
Navigating Edlink 
for Providers
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Your User Name is located under the Edlink logo. This is also where the Sign Out option is located. 
Click on the drop-down carrot to access any sub-menu items.
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All owners, directors, and staff will have access to a Dashboard. The content of the Dashboard will 
depend upon the role you occupy. The next few pages provide images of a “New User” Dashboard. 
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Emails and Notifications can be viewed as is, or by sorting from newest to oldest or by type by 
selecting the desired toggle button.

Request access here if 
you are Staff.
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All owners, directors, and staff will have a Professional Profile. The following pages provide images of  
the content within this section. 
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Emails and Notifications can be viewed as is, or by sorting from newest to oldest or by type by selecting the 
desired toggle button.

Professional rating, employment history and training certifications/requirements are located in the Profes-
sional Profile section.
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Staff may add new 
documents here.
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Entity Managers will have access to Entity and Personal Development options. Educational certifications and 
degrees may be uploaded and maintained in this section for each owner, director and staff member. 
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Messages are available for owners, directors and staff. Messages are internally sourced from 
LDOE and Edlink. However, in the next section, Account Settings, users may select to have Mes-
sages delivered to a private cell number, via text or email.
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All fields with red asterisks must be completed. This information may be edited at any time without LDOE 
approval.
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On this page, a Request to Access an Entity may be submitted. Use this option if you are a staff member 
and wish to gain access to the Entity that you are employed with. Staff will have access to add to their own 
profiles at anytime, even if they are not assigned to an Entity. Profiles and all uploaded documents will follow 
the staff member (any role) to new entities.

Reset Password here.
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Select the notification type that you would like to use. Under Preferences, toggling “all notifications” is 
recommended. Notifications can always be reduced in quantity and type without LDOE approval.
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Click on the links to navigate to the listed sites. Links will open into new windows and may be closed at 
anytime without interfering with your Edlink session.
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Use Find the Right Program to ensure that you are completing the most suitable application for your new 
Entity. This page will be used for New Applicants (first time licensing) and for existing Entities to peruse 
benefits and options that might influence a license type change.
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Click on the boxes to navigate to the next questions and information about each license 
type. Answers can be changed at anytime, providing new recommendations in most instanc-
es. Once the application type is agreeable, select Start Application.
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Click on Learn More for benefit descriptions and details. Answers can be changed at anytime, providing new 
recommendations in most instances. Once the application type is agreeable, select Start Application.



21

Click on the link to Report Child Abuse. You will be directed to an outside website for submittal.
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Complete and submit Complaints here.
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Entity Management Navigation 
for Existing Entities
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The Entity Manager Dashboard will display, Capacity, LDOE Visits, Staff and Deficiencies. All staff will be en-
tered by the Entity Manager or the staff member, if they request access to the Entity, as shown earlier.

Quick links, for Entity Changes, New Entity Applications and Renewals are available. Change of license type, 
location and ownership applications are also located here.

Click on Helpful Links to assist you with your Entity needs and requirements.

The Renewal application 
will only be available if you 
are less than 90 days from 

expiration.

Entity Manager 
or Administrator are 

responsible for the input of all 
Staff information
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At the bottom of the Entity Manager Dashboard are any pending or submitted applications. An Entity 
Manager or Staff Administrator may Edit, Cancel, or Withdraw an application here. An In Progress status is 
used for applications that have been started but not submitted. Pending statuses are assigned to submitted 
applications. 
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Mailing address and social media sites may be added or edited without LDOE approval on this page. Click on 
the School and Center finder link to visit the site and verify your information that the public has access to. 

Changes can be 
made to your Entity 

by submitting a change 
application located in 

Quick Links.
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Any edits or additions to Hours and Rates will require an Entity Change Application and LDOE approval. See 
Quick Links on the Dashboard for the green application button. Only 1 application may be in progress at a 
time, so prioritize. You may withdraw an application at anytime. 

Entity change Applications must be carefully completed before submitting. Any change that is re-
jected by the reviewer will cause the entire application to be rejected and ultimately, resubmitted. 

Changes can be 
made to your Entity 

by submitting a change 
application located in 

Quick Links.
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Any edits or additions to Ownership will require an Entity Change/Change of Owner Application and LDOE 
approval. See Quick Links on the Dashboard for the green application button. Only 1 application may be in 
progress at a time, so prioritize. You may withdraw an application at anytime. 

Changes can be 
made to your Entity 

by submitting a change 
application located in 

Quick Links.
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Ensure that your Entity’s Emergency Plan address all items in the template.  It’s recommended that you 
download and complete the template. Then upload the scanned in documentation.

Emergency Contacts require 1 On-site and 1 Off-Site contact. Add New to enter information for contacts. 

Emergency 
Contacts may be added 

or deleted without LDOE 
approval.
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Entity Documents provides a safe and dependable, as well as easy to access, location to maintain all of your 
Entity’s documentation. 

All application, 
license, inspections, 

training, etc. Docs are 
located here.
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Use these links 
for health and safety 

concerns.
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Changes can be 
made to your Entity 

by submitting a change 
application located in 

Quick Links.

If your rates change, then so will the verification letter provided to your parents. 
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All staff 
members must be 

entered with Eligible 
CCCBC reports, prior 

to Inspection.
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Receiving CCAP 
payments depend 

upon accurate banking 
information.
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See New User 
instructions for 

Messages, Account 
Settings and Help.
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