Navigating the DCF Online Portal (Personal Menu)

In the Personal Menu, you may view your transcript, enroll or unenroll in courses
and/or exams, make payments and take online courses.

Let’s view My Student Information and Transcript:

Child Care Training Information Menu
Personal Menu
- My Student Inform.
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My Student Information and Transcript: You may choose any of the following seven tabs:

*My Transcript *My CEU’s *My Courses *My Exams
*My Confirmations *Print My Certificates *Personal Information
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Due to the Child Care Training information Center receiving a high velume of calls, wait times may be longer than normal between the /
Student Information for I -

9 My Transcript | My CEUs | My Courses | My Exams

Remember to click the browser refresh button if your transcript does not automatically display. You may also need to update Adobe Reader to
view the transcript pdf.

My Cenfirmations Print My Certificates Personal Information

Click here to update Adobe Reader! Why does my Part Il Training show "No"? Click here to find out!
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INTRODUCTORY TRAINING REQUIREME

Part | Child Care Facility 30 Hour Training Requirement has been completed, No
Part Il Child Care Facility 10 Hour Training Requi it has been leted. No
Family Child Care Home 30 Hour Training Requi has been comy d. No
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Click “Return to Menu” to go back to the Personal Menu.



Instructor Led or Online Courses Enroll/Unenroll: You may choose any of the
following three tabs:

*Instructor Led Course Enroll *Online Course Enroll *Course Unenroll
G | 88 mrpe s 1-chel

ormal between the hours of 11:00 AM and 2:00 PM.
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Click Here for Course Descriptions

Instructor Led Course Enroll Online Course Enroll Course Unenroll

i“'?“ SR %Stepz-"" LocationiDate | Step 3 - Ch Modul Step 4 - Register for Gl

Step 5 - Confirmation

Flease select a County, Course (DCF/DOE), Language, and TimeSpan. Fress Next to Continue.

Hillsborough County | DCF Course | Any Language | 30 Days Selected

County: Hilsborough  [=]

Course (DCFIDOE): DCF =]

Language (Any/SpanishiEnglish}: Ary =l

Time Span (30/60/90) Days from Teday: 30 Days =]
Course Reference:

2o Print PDF Schedule for Hillsborough County
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To Enroll For an Instructor Led Course that you have a Course Reference for, type in the Course
Reference below.

*The Course Reference must be entered exactly as is. It is case sensitive and must include spaces.

Ex. Moore SAAP 061614 is with an uppercase M for Moore and SAAP and has a space between
Moore and SAAP and between SAAP and the course start date.

Click Here for Course Descriptions

Instructor Led Course Enroll Online Course Enroll Course Unenrall

[ Step 1 - Search for Courses | Step 2 - Chooss Location/Date | Step 3 - Choose Modules | Step 4 - Register for Classes

Step 5 - Confirmation
Please select a County, Course (DCF/DOE), Language, and TimeSpan. Press Next to Continue.
Hillsboarough County | DCF Course | Any Language | 30 Days Selected

County: Hiisbarough (=

Course (DCFIDOE): | DCF Bl

Language [Any/Spanish/English]: Amy =l

TimaeSpan (30/60/20) Days from Teday: 30 Days z
Course Reference: L

i Print PDF Schedule for Hillsborough County
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Select the course you want and click “Next.”
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salt times may be longer than normal between the hours of 11:00 AM and 2:00 PM.

Course Enroliment for m—
Click Hare for Course Descriptions

Instructor Led Course Enroll | Online Course Enroll | Courss Unenrll

Step 3 - Choose Modules = Step 4 - Register for Classes

Step 1 - Search for Courses

Step 5 - Confirmation
|aiBlonen amlecta Counes Sesnlon. Rress Back (o aeniph foripae sasslons oodist ts Cootinue.
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School-Age Appropriate Pracs

Start Date: DB/MB2014 End Date: DEMT2014 Location: Tempde Terrace

Ref#. Moore SAAP 061814 Language: Englsh Modules And Fees. SAAP ($0.00)

+ Course Description and Course Notes:

<= Press Back to search for more i or Next to i -
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Select the module you want and click “Next.”
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Course Enroliment for I Retum to Menu | =
Click Here for Course Descriptions.

Instructor Led Course Enrcll | Online Course Enroll Coursa Unenroll

Stapi-seauhfotcnmas_ Step 2 - Choose Location/Date | Step 4 - Register for Classes
Step 5 - Confirmation
Please selecta Module. For Package Only Courses, you must take all Modules. Press Back to select a different course or Next to Continue,
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< Prass Back to select a different course or Next to Continue -
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Course Details will appear. Click “Next.”
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| Click Here for Course Descriptions,

Instructor Led Course Enrell Online Course Enroll | Course Unenrall

Step 1 - Search for Courses  Step 2- Choose Location/Date | Step 3 - Choose Modules | Ste

Is‘hps-conmnmn

|
ouhans chaset the following Clessfen): Ermes Back o Cancel o Nextho Regloter. .
= SAAP meets on DBME2014, 3t 07:00 AM till 12.30 FM
+ SAAP meets on DBM7/2014, at 07:00 AM till 12:20 PM
University of Phoenix
12802 Tampa Oaks Boulevard
Room: 120

Temple Temrace, FL
Taught by. Lisbeth Meore

With Act
I you need to request special accommeodations to take 3 course, you must provids written notification to your lecal Training Coordinating Agency
(TCA) listed below at least two wesks before you plan to take a course. Please Contact
Contact: (813) 930-7579
Hillsborough County Public Schools
Phane: (B13) 9307578

School-Age Appropriate Pracs
Refs#: Moore SAAP 061614 Language: English Maodules And Fees: SAAP (30.00)
+ Course Description and Course Notes:
<. Press Back to Cancel or Next to Register -
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When you see the green check mark, you have been registered for the course.
Print your confirmation.
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iit imes may be lenger than normal between the hours of 11:00 AM and 2:00 PM.

Course Enroliment for | m

Click Here for Course Descriptions

Instructor Led Course Enroll Online Course Enroll | Course Unenroll

| Step 1 - Search for Courses iwz-cmmumm im.s-cm_lﬂoduhsi-.‘-_uphmhhrlorcm”sj

Click Back fo egistr for another oiine course ot reurn o the Main Wen.

Registration Resulta: J You Have Been Registered!

Usars may unenroll from courses on the ‘Course Unenroll’ tab lsted abowe. Courss confirmation ks displayed on the My Student Information ‘Confirmations’ tab.

Pay for Courses Print Conflrmation Ratum to Manu

MYFLFAMILITS.COM
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Online Course Enroll- to enroll for an online course, click
“Online Course Enroll.”
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armal between the hours of 11:00 AM and 2:00 PM.

Course Enroliment for. |———

Click Here for Course Descriptions

Instructor Led Course Enrell | Online Course Enroll Course Unenrall

Step 2 - Choose Location/Date | Step 3 - Choose Modules  Step 4 - Register for Classes

Step 5 - Confirmation

Please select a County, Courss (DCF/DOE), Language, and TimaSpan. Press Mext to Continue.

Hillsborough County | DCF Course | Any Language | 30 Days Selected

County: Hilsborough [z

Course (DCFDOE): OGP =l

Language {AnyiSpanishEnglish): Ary =

TimeSpan (30/60/80) Days from Today: 30 Days =l
Course Refersnce: a,

L Print POF Schedule for Hillsborough Gounty
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*Read the yellow box before proceeding.

Select the courses you want to enroll in. Click “Next.”
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Instructor Led Course Enroll Online Course Enroll Course Unenroll

Step 2 - Register | Step 3 - Confirm

Please select an Online Course. Press Next to continue registering. Courses will not show if you are already signed up or you have not finished
them.

Read this Be Enrolling in an Online Course!
{1) Click here to read the requirements for taking online courses.
{2} Review your Child Care Trasnng Transcript - you can only earm insenice once for each course,
{3) Review the Traming Requirements for your ciild care program
{4) Choose one (1) Rules and Regulabons course (Facility or Family)
{5) You can only eam mservice once lor each course and you may nol earn CEUS for a course you have previcusly taken
{6) The training courses listed below are available onling. These courses are self-paced computer-based training modules that may be
accessad 24 hours a day, 365 days a year
{7) To enrall in any of the on-line courses listed below, click on the button to the left of the course. If you choose 1o pay now by credit card,
you will be able o immediately start the course from the Take or Resume Online Courses item on the man menu. If you pay by mail you will
not be able to begin the course until your payment is processed.
{8) Once you begin the course you will have 45 days fo compleie the course. If you do not complete the course in the allotied 45 days, you
must pay for the course again to continue. Please follow the instructions on the course site. Your course completion information will be
automatically posted on your Child Care Training Transcript
{9) The cost is $10.00 per course. There are no refunds or transfers for onling courses. You may choose to print your own Participant Guide %
or you may purchase the guide. For information about purchasing a Participant Guide(s) click here.
{10) At the complation of the course, please aliow 48 hours for YoUr in-Sarvice 1o post 1o your iranscript
Remember - there are no refunds or transfers!

Select a Training Area
Child Care Facllity Part 1 j

Select Module Code & Hours Mll&lr?l Owner & Cost
. — FACR . . B‘ Culd Care Facility Rult::; and R‘eﬂulal.um (FAGR) U(.Jl . .SIU DD
HSAN 8 Health, Safity and Nutriton (HSAN) DCF $10.00
CAAN 4 'tm"“’"‘? and Reporting Child Abuse and Neglect DCF $10.00
CGAD B Child Growth and Development (CGAD) DCF $10.00
BOAS 6 Behavioral Dbservation and Screening (BOAS) DCF £10.00
i
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Confirm the course/courses you want to enroll in. Click “Next.”
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Click Here for Course Descriptions.

Instructor Led Course Entoll | Online Course Enroll | Course Unenroll

Step 1 - Select Online Course Step 3 - Confirm

Press Back to select a different course or Next to Register for the selected course.

Read this Before Enrolling in an Online Coursel
(1) Click here to read the requirements for taking online courses
(2) Review your Child Care Tramning Transcnpl - you can only eam msenace once fof each course.
(3) Review the Training Requirements for your child care program.
{4) Choose ane (1) Rules and Regulations course (Faclity or Family)
(2} You can only earn insenace once for each course and you may not eam CEUS lor a course you have prewousty laken
(B) The training courses isted below ane avadable online. These courses are sell-paced computer-based trainng modubes thal may be
accessad 24 howrs a day, 365 days a year
({7} Ta enroll in any of the on-line courses listed bBelow, click on the button fo the left of the course. If you choose fo pay now by credit card,
you will be able lo immediately star the course from the Take or Resume Onling Cowrses ibem on the mamn mena. I you pay by mail you will
not be able to begin the course until your payment is processed
(&) Once you begin the course you will have 45 days to complete the course. If you do not complete the course in the allofted 45 days, you
must pay lor the course agan lo contmue. Please lollow the instructons on the course sie. Your course complebion information will be
aulomabcally posted on your Child Care Training Transcnpl.
(%) The cost is 510 00 per course. There are no refunds or fransfers for online courses. You may choose to print your own Participant Guide B
o you may purchase the gude. For informabon aboul purchasng a Parbcipant Gude(s) click here.
(10) At the completion of the course, please allow 48 hours for your in-service to post o your ranscripl
Remember — there are no refunds or transfers!
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FACR C’uld Cilrc Fa:llll\f Rulﬁ and Regulations (FACR) DCF

<~ Press Back to select a different course or Next to Register for the selected course —>
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When you see the green check mark, you have been
registered for the course. Print your confirmation.
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Course Enrollment for

Click Hare for Course Descriptions

Instructor Led Course Enroll Online Course Enroll Course Unenroll

Step 1 - Search for C Step 2-Ch L Step 3 - Ch Modul Step 4 - Register for Classes

Click Back to register for another online course or return to the Main Menu,

Registration Results: V‘ You Have Been Registered!

Users may unenroll from courses on the Course Unenroll’ ab listed above. Course confirmation is displayed on the My Stedent Information ‘Confirmations’ tab.

Pay for Coursus Print Confirmation Return 1o Mens
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Competency Exams Enroll/Unenroll -You must complete four steps to

Step 1 —Select a time and place. The county will default to Hillsborough county and the student can
view exam dates for 30 or 60 days. Click on the 2nd page for more dates and times or click NEXT for
next step.

Step 2 —Select the Exams to take. The exam language defaults to English. If student wants to take
the exam in Spanish it must be selected in this step.

Step 3 — Register

Step 4 — Registration Results
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Due to the Child Care Training Information Center receivi
Exam Enrollment for I m
Exam Enroll Exam Unenroll

Step 1 - Select a Time and Place | Step 2 - Select the Exams to Take Step 3 - Register Step 4 - Reglistration Results

Selact the location, date and time below. For mors cholcas, salect a néw county of month.

County: Milshorsugh =]  TimeSpan [30/60) Days from Today: 30 Days =]

T M 3 axam Bmit
e 5 M
BRI m PHOME § ALLOWED
e 6:30 PM FHONL S ALLOWED
oToE4 6:30 PM L PHONES ALLOWED
oI 8:30 AM Maschman Techaical . Cafuteria :“ r::!k.su‘:: ELL PHONES ALLOWED

After exam registration is successful the student can click on “Pay for Exam” or “Return to
Menu”

Students may use the Unenroll feature from this section to cancel competency exams within the
seven (7) days prior to the exam date. A confirmation dialog box pops up when the Unenroll
feature has been successful!



Pay for Unpaid Courses and Exams : You must complete five steps to pay for

unpaid courses or competency exams.

There are five (5) steps to complete in this section to pay for unpaid courses or competency

exams. The five (5) steps are:

Step 1: Select a Facility (Hillsborough County Public Schools)

Step 2: Select Items

Step 3: Payment Method
Step 4: Pay By Credit Card
Step 5: Confirmation
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Due to the Child Care Trz

You s ragistered for the cos
Step 1 - Select Facility ‘ Step 2 - Select ltems  Step 3 - Payment Method Step 4 - Pay By Credit Card  Step 5 - Confirmation

Select the Training Coordinating Agency you wish to pay. You may only make payments te a single Coordinating Agency at one time.

Thers are no payments t this time. Return to Personal Menu

D@ :LORIDA DEPARTMENT
OF CHILDREN AND FAMILLES
Payment Opbions

Take or Resume Online Courses — Click “Go to Course.”
45 days from the date you begin the course.
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*Online courses are available for

Due to the Child Care Training Information Center receiving a high volume of call

Gnline Courses for IEEEGEG—— [ Listsmnso o .|

Click on button to go to course!
Couse Gode Course Te Prev. Envolled | Date Started | Days Remamng. | Must Complete Before Acton
DCFISNP | Special Newds Appropriate Prachces [SNP) Ne Go o Coursa
DCFHSAN Health, Safety and Nutribon (HSAN) No Ga to Courae
DoAY, |G N NGO G Shves snd oot No azvIM 2 BT o 10 Courss
DCFICGAD Cihild Growth and Development (CGAD) No G0 o Course
DCFBOAS | Behandorsl Obsenvation and Screening (BOAS) Mo 05062014 ” 05292014 Goto Coursa
DCFFACR Chid Care Faclity Rules and Regulabons (FACR) No 04212014 o 005204 0 1o Course
DOFELG fﬁ"éll""'““ for Children Age Bt through Three o G to Courss




