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What’s In This Guide?
This guide walks you step-by-step through the most common profile updates, including:

Contact Child Care Aware® for help along the way! 
800-997-8515 (Option 1)
referral@ndchildcare.org
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Updating Your “About Us” Section
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Start by following this link to log in to your account: ND EARLY CHILDHOOD HUB

Once you click on the link, you will be directed to the login page. Enter your login credentials in the section
circled in the red below.

Once the registry website loads, you will be directed to the page shown below. Click the blue Program Info
button, circled in red below. 

https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBORCBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fregistry.ec.hhs.nd.gov%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253Dn4Y-LRDXhvCrhnPmr21FJcJsX0S47BNbPVtMNs2w7BB-ISxwykGS4tarW1puPBmXSWd4z6XBormkYwQ-P8O-ih03PrwOa0SBuEA54CXZ_LVULSks_5Z9KMm8IvVqJ3QC7qVSt2PNBnLoij6rcUPnXkZIR0tBPc6brV99hME7BOhfqudxeSE0T_LsAmfnM8WrQSyY8S67oUNwRDUUUu9og2VIK-OK0OptubHlotFk_36mwOYo1TW3tDayjec0xznmO8sCWo-IDnstb7dRlEb-huL7ACwp0DDX3aTEc71zmPHMxO31v3B_RWWFdXRVZuK68jo_J41rDZbj9MiZbUXHmPJbFQM18ksd6NBK_ukNod3rs578a4ubJlk7-Dvk30gLyCj0PYLkTQCNnqGTr4D8zQ%26nonce%3D638955553666064770.YTQ5ODE3MzUtYmIwZS00ODk0LTg5NmItZTVhYmFkNDhlMTU5Zjg2YWE1NWYtMzI2Yi00ZGJmLTkwMGQtNTgzZWExOGVhNWI1%26ui_locales%3Deng&utm_medium=email&utm_source=govdelivery
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Navigate to the Program Info section, then click the blue About Us bar, outlined in red below.

Once on the About Us page, click Edit, as shown circled in red below.
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After clicking Edit, you will be directed to the page where you can enter your About Us description, as
shown below. Once you have finished, click the blue Update button, circled in red below.
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Once the registry website loads, you will be directed to the page below, and the section to update contact
information will appear right away under the section Org Details.

Updating Your Contact Information
Start by following this link to log in to your account: ND EARLY CHILDHOOD HUB

Once you click on the link, you will be directed to the login page. Enter your login credentials in the section
circled in the red below.

https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBORCBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fregistry.ec.hhs.nd.gov%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253Dn4Y-LRDXhvCrhnPmr21FJcJsX0S47BNbPVtMNs2w7BB-ISxwykGS4tarW1puPBmXSWd4z6XBormkYwQ-P8O-ih03PrwOa0SBuEA54CXZ_LVULSks_5Z9KMm8IvVqJ3QC7qVSt2PNBnLoij6rcUPnXkZIR0tBPc6brV99hME7BOhfqudxeSE0T_LsAmfnM8WrQSyY8S67oUNwRDUUUu9og2VIK-OK0OptubHlotFk_36mwOYo1TW3tDayjec0xznmO8sCWo-IDnstb7dRlEb-huL7ACwp0DDX3aTEc71zmPHMxO31v3B_RWWFdXRVZuK68jo_J41rDZbj9MiZbUXHmPJbFQM18ksd6NBK_ukNod3rs578a4ubJlk7-Dvk30gLyCj0PYLkTQCNnqGTr4D8zQ%26nonce%3D638955553666064770.YTQ5ODE3MzUtYmIwZS00ODk0LTg5NmItZTVhYmFkNDhlMTU5Zjg2YWE1NWYtMzI2Yi00ZGJmLTkwMGQtNTgzZWExOGVhNWI1%26ui_locales%3Deng&utm_medium=email&utm_source=govdelivery
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After updating the information, scroll down to the bottom of the page, and click the dark blue box labeled
Update. This will appear under the area where you can update your phone, fax, and website info. This is
shown below circled in red. 
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Once the registry website loads, you will be directed to the page shown below.

Updating Your Vacancy Information
Start by following this link to log in to your account: ND EARLY CHILDHOOD HUB

Once you click on the link, you will be directed to the login page. Enter your login credentials in the section
circled in the red below.

https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBORCBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fregistry.ec.hhs.nd.gov%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253Dn4Y-LRDXhvCrhnPmr21FJcJsX0S47BNbPVtMNs2w7BB-ISxwykGS4tarW1puPBmXSWd4z6XBormkYwQ-P8O-ih03PrwOa0SBuEA54CXZ_LVULSks_5Z9KMm8IvVqJ3QC7qVSt2PNBnLoij6rcUPnXkZIR0tBPc6brV99hME7BOhfqudxeSE0T_LsAmfnM8WrQSyY8S67oUNwRDUUUu9og2VIK-OK0OptubHlotFk_36mwOYo1TW3tDayjec0xznmO8sCWo-IDnstb7dRlEb-huL7ACwp0DDX3aTEc71zmPHMxO31v3B_RWWFdXRVZuK68jo_J41rDZbj9MiZbUXHmPJbFQM18ksd6NBK_ukNod3rs578a4ubJlk7-Dvk30gLyCj0PYLkTQCNnqGTr4D8zQ%26nonce%3D638955553666064770.YTQ5ODE3MzUtYmIwZS00ODk0LTg5NmItZTVhYmFkNDhlMTU5Zjg2YWE1NWYtMzI2Yi00ZGJmLTkwMGQtNTgzZWExOGVhNWI1%26ui_locales%3Deng&utm_medium=email&utm_source=govdelivery
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Once on this page you are going to over your mouse over the symbol circled and pointed to in the image below.

After hovering your mouse over the symbol circled above, you will see the correct section to click on. This
section that says Go to Resource & Referral as shown circled in red below. 
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Once you click on Go to Resource & Referral, a pop-up window will appear. If all changes on the current page
are saved, click Yes, as shown below, to proceed. 

Now that you are on the Resource & Referral website, you should see your Profile Manager page, it should
automatically load to the General tab as shown below. 
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From the Profile Manager page, with the General tab active, click on the Vacancies & Referrals section, as
circled in red below.

The screen shown below will appear immediately after you click Vacancies & Referrals.
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On the Vacancies & Referrals page, you can update the following: 

Total Number of Vacancies (Example: 2 vacancies)

Number of Vacancies in Each Age Group - Infant, Toddler, Preschool, School Age. (Example: 1 infant
vacancy, 1 preschool vacancy)

Any Additional Vacancy Information/Comments

After updating your vacancy information, scroll to the bottom of the page and click Save to apply your changes.
The Save button is circled in red in the image below.
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Updating Rates, Fees, & Financial Assistance
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Start by following this link to log in to your account: ND EARLY CHILDHOOD HUB

Once you click on the link, you will be directed to the login page. Enter your login credentials in the section
circled in the red below.

Once the registry website loads, you will be directed to the page shown below.

https://identity.newworldnow.com/account/login?returnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DSW5zaWdodCBSZWdpc3RyeSBORCBWNiAoUHJvZCk%253D%26redirect_uri%3Dhttps%253A%252F%252Fregistry.ec.hhs.nd.gov%252Fsignin-oidc%26response_mode%3Dform_post%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520role%2520email%2520profile%2520nwn.insight.elearning.webapi%2520nwn.insight.webapi%2520nwn.insight.identity.webapi%2520offline_access%26state%3DOpenIdConnect.AuthenticationProperties%253Dn4Y-LRDXhvCrhnPmr21FJcJsX0S47BNbPVtMNs2w7BB-ISxwykGS4tarW1puPBmXSWd4z6XBormkYwQ-P8O-ih03PrwOa0SBuEA54CXZ_LVULSks_5Z9KMm8IvVqJ3QC7qVSt2PNBnLoij6rcUPnXkZIR0tBPc6brV99hME7BOhfqudxeSE0T_LsAmfnM8WrQSyY8S67oUNwRDUUUu9og2VIK-OK0OptubHlotFk_36mwOYo1TW3tDayjec0xznmO8sCWo-IDnstb7dRlEb-huL7ACwp0DDX3aTEc71zmPHMxO31v3B_RWWFdXRVZuK68jo_J41rDZbj9MiZbUXHmPJbFQM18ksd6NBK_ukNod3rs578a4ubJlk7-Dvk30gLyCj0PYLkTQCNnqGTr4D8zQ%26nonce%3D638955553666064770.YTQ5ODE3MzUtYmIwZS00ODk0LTg5NmItZTVhYmFkNDhlMTU5Zjg2YWE1NWYtMzI2Yi00ZGJmLTkwMGQtNTgzZWExOGVhNWI1%26ui_locales%3Deng&utm_medium=email&utm_source=govdelivery
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Once on this page you are going to hover your mouse over the symbol circled and pointed to in the image
below.

After hovering your mouse over the symbol circled above, you will see the correct section to click on. This
section that says Go to Resource & Referral as shown circled in red below. 
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Once you click on Go to Resource & Referral, a pop-up window will appear. If all changes on the current page
are saved, click Yes, as shown below, to proceed. 

Now that you are on the Resource & Referral website, you should see your Profile Manager page, it should
automatically load to the General tab as shown below. 
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From the Profile Manager page, with the General tab active, click on the Rates & Assistance section, as circled
in red below.

The screen shown below will appear immediately after you click Rates & Assistance.



On the Rates & Assistance page, you can update the following: 

Choose if you would like to display your rates to the public.
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Enter in your daily, weekly, and monthly rates for each specific age group. 
Example: 

Daily infant rate - $60 
Weekly infant rate - $300
Monthly infant rate - $1,200

Enter your program’s registration fee
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After updating your rates and assistance information, scroll to the bottom of the page and click
Save to apply your changes. The Save button is circled in red in the image below.

Enter if your program accepts financial assistance. 


