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Presentation Notes
Voiceover: 
Welcome to TECPDS! TECPDS stands for the Texas Early Childhood Professional Development System. It is a system that aims to support early childhood professionals in accessing resources and tools to help them meet their professional development needs and goals. In this video, you will learn about the Texas Workforce Registry, a part of TECPDS.
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Presentation Notes
Voiceover: 
The Texas Workforce Registry is a web-based database where you, an early childhood professional, can store and access your education and employment history, along with the professional development hours you have completed. This video is an orientation to the workforce registry.

Your free account will allow you to create and update your professional development profile, view your professional development report, and link to your center/facility of employment. The reports made on TECPDS will be used during your center’s Texas Rising Star assessment.
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Voiceover:
So, what are the benefits of having an account?

There are many benefits, including having a free account that you can keep, regardless of where you work. This account allows you to easily upload and enter information about your professional experience, training, and education. Because you work at a TRS center, you can have your work records go through a process of records validation. We will discuss this on the next slide. Due to recent integration work on the CLI Engage online platform, you can now opt-in for a TECPDS account and have direct access to your reports and career lattice pathway level.  Any professional development courses that you complete on CLI Engage will automatically transfer into your workforce registry accounts.

Suppose you have completed any professional development workshops on the Child Care Education Institute (CCEI) platform. In that case, those courses can also be moved automatically into your Workforce Registry account by supplying CCEI with your unique ID number.

One of the most significant benefits of an account is the ability to create a Career Pathway Report and an Individual Profile Report.  These reports help guide providers' future career development, including where you as a user stands on the career lattice, and give suggestions on how you can advance in your profession.
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Voiceover: 
The Texas Core Competencies for Administrators and Practitioners refer to specific, basic concepts, skills, and abilities that early childhood professionals should learn, understand and be able to demonstrate. The core competencies are used within the workforce registry to document the areas a professional is achieving growth within and include the following areas. TECPDS also features core competencies for early childhood specialists who deliver training, coaching and mentoring. Find more information under the Resources on the TECPDS website.
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Voiceover: 
Learn more about the Texas Core Competencies for early childhood practitioners and administrators by completing free training on CLI Engage. This training was designed for use by early childhood professionals to improve the quality of care and education young children receive. 







Visit: tecpds.org/wp/welcome-first-steps/

Presenter
Presentation Notes
Voiceover: 
As we begin, review the Getting Started page and download a copy of the TECPDS Start Guide! This quick guide was created to show you all the features on your TECPDS dashboard. Download a copy, and follow along as we go through your TECPDS account.

If you work for a Texas Rising Star certified provider, be sure to look for TRS-specific information here.
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Voiceover: 
Let's go over the steps to create and access your TECPDS free account.




Who has an account on TECPDS
• Specialist: Early childhood specialists are those 

professionals (regardless of early childhood setting) 
who support practitioners and administrators in 
quality improvement and professional development 
efforts

• Center Director/Administrator: Early 
childhood program administrators are those 
professionals who are responsible for planning, 
managing, implementing, and evaluating early 
childhood programs

• Practitioner: Early childhood practitioners are those 
professionals (regardless of early childhood setting) 
who provide direct instruction and/or care to young 
children
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Voiceover: 
Early childhood professionals are welcome to create a free account on TECPDS! This includes:
Early childhood specialists like mentors, coaches and trainers, center directors, and other school leaders; 
Center Directors/Administrators, such as program administrators, site managers, school administrators, program managers, coordinators, and principals;
AND Practitioners, who provide instruction to young children;


https://tecpds.org/wp/texas-workforce-registry/specialists/
https://tecpds.org/wp/texas-workforce-registry/administrator-account/
https://tecpds.org/wp/texas-workforce-registry/practitioner-account/


Account Set-up Options

• Sign-up through CLI Engage and opt-in to TECPDS
• Access to free professional development and classroom resources
• Certificates automatically deliver to your TECPDS account

• Sign-up through TECPDS
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Voiceover: 
We strongly recommend setting up your TECPDS account by first setting up an account on CLI Engage. This platform offers lots of free classroom and professional development resources for early childhood professionals, and features an easy way to opt-in and create your TECPDS account with just a few steps.
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Voiceover: 
One of the advantages to having a CLI Engage and Workforce Registry account, and using the Opt-In feature, provides you with the ability to have your completed training certificates automatically sent to your account. Go to the Tools & Resources tab on CLI Engage and select Online Learning & Professional Development to look at all of the trainings that can be accessed for free. 
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Voiceover: 
All early childhood professionals can have an account on CLI Engage, which houses free resources for educators and families of children ages 0-6. It only takes a few minutes to set-up.

All you will need is a Google Account to log-in to CLI Engage, which is also free to set-up. Once you have a CLI Engage account, you have the opportunity to create the free Texas Workforce Registry account through an easy opt-in process. To begin, visit cliengage.org, click SIGN UP, and then complete a short form.
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Voiceover: 
After setting up your free CLI Engage account, a pop-up message will appear, inviting you to opt-in for an account on the Texas Workforce Registry. Fill out these quick fields to get started.
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Voiceover: 
On the next screen, be sure to select YES to set-up your TECPDS account.
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Voiceover: 
Next, you will be taken to the Texas Workforce Registry on TECPDS to complete the quick account set-up. We hope you complete all the relevant information, be sure to look for the field marked with the red asterisks, which are required. You will use the same login information for CLI Engage and TECPDS.

After setting up the account, we recommend that you upload education, credentials, work history, and professional development into the new account.  We will be discussing this later in the video.
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Voiceover: 
You can also create your account directly from the account setup page on TECPDS. Click the "sign-up" button on TECPDS at any time.
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Voiceover: 
Visit our how-to guides section, under support to find step-by-step guides to walk through setting up your account on TECPDS, and setting up a Google account, if you don’t currently have one. You don’t need to create a new email address or gmail to use with TECPDS. Follow the steps in our guide to use your current email address to login to TECPDS.

As you can see, find these guides and many more under the HELP tab, and click the "Getting Started" category.
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Voiceover: 
Once your account is set-up, you'll login by clicking the login button at the top of the TECPDS website. Once you click on this, you’ll be directed to the Google sign in page, and then to your Dashboard. 
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Voiceover: 
Now for the fun part! Using your TECPDS account to track and advance on your early childhood pathway... the first step is to enter all of your professional development and career records. Once you complete this you will be able to see just how far along the career pathway you have gone.
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Voiceover: 
Once you log into your new account, you will be directed to your dashboard. Please note that you will always log into the first account you made if you have multiple kinds of accounts such as a center director and a trainer account. If you do have multiple accounts, you will see the others listed across the top of the account. It is easy to switch in and out of different accounts by selecting the account tab you'd like to see. The dashboard includes:
The Workforce Registry ID number, shown here as ID: 52628.  When you go to trainings or workshops, a trainer may ask for your TECPDS ID number so they can send training certificates directly into a your account...but they need your ID number.
The My Account  tab contains details of your account 
The Find My Career Lattice lets you find your career pathway level, based on your professional development records.  
Finally, the Individual Professional Development Profile Report provides you with a document that lists out all of the documents you have entered in a report format. This is an excellent document for showing your history of professional development to others. It can also be used to guide future professional development decisions.

 



Are You a Center Director?
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Presentation Notes
Voiceover: 
Are you the director or administrator of an early childhood program? Be sure to click the button to APPLY to become a center director. This grants you access to additional features to manage your center within TECPDS, including access to the professional profiles for any teachers who opt to connect to your program.
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Voiceover: 
When you click the "My Account" button, you have access to edit or update your personal and professional information in your profile. We'll be going through these sections later in the video.

This view shows a practitioner account, but you might have additional features if you are a center director on TECPDS.
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Voiceover:  
When you visit the Contact/Personal Information page, a popup will appear displaying you contact/personal information. you can select to update this information at any time. It is a good idea to update this page whenever you move, or change email or phone numbers; this way you will always receive the best information from TECPDS.  

We use the primary email address to send updates, important information about the website and scholarship information.




Visit: tecpds.org/wp/welcome-first-steps/
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Voiceover: 
Let's get started completing your professional profile on TECPDS. We'll go through the steps quickly on this video, but come back to the Getting Started page for lots of helpful links.
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Voiceover: 
Scroll down to the blue section with links to helpful step-by-step, how-to guides that go through the process for building your professional profile on TECPDS, including adding work experience, education, credentials, professional development that you have earned throughout your early childhood career.

Note the important step of connecting to your center on TECPDS. As you can see, this is required for professionals who work at Texas Rising Star certified providers.

Visit: tecpds.org/wp/welcome-first-steps/
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Voiceover: 
After setting up accounts, we recommend that you pull together all the documents that you would like to upload, such as education, credentials, work history, and professional development. These can be scanned or use your phone's camera. If you opted into your TECPDS account through CLI Engage, all professional development you earn would automatically transfer into your Texas Workforce Registry account. 

By completing your profile, you will be able to pull reports that document your career pathway and offer steps to continue advancing.
Let's get started going through the set-up of your professional profile.
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As you'll see in the video, you can upload records about you career into TECPDS. In some cases, you will need to upload a document that supports the entry, such as a diploma for your education. 
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Remember, we recommend that before you start entering records that you take the time to locate, scan/photograph and upload documents. This can be done in a variety of ways:

Use a phone to take and save a picture
Take documents to a place with a scanner, such as a library, office max, or a school's office. (These records can then be saved on a flash drive for later addition.)
Documents can also be added by TECPDS registered and non-registered trainers 
CLI Engage and Child Care Education Institute also can upload online training records into accounts when they are connected
You can also grant your Center Director permission to upload records on your behalf.
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Let's add your work experience. 
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From your account, click to update your Employment. 
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Voiceover: 
When you visit the Employment page, a popup will appear with the details of the employment records that have been added (if any).  From here, you can add employment records for current employment and past employment, and don’t forget to input the number of years that you have been in the field.




Presenter
Presentation Notes
Voiceover: 
Next, you'll open a form where you can search for your center or facility of employment, and add additional details about this employment record. You can add as many records as you need to document your early childhood work history. The more fully this section is filled out, the more accurate the career pathway report will be. 
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Sometimes you may need to add information about work experience from other states or closed centers or schools.  Use this form to add the center’s name and details about your work experience.



How Do You Add 
Your Education and 

Credentials?

Presenter
Presentation Notes
Voiceover: 
Now we will explore how you can begin to add your education documents, as well as any credentials that you may have earned over the course of your career.
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From your account, click to update your education. 
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Voiceover: 
This section of your account documents formal Education, specific Early Childhood Coursework, and Credentials or Certifications that relate to Early Childhood Education or Child Development. 

For the first step, enter your highest level of education achieved at the top of the screen. Be sure you have electronic copies of all transcripts and certificates, as you will not be able to complete an entry without a supporting document.
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We recommend starting with the Education section and entering your highest level of education, whether that be a high school diploma or a college degree. Remember, the more completely these sections are filled out the better for your career pathway level report.  
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If a degree is not yet complete, you can still add it, but it will not put a completed date. You also have the option to add a list of courses completed for this pending degree. These go into the Coursework in Early Childhood/Child Development section. 
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The Credentials/Certifications section is for you to identify those early childhood certifications or credentials that you have earned. You may start typing the name of the credential into the text box, and a drop down will provide a list of possible credentials. If the credential or certificate name does not appear, you may type the full name into this box.  
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In this next section, we will explore what you will need to know in order to upload their training and conference documents into your Workforce Registry account.
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Voiceover: 
From your account, click to update your training. 
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Voiceover: 
Add records that document your completion and participation in trainings, workshops or conferences. Each training or conference added will need to be accompanied by its supporting documentation, such as a certificate. You should have electronic copies of any certificates for the record you wish to add to this page.

Document your trainings, based on the section that best fits: 
Trainings/Workshop where you earned a clock hour certificate
CPE Trainings/Workshops where you earned a continuing professional education hour certificate (most likely only for public school teachers)
and Conferences, where you can list the conference and any sessions you attended.






Presenter
Presentation Notes
Voiceover: 
You can enter specific information about each training you've completed here, including the name of the trainer who delivered the training by selecting from the list of trainers who are on the Texas Trainer Registry, or type in the name of the trainer or organization.




Visit TECPDS HTG:
How to Add Training and Conference Sessions
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Voiceover: 
You'll also enter some additional information about the training: learning type, delivery type, and learning type. When you get started completing this section, pause the video and review our how-to guide on entering training. This includes tips on categorizing your training experiences.





Where Can You Add 
Miscellaneous 
Documents?

Presenter
Presentation Notes
Voiceover: 
You can also add other career-related documents into your TECPDS profile. For instance, TRS providers will need to add a few documents that are needed for assessment.  These include items such as:
Resumes
Training Plans 
Training Logs
Orientation Documents
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From your account, click to upload miscellaneous documents. 
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When adding a document, you first arrive at a screen that allows you Add another record. A new screen will appear that lets you enter title and type of document, such as a resume, into the form. Select browse to upload the document. Do this for all documents that do not fit elsewhere. 




Presenter
Presentation Notes
Voiceover: 
We highly recommend completing the quick steps to connect to your center through TECPDS. Please note that this is required for TRS providers and staff. 
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Once you have all of your professional development information added to your profile, it is time to connect your account to your center’s profile. As we mentioned connecting to your center is a required step for TRS providers. Return to the getting started page to see step-by-step instructions to connect to your center as a practitioner or center director.
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Voiceover: 
To begin, click the button to manage center affiliations from your dashboard.

This feature in the practitioner account is designed to allow Practitioners to make their professional development profiles available to their Center Director. This feature, if selected, allows the Director to  view practitioner profile reports, and add records into practitioner accounts., but not edit or delete any older records.
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As a practitioner, when you visit the Manage Center Affiliations page, you will be able to select the ‘Add a Center” feature to search and then affiliate with you desired center. 

Once centers are added, you will become visible on a table in your account, and will be able to review and/or delete the record. You will also be able to authorize and un-authorize the Center Director from editing and/or viewing your information at any time. If you work at multiple centers at the same time, connect to each of them.

Click the options to authorize your director to VIEW or EDIT, if you would like. Please note that this is required for practitioners who work at Texas Rising Star certified providers.
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Voiceover: 
There are additional features for center directors to view reports and upload records into teachers accounts on their behalf, with permission. Center directors can view any practitioners affiliated to their center from the Manage Practitioners button, shown here in the red box.
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Voiceover: 
All of the teachers that have given the center director permission to add records for them will now show up on this screen. Center directors can select the action button at the end of the teachers name to review their account. They may only add records, they may not delete or edit records.  

To add a record on the training/workshops or education pages just select the add button. Center directors may not edit the employment or contact screen. They can add a record just like they would do on their own pages. 
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Now that you've entered all your career information, let's look at your reports that document all of your training, education and work experience. A Center Director has the ability to print out their own individual report as well as one for their staff.  
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View your report by clicking the individual professional development report button. Or, if you are a center director, click the button to view staff professional development reports for all the teachers connected to your center.
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Voiceover: 
The first section of the report shows you a visual display of all of the professional development they have entered, with the top section displaying the last 365 days and the bottom section showing your career professional development achievements. Based on the information you entered into your account, you can see gaps in your professional development and where you fall on the early childhood career pathway.

You will notice that the level bar at the top of the screen has two levels, which may be different. The self-reported level shown in purple documents the level based on all of the documents that you have entered. The verified level in green shows the level based on which documents have been verified. 
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The second part of the report provides a breakdown of all the professional development information entered, including:

Education, Coursework and Credentials
Training Workshops and Conferences; and 
Work Experience 

The report may be many pages long, based on your career and the records entered on TECPDS! On the report you can see the validation status, which will either be Verified, Non-Verified, In Progress, or Deferred. If you are employed by a TRS certified provider, TRS staff will review these reports and look at the status during the assessment period. Learn more about verification status on our website.
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Another report available to you in the career lattice report.
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The career pathway, or lattice, relates a professional's training hours, education, and work experience to a position on the career lattice. From entry-level to level 9, it will calculate your expertise in the early childhood field. With this tool, professionals can advance the career pathway levels by gaining more professional experience or obtaining additional education credentials, such as a child development associate (CDA) credential or a bachelor's degree. Use the career lattice to guide your professional development and growth in the future, as well as assist with marketing yourself to employers and parents.
 

https://www.childrenslearninginstitute.org/media/154228/texas-early-childhood-career-lattice.pdf
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Use the Find My Career Lattice tool to find your career lattice level!  Follow the steps to determine your career lattice level and review tips to advance your career and our state's career lattice. This tool uses the information you've entered in your profile to calculate your level, so we recommend doing this report AFTER completing your account information.
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The career lattice report will provide a career pathway level as shown across the top of the report and an explanation of why this level was received. The highlighted chart shows the user suggestions of how to move to the next level. 
You may receive both a verified and self-reported level, and they may be different based on what records the validator can review and verify as accurate.

In addition, it will provide information on:
Possible employment fields that fit your current level of experience and education
Links to possible scholarship opportunities available, and
Links to early childhood resource pages

Center directors have the option to review these reports for all teachers connected to their center on TECPDS.
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What if you have questions or need help?
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Voiceover: 
If you ever experiences any difficulty while using TECPDS and needs assistance, go to the TECPDS homepage and select the Help button at the top of the page.  You can choose to search for a How to Guide on a subject, or Submit a Help Ticket.
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If you choose to Submit a Help Ticket, you will enter all of the information requested so that our support team can assist you. It may be helpful to include a screenshot of the issue and upload it into the ticket, too. 




Thank you!
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Voiceover: 
Thank you for watching our Texas workforce registry orientation video! Be sure to go back to the getting started page to see helpful links and resources as you set-up your account. We look forward to seeing you on TECPDS soon.
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