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This is the Community Portal for the NH Connections Information System (NHCIS). This is where individuals working in

the field of early childhood and out-of-school time register to access professional development, credentialing, and

background checks. Administrators, approved by the Child Care Licensing Unit, have access to their staffs’ BRC eligibility

status and expiration.

We call this the Community Portal or the New Hampshire Connections Portal.

https://nhpublichealth.force.com/nhccis/s/login/?startURL=%2Fnhccis%2Fs%2F&ec=302

Registering for NHCIS

A A R AT

Login

Enter your Username and Password below to log in.
*Username
*Password

Reset password

If you are new to the system, you should sign up for an account as soon as possible. Please use your personal email

address so you have access to this account if you change employers and use your legal first and last names. This email

address will also be your username.

Register by clicking the REGISTER button on the left-hand side of the screen. You will land on this form to complete.

Create an account

Create your account by filling the form bellow.

* First Name

‘Cookie

* Date of Birth

Jan 1,1994

* Phone
(555) 5555555

129

* Mailing Address
129 Pleasant St
* City
‘Concord
* Zip
03301

*Create a secure password

Middle

Last Name
Monster
* Email

testecu+i@gmail.com

Apartment #

* State

New Hampshire v

Include at least :

10 characters

uppercase and lowercase letters
atleast 1special character

atleast 1 number

Return to
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https://nhpublichealth.force.com/nhccis/s/login/?startURL=%2Fnhccis%2Fs%2F&ec=302

Once you complete the registration form you will come to this screen. You should have an email (pictured below) in your

mailbox (yours will not say “Sandbox”). If you do not see this e-mail, please check your spam folders and include it as a

“trusted sender” so this e-mail will not go to your spam folder.

Verify

Please verify the One-Time Password sent to your E-Mail address below.

* One-Time Password

o- ¢ i

o
-

D Primary Social (> Promotions

D

NH Child Care Site . Sandbox: Verification code for Registration - Dear User, The one time password verification code for your registration is : 748861 Please use this ¢

< Welcome to TROTIIES i e Please verify the One-Time Password sent to your E-Mail address below, WO rk'
AYFpady have an account? * One-Time Password
‘ 74886]

Once you enter your verification code you will need to answer these 4 questions to move forward. These questions are

*TIP: Type your code into this
box as copy/paste doesn’t always

for data purposes to help DHHS get a better picture of the early childhood and out-of-schooltime workforce in New

Hampshire.

Return to
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Select All To Save And Proceed

Highest grade or level of schooling completed Field or profession

Select an Option v Select an Option v
Place of Employment Role or Title

Select an Option A4 Select an Option -

Now you are in the Community Portal!

Updating your information in the Professional Registry

Updating your e-mail address in NHCIS

Log into your NHCIS account. Click on the Professional Regist

@) NH CHNNECTIONS

Gr our children’s future tagether

OLUEWT STATLE
IR
Welcome Cookie Jones, " —

Welcome to the NH Connections Information System. Once you enter this systegg Ak Educataon dtals —
program's public profile, find instructional videos and documents as weg

)  Professional Registry ': Training
L] H
View and update importan Search for, Register and Complete
information for your Regi trainings, Download your training
and more transcripts and more
CURRENT STATUS Take new training —
Incomplete
— — 66.67 %

Add Education details —
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From here you can update your contact information by clicking on the pencil icon.

Contact Information

Cookie Jones

Previous Last Name

Snacker,Snacker

Mailing or Street Address
129 Pleasant St

Zip/Postal Code
03301

Click onmmgdﬂ the information. P

& 129 Pleasant St . (555) 555-5555

Concord, New Hampshire 03301

us
Birthdate % testcclu+1@gmail.com
1/1/1994
City State/Province
Concord New Hampshire

Update your information here, including your e-mail address. This will NOT change your log in. Your log in will remain
the same but all communication will be directed to the e-mail address entered here.

Contact Information

*First Name

Cockie

*Email

Middle Name *Last Name

Jones

*Phone

| testeclu+1@gmailcom

(555) 555-5555

Previous Last Name

Snacker,Snacker

Birthdate
Jan1,1994

-3

Updating and completing “Position” field

This field is different than the role in the BRC application and includes a large variety of possible positions for those

working in or on behalf of children and families.

To change your role within a child care program this must be done by the director in the staff roster.

*Position

Other

Agency Administrator
Applicant

Assistant Group Leader
Assistant Teacher
Bookkeeper/Office Staff
Camp Counselor

Center Director

Center Child Care Assistant
Contract Employee
Cook/Kitchen Staff

Direct Care Staff

Return to
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Connecting to your Child Care Program

Below you will see two squares. One says Professional Registry and the other says Training. We call these Tiles. Everyone
can see these tiles upon registering.

Now to connect to the child care program you work for or plan to work for, if that applies to you.

Click on the GET STARTED box within the pink square. Once you do this you will search for the program you are planning
to work at (or are already working at). Use the exact name as it appears on the program’s license, which can be found by
searching for the child care program using the Child Care Search on the NH Connections Website:
https://nhpublichealth.force.com/nhccis/NH _ChildCareSearch

Associate with a Program

Program Name * Position

Search Q Please select

Home Support  Cookie Monster ¥

* Start date

Registry Id: 005SRPFNQAC

i i 2
rking with a Child Care program

Welcome Cookie Monster,
Welcome to the NH this system you wil
blic profil wellas links for

©  Professional Registry
W

ia Training

Here is what this looks like as you enter information. There are roles within the system (such as Center Director) that
require the approval of the Child Care Licensing Unit and allow you elevated access within the system. You should be in
touch with your licensing coordinator about being approved per He-C 4002. If you need assistance, please call us at 603-
271-9025.

When searching for your program verify the license # as seen below with an organization that has multiple programs.

New Program Information

New Program Name
[ boys Q

Q

Boys & Girls Clubs of Central New Hamp...
CCCB-06851 » Active » Licensed Group

Child Care Program

Boys & Girls Clubs of Central New Hamp...
CCCB-06858 « Active « Licensed Group
Child Care Program

Boys & Girls Clubs of Central New Hamp...
CCCB-06853 + Active « Licensed Group
Child Care Program

Boys & Girls Clubs of Central New Hamp...

Returnto 6
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https://nhpublichealth.force.com/nhccis/NH_ChildCareSearch

Schedule a fingerprint appointment

You must schedule and complete your fingerprinting with the NH State Police. The link to that portal is:

https://services.dos.nh.gov/chri/cpo/

There are instructions linked on this page that you should reference before setting
up your appointment:

The screen shot below shows what Type of Agency and Agency you should choose in
order for your results to be released to CCLU for review and eligibility determination.
Any other option will not allow CCLU review and will require that you get your prints
redone at an additional cost.

Schedule NEW Fingerprint &
Criminal Record Check
Appointment

To schedule a new appointment, click the
button below.

Before you begin, please click here to read
the instructions.

Schedule a New Appointment

Agency Selection

of Safety is not responsible for results delivered in error due to the applicant selecting the incorrect Agency.

agency selected will incur an additional $5 charge.

Select Type Of Agency * DHHS - Child Care

Select Agency * STATE OF NH - DHHS BCCL & CHILD C...

-> Please select the employment or licensing Agency you are applying to. Background check results will be delivered to the Agency you select. If you are
unsure which Agency to select, or the Agency does not appear in the selection please contact the Agency you are applying to. Please note: The Department

-> To select an agency first select the Agency Type from the drop down list. Selecting the agency type will narrow the number of agencies that appear in the
Select Agency drop down. Once the agency type is selected then find and select the specific agency you wish your results to be delivered to.

-> Note: For 'School Transportation Agency' applicants only -you may select more than one agency from the ‘Agency’ drop down. Each additional

o | D
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Completing your Background Record Check in NHCIS

Once you are registered and connected with a child care program you will now have a Background Record Checks (BRC)

Tile. You will also have a registration ID which can sometimes be helpful if you run into issues and need further

assistance.

Welcome Cookie Monster,

Professional Registry 2
? a

and more.

CURRENT STATUS
Incomplete

Add Personal Information details —

Welcome to the NH Connections Information System. Once you enter this system you will be able to update your
program’s public profile, find instructional videos and documents as well as links for getting additional help.

Training

Take new training —

Search for, R and Complete - Checks
trainings, D your training Apply for, Renew and Manags you
Background Record check actvities.
CURRENT STATUS
) pending

Background Record

Registry Id: 005RPFNQAC

Your next step is to begin the Background Record Check Process. Once you hover over this tile you will see the VIEW
DASHBOARD square. Enter this tile by clicking on this square.

¢y  Professional Registry
n

View and update important

information

your Registry profile

and more

CURRENT STATUS
Incomplete

Add Personal Information details —

Training

gister and Complete

d your training

Take new training —

VIEW DASHBOARD

CURRENT STATUS

Once you enter the BRC tile you will see an option to start a New Application

Return to
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Dashboard

o o O e New Application

Applications Applications.

)
o)

InProgress ~ Submitted  Under Review  Processed

New Background Record Check

Please read all instructions and make sure you

don’t miss any important information. )
Introduction

Introduction

Personal Information

Getting started with your Background Record Check

Welcome to the NH Connections Background Record Check Portal. If you have been hired by or are currently working in . .
a licensed child care, or residential program; or are a household member in either, you are required to complete a cH RI Authorlzatl o n
background record check (BRC) before you can begin working in the program. This includes anyone who resides in a

program that may not work in the program, but could have unsupervised access to children in care. To initiate a new

BRC you will complete a new BRC request. Once complete, an email will be sent to you at the email address you have

provided, detailing next steps, including how to schedule a fingerprint appointment, and a checklist of what must be

Household and Personnel

submitted to ensure that your packet is complete. Throughout the process, you will receive email updates, but you can

also log in to the portal to follow the progress of your BRC request.

The NH Child Care Licensing rules currently mandate that ALL BRC materials be submitted together in one packet,

therefore, plasseensure bo Tollow this procass, 458 BRC packeh thak ismissing any of e required decusmentation wil 4.1 Aliases and Addresses
be returned to the program in which you are affiliated with, for completion. Upon receipt of a complete packet, CCLU

staff will process it.
Keep copies of all documentation submitted for your records.

4.2 Employment

If you have any questions regarding the BRC process, you may call the Child Care Licensing Unit at (603) 271-9025 to

speak with our office staff.

Click Next to begin. @ REVieW and Submit
Cancel m

Personal Information
2.1 Contact Details

Please review and update your personal information, ensuring that all information provided is complete and accurate.

Please pay particular attention to this section and make sure you are including the required information.

CHRI Authorization - Appointment Details, you must provide the date and location of your fingerprint appointment.
Your appointment date must be within the last 180 days, or a future date, otherwise it will not be accepted. If you're
going to a local police department, select “Other”, and provide the name of the PD.

Return to
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Child Care Program

Appointment Details

Record Challenge

Saf-€ 570312 Procedure for Correcting a CHRI (3

ted in the last year, of the correctionf) Th

CRIMINAL HISTORY RECORD INFORMATION AUTHORIZATION (CHRI)

Household and Personnel 4.1 - if you currently live outside of NH (e.g. Maine, Massachusetts, Vermont), you must
include that information in the Out of State Addresses section.

Aliases: It is important to include all aliases (maiden names, previous married names, any/all last names you have ever

used) here.

Out of State Addresses: Include all addresses for states other than NH that you currently live in or have lived in within
the previous 5 years. If you currently live outside of NH, be sure to select the Current Address checkbox when entering
your information. Also, if you lived in another state while you attended college within the previous 5 years that address

must also be included.

HOUSEHOLD AND PERSONNEL

4.1 Aliases and Addresses

Aliases

Out of State Addresses

Add another address

dicates required fiekd

Current Address

City

Move in Date

search for Personal address below or input in the fields

State

Please select

Move out Date

Apt / Suite &

Add an Alias

Add an Address

Zip / Postal Code

Returnto 10
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Household and Personnel 4.2 - ‘Am | required to obtain an Employment Eligibility Card?’, read the instructions carefully,
and make a selection ONLY if this section applies to you. If you are not exempt from getting an employment eligibility

card then leave this section blank.

HOUSEHOLD AND PERSONNEL

4.2 Employment
. the current employment information lite

Current employment

Dinosaurs OF Doubleknots winjon Center Director

Am 1 required to obtain an Employment Eligibility Card?

Please select

Previous Employment

Add an Employer

Review and Submit — review the summary page to ensure that you have provided complete and accurate information,

then at the bottom of the page, Submit your BRC application.

| hereby swear that:
a) All information provided above is accurate.
b) I have not been convicted of a felony consisting of murder, child abuse or neglect, crimes against children (including
pornography and trafficking), spousal abuse, rape or sexual assault, kidnapping, arson, physical assault or battery, or a drug related offense (in the last 5
years) or convicted of a violent misdemeanor committed as an adult against a child including child abuse, child endangerment, sexual assault or child
pornography, or a crime which shows that | might be reasonably expected to pose a threat to a child, such as violent crime or sexually related crime against
an adult.

CCLU will investigate all criminal records, sex offender registries and abuse and neglect registries and offer opportunity for eligibility. The crimes listed in b
above exclude you from eligibility. You can challenge all criminal records through either the state police or the FBI.

One you have submitted your application you can find the application in “My Applications" in the submitted section.

Dashboard

-I Open O Approved
Applications Applications

InProgress  Submitted  Under Review  Processed

15147

Application Type
129 Pleasant St, Concord, New Submitted PP ’_‘P .
New BRC Application

Hampshire, 03301

In addition, you will receive an email with instructions on next steps:

Returnto 11
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Downloading Forms

Immediate Attention Required

Date: 41182003
Re: Background Record Check submission # 16847
Dear,

Our recards indieate that you have initisted & background record heck (BRC) via the NH Connections Info o (NHICIS). If you have not yet seheduled a fingerprint appoiniment, 4o 16 aur website for
more information on scheduling your eppointmee.

Background Record Check tile. Under *My Applicatioas’ on the Jefl side of the sereen, click on My Documents.” This will bring you to the

Once yous appintment is schedaled, log in to NHCIS, and of
i e icon © next 0 the formis) o downlond end print

in progaess. Click on

17 your online using the D of Safety CHRI Applicant Poral

- En sbility Cad if applicable
or
11 your fingerprint appointment was o1 a local police deparument:
+ CHRI Page

« Employment Eligibility Card if spplicable.

‘Review all forms, and sign and date where required.

1 your it ataloeal poli you will receive an App LiveSie f CLU with 1 you are required 1o
submis an Employment Eligibility Card Applicat 2 must includ the date and the location of your schieduled fingerprinting
*Submil a rectly to the Chi

tly live o have itional forms to be submiticd. Please mail those

ot dentified, you “eligghble™ o work and your BRC status will be updated and available (o you and the prograrm in the NH Conncctions Information System

Singercly.

‘Department of Health and Human Services
Child Care Licensizg Unit

129 Pleasam Sueet, Concard, NH 03301

Phone: (603) 271-9025
Fax: (603) 2714782
Emal: CCLUni{@hirs h g0y

You will find your documents under My Documents along the left-hand column of your BRC page. The screen shots
below show how you can access this section and download your documents for printing. Please refer to the email you
will receive once your application is submitted, to determine which documents are required to be printed and mailed

to CCLU.

Step 1, click on My Documents.

NH CE&NNECTI

Growing our children’s future tege

My Applications

My Documents

Training Calendar

My Training

Eligibility Transfer Requests

Techinical Helpdesk

Step 2, click on the Application Number to open the application.

&—« Back to Dashboard

Documents

View all the documents here once applications submitted.

Application Number Application Type Application Status

Application Number

> 15147 New BRC Application Submitted

Closed date

2022-10-04

Returnto 12
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Application Number Application Type Application Status Closed date

Step 3, click on the download symbol to the far right of

the document. o e B et
T e Submitted Date Submitted By
15147 - Employment Eligibility Card 2022-10-04 Bennet Snerf 9
15147 - HP Page 202210-04 Bennet Snerf 9
15147 - CHRI Page 2022-10-04 Bennet Snerf 9
15147 - Application Summary 2022-10-04 Bennet Snerf 9

If you have lived in another state during the last 5 years you will also receive an email D 9292022

with instructions on where to find the out of state forms and instructions. This must be Fe: CAN Contrl Regsry Chek recuirement o submision 1514

. . . Dear Big Bird,
su bm Itted Wlth yo urcom pleted pa pe rwork an d a ny payments req ul red * Our records indicate that you have initiated a new background record
check (BRC) via the NH C i System self-s
portal, and have indicated that you lived in another state, other than NH,
during the last five years. Therefore, there must be an abuse and neglect
. . . . . central registry check completed in each of those states. Click on the link
Your application status will change to “Under Review” when CCLU receives your below t0 be diected to our background check webse, where you wil

find the required forms for each state, along with detailed instructions

submission and enters updates. This process may take from a week to several weeks mrmmm—t——
depending on results received from criminal history records, or abuse and neglect Do.m., ,. Hm.,,,,“hM
registries. Should there be results from any of these searches you will receive a letter 5.‘??:":".?,(:"#::1‘,325‘"”:,“.?’"d:‘p“m“:d

from us with a deadline oty iopacing ot sy o work o G At g
My Applications for providing additional Doyt oS

Child Care Licensing Unit

View all applications that has been submitted or by status 129 Pleasant Street, Concord, NH 03301

information. Please be
sure to respond by the
deadline. Failure to do so

Phone: (603) 271-9025
Fax: (603) 271-4782
Email: CC

Application Number  Full Hame Date Submitted  Expiration Date  Action

will result in being deemed ineligible.
You will also receive an email when we have received the payment and application for an eligibility card if you are
required to obtain one.

Date: 10/4/2022
Re: Employment Eligibility Card application and payment #15147
Dear Bennet Snerf,

The Child Care Licensing Unit has received a complete Employment
Eligibility Card application for you, including full payment.

You may follow the progress of your submission through the NH
‘Connections Information System.
hitps://nhpublichealth.force.com/nhccis

Sincerely,

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street, Concord, NH 03301

Phone: (603) 271-9025

Fax: (603) 271-4782

Email: CCLUnit@dhhs.nh.gov
https://iwww.dhhs.nh.gov/programs-services/childcare-parenting-
childbirth/child-care-licensing

If parts of your application are incomplete, missing an employment eligibility card payment or out-of- state forms/fees,
or if you’re eligible to work under supervision, you will receive an email. For incomplete submissions, please work with
the program to submit any outstanding requirements by the deadline given, as failure to do so will result in your
application being withdrawn, and a status of ineligible.
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URGENT - FINAL Notification

Date: 11/29/2023

Re: Incomplete Qui-of-State Central Registry Check requirement for
submussion # 27940

Dear Elsa Oldenburg

The Child Care Licensing Unit has received vour BRC application, however, we
have not recerved the mformation required for out-of-state child abuse and neglect
registry checks. Therefore, the application is incomplete.

Click on the link below to be directed to our background check website, where
vou will find detailed instructions and fee requirements. if applicable, for the
abuse and neglect registry checks

hitps://www.dhhs nh, gov/out-state-abuse-and-neglect-checks

Complete the process according to the instructions provided on our website, and
submit the information to our office no later than 12/6/2023. Any paper forms and
check payments that are required are sent to our office_ not the other state

If the information and applicable fees are not recerved. we will be unable to
complete your background record check, and your submission will be withdrawn
from our system, impacting vour eligibility to work in a child care program.

If you have any questions. please email CCLUmt@dhhs.nh gov or call 603-271-
9025.

Sincerely,

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street, Concord, NH 03301

Email: CCLUnit@dhhs nh.gov

https-//www dhhs nh gov/programs-services/childcare-parenting-childbirth/child-

care-licensing

Once your application has been deemed eligible you will receive an e-mail and your application will move to Processed.
You will also see your expiration date in that status area as well as the top right of the BRC section of your NHCIS portal.

Your background record check (BRC) 1s now complete, and our office has determined that you are
eligible to work 1n child care at this time. The status of your BRC 1s available to you and the program in
the NH Connections Information System (NHCIS). This ensures that your employer 1s aware of your
eligibility status.

Sincerely,

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street, Concord, NH 03301

Phone: (603) 271-9025

Fax: (603) 271-4782

Email: CCLUnit@dhhs nh gov
https://www.dhhs.nh.gov/programs-services/childcare-parenting-childbirth/child-care-licensing

My Applications

View all applications that has been submitted or by status below.

Eligible/10-4-
2027

InProgress  Submitted  Under Review  Processed

Application Type Application Number Full Name Date Submitted Expiration Date

New BRC Application 15147 Bennet Snerf 10-04-2022 10-04-2027 VIEW

Returnto 14
Table of Contents




You will also receive an employment eligibility card email when that card has been printed and is being mailed to you.

Date: 10/5/2022
Re: Employment Eligibility Card approval
Dear Willow Branch,

Your Employment Eligibility Card has been processed, and will be mailed
to you at the mailing address provided on your application. If your mailing
address has changed since you submitted your application, please provide
us with the new address by emailing cclunit@dhhs.nh.gov or by calling
603-271-9025.

Sincerely,

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street, Concord, NH 03301

Phone: (603) 271-9025
Fax: (603) 271-4782
Email: CCLUnit@dhhs.nh.gov

https://www.dhhs.nh. gov/programs-services/childcare-parenting-childbirth/child-
care-licensing

Additional Applications
You can find additional applications by clicking on the link on your left-hand side menu.

awy;, NH CHNNECTIONS | B Racord Dhek Portal

rmmde gy e v b sovs o ba

My fppdcations

Mew Application

hiy Doruments

- Ebgibility Card
i ko Chadge -
rininE Colendar Replaceme

e
]

bty Traming

My Applications

‘i all apphcations that has bew s Sabeuiiesd or by stabus Bl

Name Change
A Name Change Application will change your name in the system.

Replacement Eligibility Card

To get a replacement eligibility card complete this application, download the replacement eligibility card
application from My Documents and mail it, along with the required fee, to the address on the form. This form is only to
replace your current eligibility card and is not needed or applicable when completing a new/renewal BRC.
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Eligibility Transfer Request
Complete the fields on this page and SUBMIT:

New Eligibility Transfer Request

Submit a new request using the fields below. Once the request has been submitted you will recieve updates via email, and on this portal as they occur.

* indicates required field
! Current or Most Recent Program Name
D BRC Testing Program Center Based x
Applicant Email Applicant Phone

(555) 555-5555

Are you still working at this program ?

Ei y t End Dats
Ves mployment End Date

s No Mar 28, 2022

=]
New Program Information
New Program Name Eligibility Transfer Request Date “Rele
D Testing BRC Program Family Based X Mar 28, 2022 a8 Family Child Care Assistant v
Street Address Apt/Suite #
City State Zip/Postal Code

CANCEL SUBMIT

You will see the status of your submission here:

« Back to Dashboard

Eligibility Transfer Requests NEW REQUEST +

View all transfer requests that has been submitted or create a new one

FULL NAME NEW PROGRAM NAME INITIATION DATE DATE SUBMITTED STATUS

_ Testing BRC Program Family Based 3/27/2022 3/28/2022 Submitted View Details »

And you will receive an e-mail letting you know the application has been submitted. (In some cases, the director will
receive an email, but not always, the director should follow the next steps to approve the transfer)

You will receive an e-mail indicating you have been approved.
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Sandbox: NH Child Care Licensing Unit - Eligibility Transfer Request approval nbox x

NH CCLU - BRC cclunit@dnhhs.nh.gov via ocBduomaxcbll.r-3b65eae.cs32.bne.sandbox salesforce.com

-

L

Date: 3/28/2022

Re: Eligibility Transfer Request approval

Dear -

Your Eligibility Transfer request has been approved. and the NH
Connections Information System has been updated to reflect your
transfer of employment.

Sincerely.

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street, Concord, NH 03301

Phone: (603) 271-9025

Fax: (603) 271-4782

Email: CCTUnit@dhhs.uh.gov
https:/'www.dhhs.nh.gov/cos/eclw/index.htm

NOTE: You can do multiple transfers and indicate you continue to work at another program if you work at more than
one program, it’s the same process.

DIRECTORS/PROVIDERS
Through NHCIS you can review staff eligibility and expiration as well as update roles and end date staff.

When staff we up for renewal they do receive e-mails 120, 90, 60, and 30 days before expiration. Once expired an email
is sent to the program e-mail address and the individual.

Staff and household members 10-17:

e If you have staff or household members between the ages of 10 and 17 you only need to submit a Household
and Personnel form. The Household and Personnel form for ages 10-17 can be found here.

e |fa 10-17-year-old has lived outside of NH during any part of the last 5 years, please also submit the appropriate
Out of State CAN form. You can find that here

Your Staff Roster and BRC approval Process

You will notice in the steps above that your staff will receive an email with instructions once they submit their BRC
application through NHCIS. It is important that they print any forms required, and the forms and payments are sent to
CCLU. We recommend these are mailed from the program so you can ensure all steps were completed.

What you will see in your NHCIS portal

If a staff is listed as eligible they have a current BRC and can work. Ineligible means they do not have a current BRC and
must not be present at the program until they are deemed eligible. Staff who are new and awaiting BRC results are
marked as Pending and are not eligible to work until deemed eligible.
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https://www.dhhs.nh.gov/sites/g/files/ehbemt476/files/inline-documents/sonh/cclu-hp.pdf
https://www.dhhs.nh.gov/out-state-abuse-and-neglect-checks

Eligibility Transfer Requests Pending Hires Active

Ml A B CDETFGHI J] KLMMNOGPI GQH®RSTWUVWXYZ 0, Search to filter
MName Role Start Date  Eligibility  Application Status Employment Status  Details
Anna Oldenburg  Center Lead Teacher 9/4/2023 Pending Incomplete Qut-of-State  Active b
Snuffie Upagus Center Associate Teacher  11/27/2023 Pending Under Review Active b3

If you have questions about the status of your staff’s application, you can check it on your programs staff roster. You will
be able to see if it is under review, incomplete, withdrawn, etc.. If you mailed documents to our office and you don’t see
that their application has moved from Submitted to Under Review, and it has been more than 2 weeks, please e-mail our
office for more information (cclunit@dhhs.nh.gov).

Eligibility Transfer Requests Pending Hires Active
You can sort the staff
. roster by Name, BRC,
Al A B CDEF GH 1 J] KLMMNG OTFP R § T UV WX Y Z Q, Search to hiter e EaL TR
° Expiration, or Eligibility
N Rol BRC Expiration Date  Start Dat Eligibilit Application Stat Empl t Status  Detail siaie Jis oo Gor
ame l0le Xpiration Date ar’ ate gDty pplication atus mploymen atus etal .
the column title then
Flsa Center click on the arrow that
) 11/29/2028 10/23/2023 (@ Eligible  Approved Active >
Oldenburg Director appears.
inle! ibilid
¥ Care 1/22/2023 1/3/2023 @ Ineligible  Withdrawn Active 3 s
Brown :
Assistant
K_”mﬁ anter 10/27/2028 12/4/2023 @ Eligible  Incomplete ECard Active >
Bjorgman  Director
olaf Center
=l
Assistant  12/18/2023 1/27/2023 Q Eligible ‘Working Under Supervision Active >

Snowman
Teacher

If the application status indicates that the submission is incomplete, withdrawn, etc., check with your staff as they will
receive emails when something additional is required. The requirements will need to be mailed to our office for
completion, before the due date provided within the email. Here is a sample of the email your staff will receive:
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Attention Required - URGENT

Date: 12/4/2023

Re: Incomplete Employment Eligibility Card submission = 27897

Dear Kristoff Bjorgman

The Child Care Licensing Unit has approved your BRC application, however, the
fee required for the Emplovment Eligibility Card has not been received. Please
mail a check or money order, made pavable to Child Care Licensing Unit, to our
office no later than 12/11/2023, and either include a copy of this letter with your
submission, or wiite your name in the memo line on the check or money order.

If vou have any questions regarding this communication, please contact us for
assistance.

Sincerely,

Department of Health and Human Services
Child Care Licensing Uit

129 Pleasant Street, Concord, NH 03301

Email: CCLUnit@dhhs nh gov

hitps:/www.dhhe nh sov/'programs-services/childcare-parenting-childbirth ‘child-
care-licensing

Once your staff have been deemed eligible you will see them on your staff roster with their expiration date.

Eligibility Transfer Requests Pending Hires Active
Ml A B CDEFGHI J] KLMMNDOPQRSTUVYVWXYZ search to filte
Name Role BRC Expiration Date  Start Date Eligibility  Application Status Employment Status Details
Elea center 11/29/2028 0/23/2023 @ Eligib d
1/29/2 10/23/2023 9 Eligible Approve Active >
Oldenburg  Director Ll A * N B o
Anna Center Lead - .
11/20/2028 9/4/2023 {® Eligible Approved Active
Oldenburg  Teacher
Finley Child Care ’
11/22/2028 1/3/2023 L Eligible Approved Active >
Brown Assistant
Kristoff Center . o
c: 10/27/2028 12/4/2023 @ Eligible Approved Active >
Bjorgman Director

Eligibility Transfer Requests

Once completed there is no need to file anything with CCLU. The only time you need to send anything to CCLU is when
someone is required to get a complete BRC done.

Staff should log into NHCIS to initiate their BRC eligibility transfer request to a new program. Staff may remain
connected to more than one program at a time.

Once logged into NHCIS navigate to the Background Record Check tile:
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Home  Support

[ F——

Welcom
Welcome 1o the NH Connections Information System, Once pou enter this system you wil be able 10
Registry Icl: DD2CKLTYAK

update your program's public profile, find instructional videos and documents as well as links for getting
sdditsanal help.

¢y  Professional Registry r j credentialing F Training Fa Background Record \\
i : | . - . /. e Checks

in i sibe e traming - \ f
Y etk
Add tradantial —

Ak ELaton SRME 3 "

Choose Eligibility Transfer request from the menu on the left of the page:

@\ w | Background Record Check Portal

Grawing our children's future tagether

APPLICATIONS Dashboard

My Applications

My Documents Open Approved
0 Applications 0 Applications

TRAINING

Training Calendar

My Training My Applications

PROFESSIONAL TOOLS

Eligibility Transfer Requests

HELP

nProgress  Submitted  Under Review  Processed

Techinical Helpdesk
Sorry! Mo items to display in this list

Any pending eligibilities will show up here or the option to create a new request:

« Back to Dashboard

%I Mo eligibility transfer requests have been made
S Once a request has been made, it will appear here. Click the button to get started. NEW REQUEST +
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Date: 3/28/2022

Re: Eligibility Transfer Request

DE?“-

You have initiated an Eligibility Transfer Request within the NH
Connections Information System portal. The program you are requesting
to transfer to has been notified, and will be required to verify your
request, and approve the transfer. You may follow the progress of your
submission through the NH Connections Information System portal.

https:/‘uat-nhpublichealth cs32 force.com/nheeis

Sineerely,

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street. Concord. NH 03301

Phone: (603) 271-9025

Fax: (603) 271-4782

Email: CCLUnit@dhhs.nh.gov
hitps://www.dhhs.nh.gov/oos/cclu/index.htm

The Center Director or Family provider may then approve the transfer by logging into NHCHIS and entering the
Background Record Check area through the tile on that home page. From there choose the Eligibility Transfer Request
option from the menu along the left-hand side of the page:

@ NHC$NNECTIO

APPLICATIONS
My Applications
Document Library

PROFESSIONAL TOOLS

Eligibility Transfer Requests

DEPARTMENT

Staff Roster

INITIATE BRCs

Initiate BRCs for Staff

Once you enter that area of the roster you will have three tabs related to the status of your staff. Choose Eligibility
Transfer Requests and the arrow next to the Submitted option for the person you wish to approve or deny:
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Staff Roster

Browse, search and view staff members using the filters and fields below.

~ Testing BRC Program Family Based

Eligibility Transfer Requests Pending Hires Active

AlA B CDETFEGHTI J KLMNOTPOGQRTSTUVWX Y Z Search to filter...

ELIGIBILITY TRANSFER

FULL NAME NEW PROGRAM NAME DATE SUBMITTED STATUS
REQUEST DATE
Testing BRC
- _ Program 3/27/2022 3/28/2022 Submitted >
B Family Based

From the next screen you can approve or deny the request by choosing the appropriate option.

Staf oster

Browse, search and view staff members using the filters and fields below.

~ Testing BRC Program Family Based

Eligibility Transfer Requests. Pending Hires Active
«Back to transfer requests
Eligibility Transfer Request LENA] Aeerove
View P with your y , or withdraw quest.
Current status Date submitted Eligibility Transfer Request Date Role
® submitted 3/28/2022 3/27/2022 Family Child Care Assistant
Request Details
Current Program Name New Program Name

You will receive confirmation that you want to approve this request and then the person will be added to your Active tab
(you may need to refresh the screen).

Approve Request Confirmation

Do you want to approve current request?

CANCEL APPROVE

The individual will receive an e-mail indicating they have been approved
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Sandbox: NH Child Care Licensing Unit - Eligibility Transfer Request approval nbox x

NH CCLU - BRC cclunit@dnhhs.nh.gov via ocBduomaxcbll.r-3b65eae.cs32.bne.sandbox salesforce.com

-

Date: 3/28/2022

Re: Eligibility Transfer Request approval

Dear -

Your Eligibility Transfer request has been approved. and the NH
Connections Information System has been updated to reflect your
transfer of employment.

Sincerely.

Department of Health and Human Services
Child Care Licensing Unit

129 Pleasant Street, Concord, NH 03301

Phone: (603) 271-9025

Fax: (603) 271-4782

Email: CCTUnit@dhhs.uh.gov
https:/'www.dhhs.nh.gov/cos/eclw/index.htm

How to Update the Program Staff Roster in NHCIS BRC:

As the Center Director/Site Director/Site Coordinator/Program Director/Family Child Care Provider, you have access to
the Staff Roster of your program when you log into NHCIS. After you log in, you will see this tile. The Current Status
indicates your Background Record Check (BRC).

If your BRC status is ineligible, you will not be able to proceed, please contact the office at 603-271-9025.

1. Click on the tile.

Background Record
am  Checks

Apply and Manage
Backg ord check 2

RRENT STATUS

Eligible

2. You have a Dashboard to show you the status of BRCs for individuals in your program.
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https://nhpublichealth.force.com/nhccis/s/login/?ec=302&startURL=%2Fnhccis%2Fs%2F

APPLICATIONS

My Applications

Document Library
PROFESSIONAL TOOLS
Eligibility Transfer Requests
DEPARTMENT

Staff Roster

INITIATE BRCs

Initiate BRCs for Staff

3. To see detailed information, go to the Staff Roster on the left side of the screen, highlighted below:

APPLICATIONS
My Applications

Document Library
PROFESSIONAL TOOLS
Eligibility Transfer Requests
DEPARTMENT

Staff Roster

INITIATE BRCs

Initiate BRCs for Staff

Dashboard

0

Active Staff with Expired BRC

1

Pending Hire Requests

Eligibility Transfer Requests

Sorry! No data available to display here,

My Applications

In Progress  Submitted

Dashboard

0

Active Staff with Expired BRC

1

Pending Hire Requests

Eligibilty Transfer Requests

Sorry! No data available to displey here

My Applications

InProgress  Submitted  Under Review

2

0]

Upcoming BRC Expiration Staff With BRC Renewal in Progress

0

Pending Eligibility Transfer Requests.

6

Active Staff with Current BRC

BRC staff by BRC status BRC Staff by Employment status
r———
endng [
. neigie o
P
— gl

Under Review  Processed

Sorry! No items to display in this list

2

Upcoming BRC Expiration

0

Pending Eligibility Transfer Requests

BRC staff by BRC status

I Pending
ineigible

- Eigbe

NEW APPLICATION +

Processed

Sorry! No items to display in this list

When an individual leaves
4. There are 3 tabs, select Active to see a list of individuals the CCLU has on file as working or living in your program.
When an individual leaves, click on the arrow to the right of their name to enter the date the individual left.

= ®

B

0]

Staff With BRC Renewal in Progress

6

Active Staff with Current BRC

BRC Staff by Employment status

— e
Quick links
= g
My Taiing rofessional
Regisry
-]
Teining Myprofie

Calendsr
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Staff Roster

Browse, search and view staff members using the filters and fields below.

v Sesame Street Early Learning Testing Center

Eligibility Transfer Requests Pending Hires Active
Al A B CDEFGHTI J KLMNOPI OQRSTUVWX]YZ Search to filter
Name Role BRC Expiration Date  StartDate  Eligibility Employment Status Details
Cookie Jones Center Director 2/9/2025 2/13/2015 Eligible Active >
Large Bird Center Lead Teacher 10/6/2027 12/13/2022 o Ineligible  Active >
Snuffle
Center Director 11/8/2027 2/15/2023 Eligible Active >
Upagus
Oscar T Afterschool Group . X
9/20/2027 7/28/2022 Eligible Active >
Grouch Leader
Prairie Dawn Center Lead Teacher 8/2/2027 8/2/2022 Eligible Active >
Queen Tut Center Director 8/1/2024 1/1/1900 o Ineligible  Active >
Center Assistant
Mrs Hooper Teach 10/4/2022 8/1/2022 o Ineligible  Active >
eacher

B -

5. You will see the individual’s information, click on the edit screen at the top, highlighted here:

E—

APPLICATIONS
My Applications

Document Library Contact information

PROFESSIONAL TOOLS

Address Phone number Date of Birth Email
Eligibility Transfer Requests EE— - L ]
DEPARTMENT

BRC Information

Staff Roster

BRC Status Last BRC Renewal Date
INITIATE BRCs o

Eligible

Initiate BRCs for Staff

Demographics

Gender Language Secondary Language Learning Language Race/Ethnicity
Credentials

Credential Type Expiration Date
Education

Institution Name Degree Name Degree Category Degree Level Month Year

Employment

Program Name Start Date - End Date
Date Staff Started Working with Children Hire Date Employee End Date
2/11/2022

6. At the bottom of the screen, add the individual’s end date, and click Save.
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Employment

Program Name Start Date - End Date
Date Staff Started Working with Children Hire Date Employee End Date
02/11/2022 (] mm/dd/yyyy [} 02/16/2022 |

Save

Once saved, the individual is no longer visible in the Staff Roster.

Updating Staff Roles
7. Updating staff roles can also be done from this screen. This is the only way that a staff role can be updated. The
individual cannot update their own role at the program.

Date Staff Started Working with Children Hire Date Employee End Date

03/29/2023 | mm/dd/yyyy (m} mm/dd/yyyy m]
Employee Role

Afterschool Group Leader v

Save Cancel

Keeping the Staff Roster up to date will assist with ensuring that individuals, once employed, remain current with their
BRC renewals.

If you require assistance with updating your Staff Roster please contact the Outreach Specialist at Child Care Aware of
New Hampshire at (603) 578-1386, ext. 2531

Updating your program profile (directors)

If you require assistance with updating your Child Care Profile please contact the Outreach Specialist at Child Care
Aware of New Hampshire at (603) 578-1386, ext. 2531

The program profile page is used to share information on the public facing child care search. Families searching for child
care use this site to find child care that meets their family’s needs. The more information posted here more informed
choices can be made by families.

It is important to review this information often. The program e-mail address is where all correspondence are sent for
renewal of license, visit results, and more. In addition your child care profile information is used when Child Care Aware
is working with families seeking child care. The more accurate and up to date this information is the more likely the best
matches will be made for families.
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Navigate to the Child Care Profile Tile:

UPDATE PROGRAM PROFILE

LAST UPDATED

i 9/30/2020

Once within your program profile make sure
you update your enrollment status and

. . {ﬁi\ NH C4NNECTIONS | child care Professional Portal
program status. This area requires you to

S o oo Frters gtiher

indicate if your program is Profit or Non- PROFILE EDIT
Profit

Dwarf Village Childcare
129 Pleasant Concord, New Hampshire 03301

Get Directions 3

2 Phone #D) Current Enrollment Status
(603) 555-1212

~None- v

2 Email
Temporarily Closed due to COVID-19
testcclu@gmail.com

Status*

[ Select an Option v

Complete this feld

“'D Current Enrollment Status

--None- v

Accepting Children

Accepting Children on Wai...

Mon-Profit Not Accepting Children

— —— -

Once you have updated this part of your profile be sure to save it. The save button for this can be found on the top right
of your screen under your name.

Home Support Cookie Monster ~
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Share Options
This section allows you to share your social media, website, email, and phone numbers on the child care search page

Program Details

Share Options

Share Options

Hours of Operation and Rates
Facebook URL Website URL

Ages Served and Capacity

“E-mail address “Phone

Other Information ] il ‘

Complete this field

Share options to show on profile

Facebook Website E-mail

You will need to provide an email address for your program as well as a phone #.

This section can be saved by clicking the save button found at the top right of your screen under your name.

Home Support Cookie Monster ~

Hours of Operation and Rates
All programs should enter their rates here, you can determine if those rates are posted publicly or not.

This section is critical to providing information for families as well as information for DHHS when reporting to the federal
Office of Child Care, setting child care assistance reimbursement rates, and answering questions from the state
legislature.

Hours of Operation and Rates + ¢

NOTE: Due to some providers offering multiple schedule options (i.e. "full-time", "summer only" etc.) more than one "Schedule

Shift" may be displayed below (along with the associated "Hours of Operation” and "Fees” pertaining to each shift offered.)

You can add information or edit this area by choosing the + to add different Schedule Types. Each Schedule Type allows
you to provide various information about that type of schedule, the days and rates.

You can edit any information already added by choosing the pencil tool.
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Hours of Operation and Rates

*indicates required field

*Schedule Type Before School Hours

—~None- v —None-- v
After School Hours Temp/Emergency
v -None-- v

--None--

Accepts Children

Open Holidays
- Available Chosen

-=None--

Full-Time
Part-Time 4

Flexible schedule

Drop In Care Available Is 24 Hours

v =Mone--

—-None--

(o

As you add your schedule and fees you will need to add them one at a time within that Schedule Type. When finished

click “Save”.

Start Time End Time

-None-- v 06:30 AM v 05:00 PM

SAVE CANCEL
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Here are some screenshots of the ages and rate types available.

Age Group Rate Type Fee Amount

l —-MNone- - l l -None— vl "
o

Complete this field. Complete this field.

Redact Fee? ADD DAY m .
SAVE CANCEL

......................................... !.!..-..-.-.:-.-.-..:11-
Hourly Part Time
Hourly Full Time
Daily Part Time
Daily Full Time
p—— | - |
‘ -None-- v ‘
1 Monthly Full Time
Infant |
Monthly Part Time
Preschool
Other Part Time
school Age
Other Full Time
Toddler
:[ -None-- v ‘
7 todmer T —— ’

*NOTE: When entering your rates, you can opt to redact them from the public website by checking the box that says:
“Redact Fee?” If you do this the fees will not be posted on Child Care Search but will be available to the department
for reporting purposes.

SAVE CANCEL

Return to 30
Table of Contents




Ages Served and Capacity
Your licensed capacity will be displayed then you can enter your program opens.

Ages Served and Capacity  ?

Ages Served and Capacity
Total Licensed Capacity: 12

Infant Available Infant Slots

Age Range: undefined Month(s) To 6 Year(s)

Toddler Available Toddler Slots
Age Group Capacity Available Slots

Infant Preschool Available Preschool Slots
Toddler
School Age Available School Age Slots

Preschool

School Age

SAVE CANCEL

Other Information

This section provides families with what your program offers and assists them in finding the right care for their family.

Other Information ¢

TYPES OF FINANCIAL ASSISTANCE:

ENVIRONMENT:

TRANSPORTATION:

AVAILABLE SCHEDULE OPTIONS:

SPECIAL NEEDS:

LANGUAGES SPOKEN BY STAFF:

MEALS:

TYPE OF CARE: LICENSED GROUP CHILD CARE PROGRAM

SPECIAL SKILLS:

If you require assistance with updating your Child Care Profile please contact the Outreach Specialist at Child
Care Aware of New Hampshire at (603) 578-1386, ext. 2531

Market Rate Survey, Narrow Cost Analysis, and Workforce Survey (worksheet)

For instructions, checklist, and worksheet to collect information for the Market Rate Survey, Narrow Cost
Analysis, and Workforce Survey download it here. Completion of these sections is critical to determining the
assistance child care programs need as well as setting the rates for child care scholarship.
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https://www.nh-connections.org/market-survey/
https://www.nh-connections.org/market-survey/

Visit Results and providing a corrective action plan (CAP)

Navigate to the NHCIS portal and open your program through the licensing tile.

Click on the Visit History section from the Left hand navigation pane.

NH CRNNECTIONS

e s indran | § o

Wy kgt ihivan
) it () e () Vet g =
o Rancoiicr Applcations Aopiaations Appicaton: Complances
e inPrage: fubmdted Uinchar R b ke

Wit Hishary
Rapart Inpry Licered Grpup Chibd Care

Prog e

s T
kb {iomad Copusiy

Qi lirics

M pscain @

This will take you to the Visit History page; by default, we can see the Non Compliant tab selected.

If you are not required to complete corrective action plans for your visit, the visit will be under the Compliant tab, and
your Statement of Findings will be emailed to you. There will be nothing to complete in NHCIS for those visits.

= bk

My Appbcations
Diesturmant Bepositony Visit History
Wik Hitery Mon Compliant | Complant
Report Injury

Non-Compliant Reviews
HELP
Technstal Helpdeik INSTRUCTIONS FOR CORRECTIVE ACTION PLANS

The: reviewes lisbed below include citations that reguine a cormective action plan. To see the citabions, dici the + sign neat to the visit you
vesh o v

Thi faaribctres B (U Mt il Ehe tallang

B T ctooe the program hae taioen or waill Eake bo conmect the cllafonisk

Returnto 32
Table of Contents



https://nhpublichealth.force.com/nhccis

Onceon the Noncompliance pageclick the + sign next to the visit
you wish to view to accessthe findings.

4« Back to Dashboard

Find your visit Noncompliance
results =

+  Visit-0028193 8/2/2022

Review the rule and findings from your visit report.

Fill in the correction plan values and date correction implemented values for all the non-compliant items.

My Apphication: ey

Deocumeeat Repositony Smaceried

W Hslony

Bepart Ingery
[ ——
dewchor sdiraeirwon et

HELP o 8063 S5

Techie sl elpdeds

Becord o piiundaoss 4 e
----- - von e md

i e =y
e L L]
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Once all these columns are filled for each non-compliant visit item, click on Save and Submit button
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Onceyour CAP has been reviewed and approved you will receive an
email letting you know. If there are corrections or additional
information needed, you will be notified and can update your plan.

Finishing Up

The visits history will be maintained on this page. In the future PDF
documents of visits, with and without deficiencies, will be available
inthe portal.

You will receive a PDF once the entire visit process has been completed and approved. This document should be posted
in your program as required.
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PUBLIC WEBSITE

NH Child Care Search

Visits will be available on the public website 21 business days after the statement of findings was sent to the

program. Visit history will be posted on the Child Care Search site for 3 years from the visit date.

Inspection and Monitoring Visit Reports

Review Date Type of Review
0afZT2023 Manitoring Visit
08242023 Mew Visit

Level of Compliance Details
224 | 327 View Detail
227 1227 Wiew Detail

Public users can click on the view detail to see the complete information about the visit.

The Level of Compliance shows the number of compliant items against the total number of visit items
(Compliant, Non-Compliant, Corrected at visit & Corrected at visit/non-compliant.

Lisereang Coordnalod] OE240023

Domain Category

Administration

Cara of Children

Curriculum and Activities

Emergency Preparedness

Facility Reguirements

Healh

Midication

Mutrition, Food Service and Food Salety

Physical Space-Indoors

Mew Legend
Announced W - Al vigit fsmes wene compliant during the visit.
Licensor Assigned  Date of Visit Date Corrective Action Accopted Cina of More vist items: wene non-complaint during the v

0 : Thes reflects regulations that, when found non-compliant,
identily a greator risk 1o the health and safety of chidren

Level of Compliance Indicator
Sis -
&7/8 o

"
33 w
1313 v
L] W

w
212 w
373 W
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https://new-hampshire.my.site.com/nhccis/NH_ChildCareSearch

Completing your Licensing Applications in NHCIS (new, renewal, revision)

Once you log into the NHCIS portal you can complete your Renewal and Revision Applications from the licensing tile.

Home  Support Cookie Monster ~

dren’s future together

Welcome Cookie Monster,
Welcome to the NH Connections Information System. Once you enter this system you will be able to update your Registry Id: 00CMHG)QA1
program's public profile, find instructional videos and documents as well as links for getting additianal help.

& Professional Registry '= Training Child Care Profile Licensing
? i®

View and update important Search for, Register and Complete View, update or manage child care Apply for, Renew and Manage your

information for your Registry trainings, Download your training profile page information. program licensing activities and
profile and more. transcripts and more. more.

CURRENT STATUS Take new training — _ .

Incomplete LAST UPDATED CURRENT STATUS

5 9/30/2020

@ Licensed

Add Personal Information details —

Background Record
- Checks

Apply for, Renew and Manage your

% Scholarship Background Record check actities % Grants Application
\ Apply for and Manage your = Apply for Grants Application

Scholarship Applications
CURRENT STATUS

Q Eligible

How to read this screen:

Days Remaining: the # of days until your current license is expired. When this # is 90, your renewal application is
due.

Days Remaining For Application Renewal Date: the # of days until the renewal application is available for you to
start, so you have 3 months to complete and submit no later than 90 days before your current license expires.

Licensed Group Child Care Issue Date ‘I 9 3 1 3

Program

Li T ini
icense Type Days Days Remaining

105 1/1/2024 Remaining For Application

Licensed Capacity Expiration Date Renewal Date
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To get started with your application choose “New Application” in the section labeled “My Applications”

@) NH CENNECTIONS

Home Support  Cookie Monster ~

My Applications

Number Number Number Non
g 1 of 0 of 0 of 0 Compliances
Document Repository - - "
Applications Applications Applications To
in Submitted Under Address
Non Compliance List Progress i

Report Injury

et ey i 172 0

Days Days

Technical Helpdesk Remaining Remaining

Quick links
My Trining rofessonsl
InProgress  Submitted  Under Review  Processed Registry
.
Application Number Application Type =
yprofle

Family Based Child Care - Renew
16064 5 Continue »
License Application

Your available license applications can be found here. Open the application you are completing and get started.

Home  Support Cookie Monster ~

Growing our children's future together

- « Back to Dashboard
My Applications

Document Repository

New Application

Non Compliance List

Report Injury gj

New License Application Revision License Application
HELP

Technical Helpdesk

My Annlicatiane

The application process is straight forward but potential questions will be answered by reviewing the following steps.

Home Support  Cookie Monster =

- New License Application

INSTRUCTIONS.

and Group Child Care.

Getting started with your Licensing Appiication

Dear Applicznt,

Wekome to the NH Connes
for det i

s Child Care Lisensing Application Portal, the Chid Care L
ailed information an the i h govoos/cclufindes i

R T—

(%) mackground information The following

P licat E asyougo P

Health Offcer Inspection Report
Life Safaty Compliance Rzport
Zoning veri

14 Outdoor Child Care Space
etary of Scate ragarding trads nams/corporation, as applicable
i He-C 4002.300s)

€ CPRand First Aid
A i & physic
prior o the date the department receives the application

yotbare able to work with children, completed no mare than one year

Fanily il 1820 ears of i ified inHe-C 400231

Concard, Nif 63301

Once you read through the introduction you may “Get
Started” Below are various screen shots for Family Child Care
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Depending on your license type you will choose the type of program you are offering (definitions of these can be found
in the licensing rules).

Program Information

21 Program Details perioaicaiy usea ror sucn purposes. 1ne term Inciuges resigence camps ar
* Family Based Child Care * Center Based Child Care
X X
All
All

Infant/Toddler Program
Family Child Care Home

Group child care center
| Family Group Child Care Home M Preschool Program
School Age Program

Night Care Program )
Night care program

172 Main DA

Complete Section 2.2 with all relevant owner information and Section 2.3 with the Capacity, age ranges and months of

operation for your program. The final license may be issued with different age and capacity depending on licensing, fire,
health, and zoning restrictions.

2.2 Applicant/Owner/Corporation Details

* Applicant/Owner/Corporation Name Applicant/Owner's Phone Number

* Applicant/Owner's Email Address Federal Tax L.D. number if one has been assigned

Search for applicant/owner/corporation mailing address below or input in the fields

Start typing
OR ENTER MANUALLY
* Street Address Apt/ Suite #
City ¥ State Zip / Postal Code

Please select ~

2.3 Number & Age Range of Children to be cared for

* Total Capacity Months of Operation

0 Please select :

* Age Range To Be Cared For

Low Range
Years * Months Weeks
0 0 o]
High Range
" Years * Months * weeks
0 0 0

Complete the section on Corporate Information if required. Upload your Secretary of State documentation of good
standing. You can find your businesses documentation here: NH Secretary of State
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https://sos.nh.gov/corporation-ucc-securities/corporation/business-name-lookup/

Corporate Information (You must complete this section if incorporated)

Secretary of State Business Look-up Please upload your most recent documentation that indicates your business is in good standing with the
secretary of state

https://sos.nh.gov/corporation-ucc-securities/corporation/business-name-lookup/

* Is your Program incorporated?
Yes
No

Name of Corporation Business Id

Profit or Non-Profit

Please select :

Corporate Document
&, Upload Files | Or drop files

| am unable to upload this document and will mail the required document to: Child Care Licensing Unit 129 Pleasant Street Concord, NH
03301. Failure to mail these documents will result in an incomplete application and | understand my application will not be processed
until complete.

Officers of Corporation
Previous Save And Next

Ownership and Household Members: If you are operating out of a home, all household members 18 years of age and
older must register and complete a BRC in NHCIS. All children ages 10-17 years must be submitted on a Household and
Personnel Form. NOTE: If a household member is 17 years of age, they will be required to complete a BRC when they
turn 18 years old. They will be able to complete the BRC process in NHCIS 4 months prior to their 18" birthday. [Keep
the rest]

Ownership and Administration Information

Must list all the Household members, regardless of age or amount of contact with enrolled children, and other individuals who will have daily
contact with children enrolled in the program, other than child care personnel.

+ Is this child care center being operated out of a home?

Household Members Add a Member

THE FOLLOWING SECTION REGARDING CENTER DIRECTOR OR SITE DIRECTOR MUST BE COMPLETED. YOU MUST ALSO SUBMIT DOCUMENTATION
OF EDUCATION AND EXPERIENCE IN NEXT PAGE AS REQUIRED BY He-C 4002.32(k) OR He-C 4002.32(p) of the NH CHILD CARE PROGRAM LICENSING
RULES.

Directors Add a Director

x I

Add another Director

* First Name * Last Name

* Role * Date of Birth

Please select

8t
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Documentation is required for new directors and will be asked for during the “Add a Director” process.

The director’s Personnel Health Form is required for all new applications, and for renewal applications if there has been

a new director since the previous application was filed and the department has not received the required information
regarding the change in director.

Document

Child Care Personnel Health Form  Not Uploaded
¢, Upload Files | Or drop files

I am unable to upload this document and will mail the required document to: Child Care Licensing Unit 129 Pleasant Street
Concord, NH 03301 before submitting my online application. Failure to mail these documents will result in an incomplete ap-
plication and | understand my application will not be processed until complete.

Previous Save And Next

Please provide relevant property information for your program in this next section. You must “Save Building
Information” to move on. Please upload a floor plan in this section for all new applications, and for renewals, only if
there have been changes to your space since the previous application.

YOU MUST COMPLETE A SEPARATE PLAN FOR EACH BUILDING WHEN THERE ARE MULTIPLE BUILDINGS

THE PLAN MUST IDENTIFY:

A.FOR INDOOR SPACE: FOR EACH BUILDING THAT WILL BE USED AS CHILD CARE SPACE, THE FLOOR PLAN SHALL INCLUDE:
1. ROOM DIMENSIONS;

2. LOCATION OF EXITS;

3. HOW EACH ROOM WILL BE USED;

4. THE LOCATION OF BATHROOMS AND BATHROOM FIXTURES (TOILETS & SINKS); AND

5. THE LOCATION OF OTHER HAND WASHING SINKS.

B. FOR OUTDOOR PLAY SPACE:

1. THE OVERALL DIMENSIONS OF OUTDOOR PLAY SPACE;

2. THE LOCATION OF EXITS, GATES, AND STATIONARY PLAY EQUIPMENT;

3. THE LOCATION OF THE OUTDOOR PLAY SPACE IN RELATION TO THE INDOOR SPACE; AND

4. THE PRESENCE AND LOCATION QF POOLS, PONDS, STREAMS, RIVERS, STREETS, ROADS, OR OTHER HAZARDS THAT
ARE IN CLOSE PROXIMITY.

Building Information

Building Identifier Maximum # of Children ~ Age Range Floor Plan Edit/Remove

Add Building Information

* Building Identifier * Maximum Number Of Children

* Age Range To Be Cared For

Low Range
* Years * Months * Weeks
0 0 0
High Range
* Years * Months * Weeks
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Save sunaing inro J

Please save the building information to upload the Building Floor Plan document.

Attach the Building Floor Plan

Attach the Building Floor Plan

M, Upload Files | Ordrop files

I am unable to upload this document and will mail the required document to: Child Care Licensing Unit 129 Pleasant Street
Concord, NH 03301. Failure to mail these documents will result in an incomplete application and | understand my applica-
tion will not be processed until complete.

The final step is to upload required local approvals, sign and submit your application. Zoning is not required for renewal
applications.

Documents

* Are you a school age program located in a currently operating public or private school?
Yes

No

If you do not have the Health Officer Report, Life Safety Compliance Report, or Zoning Verification, click on the document name to download.
Once completed you may upload them here, or select the option to mail them to the address provided.

Document Name Status Upload/Mail Decuments

1~ Upload | Ordrop
Files files

* Health Officer Report Not Uploaded

I'will mail this document

Upload
* Life Safety Compliance Report Not Uploaded 2 ploa Or drap
Files fles I will mail this document
* Zoning Verification Not Uploaded + Upload | or drop

Files files I will mail this document

Previous Save And Next
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Indoor/Qutdoor Information of Buildings

Building Identifier Maximum # of Children =~ Age Range Floor Plan Mail Documents

Main House 12 6 Week(s) - 12 Year(s) Not Uploaded Yes

v *Bysigning below | hereby certify that:

* | understand that the department may investigate any criminal conviction record, finding of child abuse or neglect, or investigation of or
final determination regarding any juvenile delinquency and will make a determination regarding whether the individual is eligible to be in
the child care program;

* | understand that the department may delay its decision to approve or deny this application pending the outcome of any investigation,
when the applicant, owner, center director, site coordinator, or site director, are named as the perpetrator in any current investigation of
any crime, or in an allegation of abuse or neglect;

* | understand that providing false information on this application or any of the attachments, or failing to disclose any information required
on the application, or required to be submitted with this application, shall be considered grounds for license denial or revocation;

® | have read the NH Child Care Program licensing rules, and understand that failure to maintain my program in compliance with the
applicable rules, may jeopardize my license/permit and/or result in fines being assessed by the department;

® | authorize any police department, court system or human service agency in this or any other state to release copies of any criminal
records or child abuse or neglect records to the department;

® All information provided as part of this application and in the required attachments is true and complete to the best of my knowledge.

* Legal Name of Applicant(s)/Owner(s) * Legal Name of Provider

Cookie Monster Cookie Monster l

Injury Reporting

You can now submit your serious accident and injury reports for those injuries identified in rule.

To submit an online Injury Report, you should enter through the Licensing tile:

Home Support ~ Cookie Monster =

Welcome Cookie Monster,
Welcome tothe i Onceyou Registry Id: 00CMHGJQAT

o Professional Registry
n

Background Record
@m  Checks

% Grants Application
&y smecamssppiaton

Scholarship
N

E
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Once there you will see the Report Injury option on the left hand menu:

NH C::NNECTIONS

Growing our children's future together

My Applications
Document Repository

Non Compliance List

HELP

Technical Helpdesk

From here you will be able to enter all the injury information that is currently required on the current Child Care
Program Injury Report. If you submit your report online there is no need to fax or email the current form as this process
replaces that form.
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https://www.dhhs.nh.gov/sites/g/files/ehbemt476/files/documents/2021-11/cclu-injuryreport.pdf
https://www.dhhs.nh.gov/sites/g/files/ehbemt476/files/documents/2021-11/cclu-injuryreport.pdf

Training

Currently, there are a few ways to find and access your transferred (and new) training information. The first
place is within the Professional Registry Tile Application and the other is within the Training Tile Application.

‘Welcome
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|

Professional Registry

Comturbie

To Access Trainings in the Professional Registry Tile Application

,‘ Arw pruworung wrih @ Lhikd Caow peegram

e C(Click the Professional Registry Tile Application, when you hover over it you will see “VIEW

PROFESSIONAL REGISTRY”.

e When this Tile launches, click “PROFESSIONAL REGISTRY” on the menu to the left.

iy e Dashboard
My Teamnieggs
Fismiesr O Purni Wby OF
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e Click “PROFESSIONAL DEVELOPMENT” on the menu to the left.
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e Scroll down through your list to see trainings that have been imported from NHPR and new trainings
completed through NHCIS/ProSolutions.

You can also generate a “Profile PDF” which will print all education and training information. To do so, simply
click the “DOWNLOAD PROFILE PDF” near the top of your screen.

To Access Trainings in the Training Tile Application

@ NHC@NNECTIONS

T Hame | Suppot Ishiks Bevarier]
by -~ . Purbars Samgurlba

Welcome Ishika Devuser,

iWekiome Bo the Wl Confction information Sitem. Onoe you enler this syibem you will be abls to

update your pregranm's public profile, find instructional videos. and documents. a5 well s links for getting Registry Id: GOIVALIYAM
sddtional heip

. o Professional Registry a Child Care Profile
i ' R | Scholarship

{..

™ oD

e drlash =

e C(Click the Training Application Tile, when you hover over it you will see “VIEW MY TRAINING”.

e When this Tile launches, there are two places to see trainings. The first is in the “MY EVENTS” tab
and the other is in the “COMPLETED TRAININGS” section.

e Byclicking the “MY EVENTS” tab you should find previous trainings.

e “COMPLETED TRAININGS” also features trainings you have taken.

4% NHCONNECTIONS

T L L e ]

My Applcatom

My Traimnpgs Ealendar
Prahaacatiial Begitry
Resgistemeil drogres
£ redenhai
redenha D Traming G Frainiigi
My Leawning Hivinry .
Ry sk
HArganrs eklent
Chosgmis program e s ol fes optony Bl b rowse o ssaech T (5 smg evenss b A e seeds
Par e Staiua
complate ® -

Seme -

Adding Self-Reported Trainings

e  Within your “Professional Section” click “PROFESSIONAL DEVELOPMENT”.
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e Then click the “SELF-REPORTED TRAINING” tab.
e Click the “ADD A TRAINING” button.
e Enter all the training information and click “SAVE” button.

e Upon saving, go back to the box containing the entry and click “UPLOAD FILES” to attach the file from
your computer.

NH

Frofessional Regstry ERM GOWNLOAD PROFEE POF

T Persanal infemation
Tralweng Mistary

11 Fmpdayment

' Proferidnmad Dneeelipisin Ratwne mbi] wy by
T T

b Credesnial/TeriNorte

Frgible Skl i
Complwta

ProSolutions Support:
Where do | find the Registry ID for ProSolutions trainings in the NHCIS Registry?

The Registry ID for ProSolutions is found on your individual Registry application on the NHCIS. You will find this
in the top right hand corner of your screen in red text. Once you put your Registry ID into your ProSolutions
trainings, these trainings will be populated into your account.

@, NH CONNECTIONS

Woime St Beatrice Lodise =
- P

Welcome Beatrice Lourse, Regestry id: 00) Y934 AAA
Winbhodrre 22 T i I rees faies. iréormatan bythee. Dnos you sibes tha iyWtern you wil e s L iapate
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"oy Professional Registry F Training

L]
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I ol te hu'n-m{lﬂ":
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Adding your Registry ID to an existing ProSolutions Account

Navigate to the ProSolutions website.

e Enter your account information and sign in.
e C(Click you Name in the top Right corner of the page, then select “PROFILE”.

e Ensure all fields with an asterisk are completed.

e Inthe “STATE REGISTRY ID” box enter your 10 digit Registry ID from your NHCIS: Registry Record.
e Click the “SAVE PROFILE CHANGES BUTTON".

“Sam

New Hampshire

Tchascter siate Registry I8 s s

e that you [hvn [n Soew Hamparin

| choose 1o opt ot f sending my comphied traning how b my sain regies for ot

“languags

Engssh

*Eiaid oo Predetuen Tieie
Earfy Care and Education Professional -
Wihan oed o eam sbost Ui’ Fuaca of empicpment
Oiher w | Pace ol Employmest
Save Profile Charpes

Registering for Trainings

You can register in the training by clicking on the session and you will be landed to the below page where you
need to click on Register button

@, NH CHNNECTIONS

[———————————

et T o

My Appeationn
Calendar

My Teinings

18 Rrgaied 1 InProgress
Professional Regitry Trwnegs Trainngs
Credentials

v |y o

‘ C and okher opt; L

@wul-w Fearch Rackst
—_—— — = Search q | s

i Tapic Core rnomindge Arees - Afbarschoct

Age Groug Start Date

Completed
1 Traisings

your nesds.

et Format
-

Coore Kncewlesdge Aovan - Early Childhood

e Bt

Please Click Here ta Regivier for Prosalution Trainings
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https://www.prosolutionstraining.com/login/

training - sep20-7

Detaih  Setions

o remccy 20

® Learning bopéc - Cheld Developesent Caring for children with exceptonabiies
Eviil Lacilisd
This s an o event kocated a1

& Lamguage of Session -
& Apg group - Prevchoolers

w Everd Type - Training o

= Delivery Mathod -

® Course Mamne - sepd0-7

setration

® Trainer(s) -

® Mo 1

® Session Status -

® Shart Date - Sep 34, J02E 0830 AM

= Endl Dade - Sep 27, 30Q3, OF15 PR

REGSTER

After clicking on the “Register” button you will will be Register successfully and a mail will be sent which is
mentioned below in the screenshot

NHCIS Profeasional Registry dhs nbprofessionalniaihe nhgov vil roidamapwlimoos-Ralolaycadid brcsa.. Wed, Sep 20, 1T3PM (Sdaysage) 1 &

Gma v

NH Conmections Ink System Prol 8l Dvrdopment Confinmation

Hi Ishilis Denvuseri
Thank you far registecing for sep20-6. W kook forward 1o sebing you from 1:00 AM bo 4:30 AM on 232023 - B2A20Z3. This trairing will ba hald &t wivs

Please nche that crod for ationding this iraining can be Tound in your NHCES training tile under Compietod Training, Please contact MH Ghild Care Liconsing Linit s
sy, ssdicod for assistance. f you ans unable i atiend this fraining, we ask thad you withdraw so others: might atiend.

Soe you thare!

**Do nok neply 1o this e-mail. Please reach oul 1o the conlact Bsbed abowve ¥ you have any quastions.

& "

+ Reply || & Forward

%,

After clicking on the “Register” button you will be Register and a e-mail will be sent to the e-mail address in
your account record.
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NHCIS Profeasional Registry dhe nbprofessionalnidihe nhgov vig roidamapnlvmoos-Ralplay cadid brcsa.. Wed, Sep 20, THPM (Sdaysage) 1 &

o me -

NH Conmactions Ink Systam Prol el Dasrlegpmant Confirmation
Hi Ishika Devuser

Thaink you kaf negistering for sep20-6. W kook fofward 1 sebing wou boem 1:00 AM o 430 AM on B2E2023 - B2ZE2023. This rairing will ba Falkd &1 wiwe

Please note that crod for atiending this raining can be found in your NHCES training tile under Completed Training, Pisase contact MH Child Care Licensing Linit sl
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You will receive a reminder e-mail before the training.
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Withdraw from a training
If you are unable to attend the training you may withdraw through NHCIS.

Navigate to your training tile and click on the tile that shows the registered trainings.

Calendar

Show All Events

1 Registered
Trainings

Event Calendar My Events
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Find the training you wish to withdraw from and click the “view” button.

End Time A Status Ay

01:30:00 PM Registered

From here you can simply click on the withdraw button to withdraw from the training.

CLOSE WITHDRAW
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Credential Application — Coming in March 2024

Overview:

This document describes the step-by-step procedure of the Credential application and how a
user can submit a New or a Renewal Application.

1. The user with their valid credentials will log in to the NHCIS portal, once the user
successfully logs in, they land on the Home page of the NHCIS Portal. They will click on
the Credential Application tile.

L Eimeres e [ [ P

2. Once the user clicks on the Credentialing tile, they are redirected to the below page,
where they can see various tabs.

@y NH CENNECTIONS
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The user will click on Option A to apply for the NH Early Childhood Credential Application. To
apply for the NH Afterschool Credential Application the user should click Option B.

For Example: If the user clicks on Option A, “New Early Childhood Credential” the user is given
two options, either they can select ‘New Credential’ or ‘Application of Renewal’. If the user
selects New Credential, a new application is opened.
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After reading the requirements on the intro page you will begin the application:

« Here the user has to select a Minimum of one credential type to proceed with the
application. Once selected and clicked on the Next button the user gets on the third

page of the application.
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Next, the user fills in their personal information on the application and their education.
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Here the user can fill in their Employment information, and upload their Resume, and

also their Work Verification letters using the upload files option.

g M CRNMNECTIONS
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« Once the user gets on the page of the application, they can see all the information
related to their Training (completed by the user earlier) and also they can add their self-
reported training. The system populates all the completed trainings automatically in the
Training Transcript tab.

Home  Support Test Test =

MH Early Childhood Credential-New Credential et m
it Ledi
u Ongoing Professional Development
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« On this page, the user will upload their Professional Development Plan using the Upload
file option.

@' w Home Support Test Test =
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NH Early Childhood Credential-New Credential EXiT m
Introduction
Professional Development Plan
fmtion od Please uptoad your professional development plan below. You can download the template by clicking on this link.
Personal Information U Plan

Educational information &, Upload Files  Or drop files

Ongoing Professional Development Previous m
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Here the user can fill in their Professional activities, the user can add multiple rows of data
according to their need, Once the information is filled in the user clicks on the Save and Next
button. The system takes the user to the Review and Submit page.
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Finally, the user can review and check all the details they have filled in their application. Now
the user can click on the Submit button option and the application is submitted.

Upon submission, the user receives an email from the stateside which states that the

application is successfully submitted.
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3. Onthe My Application dashboard: The user can view all the application-related progress

from the My Application dashboard.

Option A: Here the user can see all the applications that they have started but not yet
submitted. Whenever the user starts an application a new application record is created and
that is under the ‘In Progress’ tab. The user can continue their application by clicking on the

application tab under this section.

Home  Suppori Tout Temt =
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Option B: Here the user can view all the submitted applications, here they can also withdraw

any application by clicking on the withdraw button.

They click on the View button option.

My Applications

in Progross Lubrmitted Undor Rovirw Procerusecd

Application Humber Application Type
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e Credential ekl
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Once the user clicks on the View button, the application details page is opened and by clicking
on the Withdraw option, they can withdraw their application.

Option C: The user can view the status of their application under this tab, once the stateside
starts their review process of a particular application and updates the status manually to
Under Review then that application is shown under this tab.

Option D: Once the stateside approves the application, the application record is shown under
this tab.
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Troubleshooting

Browser

It is best to use the Google Chrome browser to access NHCIS.

If you don’t know what browser you are using check using https://www.whatsmybrowser.org

Google GChrome

Mozilla Firefox

Safari

Microsoft Edge

NHCIS was designed to work best with Chrome on a laptop or desktop PC or
Mac. We highly recommend that you do not use a mobile phone, or MSEdge,
Safari, Firefox, or any other browser other than Google Chrome on a laptop or
desktop PC or Mac.

Cache/Incognito

We understand that it is often necessary for staff members to work closely
with you - and use your computer or a shared computer - to register for and
log into their NHCIS accounts. In such cases, it is a good idea to use the
Incognito Mode of your Google Chrome browser before having each different
user log into their account.

Because all websites store information on your computer when accessed, the
"cached" information created by multiple users can sometimes result in
conflicts that cause unusual errors and prevent you from completing your task.

This is not a situation unique to NHCIS. If you were to have several employees or household members log into their
AT&T account on the same computer, for example, you would likely encounter similar cache and cookie issues. You
should also clear cache and cookies from time to time, if you use your computer to log into multiple sites related to NH

Child Care.

Steps for clearing your cache:

Login issues can sometimes be caused by information that was stored by your browser
during previous visits to NHCIS. If you are already using Chrome, clear the cache and
cookies to avoid potential login conflicts, using the following steps:

+ Reopen Chrome.

Close the Chrome browser, if it is still open.

At the top right, click on the 3 vertical dots in the top right corner.
Click More tools and then select Clear browsing data.
At the top, select the time range, "All time."

¢ Check the boxes next to "Cookies and other site data" AND "Cached images and

files."
« Click Clear data.

* Close and reopen Chrome.

¢ Log in to NHCIS.
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https://www.whatsmybrowser.org/
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DAndroid

Help Desk/Support Ticket

Do know that the Help Desk is here to assist you when needed. We will work closely with you and new employees to set
up their account and complete tasks as necessary. Although our team does not provide phone support, we do monitor
incoming support requests continuously throughout the day, and we will respond to users' requests for help as soon as
possible.

Please let us know if you have any questions, or you encounter any further difficulties.

Submitting a support ticket for a login issue
Navigate to the NHCIS Login Page and click the white “SUPPORT” button on the left hand side.

Enter your contact information.

e Select the ticket type that applies to your issue. (Login Issue, Forgot Password does not work or
Forgot Username).

e Add a detailed description of the issue happening including any error messages, the
browser/device used or any other relevant information.

)

Log in

Enter o Lssmame s Password below tolog i

T

st pavwwr
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http://www.nhpublichealth.force.com/nhccis/s/login/?ec=302&startURL=%2Fnhccis%2Fs%2F

Submitting a support ticket for a non-login issue
e Navigate to the NHCIS Log in Page.
e Login using your email address and password for your NHCIS account.
e C(Click the white “SUPPORT” button in the top right hand corner of the page.
e Select the item you need assistance with in the “I NEED ASSISTANCE” drop down.
e Add a basic subject in the “SUBJECT” field.
e Add a detailed description of the issue happening including any error messages, the
browser/device used or any other relevant information.
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Please note: NHCIS help is for issues related to assistance using the NHCIS portal. All other questions should be
directed to the organization that oversee those programs.

Bureau of Child Development and Head Start Collaboration, Child Care Licensing, Child Care Aware, ACROSS NH

Each organizations website includes a wealth of information to assist you and direct you to the right person to help
answer your questions.

Taking a Screen Shot
You may be asked to provide a screen shot so we can better assist you. Screen shots taken from the computer screen
are much clearer than a photo of your screen using your phone. This guide is created using screen shots.

Here are some steps to taking screen shots:

Using a Mac

hold | | and s ] Use your mouse to draw a rectangle in order to specify what to capture — or press the spacebar and then click on something (e.g. a

e | and e | = window) to capture it. Your Mac then saves it as a file on the desktop. The file name will look like “Screen shot 2023-10-05 at 08.45.00
| command | shift P! | 4 AM.png’.

\ )
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http://www.nhpublichealth.force.com/nhccis/s/login/?ec=302&startURL=%2Fnhccis%2Fs%2F
https://www.dhhs.nh.gov/programs-services/childcare-parenting-childbirth/child-development-head-start-collaboration
https://www.dhhs.nh.gov/programs-services/childcare-parenting-childbirth/child-care-licensing
https://www.nh-connections.org/
https://www.acrossnh.org/

Using a PC (or non-Mac)

hold down I= and | Shift and press S = Use your mouse to draw a rectangle in order to specify what to capture. Windows then copies it to the clipboard.

I guess it’s in the clipboard now. How can | paste it into a document or something?

hold down Ctrl and press \% = Windows pastes the screenshot (that is in the clipboard) into a document or image you are currently editing.
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