
Updating Employment History 
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This guide walks through the steps of updating your Employment History. Please note this guide shows 
how to enter three types of employment. Please select the type of employment you would like to see how 
to enter:  Wisconsin Regulated Child Care and Education, Other Direct Care, or Training or Local / State 
Agency. 

WISCONSIN REGULATED CHILD CARE AND EDUCATION – Licensed or Certified by DCF. 

 

 

1. Click on EDIT EMPLOYMENT. 

 

 

 

 

 

 

 

 

 

2. Click on ADD EMPLOYMENT RECORD to add a new employer to your Employment History. 
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3. Click SELECT next to Wisconsin Regulated Child Care and Education. 

 

4. Use the Employer Search to connect your employment entry to your Employer’s Program 
Profile. The most accurate way to locate your Employer is by using their Licensed Facility 
Number or DCF Provider Number. 

 
Please Note: If you do not know your Employer’s Licensed Facility number or DCF Provider number, 
search using the EMPLOYER NAME and CITY. 
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5. After typing in the Licensed Facility number, click SEARCH.  
6. The Employer information will display at the bottom of the page. Click on the Organization ID or 

Name of Employer to continue.  
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7. Verify the information is correct for your Employer. Click CONFIRM to continue. 
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8. Enter your position details.  
9. Click SAVE to continue.  

Compensation is an optional question, but the Wisconsin Registry does provide this data to 
many agencies across the state and nation to help close the gap in compensation. 
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OTHER DIRECT CARE – This employment type is for recording employment within a Public 
School/Private School, Out of State Child Care, Wisconsin regulated programs closed before 2001, etc. 

 

 

 

 

 

 

 

 

1. Click on ADD EMPLOYMENT RECORD to add a new employer to your Employment History. 
 

 

 

2. Click SELECT next to Other Direct Child Care 
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3. Enter Employer details. 
4. Click SAVE AND CONTINUE. 
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5. Confirm Program Information entered.  
6. Click CONFIRM. 
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Example Direct Care 

123 Example Road, Madison, WI 53719 
Dane County 

 

608-111-1111 

5

 



 

9 – Managing Employee Invitations REV. July 2021 

 

 

7. Enter position details.  
8. Click SAVE. 
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TRAINING OR LOCAL/STATE AGENCY – This employment type is for non-direct care, training or 
support agencies, or related government agencies. 

 

 

 

 

 

 

 

1. Click on ADD EMPLOYMENT RECORD to add a new employer to your Employment History. 

 

 

 

 

2. Click SELECT next to Training or Local/State Agency. 
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3. Enter Registry Organization ID/Program ID or Employer Name and City. 
4. Click SEARCH. 
5. Click on the Organization ID or Name to continue. 
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6. Confirm the Program Information. 
7. Click CONFIRM. 
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Example Training Center 

123 Example Road, Madison, WI 53719 
Dane County 

 

608-111-1111 
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8. Enter position details. 
9. Click SAVE. 
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