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 Before you begin, gather your documents and 
scan to create electronic copies 

 Highest diploma earned 

 College transcripts, showing all child-related coursework 

 Certificates, licenses and/or child-related credentials earned 

 Certificates for other child-related professional development 

 

(Documents must be in an electronic form such as DOC, DOCX, 
TXT, GIF, PNG, PDF, etc.) 

 

 



 To join IMPACT, you must first 
create a new account.  To do so, go 
to: www.vaimpactregistry.org 

Click: 
Register 

http://www.vaimpactregistry.org/


If nothing happens when you click register, you may need 
to turn off your pop-up blocker. To do so, follow these 
directions: 



 Enter your Email  

(this will become your user name) 

 Enter your First, Middle Initial and 

Last Name 

 Enter your Phone Number 

 Enter your Mailing Address, City, 

State and Zip Code 

 Enter your Date of Birth 

 Create a Password 

 Confirm your Password 

 Read and agree to the 

Acknowledgement Statement 

 Click “Register” 

Passwords must have at least: 

• One number (0-9) 

• One special character (!@&#%$) 

• One lowercase character ('a'-'z') 

• One uppercase character ('A'-'Z') 

• 8 characters total 



Then click: “Register” 

Don’t forget to 

read and agree to 

the 

Acknowledgement 

Statement! 



You will need to confirm your email 

address to complete the account 

registration.  

 

When you receive the automatic 

email notification asking you to 

confirm your account registration, 

click on the link provided. 



Now you have an 

IMPACT account 

and can enter your 

information into 

the Registry. 

 

To do so, you will 

need to log in to 

your account. 

Click on the link. 

 



 Enter your email address 

 Enter your password 

 Click on the link to log into 

your account. 

 

 

 

If you have forgotten your 

password, click on the link to 

get help. 



 Complete the Application 
 Click on the “Application” link 

 Complete the fields in the following categories 
 Background Information 

 Employment History 

 Formal Education 

 Other College Coursework Completed 

 Professional Credentials 

 Other Training & Professional Development 

 Leadership & Professionalism 

 Trainer/TA Provider Questions 



Background Information: 
 If a high school diploma is your highest level of education, you can upload this documentation on 

the formal education page 

 If you do not speak a second language fluently, leave the question blank 

General Application 
Information: 
 All sections and fields may be left 

blank, if not applicable. 

 If you have questions, you may 
contact Registry Staff, via email, at 
any time. 

 You do not need exact dates for 
degrees earned; you may enter the 
first day of the month and year. 

(For example, enter 6/1/1991 for a June graduation.) 



Career Pathways: 
 The Career Pathways for Early 

Childhood & Out-of-School Time 
Practitioners recognizes the 
hours of informal training, formal 
education and professional 
credentials of practitioners who 
work in the field of early 
childhood and school age care. 
Check “yes” if you would like to 
receive a certificate indicating 
your Placement Level.   

 If you check “yes” you will need 
to  upload the required 
documentation, to demonstrate 
proof of your education and 
credentials.  

 Use the Career Pathways to plan 
your training, education and 
career development goals. 

Registry-Approved Trainers & 

TA Specialists: 
 The Trainer/TA Provider Questions are for trainers,  

mentors, coaches and T/A specialists who are seeking 
a Designation as a Registry-Approved Trainer. 

 Check “yes” if you would like to receive a certificate 
indicating your Designated Level as a Registry-
Approved Trainer/TA Specialist. 

 If you check “yes,” you will need to upload the 
required documentation, to demonstrate proof of 
your education and credentials, and complete the 
Registry-Approved Trainer Orientation. 

http://www.dss.virginia.gov/files/division/cc/provider_training_development/intro_page/guidance_procedures/prof_development/Career_Pathways_8_2015..pdf


The Registry automatically saves information as you go, but 

please ensure that it says “Saved” before moving to the next 

section of questions. 



Employment History: 
 Please enter child-related work history 

ONLY, beginning with your current 
employment. 

 If you wish to enter more than one 
employment record,  click on “Add 
Another Section.”   

 If you wish to upload a resume, click on 
“Upload Supporting Files.”   

 You may enter as many employment 
records as you would like. The 
information will be available for download 
on the IMPACT Portfolio. 

Note: Once you click on “add another section” the 

screen will revert back to the beginning. Scroll down 

to find the additional section with a “2, 3, 4 etc.” by 

the section name 



Formal 
Education: 
 Please enter information 

for all degrees earned, 
whether child-related or 
not. * (There will be an 
opportunity later to 
submit child-related 
college credits.) 

 If you have more than one 
degree to enter,  click on 
“Add Another Section.”   

 If you wish to upload a 
diploma, click on “Upload 
Supporting Files.”   

 You may enter as many 
degrees as you would like. 
The information will be 
available for download on 
the IMPACT Portfolio. 

Note: You only need to upload the diploma for the highest degree earned.  You will 

need to provide transcripts though, for all child-related college credits earned. 

*If you have not earned a college degree, you may skip this section. 



Other College 
Coursework 
Completed : 
 Please enter information 

for all child-related college 
credits earned.* 

 If you have more than one 
course to enter,  click on 
“Add Another Section.”   

 If you wish to upload 
transcripts, click on 
“Upload Supporting Files.”   

 You may enter as many 
college courses as you 
would like. The information 
will be available for 
download on the IMPACT 
Portfolio. 

Type of Hours Earned 

Semester Hours: describe the credits from a college or university that uses the 

two semester (15-weeks each) calendar. 

Quarter Hours: describe the credits from a college or university that divides up 

the academic year into four10- week quarters. 

CEU’s should not be chosen for “Other College Coursework Completed” 

*If you have not earned any college credits, you may skip this section. 



Professional 
Credentials: 
 Please enter information for 

all certificates, licenses and 
endorsements earned.* 

 If you have more than one 
credential to enter,  click on 
“Add Another Section.”   

 If you wish to upload 
certificates, click on 
“Upload Supporting Files.”   

 You may enter as many 
credentials as you would 
like. The information will be 
available for download on 
the IMPACT Portfolio. 

*If you have not earned any certificates, licenses or endorsements, you may skip this section. 



Other Training & Professional Development: 
 Please enter any other training and professional development you have taken (not college courses.)*  

 If you have more than one training to enter,  click on “Add Another Section.”   

 If you wish to upload certificates or proof of attendance, click on “Upload Supporting Files.”   

 You may enter as many trainings as you would like. The information will be available for download on 
the IMPACT Portfolio. 

*If you do not have any other training or professional development to add, you may skip this section. 



Leadership & 
Professionalism: 
 These questions are 

optional, and are used to 
demonstrate the breadth 
and wealth of leadership 
and professionalism within 
the early childhood and 
school-age care 
community. 



Trainer/TA Provider Questions: 
 The Trainer/TA Provider Questions are required for trainers,  mentors, coaches and T/A 

specialists who are seeking a Designation as a Registry-Approved Trainer. 

 Other requirements include: 

 Uploading supporting documents 

 Highest diploma earned 

 Transcripts 

 Resume 

 2 Letters of Reference 

 Proof of completion of adult learning course 

 Completion of the VDSS Trainer Orientation 



  Accepted Documentation 
 High School and/or College Diploma(s) (highest level only) 

 College Transcripts (for all child-related college courses) 

 Licenses 

 Endorsements 

 Certificates for: 

 All child-related professional development 

 Specialty field professional development 

 First Aid/CPR, Child Abuse & Neglect 

 Early childhood/career studies program 

 Proof of attendance for other professional development and training courses 

 Resume 

 Letters of Reference 

Note: Uploading documents is only required if you are seeking a Placement Level on the Career 

Pathways for Early Childhood and Out-of-School Time Practitioners or a Designation Level as a 

Registry-Approved Trainer/TA Specialist. 



To upload a document: 
 Click on “Upload  

Supporting Files” 

 Click on the “browse”  

button to locate the document 

you wish to upload 

 Use the description field to state the type 

of document you are uploading, for 

example: (resume, transcripts, CPR 

certificate, etc.) 

 Click on “Upload File” 

 Your uploaded documents will appear 

under the Category and File Name.  

You can delete a document if you need to, by clicking, “delete.”  

You can download a document any time by clicking, “download.” 

To go back to the application, click on, “Return to Application.” 



 Click on “Submit” 

 Submitting your application for verification 
will send all of your application information 
as it is currently entered 

 If your application looks complete, click on 
“Submit” again 

 Submitting Your 
Application: 

 When you have completed entering all of your 
information, and uploading documents, you may 
submit your application for review and Career 
Pathways Placement Level/Registry-Approved 
Trainer/TA Specialist Designation. 

 If you have additional items to enter, DO NOT 
SUBMIT YOUR APPLICATION. Log out, and log 
back in to complete the application at another time 

 All information will be saved in your account (as 
long as the system finished saving before you 
moved to a new section) 

 You may log back in at any time, to add information 
or upload additional documents 

 You may want to go back and review to identify 
errors or missing information before the 
application is submitted 

Note: Once your application is submitted, it will not be available to update or add additional items 

until Registry staff unlocks it for editing. This will occur after your Placement Level designation. 



 Updating Your 
Application: 

 After you click “submit,” your application 
will not be available for editing until after 
you receive your Career Pathways 
Placement Level or Registry-Approved 
Trainer/TA Specialist Designation. 

 If you wish to make immediate changes 
or updates you will need to contact 
Registry staff. 

 As soon as you have received your 
Placement Level Designation, the 
application will be available for editing 
and/or updating. 



Portfolio: 

 Follow the same directions to print and/or 
save your portfolio. 

 You have the option of opening your 
portfolio as a PDF or a Word document 
that you can modify as needed. 

 My IMPACT 

Certificate: 

 You will receive a notification when your 
status is updated. At that time, you may 
log back in and go to My IMPACT to 
obtain your certificate. 

 To print your certificate, click on the link 
to print.  

 You can save your certificate to another 
location, by clicking on print, and then 
selecting “save as.” 



 Getting Help: 

Contact Information: 

If you need assistance with the application, or have 
any questions about the Registry or the process for 
joining, click on the Contact tab for contact 
information. 

Helpful Links: 

 Career Pathways 

 Frequently Asked Questions 

 Registry Checklist 

Resources and Documents: 

 You will find a large variety of resources 
under this tab, categorized by: 

 Professional Development 

 Higher Education 

 Professional Associations 

 Teacher Resources 

 There is also a listing of documents that 
you may find useful 

 Check back here often to see new and 
updated resource items  

http://www.dss.virginia.gov/files/division/cc/provider_training_development/intro_page/publications/career_pathways/Career_Pathways_10.2015.pdf
//Vaultcelerra.co.dss.state.va.us/Workgroup/Child_Care_Development/OECD/REGISTRY/Web Docs/IMPACT FAQ.pdf
//Vaultcelerra.co.dss.state.va.us/Workgroup/Child_Care_Development/OECD/REGISTRY/Web Docs/IMPACT Checklist.pdf
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Early Childhood 

Workforce 

is 

Making an  

 I     M     P     A     C     T 


