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Section 1 Objectives

By the end of this topic, users will...
Sign up for their PDIS Account.
Understand why they must use their personal email address.
Set their language preference.
Enter their required personal details.
Link their account to their employer (agency).
Request Agency Admin credentials.

Know how to make any edits to their profile, if needed.



Section 1 Key Terms

Agency — An early childhood education or care employer.
Agency Admin — An individual from your agency who can edit, approve and verify submissions:
Full Admin privileges allow management of all editable fields for an employee.

Limited Admin privileges allow management of most editable fields, excluding wage
information.



The 3 Steps for First-Time PDIS Users
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Account Setup

PDIS is designed to follow you throughout

your career, which may span several 0 IMPORTANT: If you are directly
employers. employed by ECECD and fulfill the role
of an Agency Admin (ex: ECECD
Families FIRST), please see the

e PDIS is made to help people who work with

children, store and keep their employment
appendix to set up your account.

and training information up to date, no
matter where they work.

= When you set up your account, use your Return to these instructions starting
personal email, not your work email. with Slide 13 — Complete Your Profile.

= This is important because if you change
jobs, your personal email and your login
to PDIS will stay the same!



Creating your PDIS Account

1. Since you do not have an account yet,
Click Sign up now.

2. Enter your personal email address.

3. Click Send verification code to
receive a verification code by email.

N
Signin

Sign in with your email address

Email Address ‘

Password ‘

Forgot your password? c

g !!on’t have an account? Sign up now >

Sign in with your social account

| ECECD Work Login |

£ Cancel

st

inw Muics
Early Childhood
Fehusation & Care [hpsstmend

User Details
e Enter your personal email address

I my personal email@gmail com

e Send venfication code

MNew Password ‘ "

Confirm New Password




Locate your Verification Code
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Check for an email from Microsoft
on behalf of New Mexico Early
Childhood Education and Care
Department.

This email will contain your
verification code.

Copy your verification code to your
clipboard or write it down.

New Mexico Early Childhood Education and e @
Care Department account email verification
code Inbox x

Microsoft on behalf of New Mexi_. [11:24aM (12 minutesaga) &) &

o my. personal emaikZgmail. com

Verify your email address

Thanks for verifying your my personal email@gmail.com  account!
Your code is: 123456 — e Copy this code
Sincerely,

New Mexico Early Childhood Education and Care Department



Enter your Verification Code

1.

2.
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Enter your verification code into the form. Q

User Details
o Enter the code from the email

Verification code has been sant to your inbax. Please copy it
to the input box below.

Code will expire after a few minutes. my persanal email@gmail com
If your code expires, click Send new code -
to get a new code by email.
o
Click Verify code. ‘



Choose a PDIS Password

0 Double check the email you listed. If - 0 Your password must
#rdi
you used a work email accidentally, you i be between 8 and 64
should change this to your personal User Details characters, and
email by clicking on the Change email E i adess verife Yo can ow continue include at least 3 of
button, which will take you through the |t o & the following:
account setup steps again. e A lowercase
character
1. Choose a PDIS password and re-enter Byt
_ | ® An uppercase
below to confirm your PDIS password. O E
character

The password entry fields do not match. Please enter the
same password in both fields and try again.

e Adigit (humber)

| kronfirm New Password 8® |*

o

2. Click Create.
e A symbol character

12



Complete your Profile

Now that you have completed creating your PDIS account you
will be asked a few questions.

1. Select your preferred display language for PDIS. (English or
Spanish).

2. CIICk Confirm. Create New User

English Espariol
es mi idoma preferido.

is my language preference.

e Confirm

13



Complete New User Form

1.
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Complete the form
(All boxes with a *
must be answered).

Click Save Changes.

Create New User

English
is my language preference.

Espariol

es mi idoma preferido.

First Name*

Last Name*

‘ Title A ‘ ‘ First Name Middle ‘ Last Name Suffix
Additional Information
—— Primary Language*
‘ English v ‘ Other Languages Spoken
—— Gender* —— Date of Birth*
‘ Other v ‘ 01/09/2000
Race* Ethnicity*
‘ Some other race v ‘ Prefer not to say

9 [ save Changes




Request Agency Admin Credentials

=) Help and Support .
To have ECECD establish s i 0 You_ will be.
dmin: Browse Helpful Resources aSS|gned e|ther
you as an Agency A Visit the help section in the Resource HUB to access specific help topics FULL or LIMITED
agency privileges,
1. Go to Help and Support c Ask ECECD a Question based on the level
— Ask ECECD a of information you
QUEStiOﬂ. What type of problem are you experiencing?* - need to access.
. . Full privileges
2. Select Technical Describe your question Technical Support @ allow management

Support from the How-To/Guidance Of a” editable
dropdown menu. Make General Inquiry fields for an
a request, including the Feedback and Suggestions employee.
information on the next e Limited privileges
page, to be established allow access to
as an Agency Admin, ECECD Contact Information most edrtable.
:Ieb:fylited mfps;//w:«w.nrgececd.og . fields, exc|ud|ng
a mai P |s—suppor ecec .nm.gov ecec .nm.gov . -
3. Click Send. wage information.
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Gather Agency Information

Before you request your agency admin credentials, you will need the following information
about your agency to submit along with your request in the Help and Support tab:

 EPICSID.

* Location Name.

* Location Address.

* Program Setting(s).
* Counties Served.

e Phone.
e Website URL.

16



Edit your Profile

s ¥ ® My Profile

NEW MEXICO

Early Childhood

If you need to edit details
. My Profile First Name Last Name S
from your profile later. 1 Oz

My Affiliations

Q@ My Goals Primary Language Other Languages Badged Credentials
1 G M P f- I English Spoken
. Go to My Profile. o -
D My Documents Primary Email _
avachavezpdis+prod@gmail.com Secondary Email
(‘D My Reports Phone

(555) 555-5555

2. Click Edit Profile. -

Create New User

3. Make changes and
Title v First Name Middle Last Name Suffix ¢
.
click Save Changes.
Additional Information
—— Primary Language*
English v Other Languages Spoken v
Gender* Date of Birth*
Other v 01/09/2000 ‘
Race* Ethnicity*
Some other race v Prefer not to say h
@
“d

17



Section 1 Frequently Asked Questions

Question: Where is my PDIS £y (@ My Profile
Early Childhood
N u m be r? Education & Care Department
Answer: Your PDIS number is located under My Profil First Name Last Name

PDIS Numberj LAST-00002H

your name on the My Profile page. — /

. , . Q My Goals Prim.ary Language gﬂ:(;l;anguages
Question: Why can’t | edit some English "
fields? D My Documents Prim:ry Em:?l i@ ; 8 F—

H avachavezpdis+prod@gmail.com econaary Emal
Answer: Some fields may be tied to your S HyRegors e s 5555
background check and can not be changed —
within PDIS.

18



Section 2 — Roster Management



Section 2 Table of Contents

e Objectives

e Key Terms

e My Agencies — Navigation

e The 3 Steps to Your Employee Roster

e Editing Your Employee Roster

e Frequently Asked Questions

e Help and Support

20



Section 2 Objectives

By the end of this topic, users will...

21

Know how to update your employee roster to add or remove an employee.
Know how to send a new employee an invite to join PDIS.

Understand the difference between Active, Pending, and Inactive Affiliations.
Know how to update an employee’s profile information, role, or wage.

Know how to link a background check for an employee.



Section 2 Key Terms

Affiliation — A relationship where an early childhood professional is employed by an agency.

Agency — An early childhood education or care employer.

Agency Admin — An individual from your agency who can edit, approve and verify submissions.
Full Admin privileges allow management of all editable fields for an employee.

Limited Admin privileges allow management of most editable fields, excluding wage

information.

Employee — An early childhood professional.

22



My Agencies — Navigation

1. Click My Agencies from , - . S ——————

the Agency Tools menu. s

NEW MExico
Early Childhood
Education & Care Departmer

Agencies

My Profile

. . All Agencies ECECD Program # in PDIS Roster Star Rating Counties Served Active
V R My Affiliati
2. Click View Roster for the L]y attiations -~ _ _ :
& Child Care Center 3 Bernalillo Yes View Roster

B ©

roster you would like to v e vomsvervose |3 =] oours
D My Documents
m a n a ge ° (r) My Reports
[E] Resource HUB
E,_] Help and Support
@ My Settings

If you have permission to manage S Agency Tool o
multiple Agency Rosters, they will
all appear on this list. 8 damc por
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My Agencies — Agency Profile Information

At the top of the page, you

Location »

will notice information
about your agency, like the: ~ ABcD123 Child Care [ cair

FRIS Mumbar) ORG-00000H | ECECD License # (0 applicabla)

/ Program Setting Current Star Rating FOCUS Expiration
Child Core Center - =

e PDIS Number for your

A Last Updated By Phone Mumber* A.dﬂd ress Counties Served
ge n Cy- Firstname Lastname {503} 5551212 132 Main Stre=t NE Bernalille
Albugquergue, N 87110
® |nf0rmat|0n a bOUt yOU r Origin Program Director Mame Program Director Email Agency Website URL
PDIS Firstnames Lastnams personal emailEgmail. com
agency.

Employee Roster Active (3) Pending (0) Inactive (0} + Add Employee

Agency Profile information can be edited
only by ECECD. Please reach out to them for
any changes.

24



The 3 Steps to Create Your Employee Roster

2

Add Employees Invite Employees
with PDIS without PDIS

Accounts. Accounts to Join.

3

1

Understand
Active, Pending,
& Inactive
Affiliations.

25



1 Add Employees with PDIS Accounts

If your employee already has
a PDIS account.

From My Agencies | View
Roster:

1. Click Add Employee.

2. In the Create Affiliation
form, enter their PDIS
number (which they will
need to give you).

3. Enter the employee’s job
details and Save Changes.

26

e o

Employee Roster
Active Employees (3)

Jane Doe

DOE J-000005 1 Goals in Progress

LG degimin

A e

The employee will be notified of
your request to affiliate with
them.

They will need to go to their My
Affiliations page and confirm the
Pending request and complete
the affiliation.

Active (3)

Pending (0}

Create Affiliation

Account Found

User Name

First Name Last Mame

Date of Hire*

Job Title*

Employment Type*

Ages Worked With

Inactive (

o) + Add Employes
X

or ‘ Invite User To PDIS ‘

User Email

Fir.

Pending

stName.LastName@gmail.com

Wage Type™

Cancel Save Changes
g




Invite Employees without PDIS Accounts

If your employee does not have a PDIS account o
1_ C||Ck Add Employee. Employee Roster Active (3) Pending (0) Inactive (0)
. . Active Employees (3)
2. Click Invite User To PDIS. o
=] DOEJ-000005 1 Goals in Progress

3. Enter employee’s personal S

email address. N Ittt ettt e At P sttt
4. Click Invite User. Create Affiliation

Invite User x Search by POIS Number aF Invite Usar To PDIS
e Primary Email

Once the professional creates an account, you will need to enter their PDIS Number to add them to your
roster.

PEEPEEEE S -
Dcatin ol s e Ao e [ -

Cancel B> Invite User o
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Additional Information on Adding Employees

If your employee does not have a PDIS account

The employee will receive an email in English and Spanish
with a link to PDIS, instructions on how to set up their profile
and how to request an affiliation with your Agency.

When you are notified of their request to affiliate, you may
then confirm their Pending request and complete the
affiliation.

If the employee already has a PDIS account, they may click
the link in the email to log in and follow the instructions to
request an affiliation with your Agency. Alternately, they may
give you their PDIS number and you may follow the steps on
the previous page.

28



Understand Active, Pending, & Inactive Affiliations

Your roster includes all
individuals that have an
affiliation with you.

A. Active Affiliations: users who
are currently affiliate with Fmployee Roster @ e o e
your agency. e e
First Mame Last Name
B. Pending Affiliations: users o PR t
that are waiting to be First Name Last Nome
affiliated with your agency. ol NEwToo00r R ‘
C. Inactive Affiliations: users that — e LAfTO%000H ‘
used to be affiliated with your
agency.

29



Active Roster —Collapsed View

Each employee in your roster has a row that expands and collapses.

When collapsed you can view:

A. Employee Name.
B. Job Title.

C. PDIS Admin badge (if
they have been granted
admin privileges to also
manage your Agency’s
roster).

D. PDIS Number.
E. Background Check

30

Empln]raa- Roster Active (1) Fending {0}

Active Employees (3)

@ First Name Last Name
Direcir DOE J-000005

POS Admin

() Background Check 1 Goals in Progress

@ First Name Last Mame
11111111 NEWT-00000% 1 Goals in Progress

LAST-0D002H

uuuuuuuu

o

+ Add Employes

+9 1 Unverified Documents @
£
L

Number of Goals in Progress.

G. Number of Unverified Documents.




Active Roster —Expanded View

Each employee in your roster has a
row that expands and collapses.
When expanded, you can perform
Roster Management functions:

Employee Roster Active (3) [ Pending (0) J [ Inactive (0) ]

Active Employees (3)

@ First Name Last Name
Direct DOEJ-000005 ¢

A. Go to an employee’s PDIS profile o e .
and click View Profile as Admin. Q= .. .. @

FING. Aaiwan
. ° |
B_ VIeW and Manage Actlve GoaIS¢ - ? Annual - Child Care Home (Registered) ?}r;;;iﬂ :_‘:;?;;;d ::"mﬂﬂ“m} -~
Document Document
. . O Name Date Areas of Competency Hours Status Actions
C. View, Manage, and Verify _ , A
.EI Training 2/11/2025 2::;2:::2? Children and Programs,Family and Community 5 (Nor Verified) [ : ] [ o~ ]
Documents attached to Goals.
9 fj:::.;.w‘ Last Name LAST-00002H L1 ’

D. Click the three-dot menu to
access other Roster
Management functions.

31



Active Roster — Additional Functions

As an employer, you can access Roster Management functions using the three-dot menu on the active employee’s
Expanded View.

Click the three-dot menu to access these
ROSter Management functlons, Employee Roster Active (3) [ Pending (0) J[ Inactive (0) ]

Active Employees (3)

 Manage Employee’s Affiliation - update

. . . . First Name Last Narme
job details like title and wage. o e so000 <
* Manage Employee’s Goals. R
@ Toacher MEWT-000009 Wiew Profile as Admin : A
¢ Manage Employee’s Documents' o Manage Employee's Affiliation
. ? Annual - Child Care Home (Registered) ) .
 Allow Employee to Manage this Roster — Manage Employee's Goals
. . SO st reas of Competenc ctions
grant employee permission to do e Date freosereemeeteney Manage Employee’s Documents
everything you can do as a PDIS Admin for D mews  wwes ST ey o veagemsroser ([0 ]
thlS Agency’s Employee Roster. - Request FOCUS Equivalency for Employee
6 First Name Lost Name | . i

O o Thnge [ Remove Employee from Active Roster
« Request FOCUS Equivalency Review -

e Remove Employee from Active Roster —
(Disaffiliate) use if the employee no
longer is employed with you.

32



Pending Roster

Your Pending Roster will show

you pending affiliation request
that your employee might have
sent to you:

1. Click Pending.

2. To confirm a request and add
the employee to your Active
Roster, click Make Active (or
you may Decline Affiliation
Request).

3. For Active employees, enter
the employee’s job details on
the Create Affiliation form
and Save Changes.

33

Employee Roster

Panding Employees

Firstdame LastName LAST-123ABC

Active (1) Fanding (1) Inactive (0) + Add Employee

Decline Affiliotian Request Make Active

Create Affiliation

Date of Hire*

Job Title*

Employment Type*

S Wage*

Ages Worked With

Wage Type*

Cancel B Save Changes e
g




Inactive Roster

The Inactive Affiliations section keeps
a record of your Agency’s previously
affiliated employees.

Employee Roster [ Active (2) J [ Pending (0) J Inactive (1) + Add Employee

9 First Name Last Name Date of Hire Termination Date

Inactive Employees

Teacher LAST-00002H 1/23/2025 2/12/2025 View Profile as Admin i A

A. Click View Profile as Admin —to
see a snapshot of this employee’s

profile from the date of Employee Roster (hctive » ) penaing @) ] 1nacrive o * (D)
termination. If the employee is re- Inactive Employees .
hired, you can use the three-dot | _

. e Firstname Lastname | o\ o000 o :;t:;;:;r; remmation Date o
menu to Request Affiliation. ha

5. If the employee initiates a
Disaffiliation, you will be prompted Enter Termination Date
)Y P p

to enter the termination date: Termination Date

1. Click Set Termination Date.

2. Enter Date of Termination PRI © o Enpioses tram Activs Roster | b
then click Remove Employee
from Active Roster.

34




Editing Details of Employees on Your Roster

a

Link Background
Check.

1

Edit Profile
Information.

35

2

Change Role.

3

Change Wage.




1 Edit Employee Profile

Employee Roster

Use the Active, Expanded View to access the
path to view your employee’s profile page.

Active Employees (3)

FirﬂN-umtl.uanm
1. Expand the Employee row. — e

@ Firstname Lastname
Teacher NEWT-000009
FOHS hmen

2. Click View Profile as Admin.

Active (3) [ Pending (0) J[ Inactive (0) J + Add Employee

? Annual - Child Care Home (Registered)

Areas of Competency

Assessment of Children and Programs,Family and Community

Collaboration

View Profile as Admin

Gool S5tart Target End  Completed

1172025 1172026 0 of & Hours (09%) e

Actions

J(o -]

Hours Status

5 (No? Verified> [ H

3. Make sure you have opened the correct O Document Document
employee. You are now viewing the O Tining 2112005
employee’s profile page.

4. If you need to update one or more fields in n ¥
the employee’s profile, click Edit Profile. =

My Profile
My Affiliations

My Goals

Some fields may be tied to other ECECD
systems and cannot be changed within PDIS.

My Documents

O DI W

My Reports

Viewing

First Last
Teacher

Primary Language
English

Primary Email

First Last's  profile (NEWT-DD0D00F) as admin

“ Return to your roster

Other Languages Badged Credentials

Spoken

dary Email

Phone
(555) 555-5555

il.com

36




2 Change Role (1/2)

Use the Active, Expanded View to access the
path to view your employee’s profile page.

1. Expand the Employee row.
2. Click View Profile as Admin.

3. Make sure you have opened the correct
employee. You are now viewing the
employee’s profile page.

4. If you need to update one or more fields
in the employee’s job role, click Manage
under Current Affiliations.

Some fields may be tied to other ECECD
systems and cannot be changed within PDIS.

37

Employee Roster

Active Employees (3)

©

First Name Last Name

Direcir
PO Adrein

Active (3) [ Pending (0) J[ Inactive (0) ] + Add Employee

DOET-000005

o

o

O

O

Firstname Lastname

Taacher
FIHE. Aderan

Annual - Child Care Hoeme {Registered)

Document
Name

Training

View Profile as Admin

NEWT-000009 : O

Goal Start  Target End  Completed
1/1/2025 1172026

0 af & Hours (0%) e

Document

Areas of Competency Hours Status Actions
Date
Assessment of Children and Programs,Family and Community e .
2/11/2025 X 5 Not Verified H o v
Collaboration

® My Profile

Viewing .

profile (NEWT-000009) as admin... € Return to your roster

o‘

Current Affiliations

RS21

Job Title ECECD

Teacher 2 Program
Child Care

Center

Role Effective  Employment
Start Date Type

7/1/2025 Full Time

Ages Worked Wage
With $20.25 Per

>3, 4,5, [
Years Old




Change Role (2/2)

When you are viewing an Employee’s
profile and details, you will see a
banner at the top of the page.

1. Make sure you have
opened the correct
employee.

2. Click the three-dot menu
and select Change Role.

3. Add new Job Title and
other required job details.

4. Click Save.

38

rn':] My Affiliations

Viewing First Last's  profile (NEWT-000009) os odmin 1 Return to your roster

My Profile =

First Last

Teacher

Active {1} Inactive {0) Pending (0) Add Mew Affiliotion
Efmployer Marme ECECD License o (If applicable) Lacation Date of Hire wage Job Title
] ABCD123 Child Care 1712025 $1.00 Per Hour  Teacher View E]

ns Change Wage

Change Role
Change Role e

Current N Updated .
1 lew or Update: Hlslow

Job Title*

Role Effective Start Date

Employment Type

No



3 Change Wage (1/2)

Use the Active’ Expanded VieW to access the Employee Roster Active (3) [ Pending (0) M Inactive (0) ]
path to view your employee’s profile page. RO T

@ First Nome Last Name

Diirecir DOET-000005 Q
1. Expand the Employee row. poes e

@ Firstname Lastname @
Toacher MNEWT-000009 Wiew Profile as Admin :
. . . . FOHS hmen
2. Click View Profile as Admin. e e e
? Annual - Child Care Home (Registered) 17152025 1/1/2026 0 of & Hours (09) i
Document Document .
3 . M a ke s u re yo u h ave O pe n ed t h e CO rre Ct d — - Areas of Competency Hours Status Actions
employee. You are now viewing the O renng e cmmpenpenerenareommmm ot g ERIEEN

@ My Profile

Viewing . profile (NEWT-000009) as admin... 9 Return to your roster

employee’s profile page. e

4. !f you need to updgte one or.more fields o 0 ‘
in the employee’s job role, click Manage

under Current Affiliations.

Child Care

Some fields may be tied to other ECECD

Role Effective = Employment

systems and cannot be changed within PDIS. s oA
i s e
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Change Wage (2/2)

When you are viewing an Employee’s

profile and details, you will see a
banner at the top of the page. G o BRSNS

a1 My Affiliations

Viewing Jonathan Mewton's profile (NEWT-000009) os cdmin 1 Return to your roster

Active {1} Inactive (0) Pending {0} Add New Affiliation

1. Make sure you have

Employer Name ECECD License o (If applicable) Loeation Date of Hire Wiage Job Title
opened the correct .
@] ABCD123 Child Care /172025 $1.00 Per Hour  Teacher View E]
employee. —
Change Rouee
Histary

2. Click the three-dot menu
and select Change Wage.

Change Wage

Only Agency Admins
with FULL privileges can
edit wages. Those with
limited privileges are
unable to access this

o information.

Current Wage

3. Enter the new wage and
select Per Hour or Per Year.

Per Hour ~

T

4. Click Save.

40



View Job History (1/2)

Use the Active, Expanded View to access the
path to view your employee’s profile page.

Employee Roster

Active Employees (3)

o
©

"

First Name Last Mame
Direcior
POES Adrein

1. Expand the Employee row.

Firstname Lastname
Teacher
FIHE hdwan

Click View Profile as Admin.

DOET-000005

NEWT-000009

Annual - Child Care Home {Registered)

Active (3) [ Pending (0) ][ Inactive (0) ] + Add Employee

@
O

0 of & Hours (09%) i

Wiew Profile os Admin

Goal Start  Torget End  Completed
17172025

17172026

(] Document Document Areas of Competency Hours Status Actions
3. Make sure you have opened the correct Name
Training 2/11/2025 Assessment of Children and Programs,Family and Community s (Not Verified\ . W ( N - W

employee. You are now viewing the =

® My Profile

employee’s profile page.

If you need to update one or more fields
in the employee’s job role, click Manage
under Current Affiliations.

Some fields may be tied to other ECECD
systems and cannot be changed within PDIS.

41

Viewing . €9 Return to your roster
g Y

profile (NEWT-000009) as admin...

Current Affiliations

0‘

RS21

Job Title ECECD

Teacher 2 Program
Child Care

Center

Role Effective = Employment

Start Date Type
7/1/2025 Full Time
Ages Worked Wage
WL $20.25 Per
2,3,4,5,6+

Hour
Years Old



View Job History (2/2)

m] My Affiliations

When you are viewing an Employee’s
profile and details, you will see a

Teacher

Viewing Jonothan Mewtor's profile (NEWT-D00009) os cdmin

banner at the top of the page. @ Josephina Newpetson 0

My Profile = My A

1. Make sure you have opened
the correct employee.

Active {1} Inactive {0} Pending {0)

Employer Name ECECD Licensa & (If applicable)

#] ABCDMI3 Child Care

2. Click the three-dot menu and
select View History.

Affiliation History

The History window will list
your Agency'’s current dffiliation
as well as any past affiliation
details for this employee.

Affiliation Start - 1/6/2025

Job Title
Teacher

Role Effective Start Date
1/1/2025

Ages Worked With
4, 5 Years Old

3. Click the X to close this
window.

42

Location

Date of Hire

17172025

Employment Type
Other

Less Than 20 Hours Per Week?
Yes

Wage
15.00 Per Hour

wage

£1.00 Per Hour

i Refurn to your roster

Job Title

Teacher

Add New Affiliation

el 4o E]

Change Wage
Change Role

History




4 Link Background Check

Starting on the My Agencies | View Roster
page, use the Active, Expanded View to
access the path to view your employee’s
profile page.

1. Expand the Employee row.

2. Click the three-dot menu and select Link
EPICS Background Check to Employee.

3. Enter EPICS Person ID & Click magnifying
glass icon. If a match is found in EPICS, the
result will display.

4. Click Link EPICS Person ID. You’ll be
prompted to verify the match. After
verifying, click, Yes, Link Background
Check.

43

[— EPICS Person ID

Employee Roster

Active Employees (3)

First Nome Last Name
Direcor DOE.T-000005
POES Admin

Active (3) [ Pending (0) ][ Inactive (0) ] + Add Employee

00

@ Firstname Lastname
Teacher NEWT-000009

FIHE haewan

? Annual - Child Care Home (Registered)

Link EPICS Background Check

PDIS Name

(ICEK-000APP)

PDIS Date of Birth
1993-10-25

EPICS Person ID Found

EPICS Name

Cancel

EPICS Date of Birth
Matches

© Link EPICS Person ID e

View Profile as Admi ‘.’

Manage Employee's Affiliation

Manage Employee’s Goals
Manage Employee's Documents
Allow Employee to Manage this Roster

Request FOCUS Equivalency for Employee

Link EPICS Background Check to Employee

i f‘ Remove Employee from Active Roster




Section 2 Frequently Asked Questions

Question: How can | change my agency profile information?
Answer: This can only be done by ECECD. Please reach out to us (PDIS-support@ececd.nm.gov) for
any changes that are needed.

Question: What is my employee’s PDIS number?
Answer: If you are trying to add an employee to your Active Roster, your employee will need to give
you their PDIS number after they have created a PDIS account.

Question: What is my employee’s EPICS number?

Answer: If you are trying to link an employee background check, your employee will need to give you
their EPICS number after they pass their background check.
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Section 3 Objectives

By the end of this topic, users will...

Be able to manage an employee’s goal supporting documents, including:
Adding,

Previewing,
Downloading,
Editing,

Searching & filtering.

Request a FOCUS Equivalency Review.
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Section 3 Key Terms

Affiliation — A relationship where an early childhood professional is employed by an agency.

Agency — An early childhood education or care employer.

Agency Admin — An individual from an agency who can edit, approve and verify submissions.
Full Admin privileges allow management of all editable fields for an employee.

Limited Admin privileges allow management of most editable fields, excluding wage
information.

Employee — An early childhood professional.
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Manage Documents — Navigation

Employee Roster Active (3) [ Pending (0) ][ Inactive (0) ] + Add Employee

Active Employees (3)

In PDIS, the relationship between an

. First Nome Last Name
employee and an employer Agency is S DOE-000005 Q
called an Affiliation.
@ Firstname Lastname @
T HEWT-000009 View Profile as Admin i
Starting on the My Agencies | Q@ Annual - Child Care Home (Registered) Honage Employess Afflletion et ~
Manage Employee’s Goals
View Roster page, use the Active, O Neme " oae " Areasof Competency Manage Employee's Documents
Expanded View to access O Teiig s O o Employee o Manage his Roster | L)
DOCU ment Ma nagement fo r yo ur Request FOCUS Equivalency for Employee
D ocuments

em p I Oyee . — o Remove Employee from Active Roster

1. Expand the Employee row. @JD Or you can View Profile As
0 Admin, scroll to the bottom of
2. Click the three-dot menu and . Sy —— the employee’s profile page,

S e I e Ct M a n a ge E m p I oye e’s Di Title and Descripti D Type Date Completed / Issued Areas of Competency Attached To Goal Actions an d CliCk On Vie W A II
Documents. BoSEme o as : - 3] Documents to get to the
SR ey TR employee’s Documents page
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Manage Documents — Functions

50

1_

Add
Documents.

2_

Edit
Documents.

3_

Download
Documents.

4_

Preview
Documents.

5_

Search &
Filter
Documents.




1 Add Documents

Starting on the My Agencies | View
Roster page, use the Active,
Expanded View to access Document

D My Documents

Viewing Jane Doe's profile (ISBE-0009GJ) as admin € Return to your roster

Jane Doe

Management for your employee. (1) @ Sl

When you are viewing an e

. . My Profile >
Employee’s profile and details, you ’ | |
. Q ¥ Document Type ‘
will see a banner at the top of the | |
p a g e . Document Title and Description Document Type Date Completed / Issued Areas of Competency Attached To Goal Actions
) g:s:g::’ Degree Diploma,/Degree 2/1/2025 - Yes @
1. Make sure you have opened the
Items per page: | 25 - 1-1of1

correct employee.

2. Click Upload Document.
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Add Documents — Add Details
1. Click inside the upload box and select the file

you want to upload. o _____________________________________________________________________________________________________________________________
| Drop your file here or browse...
2. Choose the correct Document Type. Supports Image and Documernt Files
""" e
3. Fill in the Required Fields for that Document Training - }

Type. 9

Name of Course or Training*

4. Click Save Document.

Document Description

File size must be less than 10 MB.

Supported file types include:

* PDF ) DOCX/DOC Areas of Competency -
 JPEG/IPG = PPTX/PPT
Infant and Toddler Training?

* PNG o XLSX/XLS
L GF oS

* HEIC
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2 Edit Documents

D My Documents

Sta rting on the My AgenCies I View Roster 1 Viewing Jane Doe's profile (ISBE-0009GJ) as admin € Return to your roster
page, use the Active, Expanded View to
Jane Doe
access Document Management for your @ Teacher
em pIOYee. My Profile >
‘ Q sear ‘ [ X Document Type J Upload Document 7
1o Make Su re you have Opened the CorreCt Document Title and Document Date Completed / B OISy Attached To Actions
em IO ee. Description Type Issued Goal
p y e & My Training Certificate Training 1/15/2025 Assessmir.‘-:,;i:mhzdren ond No 9@

2. Find the document you want to change.

3. Click the three-dot menu and select Edit
Document.

Edit Document

¢ Edit Document

Download Document

oS

Preview Document

&

Delete Document

4. In the Edit Document window, make
changes and click Save Changes.

Document details may be edited before the document is
attached to a goal. Document Type and Image may not be
edited. Instead, create a new document with the correct
type and/or image
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3 Download Documents

Starting on the My Agencies | View
Roster page, use the Active,
Expanded View to access Document
Management for your employee.

1. Make sure you have opened the
correct employee.

2. Find the document you want to
download.

3. Click the three-dot menu and
select Download Document. The
Document’s image file will
download to your device.
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D My Documents

Viewing Jane Doe's profile (ISBE-0009GJ) as admin

Jane Doe a

€ Return to your roster

Teacher
My Profile > My L
Q, Search Docume ‘ [ X Document Type ] Upload Document 7
Document Title and Document Date Completed / Attached To .
L Areas of Competency Actions
Description Type Goal

e & My Training Certificate Training

Assessment of Children and

Programs

o7

. 9

Edit Document
Download Document
Preview Document

Delete Document




4 Preview Documents

Starting on the My Agencies | View Roster
page, use the Active, Expanded View to
access Document Management for your

employee.

1. Make sure you have opened the correct
employee.

2. Find the document you want to preview.

3. Click the three-dot menu and select
Preview Document.

4. If the file type supports Preview, the
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document will display in a pop-up
window.

You may preview PDF and picture files
(JPG, PNG, GIF, HEIC). Preview is not

available for MS Office (DOC, PPT, XLS) or

CSV documents.

D My Documents

a Viewing Jane Doe's profile (ISBE-0009GJ) as admin € Return to your roster

Jane Doe
Teacher
My Profile > )
Q X Document Type ] Upload Document ¥
Document Title and Document Date Completed / Attached To .
L Areas of Competency Actions
Description Type Issued Goal
P oge . Assessment of Children and e
e D My Training Certificate Training 1/15/2025 B No @
V4 Edit Document
File Preview: My Training Certificate i, Download Document
[ Preview Document
@) Delete Document

ﬂ Preview might be blocked by your browser settings



5 Search and Filter Documents

[ My Documents

Starting on the My Agencies | View

Roster page, use the Active, Expanded

View to access Document Management @
a Jane Doe

Teacher

for your employee.

My Profile >

1. Make sure you have opened the o (e e | (RS
CorreCt employee' Document Title and Document Date Completed / A fC g Attached To Acti
. (I} My Training Certificate Training 1/15/2025 Assessmi’:;g:::‘zdre" LT No @
2. Enter four (4) or more letters to in the
Search Documents box to find X
matChes based on: [] Background Check - Annual Signed Statement
* Document Title and Description. [J certification
e Area of Competency. O DiplomayDegree
OR [] First Aid/CPR
Use the Document Type filter button -
icense
to restrict the visible list by one or
[J Quorum Training
more document types. .
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Manage Documents — Other Features

A document will indicate who added it:

57

* You

* Another Agency Admin
* Your employee

* Quorum elearning

Quorum elLearning Training
Some documents will be sent to from Quorum.

Your employee’s PDIS Number will need to be entered into
their Quorum elearning profile on the Quorum website to
connect the two systems and import their Quorum
training documents.

Completed training from Quorum will come over to PDIS
automatically and cannot be further edited.

My Certificate

Uploaded by First Name Last Name

Date Completed
1/15/2025

Document Type
Training

Reminder



@ Requesting a FOCUS Equivalency Review

You may submit a FOCUS
equivalency review request on
behalf of your employee by
following these steps:

1. From your Agency Roster click
the three-dot menu for the

individual that needs the FOCUS

Equivalency review.

2. Click Request FOCUS
Equivalency for Employee.

3. Complete the FOCUS
Equivalency Review Request
form and click Send Request.
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Employee Roster

Active Employees (3)

Active (3) [ Pending (0) ][ Inactive (0) ]

First Nome Last Name
Direcor DOE.T-000005
POES Admin

+ Add Employee

@ Firstname Lastname
Teacher NEWT-000009

FIHE haewan

? Annual - Child Care Home (Registered)

| FOCUS Equivale i
6 First Mame Last Mame

Teachar

Would you like to re

Document Document
O Areas of Competency
Name Date
Assessment of Children and Programs,Famil
(] Training 2/11/2025 9 ’

Collaboration

LAST-0000ZH

View Profile as Admin

Q

Equivalency Requested

What specifically from your transcript do you believe satisfies this requirement?

Manage Employee’s Affiliation

Manage Employee's Goals

Manage Employee's Documents

Allow Employee to Manage this Roster
Request FOCUS Equivalency for Employee

Remove Employee from Active Roster

[

} lﬁ
Actions




Section 3 Frequently Asked Questions

Question: | uploaded a document, but it does not appear. Why?
Answer: Clicking the refresh button in your browser should fix this issue.

Question: What file types can | upload?
Answer: Files must be one of the following types: PDF, JPEG (JPG), PNG, GIF, DOCX (DOC), XLSX (XLS),
PPTX (PPT), or CSV.

Question: What is the maximum file size | can upload?
Answer: Files cannot exceed 10 MB.

Question: | can't edit or delete a certain document. Why?
Answer: You cannot edit a document if it is attached to a goal and verified by your employer or ECECD.
You cannot edit a document that is attached to a goal.

Question: Why does preview not seem to be working?
Answer: Only images (JPEG, JPG, PNG or GIF) and PDFs support previews. Previewing PDFs might be
blocked by your browser settings.
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Objectives
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Section 4 Objectives

By the end of this topic, users will...
Manage an employee’s goals, including:
Adding,
Editing,
Invalidating & Reactivating,
Attaching Proof of Training, and
Verifying Proof of Training.

Understanding how to use attachment functions such as preview, download, edit, and remove
to attach documents to goals.
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Section 4 Key Terms

Affiliation — A relationship where an early childhood professional is employed by an agency.

Agency — An early childhood education or care employer.

Agency Admin — An individual from your agency who can edit, approve and verify submissions:
Full Admin privileges allow management of all editable fields for an employee.

Limited Admin privileges allow management of most editable fields, excluding wage
information.

ECECD Admin — An ECECD employee who can edit, approve and verify submissions.

Employee — An Early childhood professional.

Goal — A planned training path, OR a credit or hour requirement for professional development.
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Goals — Overview

A Professional Development Plan is made up of one or more professional development goals.

Create Attach Verify

Goal Document Attachment

Set the required Attach training certificates Your employer may verify When % Complete
number of training (or other documents) to the attachments for accuracy in meets or exceeds
hours to meet the goal. goal and enter the preparation for ECECD site visit 100%, the
associated training hours. verification. professional
development goal
ECECD verifies proof of training has been met.
0 If the total hours in attached documents separately. Only ECECD

exceed the total hours for the goal, % verifications officially count
Complete will exceed 100%. toward program compliance.
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Manage Employee Goals — Navigation

From My Agencies | View Roster
screen:

1. Select the correct employee.

2. Click View Profile as Admin.

3. In the Professional
Development Plan section of
the employee’s profile page,

Click Manage (Employee’s)
Goals.

65

@ Help and Support

@ My Settings

8y Agency Tools

Employee Roster

Active Employees (3)

c@ Ava Chavez

Teacher ABCD-123ABC

'Q Train on Childhood playtime techniques

Active (3)

View Profile as Admin

Goal Start  Target End Completed
12/18/2024 6/30/2025 0 of 2 Hours (0%)

v

® My Profile

Viewing Joseph Doe's profile (ISBE-0009G.J) as admin




Manage Goals — Functions
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1_

Add a New
Goal.

2_

Edit a Goal.

3_

Inactivate &

Reactivate a
Goal.

Attach
Proof of
Training.

Verify Proof
of Training.




1 Add a New Goal

@ My Goals

Starting on the My Agencies | View P 1
Roster page, use the Active, Q -

Expa nded VieW tO a CCESS Ma nage Goals Start Date Target Date Affiliated With Goal Total % Complete Has

(Hours or Attachment

Employee’s Goals for your employee. create

Other: Train on Childhood playtime RS21 Test
techniques 12/18/2024 6/30/2025 o — 2 Hours 0 Yes
optional description gency

From the My Goals screen:

Cut the Cooties! Communicable
Dis Pi ntion Beata's Test

e _ens‘ reve . 1/2/2025 4/2/2025 2 Hours 0 No
This course covers the CCDF topics of Agency

1. Click Add New Goal to open the
Create Goal window.

Create Goal

Goal Settings

Employment Requirement

@ Yes
O No

Employment Requirement should be
Yes unless you are creating a personal
goal that is not linked to any Agency
employer.

Other

Cancel Publish New Goal
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Add a New Goal — Add Details

1.

4.

68

Select the correct Goal Name from the
list of options.

Other is selected by Default. Enter the
professional development custom name
and description, or select from one of the
options from the prepopulated goals list.

Enter the Start Date and Target
Completion Date.

Enter the number of training hours or
course credits you expect this goal will
require (this can be edited later if
needed).

Click Publish New Goal.

Create Goal x

Goal Settings

Employment Requirement

@ Yes
O No

Goal Name
a Other -

Custom Goal Name

‘ Goal Description \

e Start Date Target Completion D

Remind me (before target completion date) -

Goal Total (Hours or Credits) Hours or Credits

) Credits) ours or Credits
e 1 Hours -

(D 1credit = 15 hours

Cancel Publish New Goal o

Annual - Child Care Home Registered

Annual Full Time - Child Care Center

Annual Full Time - Licensed Child Care Home
Annual Part Time - Child Care Center

Annual Part Time - Licensed Child Care Home
Infant & Toddler Educator Requirement

MNew Hire - Child Care Center

MNew Hire - Licensed Child Care Home

New Hire - Out of School Time

New Hire - Registered Child Care Home

Other

N




2 Edit a Goal
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0 The Edit Goal button will not display if one or

more attached documents have been
verified. Verified status means the goal may e

no longer be edited. :

Goals Start Date Target Date Affiliated With Goal Total % Complete Has
(Hours or Attachment
Credits) 9
.
H
H

Starting on the My Agencies | View rher: i o Chidhood oyt

RS21 Test

techniques 12/18/2024 6/30/2025 2 Hours o Yes

RO Ste r p d ge' use t h e Active’ optional description Agency
EXp an d Ed View tO acCcess M ana ge e g:nsr :;CP::-::!" co:mmunicuble. . s s . ) . A Manage Goal

Prevention a... f“l

@ Manage Goal
Manage Goal > e

Inactivate Goal

Employee’s Goals for your employee.

From the My Goals screen:

1.
2.

Find the goal you wish to edit.

Click on the three-dot menu and

select Manage Goal.
Click Edit Goal.

Other: Train on Childhood playtime techniques

optional description

% Hours Completed Start Date

150 12/18/2024
Attached Documents (required for goal completion)

Document Title

Date Completed / Issued

[  Amazing Development: Toddlers 11/21/2024

Target Completion Date
6/30/2025

Areas of Competency

Reminder
45 Days,20 Days,60 Days,30 Days

Assessment of Children and Programs,Child Growth, Development and Learning

Employment Requirement
Yes
Total Hours Status Actions

s Norverfied) [+ ]

% Attach Document to Goal v




Prepopulated & Custom Goals

A. If the goal was added from the list S
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of Prepopulated Goals, you can
not edit this goal. B
If the goal was added as a Custom o
Goal (Other), you can edit:
e Custom Goal Name.
e Goal Description.
e Start Date. @ pemanisnen
e Target Completion Date.
e Remind Me.
* Goal Total. GGoaI Total cannot be
switched between Hours
1. Update the desired fields. and Credits once created.

2. Click Upload Goal Settings.

Edit Goal X

Goal Settings

Goal Name
Other

Custom Goal Name

Other: Attend one hour breakout at annual conference

ate Target Completion Dats
12/11/2024 04/17/2025

Remind me (before target completion date)

Hours or Credits)

(@ 1eredit =15 hours e

Cancel Update Goal Settings




3 Inactivate / Reactivate Goal

Starting on the My Agencies | View
ly Protile >
Roster page, use the Active, s
e Goals Start Date Target Date Affiliated With Goal Total % Complete Has
Expanded View to access Manage 9 i " Mmen
redits;
’
Employee’s Goals for your e T n o i
a 0 tscrmiques o 12/18/2024 6/30/2025 Agency 2 Hours o Yes
optional description
employee.
Cut the Cooties! Communicable A Munuge Goal
Disease Prevention Beata’s Test
e This course covers the CCDF topics of Hples R Agency <Dl ° No
Prevention a... f“l Inactivate Goal e

From the My Goals screen:

1. Find the goal you wish to
inactivate.

0 A goal cannot be deleted. Goals entered
in error may be marked Inactive.

2. Click the three-dot menu and
select Inactivate Goal. If you
accidentally Inactivate a goal, you
may also Reactivate it here.
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4 Attach Proof of Training

My Profile >

Starting on the My Agencies | View Roster e
page, use the Active, Expanded View to oot toste  Tgeiboe Ao Seolosl  wcomges  Hr
access Manage Employee’s Goals for your

Credits)
Other: Trail i i
or: Train on Childhood playtime RS21 Test
techniques 12/18/2024 6/30/2025 2 Hours 0 Yes
I Agency
employee.

optional description

N | e
Cut the Cooties! Communicable A ™ anage Goal

Disease Prevention Beata's Test
S . 1/2/2025 4/2/2025 2 Hours 0 No
This course covers the CCDF topics of Agency

From the My Goals screen: Bl Inactivate Goal

1. Find the goal you wish to manage.
Infant & Toddler Educator Requirement \m

(NMAC 8.9.4.23.B.1.2.k) Infant and toddler educators must have af least four hours of training in infant and toddler care annually and within three months of starting work.

2. Click on the three-dot menu and select

% Hours Completed Start Date Target Completion Date Reminder Employment Requirement
Manage Goal to open the Manage goal ;
p a ge Attached Documents (required for goal completion)
.
Document Title Date Completed / Issued Areas of Competency Total Hours Status Actions

3. Click Attach Document to Goal.
You may Add a New Document L e o asumanr o oo

" Add New Document

or Add Existing Document. % i etng Documen

One or more documents must be attached to a goal to prove
a goal has been met. These will be verified by ECECD.
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Attach Proof of Training — Add Existing Document

A.

73

If a proof of training document has
already been uploaded to your

employee’s profile, choose Add
Existing Document . Attach an Existing Document X
Select From My Documents How many hours was this training?
1. Click on the arrow to see the r 0 @ 0 9

list of your documents and then
select the o.ne you want to concel 9
attach to this goal.

2. Enter in the number of training
hours this documented proof
represents.

Once a document is attached to a goal it may
3. Click Attach. no longer be deleted.



Attach Proof of Training — Add New Document

B.
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If you are adding a new document
as proof of training, choose Add
New Document.

1.

Similar to adding a new
document:

e Add the File.
* Select Document Type.

e Complete required fields
(changes based on
Document Type selected).

e Enter the Amount of Hours
Toward Goal this document
represents.

Click Save Document.

. Add Document

Drop your file here or browse...
Supports Image and Document Files

In

Does

Areas of Competency

fant and Toddler Training?

Yes

Online or In Person®

Name of Training Instructor®

Yes

Completion Date*

0

this training have an ex;

piration

e

Cance!

late?

X

Training Location or Platform (e.g. CNM or NMELS)*

0 Adding a new
document here will
also add it to your
My Documents.




5 Verify Proof of Training (Optional)

Starting on the My Agencies | View

State Verified Agency Verified

e A Goal Start  Target End Completed

Roster page use the Active Expanded ‘Q’ Cut the Cooties! Communicable Disease Prevention e — 2/6/2025 5/6/2025 2 of 2 Hours (100%) v
I ’
H 4 I . | State Verified Agency Verified
View to access the employee’s list 20als. o ... roosre snpeican serminy a Documenrs  Dacuments | ConSit Tm i Compered
O Document Name Document Date Areas of Competency Hours Status Actions

1. Find the goal you wish to manage

]  Balloon 11/20/2024 2 ( verified ) @\ @ v |
and expand the view of the goal.
O Cut the cookies 2/1/2025 Developmentally Appropriate Content 0 9 @ @ -

2. Find the document you wish to
verify and use the three-dot menu I | ©
to preview the document. o

00ne or more documents . Flagged

3. Next, click on the pie-chart icon. must be attached to a

4. Select Verified if the document ﬁoal to provE d goa!”h;s ot verified
provides proof of training, Not egp rzet;[. USRS Verified
Verified if it does not, or Flagged if LUt AEIEEY
more information is needed. [ : N @ v W
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Levels of Verification

ECECD Staff will verify that the attached
document as proof of training is accurate.

Agency Admin has an option to verify
attached documents, but it is the ECECD
verification that completes this process.

Employer verification of a document
attachment is optional.

Only ECECD can verify that a
document attached to a
professional development goal
confirms goal completion and
program requirements.
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Edit Goal ‘ Inactivate Goal

Other: Train on Childhood playtime techniques

optional description

% Hours Completed Start Date Target Completion Date Reminder Employment Requiremen t
150 12/18/2024 6/30/2025 45 Days,90 Days,60 Days,30 Days Yes
Attached Documents (required for goal completion)
Document Title Date Completed / Issued Areas of Competency Total Hours Status Actions
D Amazing Development: Toddlers 11/21/2024 Assessment of Children and Programs,Child Growth, Development and Learning 3 Not Verified @

| @ Attach Document to Goal v ‘

4 ) @ once s document i
} Verified it may no

(Verified by employer ) (optional) longer be edited or
! deleted.

[ Verified ) J

N\




Manage Attached Documents — Functions
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1

Preview
Attached
Documents.

2

Download
Attached
Documents.

3

Edit Attached
Documents.

a4

Remove
Attached
Documents.




1 Preview Attached Documents

¢ My Goals

Viewing Jonathan Newton’s profile (NEWT-000009) as admin...

Starting on the My Agencies | View Roster preme—
page, use the Active, Expanded View to Q 2 e (Y e

.......... Troun o Voo vertea

access Manage Employee’s Goals for your © Mancge Goa ocumens Bocuments I
I ARG @ ::i:‘::lcijise package 20 RS21 0 /4 (0 %) 0of 0 0 of 0O :
e m p oye e ° is required to be L2028
Other: Train on Childhood pla compleiediwiy
. . . optional description . o
1. Identify the goal for which you wish to o omerFsyearss vass- o A Viewedneed 1
. . . . % Hours Completed st hour g 7/31/2026 h & Inactivate Goal
150 12
reV|eYV the attachments. Click View/Edit 2 umeriies Goat bocuments
G o a I I n t h e t h re e_d ot m e n u . Attached Documents (required for goal completion)
Document Title Date Completed / Issued Areas of Competency Total Hours Status Actions

[  Amazing Development: Toddlers 11/21/2024

2. Find the document you want to preview
in the Attached Documents section. Click
the three-dot menu for the document
and select Preview Document.

Preview Document

Download Document

Remove Document From Goal

3. Click “X” to close the preview window.

. _ You may preview PDF and picture files (JPG, PNG, GIF, HEIC).
Pre\{lew might be blocked by your browser Preview is not available for MS Office (DOC, PPT, XLS) or CSV
settings. documents.
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2 Download Attached Documents

Starting on the My Agencies | View Roster Q My Goals
pa ge’ u Se t h e Active’ Expa nded View to Viewing Jonathan Newton'’s profile (NEWT-000009) as admin... 9 Return to your roster

My Profile >

access Manage Employee’s Goals for your a D umattes QY e
employee. S

Documents Documents

SRR,

Families
1/1/2025 -

. . . % Manage Goa This course package VTVPTT RS21 0 /4 (0 %) 0of0 0of0
1. Identify the goal for which you wish to e isreqluire:fibe e
Manage Goal > completed wi...
review the attachments. Click View/Edit s oo @
Goal in the three_dot menu. Other: Train on Childhood p :::r;FITSyeur 75 Z;ﬁggzb rs21 5 75 %

optional description I_'D'I Inactivate Goal

gj 2 Unverified Goal Documents
% Hours Completed N

2. Find the document you want to preview. other: F1T -
i n t h e Atta c h ed Doc u m e nts Sect i O n . Attached Documents (required for goal completion)
Cl i C k t h e t h re e_d ot m e n u fo r t h e Document Title Date Completed / Issued Areas of Competency Total Hours Status Actions

[  Amazing Development: Toddlers 11/21/2024 Assessment of Children and Programs,Child Growth, Development and Learning 3 @

@ Attach Document to Goal v Va Edit Document ‘
D t [ Preview Document
ocument.
@ Download Document
il  Remove Document From Goal

The Document’s image file will
download to your device (typically in the
downloads folder).

79



Viewing Jonathan Newton's profile (NEWT-000009) as admin... € Return to your roster

3 Edit Attached Documents gz=

My Profile >

Starting on the My Agencies | View Roster a 9 tumertes (U 1nccrve @

g e Troun o verneu verneu

page, use the Active’ Expanded View to Documents Documents

o

access Manage Employee’s Goals for your © micomsepodiaze VU5 won omow  oso oero

. . 1/1/2026
Manage Goal > is required to be
e m p I oye e completed wi...
Other: Train on Chi A View/Edit Godl o
. . . optional description @ Other: FIt 3year 75  7/1/2025 - Rs21 S e
1. Identify the goal for which you wish to hour g 7/31/2025 ©) Inactvate Goa

% Hours Completed

review the attachments. Click View/Edit 7 2Unveriied Goal Documents
Goal in the three_d ot menu- Attached Documents (required for goal completion)

Document Title Date Completed / Issued Areas of Competency Total Hours

Status Actions
D Amazing Development: Toddlers 11/21/2024 Assessment of Children and Programs,Child Growth, Development and Learning 3 Not Verified @

’* Edit Document bcument to Goal ~ 7‘

2. Click the three-dot menu for the
document and select Edit Document.

Remove Document From Goal

3. In the Edit Document window, make
changes and click Save Changes.

0 Documents uploaded by Quorum may not
be edited.

0 Documents Verified by your employer or by
ECECD may no longer be edited.
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4 Remove Attached Documents

Sometimes a document attachment may @ My Goals

Viewing Jonathan Newton's profile (NEWT-000009) as admin... €9 Return to your roster

be wrong. In that case, the document will My Profie >
need to be replaced. To replace a a D iumeres (IR  trcctved

g o vernew verneu

Documents Documents
document on a goal:
This course package /1 B RS21 0 /4 (0 %) 0of0 0of 0
Manage Gal > is required to be L 22e
. ° ° completed wi...
Starting on the My Agencies | View other: Train on Childhood o s o
. iew/Edit Goal
optional description Other: FIt 3 year 75 7/1/2025 - o
Roster page, use the Active, Expanded (o Y 0 e AN o
. V4 % Hours Completed
View to access Manage Employee’s S 2 Unverified Goal Documents
Other: FIT -
G oa I s fo r yo u r e m p | Oye e . Attached Documents (required for goal completion)
Document Title Date Completed / Issued Areas of Competency Total Hours Status Actions

. . . D Amazing Development: Toddlers 11/21/2024 Assessment of Children and Programs,Child Growth, Development and Learning 3 Not Verified @
1. Identify the goal for which you wish L

\_ % Attach Document to Goal v /" Edit Document 7‘
to review the attachments. Click B ereview Document e
° . . [y Download Document
View/Edit Goal in the three-dot N

menu. —

2. Click the three-dot menu for the Documents Verified by your employer or by
document and select Remove ECECD may no longer be edited or removed.
Document from Goal.
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Section 4 Frequently Asked Questions

Question: How do you delete a goal?
Answer: Goals cannot be deleted. If a goal was created in error, it may be marked Inactive.

Question: Should you mark a professional development goal as Inactive once it is complete?
Goals typically should remain active through the employee’s professional development plan window (12
months or more).

Question: A goal shows over 100%. How is that possible?

Creating a professional development goal includes setting the required number of training hours to meet the
goal. You enter the actual training hours done when you attach one or more documents as proof of progress
toward the goal completion. If the total hours in attached documents exceed the total hours for the goal, %
Complete will exceed 100%.

Question: If someone switches employers, do their professional development goals in progress follow them?
No. Goals attached to an Agency (employer) are marked inactive when the employee disaffiliates from the
employer. However, all documents remain with the employee and may be available to be attached toward a
new professional development plan with a new employer in the future if needed.
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Section 5 — Settings, Reports, & Resource HUB



Section 5 Table of Contents

e Objectives

e Key Terms

e Navigating the Additional Features

e My Settings

e My Reports

e Resource HUB

e Frequently Asked Questions

e Help and Support
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Section 5 Objectives

By the end of this topic, users will...
Know how to change your display language.
Be aware of the ability to turn off — or on — your email notifications.
Be able to download Goal reports.
Know where to access additional resources in the Resource HUB.

Access the Help and Support Page in the PDIS Application.
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Section 5 Key Terms

.csv file — A file type that holds spreadsheet-style information; can be accessed in Microsoft Excel.
Agency — An early childhood education or care employer.

Agency Admin — An individual from an agency who can edit, approve and verify submissions.
ECECD Admin — An ECECD employee who can edit, approve and verify submissions.

Employee — An early childhood professional.

Equivalency Review — An assessment using ECECD’s FOCUS system to determine an early childhood
program’s star-rating.

FOCUS TQRIS — (Tiered Quality and Achievement Rating and Improvement System) A system created
and administered by the University of New Mexico used to assess the quality and achievement of
early childhood programs.

Free Text Entry — A field that allows a user to enter any text (numbers, letters, or special characters).



Navigating the Additional Features

My Settings.

My Reports.

* Set your
language
preference.

e Set your email
notification
preference.

e Pull information
from the
application.

Resource HUB.

e External
resources.

* Scholarship and
Pay Incentive
program.

* Request FOCUS
equivalency.
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Help and Support.

* Contact ECECD.




1 My Settings

My Settings is a place where you can change a
Couple Of Optlons for PDIS Appllcation Email Notification Settings . Language Settings .

functionality. e

Receive Email Notifications English

A. Email Notification Settings: Note: Some items such as free-text fields may not be translated.
e To receive email notifications about
changes to your PDIS account: check box is

checked. ﬂ About Language Settings:

e Ifyou do not want to receive email You will immediately see changes on this and all
notifications about changes to your PDIS pages when you change your Display Language.
account, uncheck the box. (You will need
to sign in to PDIS to see your notifications.) Regardless of your language preference:

Free text (such as a document name or description)
B. Language Settings: entered by any user will appear exactly as it was

e If you want PDIS to appear in English, entered by that user and is not further translated.

choose 'English’ from the dropdown. Free text includes document name and description.

e If you want PDIS to appear in Spanish,
choose Spanish from the dropdown.
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2 My Reports

In Agency Reports, you can download available
goal reports and document lists, roster and
affiliation reports, and more.

To download a report:
Select a Report Type.

e Click the button of the report you want
to run.

1. Select Report Options.

e Complete the fields or accept the default
values.

2. Download the Report (.csv).
e C(Click Download.

e A .csvfile will download to your device.
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(D My Reports

Professional Profile & Goals Documents

Download a list of your documents (.csv) or download all of your
documents to your computer (.zip). Download individual documents

Download a PDF of your professional profile including your professional
development goals.

from My Documen ts.
[ Download Profile and Goals (PDF) } [ Email }
[ Download List (.csv) J [ Download All Documen ts (.zip) J
Affiliation History Goals

Download your affiliation history with your current or past employers. of your Professional Development Plan goals

Affiliation History

CT> Goal Reports

My Reports >

3%

Download

Goal Reports

A history of your Goals activity for all agencies. (Includes Active and Inactive Goals)

Goal Date Range 02/10/2025 ‘ 02/06/2025

Goal Verification Status

Goal Verification All -
Status




3 Resource HUB

The Resource HUE is your A

NEw MEx:
Early Childhood

gateway to community and —
national resources, including
SO u r‘ce S O n I i n e Ie a r‘ n i n g’ 3 rd p a r‘ty ek Professional development courses available Family Infant Toddler (FIT) Program Resources regarding the FOCUS Star Rating

online and in-person from various external provider resources Program

Educational Resources FIT Program Resources FOCUS Program

B ®

0 kty,Goals organizations.
lications, scholarship and pa |
a p p |Ca ) p p y D My Documents View 4 Recources View 3 Resources > View 1 Resources >
. . ’
incentive programs, ECECD’s EE ey
General Resources Scholarship and Pay Incentive ..
FOCUS Program, and more! n —
Quick links to resources for all ECECD Scholarship and Pay Incentive Program
E] Help and Support programs. opportunities from ECECD, in partnership
with CNM-Ingenuity.

1. Click Resource HUB. ©

My Settings View 9 Resources >
View 3 Resources >

Resources are grouped into
categories.

2. Click View Resources at the
bottom of a category card to
view the resources in that
category.
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Resource HUB — Learn More

0 All links are external to PDIS.

1. Click Learn More to open a
new browser tab displaying
the resource’s URL.

2. Go back to Resource

Categories by clicking
Resources at the top.
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NEw MEXICG

Early Childhood

Education & Care Department

My Profile

My Affiliations
My Goals

My Documents
My Reports
Resource HUB

Help and Support

& 0@ © 5 9 B ®

My Settings

[E) Educational Resources
e Resources > Educationa

Note: These links are being provided as a convenience and for informational purposes only and include some third party links. These links do not
necessarily constitute an endorsement or an approval by the NM ECECD of any third party organization. The NM ECECD bears no responsibility for

the accuracy, legality or content of external sites or for that of subsequent links. Contact the external site for answers to questions regarding its...

NMELS Login
. _ ) Learn More
New Mexico Early Learning System Login

Quorum eLearning
Quorum is a free online training program available to early childhood professionals throughout New Mexico. Quorum includes 200+ hours of Learn More
engaging online professional development.

UNM Early Childhood Learning Learn More

UNM Home Visiting Training
Resources for home visitors and supervisors

Learn More

0The Resource HUB is always growing. Check back and explore!




Resource HUB - Special Buttons

All resources have a Learn More button. Some resource have an extra button with special features:

A. In the Scholarship and Pay Incentive

Program resource, there is an option to
Share my Profile with the Scholarship & .
Pay Parity Team' Share my Profile with the Scholarship & Pay Parity Team c
1. Click Share Profile. Allow the Scholarship and Pay Parity team to view my profile in this system while they process my [ Share Profile J [ Learn More J
You can also unshare your profile by e
clicking Unshare Profile (this option
only appears after you have clicked
Share Profile).
B. In the FOCUS Program resource, you can
request an ECECD FOCUS Star-Level . o
review from the FOCUS TQRIS team. You LCECD FOCUS Star-Level

) ] [Request Review 0] [ Learn More J
FOCUS Tiered Quality Rating and Improvement System

can submit one equivalency review for

each equivalency category.
1. Click Request Review.
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4 Help and Support

Help and Support is for PDIS users that

have questions or require technical support for PDIS.

A. Browse Helpful Resources:
e This is a reminder that you can visit the
Resource HUB to find specific help topics.

B. Ask ECECD:
To contact ECECD with questions about PDIS:
e Select a help topic from the dropdown and
in the next box, describe your question.
e Click Send.

C. ECECD Contact Information:
e The ECECD website link and support email
address are included here for quick
reference.
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@ Help and Support

Browse Helpful Resources .
Visit the help section in the Resource HUB to access specific help topics
Ask ECECD a Question .
what type of problem are you experiencing?*
Describe your question
c

ECECD Contact Information

Website https://www.nmececd.org
Email PDIS-Support@ececd.nm.gov




Section 5 Frequently Asked Questions

Question: | found an issue with a resource. How do | report the issue?
Answer: Please report your finding by clicking Help and Support in the main menu and filling out

the Ask ECECD form.

Question: Can | request a resource be added to the Resource HUB?
Answer: Yes! Please submit your request by clicking Help and Support in the main menu and filling

out the Ask ECECD form.
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Section 6 — FAQ



Section 1 Frequently Asked Questions Recap

Question: Where is my PDIS ﬁ* ® My Profile
Number? Early Childhood

Education & Care Department

Answer: Your PDIS number is located under :
. My Profile First Name Last Name
your name on the My Profile page. 15 Nomoa| oo
My Affiliations
Question: Why can’t | edit some D My Goals Primry Language OtterLanguages
nglis
fl e I d S ? D My Documents Primary Email ) .
H . avachavezpdis+prod@gmail.com Secondary Email
Answer: Some fields may be tied to your P .
1 Y Reports
background check and can not be changed (555 555-5555
within PDIS. -
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Section 2 Frequently Asked Questions Recap

Question: How can | change my agency profile information?
Answer: This can only be done by ECECD. Please reach out to us (PDIS-support@ececd.nm.gov) for
any changes that are needed.

Question: What is my employee’s PDIS number?
Answer: If you are trying to add an employee to your Active Roster, your employee will need to give
you their PDIS number after they have created a PDIS account.

Question: What is my employee’s EPICS number?

Answer: If you are trying to link an employee background check, your employee will need to give you
their EPICS number after they pass their background check.
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Section 3 Frequently Asked Questions Recap

Question: | uploaded a document, but it does not appear. Why?
Answer: Clicking the refresh button in your browser should fix this issue.

Question: What file types can | upload?
Answer: Files must be one of the following types: PDF, JPEG (JPG), PNG, GIF, DOCX (DOC), XLSX (XLS),
PPTX (PPT), or CSV.

Question: What is the maximum file size | can upload?
Answer: Files cannot exceed 10 MB.

Question: | can't edit or delete a certain document. Why?
Answer: You cannot edit a document if it is attached to a goal and verified by your employer or ECECD.
You cannot edit a document that is attached to a goal.

Question: Why does preview not seem to be working?
Answer: Only images (JPEG, JPG, PNG or GIF) and PDFs support previews. Previewing PDFs might be
blocked by your browser settings.
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Section 4 Frequently Asked Questions Recap

Question: How do you delete a goal?
Answer: Goals cannot be deleted. If a goal was created in error, it may be marked Inactive.

Question: Should you mark a professional development goal as Inactive once it is complete?
Goals typically should remain active through the employee’s professional development plan window (12
months or more).

Question: A goal shows over 100%. How is that possible?

Creating a professional development goal includes setting the required number of training hours to meet the
goal. You enter the actual training hours done when you attach one or more documents as proof of progress
toward the goal completion. If the total hours in attached documents exceed the total hours for the goal, %
Complete will exceed 100%.

Question: If someone switches employers, do their professional development goals in progress follow them?
No. Goals attached to an Agency (employer) are marked inactive when the employee disaffiliates from the
employer. However, all documents remain with the employee and may be available to be attached toward a
new professional development plan with a new employer in the future if needed.
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Section 5 Frequently Asked Questions Recap

Question: | found an issue with a resource. How do | report the issue?
Answer: Please report your finding by clicking Help and Support in the main menu and filling out the
Ask ECECD form.

Question: Can | request a resource be added to the Resource HUB?
Answer: Yes! Please submit your request by clicking Help and Support in the main menu and filling
out the Ask ECECD form.
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Objectives

By the end of this topic, users will...

e Signin to their PDIS Account using their ECECD Email Address

ECECD Professional Development Information System (PDIS) January 2025



Key Terms

e ECECD Employee — person directly employed by ECECD
o Has an ECECD work email address
o Works with Early Childhood Education Agencies
e Agency —This is your early childhood education or care employer
e Depending on your role at ECECD, you may or may not be affiliated with an agency

e Agency Admin —an individual from an agency who can edit, approve and verify submissions

10 ECECD Professional Development Information System (PDIS) January 2025



ECECD Users — Account Setup

g
If you work directly for ECECD, use your work login to Sign in
access PDIS by clicking the ECECD Work Login button. Sign in with your email address

Email Address

Password

Forgot your password?

Don't have an account?  Sign up now

Sign 'm_xult-h-yoursm'.'l'a'l'al:couﬁt-\' i
G ECECD Work Login
\

ECECD Professional Development Information System (PDIS) January 2025
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Return to Agency Admin Account Setup
Instructions

Now that you have logged in to PDIS using your ECECD credentials,
please return to Slide 13 for instructions on how to
Complete Your Profile.

106 ECECD Professional Development Information System (PDIS) January 2025
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