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Step 1: Log into your MERIT account at merit.del.wa.gov

ME RIT Managed Education and Registry Information Tool

Home Signin Search MERIT

To find your username and
password:

MERIT = Sign in

Welcome to MERIT - Sign in

If you have a STARS ID number and this is your first time signing into MERIT, find your user type
below and follow the steps to get your MERIT username and password.

—Early Care & Education and School-age Professionals (ECE/SA)

To find your MERIT username:

+ Your username will always be your STARS ID OR the primary email address used in your
MERIT record.

+ Inthe Early Care & Education and School-age Professional search, use your name and/or
date of birth fo find your STARS ID.

+ Ifyou do not find a STARS ID number assigned fo you through the ECE/SA search, or you
do not know which email is recorded in your MERIT profile, please Contact MERIT Support
Services or call toll free: 1.866.482.4325 and choose option 8.

To receive your password:

+ |fyou have forgotten your password, click here fo reset your password, or click "Forgot
Your Password?" on the right-hand side of this screen. You will receive a temporary
password in an email from merit@del wa.gov

+ |fyou do not receive your temporary password, it may be that the record in MERIT does
not have a valid email address. Please Contact MERIT Support Services to request an
email update and fo have your password reset.

A. Username: Your username will

Sign in always be either your STARS ID
Returning users: . .
or the primary e-mail address
u - @ .
T recorded in your MERIT record.

Password:
\ B. Password: If you have

Forgot your Password? forgotten your password, you
may reset it. To do this, click on
New users: “Forgot Your Password?” and

follow the instructions.
MERIT Registration

Please note: A working e-mail account is
required to register in MERIT and submit
applications on-line.


https://apps.del.wa.gov/merit/Default.aspx

Step 2: Access the Grantee/Contractor Registration application

Search MERIT Logout

Applications

Application Queus

MERIT » Grantes/Contractor » Early Achievers

fEaiyAd-iemmAppﬁcaﬁnn w

Use this application to register for Early Achievers. This application is at the Grantee/Contractor level. You will be asked to provide general
- information about your program structure and services as well as your plans for integrating Early Achievers participation into your program. As
Grantee/Contractor Registration a Grantee/Contractor you will have the ability to manage and track your site's Early Achievers participation and the responsibility for providing
them with orientation and ongoing support for their participation. For mere information, please see the Early Achievers Operating Guidelines

for Head Start and ECEAP.

Once you have attended the Early Achievers Orientation and DEL MERIT Admin have entered completion in the
system, you should have access to a Grantee/Contractor Tab. Under the Grantee/Contractor tab, click the sub
tab titled Early Achievers*.

Click on the blue application link titled “Grantee/Contractor Registration” to register for Early Achievers.

*If you do not see the sub tab for Early Achievers, please contact the Department of Early Learning at the email address listed on
the final page of this guide to make sure that DEL MERIT Admin have entered completion of Orientation in MERIT.



Step 3: Enter Grantee/Contractor information

aton. This

Grantee/Contracior Informaton Gramtee/Contiaciorn Profile Review & Submd
Use this appication 10 Gesignate statf coslacts for Earty Achievers participation and e your sites’
with Early Achievers appliications and track their current Eady Achievers status.
Grantee/Contractor Information
Grantee/Contractor Name: ESD
Address: 123 Early Care Dr N
Olympia, WA 98501
County:
Phone: 3605555555
Business ID Type: Sesct Busness D Type  ~ A
Which counties do you serve?
[7 CheciiUncheck All
| Adams 7] Framin ] Lewis
1] Asotin ] Garfielkd 1] Lincein
| Chelan 7] Grays Harbor ! Okanogan
] catam 71 1slanc [} Out of State
] Clark 1] Jetterson B ] Pacific
7] Columbia 7 King "] Pend Orelte
1] Comiitz 7] Kasap 7] Plerce
] Douglas ] kamtas 1] sam Juan
1 Ferry 71 Kuekitat ] skagt
How many Head Start and/or ECEAP slots are you approved 1o serve? 17 a9
ECEAP
4 Name of Primary EA COontact: Seect Primary £A Contact *
C Role within the organization:
Optionsl
44 Name of Secondary EA Contact: -
Role within the organization:

Business ID Number:

212

il

the abilty 10 gave your

The Grantee/Contractor Name and
contact information will auto-fill.
You will need to select your
Business ID Type from the drop-
down menu and then add your
Business ID Number in the second
field.

Click on the box next to each county
that you serve. The Head Start and
ECEAP slots you are approved to
serve will auto fill based on
information in the ELMS database. If
you have any licensed slots, the
system will automatically generate
an additional field to request that
information. Please enter the
number of children you are licensed
to serve, not the number of children
actually enrolled.

Select the name of the Primary
Contact from the drop-down menu
and type their role within the
organization directly below their
name. Their email address and
phone number will auto-fill based
on the information provided in their
account. You may also add an
optional Secondary Contact.

Click “Next” to move to the next
step.




Step 4: Create a Grantee/Contractor profile

Grantee/Contractor Inf i Grant Profile Review & Submit

Please respond to the i i about how your prog

review your regponses and will follow-up with any requests for more information.

Grantee/Contractor Profile

Responses must be & minimum of 100 characters. Not fo exceed 5,000 charscfers.

Tell us how your ris the il quality i t process.

and staff support, and how you will integrate Early Achievers into your program, DEL will

Tell us how your prog pports the p ional of your staff.

(see of

Describe how you plan to train and orient your sites te Early Achievers, including the option for eligible blended enroliment sites to choose either the HS/ESEAP or licensed child care
’ ).

Describe how you plan to assist sites in complefing Facility and Early Achi

Level 3 and on-site rating) and entering staff MERIT records.

Describe how you plan to track and dinate site Early '),...

of your sites to participate in Early Achi 7 Please

Please type your responses in the fields
provided. Your answers must be a minimum
of 100 characters, and may not exceed 5,000
characters.

The system automatically marks the “No”
answer for the last question about
participation. Please mark “Yes” if you are
requiring all of your sites to Participate in
Early Achievers.

*Please note as a security feature MERIT
automatically logs you out if you have not
moved to the next step of the application
within 60 minutes. It is suggested that you
write your facility profile responses for the
application in a Word document and then
copy/paste them into the application when
you are finished to avoid losing your work. *

Click “next” when you are finished.




Step 5:

Grantee/Contractor Information

ra

Grantee/Contractor Profile

Review & Submit

Review & Submit

| Application Review
Grantee/Contractor Information View/Edit Information
Grantee/Contractor Name: ESD
Address-123 Early Care Dr N
Olympia, WASEB501
County:
Phone: 3605555555
Business ID Type: Lz Business ID Number: | 545455460 @
Which counties do you serve?
[] Adams [] Frankdin [ Lewis [] Skamania
[ Asotin [] Lincoin [] Snohomish
[] Benton [] Mason [] Spokane
[ Chelan [ Okanogan [ stevens
[ clallam [ Out of State [ Thurston
[ Clark [ Jefferson [ Pacific Ow
[ Columbia [ King [] Pend Oreille [}
1 Cowlitz [¥] Kitsap [] Pierce Ow
[] Douglas [ Kittitas [ 5an Juan O w a
[] Femy [ Klickitat Skagit [ Yakima
How many Head Start andfor ECEAF slots are you approved to serve? | 277 @

¢ Applicant Assurances

The information | provided is true and accurate. | authorize the Depariment of Early Learning (DEL) to enter this infermation into the Managed Education and Registry Information Tool
(MERIT), a secure system owned and operated by DEL. | agree fo and understand that:

| understand that my participation in Early Achievers is voluntary
| have read, fully understand and will abide by the Early Achievers Operating Guidelines for Head Start and ECEAP
| have read and fully understand the Participation Agreement

Signature: I, , affirm that the information on the application and the supplemental documentation provided are true and correct to the best of my

knowledge.

9/16/2013

Please review your answers in the last
step of the application and ensure that
the information is correct.

After you are finished reviewing your
application you will be asked to
complete the Applicant Assurances.

The system will ask you:
0 | understand that my participation
in Early Achievers is voluntary.
o I have read, fully understand, and
will abide by the Early Achievers
Operating Guidelines for Head Start
and ECEAP.
o I have read and fully understand
the Participation Agreement.

As a signature, the system will ask you
to type in your first and last names as
they appear in MERIT. They system will
pre-populate with the current date.

Then click “Submit”.




Step 6: Confirmation

M ERIT Managed Education and Registry Information Tool

Home Mews My Record Grantee/Contractor Applications Search MERIT Logout

Facility/Site Search ECE Search Early Achievers Application Queus

MERIT » Grantee/Contractor » Early Achievers » Early Achievers Registration

Thank you for your application to Early Achievers, Washington's Quality Rating and Improvement System (QRIS). Please be sure to
review the Early Achievers Operating Guidelines for Head Start and ECEAFP and keep a copy for your records. A copy of your application

has been sent to you via email in .pdf format. For instructions on viewing _pdf files please to to hitp:/fget adobe comireader/?
promoid=HRZAC for details.

Your application will be reviewed by DEL Early Achievers staff. If they have guestions regarding your application, including the
Grantee/Contractor profile, they will contact you directly and may reguest that you provide additional information. Upon approval of your

application, you will receive a confirmation email. @

You will return to a confirmation screen where you will be given next steps for the application and processing.
Please review the information on the page.

You may click “Done” when you have finished reviewing the information.



Step 7: View the submitted Grantee/Contractor Registration

e ——————— )

MERIT » Grantee/Contractor » Early Achievers

Grantee/Contractor Registration You have already submitted your Grantee/Contractor Registration for processing() liew Submitted Grantee/Contractor Registratior

You may return to your Early Achievers sub tab at any time after submitting your registration application to view a .pdf version
by clicking on the blue link.

Once DEL MERIT Admin approve your Grantee/Contractor Registration application you will have access to view and manage

Facility/Site information, enter completion of site orientations, assign site Primary Early Achievers Contacts, and grant sites
permission to participate with Early Achievers.

Questions? Please Contact: QRIS@DEL.WA.GOV

10
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Step 1: Log into your MERIT account at merit.del.wa.gov

To find your username and

MERIT A
pi | ed Education and Regi Information Tool =
| s Penesnon e fessi dsorasn e I% =4 password:
Hame Sign in Search MERIT i
MERIT » Sign in A. Username: Your username will
Welcome to MERIT - Sign in Sign in always be either your STARS ID
If you have a STARS |0 number and this is your first tme signing into MERIT, find vour user type Retuming users or the prima ry e-mail address
below and Tollow the steps to get your MERIT username and password. @ .
—Early Care & Education and School-age Protessionals (ECE/SA) :E?;g.asnl‘;&emall anaress) recorded in your MERIT record.

Tofind your MERIT usernams.

s Your usemame will always be your STARS 1D OR the primary emaill address used in your Paseword:
MERIT record
» In the Eany Care & Education and School-age Professional Search, Use your name anaior B. PEI SSWo l’d . If \JI'OU haVE'

gaie of Hrh 1o T your STARS 15 forgotten your password, you
!

o [(fyou donotfind & STARS 1D number assigned to you through the ECE/SA search. or you Fargot your Password?
do nol know which email is recorded in your MERIT profile, please Contact MERIT Suppart m a‘!l" reset It To dO th | 5 {'liC k on
Services or call toll free: 1 866 482 4325 and choose optien & " ! o

To receive your password: Hew users Forgot Your Password?” and

» [ you have forgotten vour password, click here to reset your password, or click "Fergot . fDl |0W th e | nst ru l:tl Ons.

Your Password?' on the right-hand side of this screen. You will receive a temporary
password inan email from medild@del wa gov
« [ you do nol receive your lemporary password, it may be thal the record in MERIT does - I i "
; ; v . Sen ease note: Aworking e-mail account is
not have a valid email address. Please Contact MERIT Support Services to request an required to register in MERIT and submit
amall update and to have your password reset. applications on-line.

MERIT Registration

12


https://apps.del.wa.gov/merit/Default.aspx

Step 2: Search for a facility/site

.

mnteeanntmclnr Crganization Search MERIT

r

Facility/Site Search ECE Search  Early Achievers Application Queue WELS

MERIT » Grantee/Contractor

Search MERIT
~ Find Facility/Site

Search for facilities/sites and view their MERIT L
profile and employee roster. (4, Facility/Site »

— Find Early Care & Education Professionals (ECE)

Search for individuals and view their MERIT profile. 'E:L ECE Professional » ]

You may search for a Facility/Site by clicking on the Grantee/Contractor tab and then clicking on the
Facility/Site button.

13



Step 2: Search for a facility/site (continued)

Organization Search MERIT

MERIT = Grantee/Contractor » Facility/Site Search
Facility/Site Name: Contains
Site Contact/Manager: |
City:

Clicking the Facility/Site button will take you to the Facility/Site Search sub tab under the Grantee/Contractor tab
(You may also find this search feature by simply clicking on the Grantee/Contractor tab and then clicking on the
Facility/Site Search sub tab).

— Facility/Site Search

To search for a particular site, you may enter the site name or keyword in the Facility/Site Name field and click
“Search.”

14



Step 3: Select and view a facility/site

Home MNews Ny Record Grantee/Contractor Applications Crganization Search MERIT Logout ﬂ

Facility/Site Search ECE Search Early Achievers  Application Queus  WELS

MERIT » Grantee/Contractor » Facility/Site Search
Facility/Site Search
Facility/Site Name: Contains E Site
Site Contact/Manager:

City:
Facility/Site Name Site Contact/Manager Name ‘ Facility/Site Address Facility/Site Phone Number Facility/Site Designee

‘ Facility/Site Elementary _ 123 ABCAve SW

Oympia, WAGES01 (360)867-5309

Carrie Gonzalez

I 123 ABCStreetSW
360)867-5309
Facility/Site Program Olympia, WA 98501 (360}

123 ABCWay NE

Head Start Site Elementary Olympia, WA 98501

ECEAP Site Elementary g‘;: n‘:‘;j 2’;’:'9;2 o (360)867-5309
- ) 123 ABCLoop NW

Facility/Site Name Olympia, WA 98501

MERIT will display all of the sites that contain the keyword entered in the Facility/Site Name field. If the Site
Contact/Manager has created a current employment record in MERIT, their name should display under the Site
Contact/Manager Name column in the search results.

To select a site, click on the Facility/Site Name.

15



Step 4: Facility/Site details and employees
BT B e | Toee T D ™S

Faclity/Sie Seaich ECE Search  Early Achievers  Appication Cusue  WELS

MERIT = Grantes/Contracton = Faclity/ Site Search
Fabum by Saarch FacsityGite view
Facility!Site Details

::mm s, Early Achievers

. . Stasbus: Mot
Dibympla, Wi $8541 Partpating
| BEO|BET-5009

S 1D 128
Py sical Location of $8e Pubdic School

Granbes/Contracion Washington Schools ESD
‘Gran b/ Contracion Phons (55515555555

Account Management

Employees

ECEAP Slots §

Usa this rosber o manage information aboul employess assocaled with your taclityfside. To 234 or condim heal and safety information ssch as Firsd Ald, CPR, elc. cholo on P empioyee’s STARS ID in the
first cobum To condimm an employmant record Chcl on thi £38 on in T last column o e empioyed’s record. “Confemed” employmant allgieg tha ampleyss 1o paricpats in stale nRatives such & the
‘Waskangion Stale Chatear Lafce of Lan halp you with Eary Acwners, Wishington's Quality Raiing and Improvemant System.

Food
Fst | Last Pacementon | BBP/ Frit TB | HSECEAP | HS/ECEAP
SRS | e | Mame | P00 | DT Work Duntion | o Lattice | (IV/AIDS) | Mg | O “"“"" ; Test | SuMCAN | Sud D9 St
2015 0 Py
93TE54321  Sarm Foster | 34 ECEAR Lead Teacher < hot Placed entared o |
) ECEAP Site {7/L/2013) 0 mm( "
S0SNETIZ Came  Gonzsler 3B o 3 Mot Flated . =]

The system will display the Facility/Site Details for the selected facility/site. All employees that have added a
current employment record with the facility/site will populate in the table under the Employees section of the
Facility/Site details. To manage employee information, you may click the “Edit” icon to the far right of the
employee’s name in the table.

16



Step 5: Manage employees

Employees

Return to employee view
Manage Employee
Enter an end date to the employee's record to remove them from your facility roster A

Endpate: ([ mmiayyy
Verified: 7] @< |
Apply for Additional

Designee: @\ C
[

Clicking the “Edit” icon in the previous step will generate a pop-up box.

A. If an employee no longer works at the facility/site, you may remove them from the employee roster by entering their last date of
employment in the “End Date” field.

B. You may confirm employment records by checking the “Verified” box.

C.

If you would like an employee that is not the Site Contact/Manager to be able to access a Facility/Site tab as a secondary contact, you
may check the “Apply for Additional Designee” box to allow them to complete a Facility/Site Registration application. Authorization
may also be granted by the Site Contact/Manager from their Facility/Site tab. Please be aware that anyone who has access to a

Facility/Site tab as an additional designee will lose their access if the primary Site Contact/Manager has their employment record end-
dated.

Click “Save” to return to the previous screen when you are finished editing.

17




Step 6: Facility/Site designee eligibility

Foaclty'She Search ECE Search Early Achievers Applcation Queus WELS

MERIT = Grantee/Contractor = Facility/Site Search
Refumn o Search Faclty/Site view

Facility/Site Details

Facility/site Elementary *, Early A-:hm-ﬂ
123 ABC Ave SW @ Status: Not Paricipating
Oiyriipia, WA 38501

| 360)867-5309

Site 1D

Physical Location of Site Pubuim
Granies/Contractor Washington Schook ESD
Grantee/Contractor Phone (5555555555

Ermplony b Information Account Management

ECEAP Slots &

Facility Managemeni

Employes Name | STARSID | Job Title | Faciity/Site Designes | Additionsl Designee | Fackty/Site Designes Eigibiity | Delete

Sara Foster S032B5%870 ECEAP Lead Teacher Mo Mo
Carrie Gonzalez 4015208702 | ECEAP Sate ContactManager Mo Mo el

To assign a Facility/Site Designee, you must check the “Facility/Site Designee Eligibility” box in the row of the
correct Site Contact/Manager’s name. This will allow the Site Contact/Manager the ability to submit a Facility/Site
Registration application as the primary contact.

If the Site Contact/Manager changes, you may uncheck the box in this Facility Management table. Doing so will
remove them from access to their Facility/Site tab view, and will also remove access for anyone who has
registered the facility/site as an Additional Designee.

Questions? Please Contact: QRIS@DEL.WA.GOV

18
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Early Achievers Grantee/Contractor Role -
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Step 1: Log into your MERIT account at merit.del.wa.gov

MERIT Rt To find your username and

i ¢ ed Education and Regi Information Tool -
T s JT % password:

Hame Sign in Search MERIT i
MERIT » Sign in A. Username: Your username will
Welcome to MERIT - Sign in Sign in always be either your STARS ID
If you have a STARS ID number and this is your first ime signing inte MERIT, find vour user type Retuming users or the prirn'a ry e-mail address
below and follow the steps to get your MERIT username and password. @ - .
. Early Care & Education and School-age Protessionals (ECE/SA) :;.E're.:lggwl:floremall address) recorded in your MERIT record.

Tofind your MERIT usernams:

+ our usermame will always be your STARS 1D OR the primary email address used in your Password:
MERIT record
« I the Early Care & Education and Schonl-age Professional Search, use your name andfor B. Password: If you have

date of birth to find your STARS ID.

« [(fyou donotfind & STARS 1D number assigned to you through the ECESSA search, or you Forgot your Password? fo rgctte nyour passwo rd , you
do not know which email is recorded in your MERIT profile, please Contact MERIT Support ' may res etit. Todo thiS, click on
Services or call foll free: 1 8658 482 4325 and choose optien & . ”

To receive your password: New users Forgot Your Password?” and

+ [ you have forgotten your password, click hers to reset your password, or click "Fergot
Your Password?' on the right-hand side of this screen. You will receive a temporary
password inan email from medild@del wa gov

» [Fyou do nol receive your temporary password, it may be thal the record in MERIT does - )
not have a valid email address. Please Contact MERIT Suppert Services to request an T;q::lgﬁ::é;x"rn"a&?iﬁﬁ?r;ﬁf
emall update and 10 Nave your password reset. applications on-ine.

follow the instructions.
MERIT Registration

20


https://apps.del.wa.gov/merit/Default.aspx

Step 2: Locate the Application Queue sub tab

MERIT » Grantee/Contractor

Search MERIT
- Find Facility/Site

profile and employee roster.

Search for facilities/sites and view their MERIT { €., Facility/Site » ] ‘

~ Find Early Care & Education Professionals (ECE)

Search for individuals and view their MERIT profile. [ ., ECE Professional » ] ‘

Once you have logged in to your account, click on your Grantee/Contractor tab.

Next, click on your Application Queue sub tab.

21



Step 3: Select a Facility/Site Registration application

Home: News My Record Grantee/Contractor Applications Organization Search MERIT Logout ﬂ

Facility/Site Search ECE Search  Early Achievers  Application Queue WELS

MERIT » Grantee/Contractor » Application Queue

Search Requests
Status: Pending E|

Request Type: All |Z|
All
Facility Registration

STARS ID:
Applicant First Name:

Applicant Last Name:
Current Status Dates:

Request ID Status Applicant Name Status Date

330124 Pending Carrie Gonzalez 47972014 12:17 PM

To view all of the pending Facility/Site Registration applications, select “Facility Registration” from the drop-down
menu in the Request Type field (you may also view any approved applications by selecting “Approved” from the
drop-down menu in the Status field.

The system will display all of your sites’ pending Facility/Site Registration applications. To approve a particular
site’s application, you must first locate the specific application in the “Type” column and then click on it to open
and review it.

22



Step 4: Change the Request Status

= ( Request Stamsj

Status History: Not Submitted 4/9/2014 12:15 PM
Pending 4/9/2014 12:17 PM

Request Status: gy >

Notes: -

Once you have finished reviewing the contents, you may scroll to the bottom of the application to find the Request Status
heading. You will be able to see the Status History and any notes made for a previous status. To approve the application, click
on the Request Status drop-down menu and select, “Approved.” You may make any necessary notes in the Notes field.

Click “Save.”
The system will automatically send an email to the applicant to inform them of the decision on their application. The next time

the applicant logs in to their account, they will have access to view and manage facility/site information from a Facility/Site
tab.

Questions? Please Contact: QRIS@DEL.WA.GOV

23
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Early Achievers Grantee/Contractor Site
Management -
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Step 1: Log into your MERIT account at merit.del.wa.gov

To find your username and
MERIT Managed Education and Registry Information Tool

_ password:
Hame Sign in Search MERIT
MERIT » Sign in A. Username: Your username will
Welcome to MERIT - Sign in Sign in always be either your STARS ID
If you have a STARS ID number and this is your first tme signing inte MERIT, find your user type REUMINg users gthe primary e-mail address
below and follow the steps to get your MERIT username and password. ) .
—Early Care & Education and School-age Professienals (ECE/SA) ES R recorded in your MERIT record.

(STARS ID or emall address)
To find your MERIT username:

» Your usemame will always be your STARS 1D QR the pimary email address used in your Passwored:
MERIT record
« In the Eary Care & Education and School-age Professional search, use your name andfor B-. Pa S5Wo rd : If 1!.l"l':ll.l haVE‘

date of birth to find STARS ID. ‘Sign n
4o not i 2 5 forgotten your password, you

« ffyou donotfind & STARS ID number assigned to vou through the ECE/SA search, or you Fargot your Password?
do mol Know which email is recorded in your MERIT profile, please Contact MERIT Sugpport Im ay res et |-t . TCI dO‘ th | 5, c-l ic k on
Sernvices ar call loll free: 1 866 482 4325 and choose option & " "

To receive your password: New users Forgo’[ Your Password?” and

« [f you have forgotten your password, click heres lo reset your password. or click "Forgol . fUl |0W th e | nE-t ru l:tl ons.

Your Password?' on the right-hand side of this screen. You will receive a temporany
password in an email Trom merl@del wa ooy
o [Fyou do not receive your temporary password, it may be that the record in MERIT does - I - .
: ; \ . B ease note: Aworkng e-mail account is
not have a valid email address. Please Contact MERIT Support Services to request an required o register in MERIT and subrmit
emall update and 1o have your password reset. applications on-ine.

MERIT Registration
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Step 2: Locate the Early Achievers Site Management table

y M6 warhington State De
% @ Eam Lea
Search MERIT 'n

MERIT » Grantee/Contractor » Early Achievers

f Early Achievers Application \I

Grantee/Contractor Registration You have already submitted your Grantee/Contractor Registration for processing. View Submitted Grantee/Contractor Registration

Early Achievers Contact Information

o) Name of Primary EA Contact: | Camie Gonzalez >, Emall; | Email@outlook.com
Role within the organization: Grantee/Contracior Phone:  sssssgs55s
Optional
© Mame of Secondary EA Contact: | - Email:
Role within the organization: . Phone:
' Early Achievers Site Management )

HS/ECEAP Sites on Early Achievers HS/ECEAP Pathway:

Site Name Primary QRIS Contact | Secondary QRIS Contact | Approved for EA | Attended Orientation | Level 3 Application Status | Reguest for On-Site Evaluation | EA Status
HS/ECEAP Facility/Site No No B2

A Facility/Site Name No No = ]
Facility/site Elementary No No &2
Site Elementary No Mo =]

Blended Sites on Early Achievers Licensed Pathway: (read only)

B LICENSED PATHWAY FACILITY/SITE Center Director Assistant Director Not Submitted Participant

Once you have an approved Grantee/Contractor Registration, the Early Achievers Site Management table will be located
under your Grantee/Contractor tab, Early Achievers sub tab.

A. All of your sites on the Head Start/ECEAP pathway will be listed in the first table. To manage site permissions for
Early Achievers, you may click on the “Edit” icon to the far right-side of the table for each site.
B. Any facilities/sites that are on the licensed pathway will be listed in the second table in a read-only format.




Step 3: Edit the Early Achievers site

Edit Early Achievers Site
Use this feature to manage Early Achievers paricipation of the site.

Site Name: HS/ECEAP Facility/Site

Approve for EA Participation:

Site Contact/Manager:

Attended EA Orientation: @ Yes () No B
EA Orientation Attendee: ©l2ase Select [=] C
Date of EA Orientation: D

Clicking on the “Edit” icon for a facility/site will generate a pop-up box where you may edit Early Achievers site information.

If you would like to approve the facility/site for Early Achievers participation, you will need to click “Yes” under “Approve for EA
Participation.”

You will need to enter Orientation completion by clicking “Yes” for “Attended EA Orientation.

Once you indicate that the site has completed Orientation, you must enter the name of the attendee by selecting them from the
drop-down menu. The menu will contain the names of everyone who has a current employment record with the site.

. You must then enter the date of the completed Early Achievers Orientation. You may also click the calendar icon to reference a

calendar.

Once you have finished editing the site, click, “Save” to save the information and return to the Site Management Screen.
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Step 4: View and manage Early Achievers site information

g
@™ Early Le

Home | News | WyRecord | GemlesConisacir | Appbcaions | SearchMERIT | Logoud

FacaeySew Search  ECE Search  Early Achiprwns  Apphcanon Ousue 'WELS
MERIT » Grastes/Contractor = Garly Achivers
' Early Achievers Appiication .|
Grantea/Contractor Reghiraton You Bt already ubesitted your Grantes/Contracter Flagiatration for processing. View Sub G Contractor Rug
Early Achsvess Contact information

& Wama of Primary EA Contact: | Carie Gonsabes = Emall: | emsig@outiook com
Roke within the ceganization: Grantes'Contracior Phone: cononieges
Coanal
& Mame of Secondary EA Contacy: = £ mad:
Role within the organization:; Phone:

i
" Early Achievers Sha Management 3
WETCLAR Sites on Darty Acksrvtes HETCEAR Pathway:
| Sobe B | Primary QRIS Contact | Secondary QRIS Comtact | Approved bor BA | Attensed Orentaton | Livel 3 Appation St | Rigusia for OreSte Evihuation | EA St | oe
| H/ECEAP FaciySae Ve Yo Mt Submitned Participat (3
| Faclity/sive Nume He Ho =
Imﬂnm Vet Vet Leeld 3
Stp Epmentary ke Ka o)
Mended Sibes on Early Achiewers Licensed Pafiragy: [nead cedy)
| Sone By | Primary 085 Comaer | Socomduny ORI Comar | Loved 2 Mpplicution Sastut | Requent for Cin-ting Ephustion | £a sunn
UICENSED PATHWAY FACILITY/SITE Centar Drpciar Assistant Director ot Subemetinnd Parto gt

You will be able to view and manage all of your sites’ Early Achievers participation from this site management table, including
Primary and Secondary QRIS Contacts, participation statuses, ratings, and the statuses of any applications that sites have
accessed.

Questions? Please Contact: QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Role - Reviewing
the Early Achievers Application for Level 3

The Managed Education and Registry Information Tool (MERIT) is operated by the Washington State
Department of Early Learning

WASHINGTON

© EARLY ACHIEVERS

PREPARING CHILDREN FOR SUCCESS IN SCHOOL
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Step 1: Log into your MERIT account at merit.del.wa.gov

To find your username and

MERIT A
pi | ed Education and Regi Information Tool =
| s Penesnon e fessi dsorasn e I% =4 password:
Hame Sign in Search MERIT i
MERIT » Sign in A. Username: Your username will
Welcome to MERIT - Sign in Sign in always be either your STARS ID
If you have a STARS |0 number and this is your first tme signing into MERIT, find vour user type Retuming users or the prima ry e-mail address
below and Tollow the steps to get your MERIT username and password. @ .
—Early Care & Education and School-age Protessionals (ECE/SA) :E?;g.asnl‘;&emall anaress) recorded in your MERIT record.

Tofind your MERIT usernams.

s Your usemame will always be your STARS 1D OR the primary emaill address used in your Paseword:
MERIT record
» In the Eany Care & Education and School-age Professional Search, Use your name anaior B. PEI SSWo l’d . If \JI'OU haVE'

gaie of Hrh 1o T your STARS 15 forgotten your password, you
!

o [(fyou donotfind & STARS 1D number assigned to you through the ECE/SA search. or you Fargot your Password?
do nol know which email is recorded in your MERIT profile, please Contact MERIT Suppart m a‘!l" reset It To dO th | 5 {'liC k on
Services or call toll free: 1 866 482 4325 and choose optien & " ! o

To receive your password: Hew users Forgot Your Password?” and

» [ you have forgotten vour password, click here to reset your password, or click "Fergot . fDl |0W th e | nst ru l:tl Ons.

Your Password?' on the right-hand side of this screen. You will receive a temporary
password inan email from medild@del wa gov
« [ you do nol receive your lemporary password, it may be thal the record in MERIT does - I i "
; ; v . Sen ease note: Aworking e-mail account is
not have a valid email address. Please Contact MERIT Support Services to request an required to register in MERIT and submit
amall update and to have your password reset. applications on-line.

MERIT Registration
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Step 2: Locate the Application Queue sub tab

Organization Search MERIT

MERIT » Grantee/Contractor
Search MERIT
— Find Facility/Site

profile and employee roster.

Search for facilities/sites and view their MERIT [ Ck Facility/Site » ]

— Find Early Care & Education Professionals (ECE)

Search for individuals and view their MERIT profile. [ Q ECE Professional » ]

Once you have logged in to your account, click on your Grantee/Contractor tab.

Next, click on your Application Queue sub tab.
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Step 3: Select an Early Achievers Application for Level 3

% viashington State II

Early Le.

Grantee/Contractor Applications QOrganization Search MERIT

Facility/Site Search ECE Search Early Achievers Application Queue WELS

MERIT » Grantee/Contractor » Application Queue

Status: Pending E

Request Type: All ﬂ)
All
STARS ID: I Facility Registration
LI AT L EH] Eany Achievers Applicaiion ForLevel 3

— Search Requests

Applicant Last Name:| |
Current Status Dates: = mm/ddiyyyy

Request ID | Type Status Applicant MName Current Status Date

338894 arly Achievers Application For Level Pending Site Contact/ManagerName 4/8/2014 9:14 AM

To locate the applications, make sure that the request status is “Pending” and then select the Early Achievers Application for
Level 3 from the drop-down menu, and click the “Search” button.

The system will display all of the pending Early Achievers Applications for Level 3 for your sites.

When you locate the application for the site you want to review, click on the application to open and review it.
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Step 4: Review the application and change the Request Status

= ( Re-questﬁtﬂtus\]

Status History: Not Submitted 4/8/2014 8:51 AM
Pending 4/5/2014 9:14 AM

Request Status: Pending @
Notes: |Not Submitte al

Pending

[ 4= Back — JNSSSAVESS

When you have finished reviewing the application, you may change the Request Status of the application. If the site is not
ready to advance to Level 3 activities then you may move the request status to, “Not Submitted” then click, “Save.” The site
may resubmit the application at any time they are ready to move forward.

If the site is ready for Level 3 participation, you may change the Request Status to, “Review” then click “Save.” This will move
the application into the application queue to be reviewed and approved by DEL Admin.

After the application has been reviewed and approved by DEL Admin, the system will automatically send an email to the

applicant to inform them of the decision on their application. The site’s Early Achievers status will change to “Participating in
Head Start/ECEAP Pathway.”

Questions? Please Contact: QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Role -
Processing the Head Start/ECEAP Request for On-
Site Evaluation

The Managed Education and Registry Information Tool (MERIT) is operated by the Washington State

Department of Early Learning

WASHINGTON

© EARLY ACHIEVERS

PREPARING CHILDREN FOR SUCCESS IN SCHOOL
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Step 1: Log into your MERIT account at merit.del.wa.gov

To find your username and

MERIT A
pi | ed Education and Regi Information Tool =
| s Penesnon e fessi dsorasn e I% =4 password:
Hame Sign in Search MERIT i
MERIT » Sign in A. Username: Your username will
Welcome to MERIT - Sign in Sign in always be either your STARS ID
If you have a STARS |0 number and this is your first tme signing into MERIT, find vour user type Retuming users or the prima ry e-mail address
below and Tollow the steps to get your MERIT username and password. @ .
—Early Care & Education and School-age Protessionals (ECE/SA) :E?;g.asnl‘;&emall anaress) recorded in your MERIT record.

Tofind your MERIT usernams.

s Your usemame will always be your STARS 1D OR the primary emaill address used in your Paseword:
MERIT record
» In the Eany Care & Education and School-age Professional Search, Use your name anaior B. PEI SSWo l’d . If \JI'OU haVE'

gaie of Hrh 1o T your STARS 15 forgotten your password, you
!

o [(fyou donotfind & STARS 1D number assigned to you through the ECE/SA search. or you Fargot your Password?
do nol know which email is recorded in your MERIT profile, please Contact MERIT Suppart m a‘!l" reset It To dO th | 5 {'liC k on
Services or call toll free: 1 866 482 4325 and choose optien & " ! o

To receive your password: Hew users Forgot Your Password?” and

» [ you have forgotten vour password, click here to reset your password, or click "Fergot . fDl |0W th e | nst ru l:tl Ons.

Your Password?' on the right-hand side of this screen. You will receive a temporary
password inan email from medild@del wa gov
« [ you do nol receive your lemporary password, it may be thal the record in MERIT does - I i "
; ; v . Sen ease note: Aworking e-mail account is
not have a valid email address. Please Contact MERIT Support Services to request an required to register in MERIT and submit
amall update and to have your password reset. applications on-line.

MERIT Registration
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Step 2: Locate the Application Queue sub tab

Organization Search MERIT

MERIT » Grantee/Contractor
Search MERIT
— Find Facility/Site

profile and employee roster.

Search for facilities/sites and view their MERIT [ Ck Facility/Site » ]

— Find Early Care & Education Professionals (ECE)

Search for individuals and view their MERIT profile. [ Q ECE Professional » ]

Once you have logged in to your account, click on your Grantee/Contractor tab.

Next, click on your Application Queue sub tab.
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Step 3: Select an Early Achievers HS/ECEAP On-Site Evaluation
Request

Hiaime Hews My Record GranbeaiContracion Apphcabions Deganization Search MERIT Logoul
Facilty/Gie Search  ECE Search  Early Achiewers  Application Guee  WELS

MERIT » Grantes/Contractor = Application Quaue

Search Requests
Status: Pending [=]
Request Type: Early Achievers HSECEAP On-Site Evalu @
STARS ID:
DEL Licensor: AN [=]| (Onky bor Facdity Registration)

Applicant First Mame:

Applicant Lasi Mame:
Current Status Datos:

Pending Carie Gonzalez 471072014 12:53 PM

Request ID
336501

To locate a pending application, make sure that the request status is “Pending” and then select “Early Achievers HS/ECEAP On-
Site Evaluation Request” from the Request Type drop-down menu, and click the “Search” button.

The system will display the pending Early Achievers HS/ECEAP On-Site Evaluation Request applications for all of your sites.

When you locate the application for the site you want to review, click on the application to open and review it.
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Step 4: Review the application and change the Request Status

= { Request Status\]

Status History: Not Submitted 4/9/2014 11:33 AM
Pending 4/9/2014 11:55 AM

Request Status:

Motes: -

When you have finished reviewing the application, you may change the Request Status of the application. If the site is not
ready for an on-site evaluation then you may move the request status back to, “Not Submitted” then click, “Save.” The site
may resubmit the application at any time they are ready to move forward.

If the site is ready for an on-site evaluation, you may change the Request Status to, “Approved.”

Click “Save” to approve the application.

The system will automatically send an email to the applicant to inform them of the decision on their application which will

include important information regarding the next steps to receive an on-site evaluation.

Questions? Please Contact: QRIS@DEL.WA.GOV
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