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Early Achievers Grantee/Contractor Registration – 

The Step-by-Step Guide 
 
 

The Managed Education and Registry Information Tool (MERIT) is operated by the Washington State 
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Step 1: Log into your MERIT account at merit.del.wa.gov 
 

 
 
 

 
 

 
  

 
 

To find your username and 
password: 

 

A. Username: Your username will 
always be either your STARS ID 
or the primary e-mail address 
recorded in your MERIT record. 

 

B. Password: If you have 
forgotten your password, you 
may reset it. To do this, click on 
“Forgot Your Password?” and 
follow the instructions. 

https://apps.del.wa.gov/merit/Default.aspx
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Step 2: Access the Grantee/Contractor Registration application 

 
 

 

 

 

 

 

 

 
 

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.  
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Step 3: Enter Grantee/Contractor information 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A. 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. 

B. 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. 

C. 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.  

A 

B 

C 
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Step 4: Create a Grantee/Contractor profile 
 

 

 

 

  

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. 
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Step 5: Review & Submit 
 

 

 

 

A. Review the information 

entered to make sure it 

is all correct 

B. At the bottom of the 

page,  

C. A classroom may be 

defined as one room 

or one group of 

children under the 

supervision of an 

assigned lead 

teacher. Classrooms 

should align with 

licensing rules for 

staff to child ratios 

and maximum group 

sizes. 

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: 

□ I understand that my participation 
in Early Achievers is voluntary.  
□ I have read, fully understand, and 
will abide by the Early Achievers 
Operating Guidelines for Head Start 
and ECEAP. 
 □ 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”.  
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Step 6: Confirmation 
 

 

 

 

 
 

 

 

 

 

 
 

 

 

 

 

 

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. 
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Step 7: View the submitted Grantee/Contractor Registration 

 
 

 
 
 

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  

mailto:QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Role – 

Facility/Site Designation  

The Step-by-Step Guide 
 

 

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

Department of Early Learning 
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Step 1: Log into your MERIT account at merit.del.wa.gov 
 
 
 
 

 
 
 
 
 
 

https://apps.del.wa.gov/merit/Default.aspx
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Step 2: Search for a facility/site 

 
 

 
 

 
 

You may search for a Facility/Site by clicking on the Grantee/Contractor tab and then clicking on the 
Facility/Site button. 
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Step 2: Search for a facility/site (continued) 
 
 
 

 
 
 
 

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).  
 

To search for a particular site, you may enter the site name or keyword in the Facility/Site Name field and click 
“Search.”   
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Step 3: Select and view a facility/site 
 

  

 
 
 

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.  
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Step 4: Facility/Site details and employees 
 

 
 

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.  
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Step 5: Manage employees 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

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. 

A 

B 

C 
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Step 6: Facility/Site designee eligibility  
 

 
 

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 

mailto:QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Role – 

Processing Facility/Site Registration Applications 

The Step-by-Step Guide 
 

 

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

Department of Early Learning 

 

 

 

 



  20  

 

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

 

 

 

 
 

 

https://apps.del.wa.gov/merit/Default.aspx
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Step 2: Locate the Application Queue sub tab 

 

 
 

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 a Facility/Site Registration application 

 
 

 
 
 

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. 
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Step 4: Change the Request Status 
 
 

 
 
 

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 
 

mailto:QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Site 

Management – 

The Step-by-Step Guide 
 

 

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

Department of Early Learning 
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Step 1: Log into your MERIT account at merit.del.wa.gov 

 

 

 

 
 

 

 

 

 

https://apps.del.wa.gov/merit/Default.aspx
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Step 2: Locate the Early Achievers Site Management table 

 
 

 

 

 

 

 

 

 

 

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.  

 

 

A 

B 
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Step 3: Edit the Early Achievers site 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

A 

B 

D 

C 

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

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

Participation.”  

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

C. 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. 

D. 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 
 

 
 

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 

mailto:QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Role – Reviewing 

the Early Achievers Application for Level 3 

The Step-by-Step Guide 
 
 

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

Department of Early Learning 
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Step 1: Log into your MERIT account at merit.del.wa.gov 
 
 
 
 

 
 
 
 
 
 

https://apps.del.wa.gov/merit/Default.aspx
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Step 2: Locate the Application Queue sub tab 

 

 
 
 

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

Next, click on your Application Queue sub tab. 
 
 



  32  

 

Step 3: Select an Early Achievers Application for Level 3 
 
 

 
 
 

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 

 

 
 
 

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 

mailto:QRIS@DEL.WA.GOV
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Early Achievers Grantee/Contractor Role – 

Processing the Head Start/ECEAP Request for On-

Site Evaluation 

The Step-by-Step Guide 
 

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

Department of Early Learning 
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Step 1: Log into your MERIT account at merit.del.wa.gov 
 
 
 
 

 
 
 
 
 
 

https://apps.del.wa.gov/merit/Default.aspx
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Step 2: Locate the Application Queue sub tab 

 

 
 
 

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 
 

 

 
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 

 

 
 
 

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 
 

mailto:QRIS@DEL.WA.GOV

