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Overview

The LIFT-ED Professional Portal is a professional development registry designed for
early care and education professionals like you to have one place to explore and
register for professional development opportunities. LIFT-ED also includes tools to
help you share information about your journey in early childhood.

In the MDHS LIFT-ED Professional Portal, you can:

- Explore and register for upcoming Professional Development Opportunities
(PDOs),

- Keep track of the trainings you have completed in My Registered PDOs,

- Review and download your Training Transcript and any issued Certificates,

- Enter and update your personal information in My Early Childhood Career
Journey,

- Submit information about your Education (including Credentials) and outside/in-
house Professional Development for verification,

- Save, store, and share files using the My Portfolio feature,
and

- Use the information you provide to automatically generate and share My
Resume.

mentioned above.

This guide provides you with step-by-step instructions for each of the features
Need Help?

Do not hesitate to contact us!

Use the chat in the Professional Portal. a f
Just click the icon located in the bottom

left corner of your screen. K’

Send us a message via email at:
Welcome to our site f‘,O.« neeg help
simply reply to this message, we are online
and ready to help

]

Support@WelsFoundation.org
Callus at:

(601) 345-3644 | “ &6

Q}nday - Friday, 9am to 5pm /




Sign Up
Open a browser window and type
https://portal.LIFT-ED.ms to get to

the homepage of the LIFT-ED @ wels

website.

Cuck Sign Up to creste your

personal account.

This will open a new screen

where you will fill in basic Sign Up
information about yourself, -
Email Address
InCLUdlng: =~ | myemail@domainname.com ‘
= Email Addl’eSS (ThiS Wi'.l Password
also be your Username) [~ Y T ]
Password must be at least 6 characters, contain a lowercase character, contain an uppercase
- Password character, contain at least one digit and contain at least one non letter or digit character.
- First and Last Name First Name Last Name
- Date of Birth* 2 [emiy | | 2 [srowden y
. . Date of Birth Mobile Phone
When you are done, click Sign Up.
- ’ 08/28/1988 l o) I (555) 555-5555 l

After you have signed up, you will

Enter your mobile number. You will receive a code via text for verification. Message and data rates
may apply.

&F Sign Up

This message will include your oR

receive an email confirming that
your account has been created.

username, which is the email Already Registered? Sign In
address you provided, and also
the contact information for Help Desk support.

*This information is required for verification purposes.



Sign In
Access the Log In page by typing Log In
https://portal.LIFT-ED.ms in your
browser. Click Sign In.

Once you have created your account, _

enter your username and password and

85 |myemail@domainname.com v I

click Sign In. o8

Forgot your Password? Reset Password

Forgot Your Password?

From the Log In page, click the Reset Password link. Enter the email address you used
to sign up and click Send. You will receive an email with a link to reset your password.

Clicking this link will take you back to
OR MDHS LIFT-ED where you will be

Forgot your Password?[Reset Password prompted to create a new password.

Make sure your new Reset Password
password has each of the following:

5 | myemail@domainname.com v

- 1 uppercase letter [A-Z]
- 1 lowercase letter [a-Z]
- 1 number [0-9] o

- 1 symbol [[@#S%A&*()+_{}?-] Already Registered? Sign In
- At least 6 characters

When you are finished, click Update and use your new password to sign in to your
account.



Two-Factor Authentication

We want to keep your account safe by
making sure only you can sign in to your
account. That is why you will be asked to
go through two-factor authentication
when logging in to your account from a
new device or browser.

Two-factor authentication ensures it is you
signing in to your account by asking you to
use two different methods of signing in.
The first of these methods is through your
username and password and is done from
the Log In page.

Once you have clicked Sign In, this will
bring you to a screen where you will be
asked to confirm it is you signing in by
entering a six-digit code. Choose whether
you want to receive this code via email,
text message, or call to the phone number
you provided when you created your
profile.

*NOTE: If you want to bypass this process
when logging in to the site from this
browser on your private device, click the
No button under Remember Browser to
change to Yes.

When you receive your code, enter it in the
Verification Code box.

Click Sign In to access your account.

Log In

= I esnowden@welsfoundation.org ]

Forgot your Password? Reset Password

@ wels

Select an option below where a verification code will be sent. You
will then be asked to enter this code after you make a selection.

SMS Message
BB We will be texting you a code to this number
XXK-HXX-0320

Phone Call
o) We will be calling you with a code to this number
XXX-XXX-0320

Email

™% We will be emailing you a code to this address
XXX @wWeXXXXXXXXXX.org

@ wels

Two Step Authentication is required for your account.

Your code was sent to: XXX-XXX-0320

Verification Code ® Remember Browser

p 67789 v ] No
| Yes ' J

Didn't receive a verification code? Resend

Can't access your Phone ? Use another verification method

Sign in as someone else? Sign In

If you are not able to access your phone, contact support by sending an email to
support@welsfoundation.org or call (601) 345-3644.




Professional Portal Dashboard

Once you log in, click on Professional Portal.

The Professional Portal has your personalized

early childhood profile.

é Professional Portal

£2 VIEW MY EARLY CHILDHOOD CAREER JOURNEY

Upcoming Sessions

& Playground Safety

Grenada . MS 38901

& Child Care Regulations, Part 2

Clarksdale, MS 38614-7010

& ELS for Infants & Toddlers: Social Emotional Development

Vancleave, MS 39565

& ELS for Infants & Toddlers: Perceptual, Motor, and Physical Development

Columbus, MS 39702

]

My Competencies

When you first enter the Professional Portal, you will see your Dashboard. This
includes the My Early Childhood Career Journey, where your personal information is

updated and stored.

From the Professional Portal Dashboard, you can also:

@® Keep track of the Competencies you have completed (by hour).
® See Upcoming Professional Development Sessions.
® View Professional Development Opportunities (PDOs).

@® View your Registered PDOs.




My Early Childhood Career Journey

My Early Childhood Career Journey was designed to help you keep track of your

career information and goals. Each section collects and stores information about you

and your experiences in early care and education. Come back and update as you need.

(1) My Information

My Information is where you enter, store, and update your personal information. This

includes demographics, spoken languages, and contact information.

You will be required to enter:

- Spoken Languages

- Primary Language

- First and Last Name

- Date of Birth

- Primary Email

- Pronouns

- Gender ldentity

- Ethnicity

- Race

- Primary Phone
Number

- Address

Once you have entered your
information, click Next to
save and move on to the
next page.

Objective

My Spoken Languages *

—
: 7
X P
VoS
Vil S

Profile Description

[c-]
First Name *

[ 7] [erern

Previous Last Name




Validate Your Address

Enter your Street Address,
City, State, and Zip Code.

If there are any issues
validating your address, you
will receive a message
describing the problem.

After reviewing this
information, will have the
option to:

- Update your Street
Address, City, State,
and Zip Code

or

- Use the address as
entered.

When your address is
validated, click Next to save
and move on.

Street Address®

‘ 200 Lamar St v ‘
City* State® Zip Code ®
‘ Jackson v ‘ ’MS v | | 39201 v ‘

We can't find this address. Please enter a new address and try again or
confirm to use the address that was entered..

Errors:
Unknown Street - Could not match the input street to a unique street name. Either no

matches or too many matches found.

Use the address | entered. (An incorrect address may delay the approval.

Address unverified, please make sure the address is correct, an incorrect address may delay the approval.

Street Address®

[ 200 S Lamar St v ‘
City® State® Zip Code®

" Jackson v | |vs v| | 39201 v |




(2) My Place of Employment
In My Place of Employment, your employment information will autofill from
Mississippi's Licensing and Reporting System (LARS). This information includes your
Place of Employment and your Position(s).

My Employment

Search Results Show 5 Records $
PLACE OF EMPLOYMENT - LICENSE NUMBER STATUS
@ Yellow Submarine 25CFPFA-0465 Current

My Position(s)

Search Results Show 5 Records $
POSITION(S) AGE GROUP (SELECT ALL THAT APPLY) EFFECTIVE DATE END DATE
Director No Age Group(s) Selected 08/12/2024

*If your employment information is not available in this section, please visit LARS and
enter it there. Once your updated employment is received, your Employment and
Position(s) will be updated as well.

(3) My Skills
Highlight the unique qualities, characteristics, and abilities that you bring to your work
in early care and education in My Skills. Add all the skills that apply to you from the
list provided or add your own to help build your professional resume.

My Skills 4+ Add Skill

Search Results Show 5 Records %
SKILL -

Accepts challenges @ Remove

Active listener [l Remove

Is skilled with computers and other technology @ Remove

Click Next to save and continue.

10



Add a Skill )

Add to My Skills by clicking Add Skill.

PORTAL Add Skill

Choose from the available list of When a fedis followee by o the fed is requined.
transferrable and technical skills (you il

Other

may choose more than one). Or, enter

Respects the diversity of families, children, and co-workers

your own by selecting Other.

Demonstrates unconditional caring, warmth, and respect for each child's uniqueness

Works to promote equity

*NOTE: If you select “Other,” a box will
appear where you will type in the skill

Works to promote diversity, equity, inclusion, and quality

Able to work independently

that you want to add.

PORTAL Add Skill

When you are finished, click Add.

When a field is followed by a e the field is required

Skill®

You will receive a notification at the top -
of your screen that confirms each skill Other si®

Active listener| v

has been successfully added.

Repeat this process for each skill you
want to include.

Click Next to save and move to the next screen.

Remove a Skill

Remove a skill that you have already added to your list by clicking the Remove button.

Is skilled with computers and other technology @ Remove

A box will pop o
up asking you to confirm that you want to
remove that skill. Click the Remove button to

delete the skill from your list.
Is skilled with computers and

When the skill has been successfully other technology
removed, you W|u_ see a notiﬁcation in the top Are you sure you would like to remove this skill?

of the screen confirming the skill has been - "

deleted from the list.

11



(4) My Education
My Education keeps records of the education, certifications, and credentials that you
have completed. This includes your Degrees (i.e., Associate (AA), Bachelor’s,
Advanced Degrees, and/or Diplomas earned) and Certifications & Credentials (e.g.,
CDAs, Director’s Credentials).

Here, you can submit My Educational Level
information about the ] Show 5 Records

degrees, certifications,
and credentials you have

4 Update
completed for verification.  excorsoege Psychalogy 0872412011 D Uplosd
o [ Remove
With each item you B Update
High School Diploma/GED hild Development Local High 041242007 e
submit for verification, at g ==
you will also need to
. My Certification/Credential
upload supporting
documentation (e.g., Show 3 Rechith
degrees, transcripts, and *  DATE OF CERTIFCATION
certificates). @ Update
CDA 02/14/2022 Viev ment B Upload
The next sections of this (D] Remove
uide will provide you
y o o

with instructions on how
to upload a degree, certification, or credential for verification.

Add a Degree, Certification, or Credential
To get started, you will add information about where and when you completed the
degree, certification, or credential.

If you are adding a new degree or diploma, click the Add Education button in the My
Educational Level section. See Add Education below for next steps.

If you are adding a new certification or credential, click Add Certification/Credential
button in the My Certification/Credential section. See Add Certification or Credential
below for next steps.

12



Add Education

After you click Add Education, a new window will open where you will add the

required information. This includes:
<4 Add Education )

PORTAL Add Education

When a field is followed by a e the field is required.

Education® University ®

‘ Bachelor's Degree v ‘ ‘ Blue Mountain College v ’

Major ® Effective Date ®

‘ Psychology v ‘ ‘ 05/24/2011 v \
Education What kind of degree did you complete? Select from the list

provided (e.g., Bachelor’s Degree).

University Where did you complete this degree? Select from the list
provided. If your school is not in the list, select “Other” and
type the name of the institution in the box provided.

Major What field of study or specialization is this degree in? Select
from the list provided. If your Major is not in the list, select
“Other” and type the information in the box provided.

Effective Date On what date were you awarded this degree? Select the date
(including year, month, and day) on the calendar provided.

When you have finished entering the required information, click Add. The degree (or
diploma) will now appear in the My Educational Level section.

Next, you will need to upload documentation as proof.

13



Add a Certification or Credential

After you click Add Certification/Credential, a new window will open where you will
add the required information. This includes:

<4 Add Certification/Credential

PORTAL Add Certification

When a field is followed by a e the field is required.

Certification Name ®

Effective Date *

(con

'l ‘ 02/14/2022 v

Expiration Date ®

1 02/14/2025

v

Certification Name

Effective Date

Expiration Date

v Add X Close

What kind of certification or credential did you complete?
Choose from the list provided.

On what date were you awarded this degree? Select the date
(including year, month, and day) on the calendar provided.

When does this certification or credential expire? Select from
the date from the calendar provided.

When you have finished entering the required information, click Add. The degree,
certification, or credential will now appear in the My Certification/Credential section.

Next, you will need to upload documentation as proof.

Bachelor's Degree

[4 Update
Blue Mountain
Psychology C 05/24/2011 [ Upload
ollege
[} Remove

14




Upload Documentation

Click Upload next to the training (under Action). A window will appear that will ask
you to either Upload or Find a document—

PORTAL Upload Document

Document® Document Name Document
y ‘ z=oowden Bad helors| Diptomd | o
I + Upload X Close
If you are uploading this PORTAL Find Document
document for the first Search Resul Show 5 Records

time, click Upload and add
the file from your device.

le
=
+
-1
Q
S

If you previously uploaded
this file in the LIFT-ED
Portal, click Find and click
the Add button next to the document.

& Oct2024_CDA + Add

X Close

Name the document using this format: Date_Name of Degree/Credential.

*NOTE: If you selected Find, you may need to go to the My Portfolio section of your
Career Journey and click Edit next to the document to rename. See the My Portfolio
section of this guide for instructions.

EDUCATIONAL LEVEL - MAJOR/SPECIALIZATION INSTITUTION ISSUED DATE

(@ Update

o
o
0
o
s

Psychology e N ' 05/24/2011 @ Upload
o [ Remove
This document will now be available on the My Education page. Click View Document
to review.

*NOTE: You will need to submit this information through the Review and Submit
section of the Career Journey for it to be submitted for review and verification. See the
Review and Submit section of this guide for more information.

15



Update a Degree, Certification, or Credential

PORTAL Update Education

Update an item in My Education

by Cl_icki ng the Update button When a field is followed by a ¢ the field is required.

next to the item you want to Education® University *

u pdate ’ Bachelor's Degree v l Blue Mountain College v ]
Major * Effective Date ®

05/24/2011 ‘

Psychology - ]

Make any changes needed then

click the Update button to save.

EDUCATIONAL LEVEL MAJOR/SPECIALIZATION INSTITUTION ISSUED DATE ACTION

Bachelor's Degree [View Blue Mountain
; BESERS Psychology : 05/24/2011 [ Upload
Document) College
] Remove
Remove a

Degree, Certification, or Credential

Remove an item in My Education by clicking the
Remove button next to the item you want to Bachelor's Degree
delete. This Wil-l- bring Up a box aSking VOU to Are you sure you would like to Remove this Education?

confirm the deletion. - ’ ‘
Remove Cancel

Click Remove to finish deleting the degree,
certification, or credential.

16



(5) My Professional Development
In My Professional Development, submit information about professional
development/trainings that you have completed outside of the MDHS LIFT-ED Portal
for verification. For each training you enter, you will need to provide documentation as

proof (e.g., Sign In sheet, certificate, etc.).

My Trainings <+ Add Training
Y Advanced Search 4
Show
Site Licensed Year v
Site From To
Show 5 Records s
PROGRAM NAME * COMPETENCY DATE ACTION
@ Edit
05H First Aid 10/01/2024 -
First A ‘ ours 5 View Document ) Upload
Certification 10/02/2024
] Remove

Any submitted trainings that are approved will show on your LIFT-ED Training
Transcript as Verified. If a training you submit does not have approval, it will show on

your transcript as Self-Reported.

Professional Development Transcript

Name - Emily Snowden

Training Name - First Aid Course Name - N/A Course ID - Self-Reported
Training Date - 10/1/2024 12:00:00 AM
Trainer Name - Sponsoring Organization -
Competency Name Hours
First Aid Certification 0.5
Total Hours 0.5

*NOTE: All of your LIFT-ED Trainings are available in the My Registered PDOs section
See the My Registered PDOs section of this guide for more information.

17



Add an Outside/In-House Training
To submit a training that you completed outside of the LIFT-ED Portal for verification,
click the Add Training button.

4 Add Training
This will open a new screen where you

Wlu enter the Course Title’ Start’ PORTAL Add Professional Development
and End dates.

o

> =
Next, under Certification Hihing Competency
Document CliCk Browse a nd When a field is followed by a ¢ the field is required.
upload documentation that shows 1“’“'““‘“' | [

First Aid v Enter Training #
you attended and completed the e e
training (e.g., Sign In sheet, | 1000172024 v | | 100212024 v |
Cel'tiﬁcate, etc. . Certification Document * Document Name ®
) ‘ FirstAidCertificate.jpg ‘ EmilySnowden_FirstAidCer v/ ‘

Finally, type in the Document
Name using this format: e
Date_Name of Training.

When you have entered the required information, click Next. | 4+ Add Competency

On the next screen, you will add any

Add Competency
competencies related to this training by clicking

the Add Competency button. When a field is followed by a e the field is required.
Training Type * Unit*
Choose the competency that best matches the [ First Aid Certfcation -] [og 7

type of training you attended from the list then
type in the number of PD hours earned under
Units. When you have finished,

. . PORTAL Add Professional Development
click Confirm.

Review the information then click Tr;:fng Com;:ency
Add to finish entering information P
about the training. Pp——— Show 10 Records ¢

First Aid Certification 0.5 @ Remove

18



The training will now appear in your Professional Development list.

you added by clicking View Document under the File(s) column.

PROGRAM NAME ° COMPETENCY

DATE FILE(S)

0.5 Hours - First Aid 10/01/2024 -

First Aid &
Certification

10/02/2024

Review the file

ACTION

[ Edit
Upload
[ Remove

*NOTE: You will need to submit this information through the Review and Submit
section of the Career Journey for it to be submitted for review and verification. See the

Review and Submit section of this guide for more information.

Click Next to save and continue.

(6) My Portfolio

My Portfolio is your personal online document library. This will include any document

or file that you uploaded elsewhere in the LIFT-ED Portal. See Area to keep track of

where the file was originally uploaded.

Here, documents and files from your device can be added, edited, saved, or deleted.

My Documents

Search Results

FILE

& 1099

& EmilySnowden_FirstAidCertificate
& ESnowden_BachelorsDiploma
& 0ct2024_CDA

AREA SHARE WITH EMPLOYER

Education X

Professional

X
Development
Education X
Certifications X

4+ Add Document

Show 5 Records

& Edit
] Remove

Edit

BN

Remove

Edit

BN

Remove

Edit

BN

Remove

B I

-
5

19



Add to Portfolio

Add a document to My Portfolio by clicking the Add Document
button 4+ Add Document

A window will PORTAL Upload Document

appear that will ask

Document ® Document Name

you to either
Upload or Find a

document—-click
Upload and add X Close

the file from your device.

’ ThematicUnitSchedule2024-25.jpg Unit Schedule (24-25)

Type a name in for the file in Document Name (if you'd like).

When you have finished adding the file, click Upload to finish adding it to your
Portfolio. The document will now appear in the My Portfolio list.

My Documents 4+ Add Document

Unit X ’ Show 5 Records $
FILE - AREA SHARE WITH EMPLOYER
& Unit Schedule ) & Edit
Portfolio X
(24-25) [i] Remove

Update a Document from My Portfolio

Edit an item in My Portfolio by clicking the Edit button next to the item you want to
update. Make any changes needed, then click the Update button to save.

Remove a Document from My Portfolio

Remove an item from My Portfolio by clicking the
Remove button next to the document you want to

1099
delete.
Are you sure you would like to remove this Document?
A box will pop up asking you to confirm the

deletion. Click Remove to finish deleting the file.

20



(7) My Resume
My Resume is an
optional feature that
uses the information
that you entered into
your profile to build a
personalized
professional resume
for you.

Your resume can be
saved to your device
as a word document
by clicking Download
Resume. As a word
document, you can
edit, save, and print
your resume on your
device after
downloading.

You can also
generate a link to
your online resume
by clicking Get
Personalized
Resume Link.

Click Next to review

My Resume

i

@

Allow public access to personalized resume

[Download Resume] [Ge« Personalized Resume Llnk]

NO

My Resume is an optional feature that uses the information you entered into your profile to build a personalized professional
resume for you. Click Finish to complete your Career Journey and return to your Professional Portal Dashboard.

Save your resume to your device by clicking Download Resume. You can also generate a link to your online resume by clicking

Get Personalized Resume Link.

Harper Williams

2 hwilliams@icloud.com
%  (305) 555-5555
© 401 Federal St

About Me

Languages

Spanish

Objective

Dedicated Curriculum C:

with 5 years of experience in

pregram

development and implementation. Proven track record of collaborating with educators,

administrators, and

to create effective

strategies. Seeking to leverage

my expertise in sccial emotional to drive student success and enhance the learning experience

Work Experience

Curriculum Coordinator

Early Leaming Cenler | Anylown, USA

June 2021 - Present

Educational Program Spacialist

Early Beginnings Learning Center | Smallville, USA

August 2019 - May 2021

Education

Bachelor Degree in Early Childhood Education

Early Education Uni

Graduated in June 2

ity | Earlytown, US4

Master of Education in Curriculum and Instruction
University of Learningville | Anylown, USA

Graduated in May 2018

Skills

* Cumculum Development and Design

* Early Childhood Education

*® Educational Standards and Assessment
* Professional Development Facilitation

Certifications

Certified Early Childhood Curriculum Specialist (CECCS)

Early Childhood Education Association

Issued: September 2020

Next =

and submit any information you updated in your Career Journey (i.e., Education or

Professional Development).

21



Review and Submit

The Review and Submit page will list any areas where you are missing information in

red. Return to any sections that are missing information and update as needed.

eéo My Early Childhood Career Journey

@ My Information

My Place of Employment

Review and Submit

My Education ciick [ to Update.

& Go to Dashboard

Please Verify that your Educational Levels have an Effective Date and a Document attached for Verification.

e O

My Education
My Professional Development
My Portfolio

My Resume

@ Review and Submit

When each section shows as complete,
you will be able to Submit the
information you provided to the licensing
team for verification.

A message will pop up confirming that
you successfully submitted your
information.

Choose whether to stay on this page or
return to your Professional Portal
Dashboard.

Reason(s) for More Informaten

+ Document is uveadable-piease provide new document

Ciick hte 1o update. information

Please make tre necess:

mankyeutoraiyouse My Sections Needing Review

My Education
More Information
Document is unreadable--please provide new document

V My Professional Development

Congratulations, you have completed all of the requirements for this section.

100%

Congratulations

You've submitted your Information for Verification, would you
like to remain on this Page or go to the Dashboard?

Dashboard Sta ‘

Update and Resubmit with “More

Information”

The licensing team may send you a message

letting you know that more information is
needed to verify the degree, certification,
or credential you submitted. In these
instances, you will receive an email
message letting you know.
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If you receive this message, log in to your LIFT-ED account and update the information and/or

documentation in that section (Education or Professional Development).

My Education

Review is needed within this Section
o Document is unreadable--please provide new document.
Enter information about your Degrees (including Associate (AA), Bachelor. or Advanced Degrees, and/or Diplomas earned), as
well as Certifications/Credentials (CDAs, Director's Credentials). Upload any supporting documents such as diplomas or

transcripts to an item by clicking Add file.

Click Nextto save and move to the next page.

My Educational Level

Show 5 Records ¢

©5 My Early Childhood Career Journey

. . My Application Status Review and Submit
e ts] C LI
(2 Myinformation v My Education
My Place of Emptoyment o ]
(d Dev h
My Skills V My Professional Development

My Education

My Professional
Development

My Portfolio

When you are finished updating your information, don’t forget to review and submit

|

your information again. Once your updated information has been resubmitted, it will go

back in the queue for the licensing team to verify.

Professional Development Opportunities (PDOs)

Explore available professional

Upcoming Sessions

development opportunities (PDOs),
regISter for sessions, and keep a record Of & The Growing Brain: Birth to 5 Years Old: Modules 5-7

October 15, 08:30 AM
Jackson, MS 39202

your completed PDOs using the tools in
LIFT-ED.

& Making Lesson Planning Easy
November 19, 12:00 PM
Greenville, MS 38703-4445

Explore and Register for PDOs

& Music is in the Air

September 19, 06:00 PM

Explore and register for training sessions e

by clicking View Professional

Development Opportunities on your [ L
Professional Portal Dashboard under e

Upcoming Sessions on the left side of the screen.
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This will take you to the Professional Development Opportunities page where you
can search for and view available training sessions.

Search for a Training
Use the Advanced Search options  « | oo s

at the top of your screen to filter *
the trainings you see in the
. N Y
Professional Development o i | =
Enter Start 103172024 ‘

Opportunities page. Or, find a
specific PDO by typing in the o 08 ¢
Search bar provided.

The Professional Development Opportunities you see will update on the screen.

List View vs Calendar View

You have two options for how M'DH-&Sf k

you review Professional QA O Professional Portal v @ ProgramPortal () Messaging Hub () Help Documents.
Professional Development Opportunities
Development Opportunities: [+ ... g
Calendar View and List
View. . =
.:"' 22725 - <05 1 i b:::
Professional Development Opportunities & GotoDashboard W . s 8 December 18,2024 © 50 — i e
0 s ) D -
s 2 ° e
October 2024 QO - =
Sun Mon Tue Wed Thu Fri sat ey e * < T
o0 ==:== mx 5 LR ° 1 i b::
333 J———
13 18 19
0000 o000 . . . .
Keep in mind, both views will
° . provide you with the same
information in a different way!
27 @ Behavior Manag d Intersct
= Choose the option that is best
pominp o for you.
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Change how you view the PDOs using the View button at the top of the page.

Professional Development Opportunities

[ :
Y Advanced Search 4 View Calendar | ® My Registered PDOs

Professional Development Opportunities

[ ]
Y  Advanced Search 4 9 My Registered PDOs

The next sections of this guide will provide you with information about how to view

and enroll in trainings in each view.

List View

Click List View to switch your view from the calendar to a list format. Explore all

professional development opportunities in the list. Reorganize the items you see in the

list by selecting from the available categories in the list columns.

Professional Development Opportunities

Y Advenced Search ¥ u D My Registered PDOs

RA
Identification & Management of Autistic Behaviors b1

MM | in Young Children e
CCDF Health & Safety vailable Seats 0/25

LY ) Lavice sor Oty 4 Daya Let

MM The Growing Brain Module 7: Everyday Play vailable Seats 0/25
The Power of Play: Introduction to Infant & | Available Sests 0/25

¥ | Toddler Emergent Play =

For more information

about a training session or series in
the list, click the Details button.
This will open a new window with
the Training Session Information.

To enroll in an open training session
or series from the list, click the
Enroll button on the right side of
the screen. You can also Enroll from
the Training Session Information
window.

& Goto Dash d
Sh 1 ecords ¢
a 10 1
 Ontine 1 Detais
El 10 =
m 1 Detads
El 401 i Detais
= v Enroll
El 1Q 1 i Details
cD
v tnroll
PORTAL Training Session Information
(o] v Bt
The Power of Play: Introduction to Infant & Toddler Emergent Play
{048 Gepurtmunt of b Survives |
9 and why
Emily Snowden O
i A Avadatie Seats 26 o=
e By October 11, 2024 CRVIOHNEN
12 English [ Online

Competencie(s)

Resource(s) Uink(s)
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Calendar View
Click Calendar View to switch your view from the list to a calendar format.

October 2024 QOO - = October 28
Sun Mon Tue Wed Thu Fri Sat ® Ava ent
1 2 3 4 5 P
[cX= R X-N-] =X XeX-X-1 008 Q [=X-7 0@ °
20000 Q02 Q0 20000 oooe® ® 7
020000 00000 o090 00 L 1 X J
o000 (=] - .
LX< @ Music is in the Air
6 9 10 11 12 Q) 09:00 AM - 11:00 AM © Inperson
(e o0 000
@ @ ELS for Infants & Toddlers: Approaches to
: Learning
13 17 18 19 ELS for Infants & Toddlers: Perceptual, Motor,
D2CO0CD [eX=N=y=Y YY) and Physical Development
L 34344 eee ® 1200PM-02:00PM @ Inperson
o000 - N
o0
20 24 25 26 @ ELS for Infants & Toddlers: Approaches to
eccee o eeeoe g
0909000 ® 1200PM-02:00PM @ Inperzon
20000
[ J
@ The Power of Play: Introduction to Infant &
27 31 Toddler Emergent Play
..... @ 01:30 PM - 03:30 PM
L L 1 X J 1 Online
Explore — _
PORTAL Training Session Information
professional development O oo (D
P . EZ==1) The Power of Play: Introduction to Infant & Toddler Emergent Play
opportunities by month. This e T
information is available on the right
side of your screen. s Snoxsan (3
- & et o et 1. 2024 S
Click on a training and a new R
window will open with the comeetts
Training Session Information for
that specific session or series.
As you view the Calendar, you PE—— R
will see available sessions for = .

each day color-coded in the following way:

Available for Enrollment: You are able to enroll in this Professional Development

Opportunity.

Upcoming Registration: You will soon be able to enroll in this Professional
Development Opportunity.
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Enrolled within the Session: This is a professional
development opportunity that you are already
enrolled in.

Session was Completed: You successfully enrolled
for and completed this Professional Development
Opportunity.

Q0 - [-

Available for Enrollment

»/ Raorictr Y107
J xeqgistralion
vithin the Session
Session was Completed

Iraining Session Registration Closed

Training Session Registration Closed: You are not able to enroll in this training.

Click Key in the top right corner of the Calendar to keep this information available on

your screen up as you explore available PDOs in the Calendar.

To enroll in a session or series from the Calendar, open the Training Session Details

and click the Enroll button on the top right side of the screen.

Training Series vs Session
While a Training Session is a one-time meeting, a

Training Series consists of multiple training sessions

over time.

If you enroll in a session labeled as a Training Series

(Series Based), you will automatically be enrolled in

each session in the series and expected to participate in

each session as scheduled.

SE Curricular Approaches to ECE: Direct Instruction (DI) Available Seats 59/60 & June 2024 ©
Shelley Ezelle [ Series Based | 12:00 PM - 2:00 PM
Curricular Approaches to ECE: Head Start Available Seats 59/60 & June 17,2024 ©

SE) shelicy Ezelie [ Series Based ) 12:00 PM - 2:00 PM

Enroll

i Details
m.us/test Enrolled
X Un-Enroll

i Details
m.us/test Enrolled
X Un-Enroll
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View Upcoming Sessions

Upcoming Sessions

Keep an eye on the Professional

& The Growing Brain: Birth to 5 Years Old: Modules 5-7

Jackson, MS 39202

& Making Lesson Planning Easy

Greenville, MS 38703-4445

& Music is in the Air
ptember 19, 06:00 PM

Upcoming Sessions.

October 15, 08:30 AM Development Opportunities you have
coming up from your Professional Portal
Dashboard. This list is available under

sessions in the My Registered PDOs

[ - o ] ) section.

My Registered PDOs

In the My Registered PDOs section of the
Professional Portal, you can view a list of all
the trainings (PDOs) you have completed in the
LIFT-ED Portal. This includes any trainings that
you self-reported in the My Professional
Development section of your Career Journey.

il Prof

11 Program Portal

Each of these trainings will appear in the list, along with information about your

Status. You can also access the Training Details screen for each training listed by

selecting Details.

@ My Registered PDOs
T Acvanced Search [0

NAME B TRAINING NUMBER

pi Early Childhood Inclusion Center (MECIC) Session 1

CCDF Health & Safety

Curricular Approaches to ECE: Bank Street (Developmental-Interaction)

Curricular Approaches to ECE: Direct Instruction (DI)

Curricular Approaches to ECE: Direct Instruction (DI)

Showing 1 to 5 of 12 Records

DATE RANGE

05/18/2024

05/18/2024 - 05

06/10/2024 -

07/15/2024

07/22/2024

- 05/18/2024

STATUS

Enrolled
Wait-Listed
Withdrawn

Wait-Listed

& Go to Dashboard

Show 5 Records

B

©

© | ©

ACTIONS

Details

Certificate

Details

Details

Details

Details

Jackson, M 39202 You can also view your past and upcoming

Search for a specific training in this list by typing in the search bar. Or, you can use the

Advanced Search options to filter what you see in the list.
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Download a Certificate
If you were issued a certificate after completing a training, click Certificate next to
the training to download a PDF of the Certificate.

NAME - TRAINING NUMBER DATE RANGE STATUS ACTIONS

(@ Details

ER Certificate

*NOTE: Not all Sponsoring Organizations (Training Institutions) award Certificates.

(G) Mississippi Early Childhood Inclusion Center (MECIC) Session 05/18/2024 - _
1 05/18/2024 aopigued

Please remember your Training Transcript will always include all trainings (including
those without Certificates) along with information about when you completed the
training, including your verification status.

Download your Transcript
From the My Registered PDOs screen, @ My Registered PDOs

view and download a transcript of your

Completed sessions by CUCking Download Y Advanced Search ‘ [® Download Transcript

Transcript.

This will generate a PDF version of your Transcript that will download directly to your
device.

*NOTE: If you are having issues finding the document, try checking the “Downloads”
folder on your device to find the PDF of your Transcript.

Email Notifications about your Registered PDOs
You will receive email messages to the email address you provided with information
about courses you have registered for. Reasons for these email messages include:

- Confirmation of your enrollment in a training;

- Reminders for upcoming PDOs;
These messages are typically sent one week prior and again day of the training.

- Go/No Go Date updates;
If minimum enrollment has not been reached by a specific date, the training will
be cancelled and you will receive a message.

- Updates about your enrollment status (an Enrollment Status Key is provided
below).

Cancelled This training session was cancelled.

Completed You successfully completed this training session.
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Enrolled You successfully registered for this training session or the trainer
enrolled you from the Waiting List.

Incomplete You did not complete this training session.
No Show You did not attend this training session.

Wait-Listed There are no available seats and you have been added to the
Waiting List.

Withdrawn  You have unenrolled from the training session.
Messaging Hub

The Messaging Hub is a feature that allows educators and trainers to directly
communicate through the MDHS LIFT-ED site.

Access this feature by selecting Messaging Hub from the menu available at the top of

your screen

MDHS

ISSISSIPP DEP

T OF HUMAN SERVICES

4 1l Professional Portal v B Trainer Portal v J| @ Messaging Hub @ Help Documents ! Emily Snowden v Sign out

=~

! Mike Cullen
! Mike Cullen [1/10/2024] Communicating with Today's Parents

! Kimberly Richards
! Natalia Coletti:

Q Messaging Hub
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Start a New Chat in the Messaging Hub
Select the Training Session you want o Training Session Information

to communicate about in the [EEEEESI Communicating with Today's Parents
Professional Development

Opportunities page or find a course

in which you are already enrolled in
My Registered PDOs and click S Contact Trainer
Details. !

cont
Snn

Information screen, click the Contact Trainer button to start a new chat with this

From the Training Session

individual.

A new window will appear asking you to confirm that you want to continue with this
new chat. Click Start. This will open a new window where you can chat with the
Trainer in the Messaging Hub.

Q Messaging Hub

Emily Snowden
, Emily Snowden (1/10/2024) Communicating with Today's Parents

, Kimberly Richards

! Natalia Coletti

@ Hello. | have a question about the training you are offering. o

Type your message into the space provided.

Include any attachments by clicking the “paper clip” icon on the left side of
the text box. Select the file from your device and click Open to finish adding
the attachment.

@O®

When you have completed your message, click the blue arrow to send.

Once your message is sent, the recipient will receive a notification letting them know
they have messages to review. You will be able to see any responses in the chat in
your Messaging Hub.

Continue on to the next section for instructions on how to read a new message.
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Read a New Message
When you receive a new message in the Hub, you will see a red dot on the Messaging
Hub link. Click Messaging Hub to open this section and review the new message(s).

MISSISSIPP| DEPARTMENT OF HUMAN SERVICES. .: A

L)
A i Professional Portal v B Trainer Portal vl '® Messaging Hub | ® Help Documents ! Emily Snowden v Sign out

Your most recent message will appear at the top of

. the list with a preview of the new message.
Q Messaging Hub P J
Select the chat from the list and review the new

message.

Emily Snowden
Hi Mike. | am happy to... ‘ Continue on to the next section for instructions on
how to respond a message.

Send a Response ! Emily Snowden

[1/10/2024) Communicating with Today's Parents

From the Messaging Hub,

select an existing conversation
from the list on the left side of e

Hi Mike. | am happy to answer your question. 4

the screen. This will open the

This is the only document available in the Training Session Information.

selected chat.

Continue the chat by
typing your message
into the box provided.

[ & Type Message Ql

@ Include any attachments by clicking the “paper clip” icon on the left side of the
text box. Select the file from your device and click Open to finish adding the
attachment.

When you have completed your message, click the blue arrow to send.

Sign Out

“ ) Emily Snowden v

In order to sign out of your account, click your name in the top
® Account Information right corner then Sign Out.

This will sign you out of your account and take you back to the
B Sgnout MDHS LIFT-ED Log In page.
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