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Tutorial: How to Purchase a Handbook Template

Please note the following:

e To purchase a handbook, you MUST have an account with
Brightspark.org and be logged In.

e Once you have purchased a handbook, you cannot purchase one
again. However, you will always have access to it by going to the
"My Courses” tab on your profile.
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Part One: Creating and Logging into Your 3. Or finally, open the left

Account menu on the side of the
website and click “login” on

There are three different ways to access the login the bottom.

portal: ‘_

1. Enter www.brightspark.org/login. For Providers

2. Click the "Register / Login” at the top right of the
corner.

A Programs

— W Getlnvolved
Register / Login
News & Events

( Q> DONATE
Caree Contact Us
Y




4. No matter which way you access the login portal,
.brightspc;rk the screen will always look like this.
S 4.1.IF YOU ALREADY HAVE AN ACCOUNT, you
ieranecs Ermail Adcress can login with your STARS ID use your last name

as your password.

4.2.IF YOU ARE CREATING A NEW ACCOUNT,
click “Register.”




5. When you go to register for an account, you will be
prompted to fill out the form to the right. Please fill out each
field as completely and accurately as possible.

6. After clicking “Register,” a confirmation email will be sent
to you from “WordPress” and will have a link to set your
password. Your password can be your last name, or anything
else you can easily remember.

Username: To set your password,

visit the following address:

br.igr.\tsp.c;rk

eeeeeeeeeeeeeeeeeeeee

gister For This Site

House number and street name

Apartment, suite, unit, etc. (optional)

Town / City *

Washington

ZIP Code *




/. If you forget your password, click “forgot password.” You will be prompted to
enter either your username, STARS ID, or emaill.

My account

Lost your password? Please enter your username or email address. You will receive a link to create a new password via email.

Username or email

G ]

Reset password

My account

0 Password reset email has been sent.

A password reset email has been sent to the email address on file for your account, but may take several minutes to show up
in your inbox. Please wait at least 10 minutes before attempting another reset.




8. You'll receive an email from sender “BrightSpark” with the subject line, “Password Reset
Request for BrightSpark.”*

‘ BrightSpark Password Reset Request for BrightSpark

*Please note: Emails may take 5-10 minutes to send, and can potentially end up in email folders such as
“Other,” “Clutter,” “Spam,” or “Junk.” Please give the email time to come through, and check these inboxes

thoroughly before you contact BrightSpark staff.

Password Reset Request

9. When you open the emaill, it will look like
this. Click the link, and you will be prompted
to enter a neW paSSWO rd. Once you reset Someone has requested a new password for the following account on
your password, you will be prompted to log

in again. Username: 123456789

Hi 123456789,




My account

Dashboard Hello D (not G > | oy out)

Orders

Downloads From your account dashboard you can view your recent orders, manage your billing
Address address, and edit your password and account details.

Payment methods
Account details
My Courses

Log out

10. Once you login, you will be redirected to this page. Here, you can update
your personal information, payment methods, see past courses, and more.
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Part Two:
Purchasing and
AcceSSing a BRIGHTSPARK

Handbook
Ananes Western Washington’s
trusted partner for child care

JEULELY | et’s Make it Official

1. Go to www.brightspark.org/for-providers.
Or, click www.brightspark.org and click the License Your Business
“For Providers” tab.

If you are starting a child care business of your own, it's important to get
licensed! Licensing is free through the Washington State Department of
Children, Youth & Families and ensures that all enrolled children can thrive
in safe, healthy, and nurturing environments.

2. Scroll down to the section labeled “Let’s
Make it Official” and click the link labeled View Our Licensing Resources

"Purchase Handbook Templates.” @& Getlicensed Throuah DCYF




3. You will then be directed to a page displaying the handbooks avalilable. If you know immediately
which handbook you'd like to purchase, you can click “Add to Cart” from this screen.

Licensing Templates

Combined Handbook Parent Handbook Policies & Procedures
Templates Template Handbook Templates
$30.00 $20.00

Add to cart Add to cart Add to cart

it
N

Description

$45.00

Buy both and save! These easy-to-use templates will help you

your child care progre

bandbooks that meet the specific needs of
as well as basic licensing guidelines.

ory. Licensing Templates

4. If you want to learn
more about a class before
purchasing access, click
on the image to open its
landing page.

If you decide you want to
take the class, click “Add
to Cart” from this page.

10



5. When you are ready to check
out, click the cart icon on the
top right corner.

Make sure the items in your
cart are accurate. Then, click
“Proceed to Checkout.”

PRODUCT

TEST class
[ 1LEFT IN STOCK |
$1.00

do eiusmod tempor incididunt ut labore...

1

Remove item

Lorem ipsum dolor sit amet, consectetur adipisc

Cart

TOTAL

$1.00

ing elit, sed

CART TOTALS
Add a coupon
Subtotal $1.00
Total $1.00

Buy with ( Pay

1



6. Fill out the form with your contact information, billing address,
payment information, and then click, “Place Order.”

1. Contactinformation

We'll use this email to send you details and updates about your order.

3. Payment options

Email address
lizschondie97@gmail.com

Credit Card (Stripe)
2. Billing add ress Card Number Expiry Da... Cvv/CVvC
visa 4242 4242 4242 4242 12/ 24 123

Enter the billing address that matches your payment method.

First name Last name | O Save payment information to my account for future purchases.
Please enter a valid first name

D Add a note to your order

Address
By proceeding with your purchase you agree to our Terms and Conditions
and Privacy Policy

Apartment, suite, etc. (optional)

Country/Region & Return to Cart Place Order

. State
Cit
y WA

ZIP Code Phone (optional)




7. Once you successfully purchase a handbook, you will be redirected to this page. (Hint: You
can screenshot and save this page for future reference.)

C h e c ko u t Thank you for your order

Hi Liz,
Thanks for your order. It's on-hold until we confirm that payment has been
received.
Thank you. Your order has been received. [Order #4451] (February 2, 2024)
ORDER NUMBER: DATE: EMAIL: TOTAL: PAYMENT METHOD:
4451 February 2, 2024 schondelmayer@childcare.org S1.00 Credit Card (Stripe) i M-y Frioe
TEST class 1 $1.00
Subtotal: $1.00
Order details
Tax: $0.00
Payment method: Credit Card (Stripe)
Product Total
Total: $1.00
TEST class x 1 $1.00
Billing address
Liz Schondie
1301 1st Ave
L] L] L] L] L] Apf 410
8. You will also receive an email confirming your purchase e Vs
¢ schondelmayer@childcare.org

to the account you use to access WordPress. It will be
from BrightSpark, with the subject line, “Your BrightSpark
order has been received.” The content will look like this: S

We look forward to fulfilling your order soon




9. You can find proof of purchase under your
account information as well. Navigate to the top
right corner of the page, and click the person icon

that says "My Account.” My Courses

r: 1-800-446-1114 2 My Account Y™ Cart

o CID

4‘

y 11. To access your handbook(s),
click “My Courses.” You will be

pashboard brought to this page listing your
D #aas  Febnory22024  Onhod  $1.0Ofritem  View Handbooks (as well as any classes
e method you may have purchased through
Account details P D ) .
My Courses
Log out

10. Then, select “Orders” on the left menu. You can
see your order confirmation here.



12. When you are ready to access your handbook, click on it from the “My Courses” options. You
will be taken to a page that looks like this:

Policies & Procedures
Handbook Templates

0% COMPLETE Last activity on February 13, 2025 10:43 am

Policies & Procedures Handbooks are a key piece of running a successful child care
program (and they are required in the WACs). BrightSpark has created this easy-to-

use template for creating a custom handbook that meets the specific needs of your H f' d d t M | d d M t M f
child care program. This template includes instructions on how to use the documents, e re yO U C a n I n a m O re e a I e e S C rl p I O n O
and has been reviewed by the Department of Early Learning to ensure your handbook

e tiriel. el il the course, as well as information regarding terms
of use.

Disclaimer: This template is provided as an example only. It is intended to be a source
of information and not an opinion or legal advice regarding any specific situation or
policy. Licensing requirements and labor laws are constantly changing. Different laws
and procedures may apply in different circumstances. You should always consult with
your licensor to comply with all local and state laws and requirements.

Course Content

Accessing Your Policies & Procedures Handbook Templates

To view and download, click this button.




POLICIES & PROCEDURES HANDBOOK TEMPLATES

Accessing Your Policies
& Procedures Handbook

Templates

Policies & Procedures Handbook Templates > Accessing Your Policies & Procedures Handbook Templates IN PROGRESS

Click on the black “Download” buttons below to save and edit your templates.

...

4 Download - Staff and Program Policies )

Download — Health Policies

R —
Download — Emergency Preparedness Policies

13. Finally, click the black “Download”
button. Your handbook will
automatically download in the form
of a usable, editable Word document.

It can be accessed from your
browser’'s Downloads tab, or in the
Downloads folder in your



