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TRAINING ATTENDANCE TRACKING FEATURE - V.2
Tips for Entering Attendance Using the Training Attendance
Mobile App

The Training Attendance Mobile App provides a new, streamlined way for trainers to enter attendance
at in-person training sessions using a member’s unique QR code, Registry ID number or name/email
address combination. Use of the app allows completed Registry-approved training to be added to the
membership accounts of active Registry members within five calendar days of attending an in-person
training session (does not apply to online training courses) and supports The Nevada Registry’s effort
to establish “real-time” data tracking for members.

Real-time data tracking is a significant benefit to educators working in Early Childhood programs who
now have a more accurate up-to-date record of their completed professional development. Trainers are
encouraged to take a moment at the beginning of each Registry-approved training session to inform
attendees of the importance of the attendance feature, the process for taking attendance if they are
using the mobile app, and how individuals will benefit from knowing and providing their Registry 1D
number at each Registry-approved training session attended. The mobile app is available for trainers
for the purpose of taking attendance at in-person training sessions only.

One, in a series of resources available to trainers, this document outlines tips for the successful entry
of attendance via the mobile app and provides answers to the most frequently asked questions related
to this feature. Please use it as a supplement to the information shared in the Mobile App tutorial video.

Tips for Using the Mobile App to Enter Attendance

Updates to the app will occur periodically. For the best user-experience, please ensure you have
downloaded the most current version of the app. Please also note that while use of the mobile app is
recommended to streamline attendance-taking, it is optional; attendance may continue to be entered
from your Online Portal account if you prefer but it is important to note that attendance can only be
started from one place, not both. If you start the attendance in the app, it must be completed and
submitted from within the app, and vice versa.
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Getting Started
Search for the Nevada Registry Trainer App in the App store for your device by entering The Nevada
Registry Trainer App in the search field. Download/install the app.

* ¢ Nevada Registry
Trainer App
Education
[ Open ] t
AGE CATEGORY DEVELOPER LANGUAC(
4+ T & EN
Years Old  Education KPS3 English

After you have installed the app select ‘Open’ to log in. The app works the same way on Android as it
does on iOS. Log into the app using the same email and password combination you use to log
into your Nevada Registry Online Portal account. If you forgot your password, you may select the
link on the screen to reset it.

Navigating the Mobile App
Once you have logged into your account in the app, you will see a ‘Pending’ tab, a ‘Complete’ tab and
your profile icon.

Pending Tab

‘Pending’ is where you will see any upcoming training events and where you will enter the
corresponding attendance. This list includes training sessions with attendance that has not been started
as well as partially entered attendance for sessions you started but have not completed. Partially
entered attendance will be indicated by the disclaimer below the title.

What do a tick and the
Eiffel Tower have in

common? They’re both
® Attendance Partially Entered

My Classes ®
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Complete Tab
‘Complete’ is where you see training sessions with submitted/complete attendance records.
My Classes ®

If a Child Will not Take a Nap, is
That “Resisting a Rest”?

B4 2023 A 9:00AM 4
@ Attendance Complete

Profile Icon
The profile button shows you your Registry ID and email address associated with your Registry account.

If your email address is associated with a program or sponsor account, you will see that information as
well.

4 Back Account Information

My Classes
o @ Sally Nevada

Trainer Type: ECE Trainer
Trainer Category: Generalist
Trainer Expiration Date: 09/06/2024

Email Address: nevadaregistry@gmail.com
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Entering Attendance bk Classbewls @

To begin entering attendance, select the training session under the ‘Pending’ IfaC!niId':NiI!‘not.Ta!(ea
tab. You will see the title of the course along with a brief description, the date,  raws T oo

time, location, and cost. Please confirm this is the correct training session  ° ™™=
before entering attendance. Select the ‘Enter Attendance’ button at the bottom e eres ...

concise, grammatically correct, and

Of yO u r Scree n . marketable. This summary is what visitors

see on the Training Calendar and what
Child Care Licensing surveyors

NOTE: You will not see the ‘Enter Attendance’ tab more than 15 minutes prior to
the conclusion of the training session. St Gow

Attendance cannot be entered until 15

minutes prior to the end of this training.

Attendance can be entered in one of three ways: QR code, Registry ID # or name/email.

QR Code

1. The first option is to use your camera to scan each attendee’s unique QR code by selecting the
‘Scan QR Code’ button. All members have been assigned their own QR code available within their
Online Portal account under the ‘My Membership Profile’ tab. Because QR codes may only be
accessed through a member’s Online Portal account, it is recommended attendees log in and take
a screenshot of their QR code for easy access prior to attending.

4 Back Class Attendance ® My Membership Profile

Sally Nevada Member ID: 22977
123 Street Name Membership Certificate Expiration Date*: 09/30/2024
Reno, NV 89506 Career Ladder Level: 5.2 View the Career Ladder
.
What do a tick and Send Status Email: [T
. Home: (719) 266-2837
th e E lﬁel Towe r have Email: nevadaregistry@gmail.com View/Print My Registry Certificate

in common? They’re
both Paris sites.

& November 6, 2023 © 6:00AM - 8:00AM

CAdd Attendee &‘)

Need help printing your certificate? Click Here

E%

What's This?
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If you scan a code and ‘Unknown Registry ID’ appears, it means an incorrect code was scanned and
you will need to delete it from the attendance and either try scanning it again or manually enter the
attendee’s Registry ID or name/email address combination if the Registry ID is unknown.

If a Child Will not |

Take a Nap, is That

“Resisting a Rest”?

& February6,2024 @ 7:00AM - 9:00AM

(seanancode &) (addastendee 2)

Unknown Registry ID
Unable to find a member with that
Registry ID. Please try again or enter
attendee using name and email.

Close

4 Back Add Attendee @

Registry ID Number

2. The second option for entering attendance is to enter the attendee’s Registry
ID number. Once you enter in the attendee’s number their name will Regiry D
automatically populate. Please verify their name before adding them to the list. '

Name/Email Address

3. If a QR code or Registry ID number is not available, or the attendee iS NOt  «sack  addattendee @
yet a member of The Nevada Registry, you will enter the attendee’s name
and email address to add them to the list.

Add
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Please verify all the information before adding it to the list. If a mistake was made, you may delete the
entry. You may also sort the list by name or by the most recent addition.

Attendees Scan QR Code S\ (M‘M 2
Edit
Attendees ( e e )
Billy Reno TEST ACCOUNT
" Billy Reno TESTACCOUNT 30153
Billy Reno TEST ACCOUNT SRR

memberthree@gmail.com 30153
30153

( savefortatersciose )

Just as when entering attendance via your Online Portal account, trainers and co-trainers may not enter
themselves to the attendance record as indicated by this error message.

If a Child Will not
Take a Nap, is That
“Resisting a Rest”?

il February6,2024 @ 7:00AM - g:00AM

(senancode &) (addsinee )

Invalid Entry
You cannot register yourself as
an attendee.

0K

If you are unable to complete an attendance record in one sitting, you may select the ‘Save for Later &
Close’ button. You will be able to pick up from where you left off within the app the next time you access
the attendance for that session. As a reminder, if you started off entering attendance in the app you will

need to complete it within the app.
Attendees [ e ]

Billy Reno TEST ACCOUNT
memberthree@gmail.com

30153

L —
Q Save for Later & Close D

Submit to The Nevada Registry
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Once you have verified all the attendees were entered correctly, select the ‘Submit to The Nevada
Registry’ button at the bottom of the screen. NOTE: Just as when entering attendance via your Online
Portal account, you must ensure the attendance is accurate and complete before submitting the record.
Changes cannot be made once you click the submit button.

Attendees [ e ) CDICED)
Billy Reno TESTACCOUNT
memberthree@gmail.com
30153 Att
Submit Attendance?
I confirm that the list of attendees is
Bill' correct and complete. | understand
*  that changes cannot be made once |
lick ‘Submit.
( Save for Later & Close ) = e
g — Cancel @
{ Submit to The Nevada Registry Terry Turtlesmasher
Turtles4life@aol.com

The training sessions you submitted attendance for is now listed in  What do a tick and the
the ‘Complete’ tab under the ‘My Classes’ screen. Attendance Eiffel Tower have in
records are typically reviewed and verified by The Nevada Registry common? They’re both
within two business days. Once verified, the total attendance will be Paris sites.

listed in your Online Portal account. Attendance Submitted. Pending review
by The Nevada Registry.

NOTE: If you are not the primary trainer for the session, you may SE€  auendance has been submitted to the Online
the following message indicating the training will need to be finalized  Portal. Please visit the Online Portal to review
. . . . s d submit to The Nevada Registry.
in the Online Portal of the primary trainer’s account. ol bl L

My Classes @
Review any session that has already been submitted by clicking on the arrow
next to any training session within the ‘Complete’ tab. From here, you can .
also see this list of attendees submitted. The disclaimer below the title will

indicate the status of the submitted training. 162 Child Will ot Take & Nap, s

That “Resisting a Rest”?
& Nov. 4,2023 @ 9:00AM

@ Attendance Complete
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Frequently Asked Questions

| cannot log into the app.

Log into the app using the same email and password combination you use to log into your Nevada
Registry Online Portal account. If you forgot your password, you may select the link for the password
reset request link on the main page of the app which will open The Nevada Registry’s website.

I do not have internet access or do not have service during my training session.
Access to an internet connection is not required to take on-site attendance via the app. Any attendance
you take will be cached in the app and populated when a wi-fi connection is established.

| do not see the training session in my list of ‘Pending’ sessions.

Attendance must be taken at the end of a training session, not at the beginning. For this reason, the
earliest you will have access to the attendance record/see it in the app is 15 minutes prior to the end of
the scheduled training session. Per the Trainer Agreement, only those attendees who stay for the entire
training session should receive credit for the training and be added to the attendance record.

| prefer to take attendance at the beginning of a training session as attendees arrive.

In accordance with The Nevada Registry’s training attendance policy, attendees must stay for the
entirety of a training session. For this reason, attendance must be taken at the end of the training
session.

The attendee does not have a QR code.

No problem. If the attendee is not a member of The Nevada Registry you may enter in their name and
email address. Once they become a member of the Nevada Registry and if the email address provided
is the one associated with their account, the training will automatically be added to their account.

| received an error when scanning a QR code.

In some cases, an incorrect QR code may have been provided. If that is the case, you will be notified
in the app of the error and will be allowed to remove the error from the attendance list. In that case it is
recommended to switch to entering either their ID number or name and email address.
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I do not have time to enter all the attendees at the conclusion of the session.

The app is designed to allow trainers to provide more convenience when entering attendance. If you
are unable to enter the entire attendance at the conclusion of a session, you will be able to save your
progress and finish entering attendance at another time. For this reason, you should continue to require
attendees to sign in on a paper attendance sheet upon arrival for your own records and to serve as a
backup in the event of a technology failure. Paper sign-in sheets are also necessary in the event you
are contacted by The Nevada Registry or Child Care Licensing to verify an individual’s attendance
and/or by a past training participant to request a replacement certificate. Per the Trainer Agreement,
you have agreed to keep records of your training registrations for a period of twelve (12) months to
support these requests. NOTE: Failure to complete an attendance record more than five days after the
event will prevent you from being able to submit future training sessions for approval.

Who is responsible for entering the attendance if there is more than one trainer?

The app is designed to allow all associated trainers with an approved event to take attendance.
However, the attendance will need to be submitted by the individual who originally submitted the event
for approval via their Online Portal account. When this is the case, you will see this message:

Attendance has been submitted to the Online
Portal of the primary trainer/organization for
this session. No further action is required.

Questions? Please contact The Nevada Registry at nevadaregistry@washoeschools.net or by calling
800-259-1906.

A

This document may undergo periodic review and revision.
Always referto the 'For Trainers' page of The Nevada Registry
website forthe most current version.
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