A%4 PERSONAL SUPPORT WORKER How do I close a rejected
°f® REGISTRY OF ONTARIO PSW application?

For Tier 1 Administrators

Refer to the following materials, if required:
e How do | navigate the Dashboard?
e How do I navigate the Applicant/Member forms page?
e How do I navigate the Applicant/Member profile page?

You cannot proceed to this step until a Tier 2 Approval Form has been completed. Any

change to the Registry Viewing Status will have a direct impact on the public and
employer views of the Registry. Please proceed with caution.
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Click on the Registry Admin Form folder to access the
“Registry Admin Form” (3B).
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For Tier 1 Administrators

KEGISTRES TOOLS DASHBOARD MY ACCOUNT

Click the “CREATE PROFILE” (4B) button within the
Registry Admin Form (4A) page.

£ RETURN TO FOLDERS/ENCOUNTERS CREATE PROFILE mm PRINT
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PSW REGISTRY OF ONTARIO / REGISTRE GRTARIEN DES PSSP

Form: Regs!

Lastmodified:  23-02-

Account: 000001 : 999test999, Helen Test Administrator §xfies

Upload supporting documents, if required. For
more information, please refer to “How to
upload files?”
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Search for the applicant in the search field (5B) by their
Account ID and click on their Account ID (5C) once the
correct account has appeared.

Message from webpage ==

@ Are you sure you want to create the profile?

A second pop-up will appear. Click the “OK” (6) button.

If you have to make changes to the profile, but are
unable complete it, you can click the “SAVE” (7A)
button and return to complete the form at a later time.

If you have finished completing the Registry Admin
Form, click the “SUBMIT” (7B) button.
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For Tier 1 Administrators

Go to their Applicant/Member profile (8A) page. . ‘

Selected Registry:

Reghtry Overview - Acd) Update Admin Accounts.

Click the “EDIT” (8B) button.
Applicants/Members for: PSW REGISTRY OF ONTARIO / REGISTRE ONTARIEN DES PSSP

Click the “Registry Viewing Status” (8C) dropdown to
change the status, as required.

Searchor LastName
applicantimember.

/ Audit Show history

Acoount Status: ONGOING v
Applicantmember ID: 000001
Admin assigned: Test Administrator
Last Name: 20Rtest000
Click the “SUBMIT” (8D) button once the “Registry Frtene
Viewing Status” has been changed. s

E-mail pswtestemaili@gmal.com

Password
DateofAccountCreaton: 31 |_[;z |-[o0ts | B (eemeqyyy)

Application Status Rejected,

v
Registry Viewing Status 3
(VISIBLE TO PUBLC)

Date Craated: I 21-02-2018

Comply with the PSW Registry Office policies
regarding Registry Viewing Statuses.

The “SUBMIT” (8D) button in the
Applicant/Member profile page will become

green after you have clicked the “EDIT” (8B)
button.
o Changes to the Registry Viewing Status on this
page will be reflected in the Dashboard Report.
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