

Trainers can use the MOPD app to take attendance quickly and easily at a training event. If you wish to use the MOPD 
app, instruct attendees to download the app before they arrive to your training. Within your event description, note 
for the attendees where to find instructions to download the MOPD app. 

 

Trainers will advise attendees to login to the MOPD app upon arrival at the training. Trainers should open their 
MOPD app and find and open the training event that they are hosting. 

   

 

Trainers can then scan each attendees’ QR code within that training event to add the attendee to the roster. This will 
automatically verify attendance.  If attendees do not want to use the app, manual attendance can still be taken and 
uploaded to give attendees credit.  
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 STRIPE ACCOUNT SET UP FOR ONLINE REGISTRATION 
 
Background about Payment Processing: 
Online registration is available in the MOPD system as an optional convenience for trainers. Trainers choosing not to 
use online registration through the MOPD system can link to their own website for registration. Online registration 
will quickly and easily let attendees register for a training course.  

• If your course is free, there are no fees associated with using online registration. 
• If your course has a fee, online registration has credit card and system fees that will be taken out before the 

system issues payment to the trainer. 
 

The MOPD system is ran by a company called Insight that partners with a payment processing platform called Stripe. 
Stripe will charge $0.30 per course registrant plus 2.9% of the cost of the course. The registry system, Insight, will 
charge $1.00 per registrant plus 2.5% of the cost of the course. You can use this sample cost calculator for your 
convenience of calculating fees.  
 
For example, for a $5 course: 

• $0.45 of the $5 is paid to payment processing system- Stripe (base $0.30 + 2.9%)  
• $1.13 of the $5 is paid to the registry system- Insight (base $1.00 + 2.5%)  
• $3.42 of the $5 is paid to the Trainer  

 
How to Setup a Stripe Account: 

1. You must be a registered trainer before any of the following steps. 
2. Login to the MOPD system. Confirm your name is displayed in the top of the right navigation. 
3. Use the top left menu to select Trainer Settings.  

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://earlyconnections.mo.gov/media/file/event-fee-calculator
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4. Read and agree to the Online Registration Terms and Conditions.  
 

 
 
 

5. Scroll down to the section titled Stripe Account. Click on Link Stripe Account. This routes to the website for 
Stripe, which is an outside company that handles financial payments.  
 

 
 

6. To set up your stripe account you will enter an email address and create a password (minimum of 10 
characters). A request for a mobile phone number will appear to verify account. A 6-digit verification code 
will be sent to that number via text message. Enter the 6-digit verification code and click CONTINUE. 

7. The following information will need to be entered: Business Location (i.e. United States), Type of Business 
(individual, company, or nonprofit). Click Continue. 

8. Enter verification information under the following sections: Personal or Company Details, Professional 
Details, Add information for Bank Receiving Payments, Add Public Details for Customers. Review information 
entered and click submit. 

9. Page will return to the MOPD System displaying a message that Stripe Account Connected. 
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10. Click Back To Trainer Settings. Under the Stripe Account section, you will see a tab to log into your stripe 
account. 

 
Follow Instructions for Course and Event Entry  and Set Up Online Registration. 

 

HOW TO TURN ON ONLINE REGISTRATION FOR EVENTS 
 
While creating an event, you may choose to use Online Registration after you have setup a Stripe Account. 
 
Go to the Event, in the ‘Registration’ tab, under ‘Registration Required’. 
 
If you would like to give participants the ability to complete registration online for this event, click ‘Yes’ and then 
click the box next to ‘Register Online?’  

 
If you select the option to ‘Register Online’, you must select the ‘Registration Starts’ and ‘Registration Ends’ 
Dates. Entering the ‘Max Number of Participants’ is optional. Then click ‘Save & Review’.  
 
PLEASE NOTE: Training participants can still contact you directly if they’d like to sign up for this training by phone 
call or email. If this is an option you would like training participants to know they have, under ‘Additional Contact 
Information’ at the bottom of the ‘Event’ tab, please describe how you would like participants to contact you in 
the event that they aren’t able to register online (Ex. Please notify me by phone or email 24 hours prior to the 
event start date if you wish to sign up for this training, or use the online registration feature to sign up for this 
training. I will notify you by email prior to the training date and time if the training has been cancelled.) 

 
Review your event information on the ‘Training Event’ page and edit anything that needs to be changed. 
Complete the event using those instructions above  if needed.  
 
 

Activate ‘Online Registration’ For Your Event.  
 

When viewing your list of upcoming training events, you will see a yellow exclamation point symbol under the ‘Online 
Registration’ category that indicates that online registration is ‘Not Set’ or has not yet been enabled.  
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To Enable Online Registration for Your Event: 
1. Click the title of your event. 
2. Click the ‘Event’ button at the top right, and then click ‘Manage Online Registration’.  

 
 

3. Review the information on the ‘Information Collection’ tab and then Click ‘Next’. 

 
 
4. On the ‘Texts and Emails’ tab, review to see if there are any edits you’d like to make. If you make any 

changes, click ‘Save Changes’ at the bottom. Click ‘Next’.  
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5. On the ‘Event Activation’ tab, you can click ‘Preview Registration’ to test your registration settings and 
make sure everything is displaying correctly for training participants.  

 
 

6. It is VERY IMPORTANT that you enter the correct ‘Registration Starts’ and ‘Registration Ends’ dates, as 
participants won’t be able to register online for your training before the ‘Registration Starts’ date or after 
the ‘Registration Ends’ date.  

7. You also have the option to click ‘Hide Listing Before Registration Start Date’. 
8. Under the ‘Terms and Conditions’ section, review the terms and conditions and then click the box that 

states ‘I agree to the terms and conditions as defined above’. Then click ‘Activate’.  

 
 
9. On the final ‘Online Registration’ page, you have the ability to ‘Preview Event Registration’, ‘View Event 

Dashboard’, and copy and paste the ‘Registration Page Link’.   

 
 

Check if Enabling Online Registration for Your Event was Successful: 
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Under ‘Training Entry’ on your left navigation menu on your list of upcoming training events, you should now see a 
green check mark symbol under the ‘Online Registration’ column. 

 
 

When you see this training event under ‘Search Training Events’, you will see the text ‘Registration Required’ and 
then see a blue box that says ‘Register’.  
 
 

Change Course Owner 
 

1. In Training Entry, go into the Course you need to change ownership for. 

 

 
2. Click the Edit button below the address of the current course owner (box with pen writing on paper) 
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3. This takes you to the Assign Course Owner page.  

 

 

4. Type the name of the individual, organization, or org ID in the search box and click “Search”.    
  
 

5. Assign the trainer/org to the course with the Assign button on the right side of the page.  
 

 

6. A pop-up message will appear to confirm this decision. 
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7. Confirmation that this new org/trainer has been assigned can be found in the training entry tab.   
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