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Washington State Department of Early Learning (DEL) is now called 

Department of Children, Youth, and Families (DCYF).  

Go to this website: https://apps.dcyf.wa.gov/MERIT/Home/Welcome?ReturnUrl=%2fmerit 

 

 

 

 

Click on “Sign In or Register”. 

Choose “MERIT Registration” and follow all of the prompts to enter 

your information. Click on “Save”. Now you will see this: 

You must now go to your email and click on the activation link that 

was just sent to you. See screen shot below: 

 

 

 

 

 

 

https://apps.dcyf.wa.gov/MERIT/Home/Welcome?ReturnUrl=%2fmerit


September 2019 

When you click on the Activation Link, you should see this message: 

 

Click on the blue word “here” to log in and Sign-In to your account. 

Now your screen will look like this: (click on the My Applications tab) 
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Now you will click on the blue words STARS ID Number: 

Now you will see this screen: (fill out ALL of the information) 

 

Now click on Next. You will see this screen: 
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Click on the light blue rectangle-shaped box that says “+Click here to 

add Employment” 

Now this screen will pop-up: 

Place a check mark in the “LICENSED CHILD CARE CENTER” box. 

When you do that, the Job Title becomes viewable on the right 

(CHOOSE “I AM CURRENTLY APPLYING”): 
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Right after you choose “I am currently applying”, you will see this 

screen (Now type in the number 213346 into the “Search Licensed 

Facility/Site ID” field and click on “Go”): 

Now you will see this pop-up at the bottom (Click on “Select”): 
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After you click on “Select”, you will need to enter your Employment 

Start Date on the next screen and then click on “Save”. 

 

Your screen should now look exactly like this (Click on “Next”): 

 

This is the next screen you will see (Type your name in the Signature 

box and click on “Submit”: 
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You will now have your STARS ID Number shown to you (SAVE this 

number into your cell phone for easy access—Now click on “Done”): 

Now, click on the “My Applications” tab again and click on the blue 

words that say “Portable Background Check Application”: 
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You will now see this screen (select “Licensed Child Care” and 

“Employee/Household Member. Then click on “Next”): 

 

On the next screen, you will enter your information (then click on 

“Next”): 
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On this screen, you will enter your address history (you will be 

required to enter at least 5 consecutive years of addresses; be 

prepared to have access to previous addresses). Click on “Click here to 

add an Address”. Afterwards, either enter another address or click on 

“Next”: 

 

On this screen, you will now answer questions about your background 

(answer them and click on “Next”): 
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On this screen, you will review & submit your application. Check mark 

all of the boxes after you have read each statement. Provide your 

electronic signature and indicate where it was signed, then hit 

“Submit”. 
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After you hit the yellow “Submit” button, this will pop-up. This is 

where you need to pay the $12 fee associated with the application. 

You need to fill out a “Non-Travel Reimbursement” form and provide 

a copy of your receipt in order to be reimbursed. Give those things to 

your Supervisor and it will be submitted to the Business Office for 

reimbursement. If you are unable to pay the fee, contact the office at 

360.478.6889 to make an appointment to come into the office and we 

will pay for it: 

 

Click on “Submit” to continue to pay and follow the prompts.  

Once you pay the $12, your application has been officially submitted. 

This is now the time to CAREFULLY WATCH YOUR EMAIL. You will 

receive an email from backgroundcheck@dcyf.wa.gov (in a few days 

up to two weeks), informing you that you need to be fingerprinted. 

The subject line will read “Portable Background Check Fingerprints 

Required” The email will have a PDF attached to it. You need to open 

the PDF and find the OCA#. It is at the top of the PDF. 

From the date you receive their email, you ONLY have 

10 days to make your appointment. If you miss the 

deadline, you will have to submit another PBC 

application and it will cost you $12. 

To schedule your appointment, go to: 

www.identogo.com/locations/washington 

mailto:backgroundcheck@dcyf.wa.gov
http://www.identogo.com/locations/washington
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Once you get to the Identogo website, under “Enrollment Services”, 

click on “Digital Fingerprinting” as shown below: 

 

  

On this screen, choose “For New Appointments” and click on 

“Schedule a New Appointment”. 
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On this screen, from the drop-down list, choose “Department of 

Children, Youth, and Families (DCYF) and click “Go”: 

On this screen, you will enter the OCA# from the PDF form that was 

attached to the email and your date of birth and click on “Lookup 

Applicant”: 

 

 

 

 

 

 

 

To complete the scheduling of your appointment, follow the prompts 

that come next. You will be required to pay $45.75 to make this 

appointment. You will be reimbursed for this. Save your receipt and 

turn it into your Supervisor along with a Non-Travel Reimbursement 

form. Call 360.478.6889 if you would like to make an appointment to 

come into the office and do this.  
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Completing the ECEAP Staff Qualification  

Application in MERIT Procedure 

 

When? The application needs to be complete within one week of starting your new position. 

Completing the application should take you about 15-30 minutes, depending on how much 

information you’ve previously entered into MERIT. Documentation needs to be mailed to Centralia as 

soon as possible after the application is complete. 

What kind of financial incentives are available? See the DCYF Professional Development 

Achievement Awards page by clicking on the link below. The funding is limited and awarded first-

come, first-served, so submit your application and documentation right away! 

https://www.dcyf.wa.gov/services/earlylearning-profdev 

 
 

Procedure 

Go to https://apps.dcyf.wa.gov/MERIT/Home/Welcome?ReturnUrl=%2fmerit 

1. Click “Sign in or Register” at the bottom of the screen 

2. Register for an account or sign in with your email address and password 

3. Click the “My Education” Tab in the top left of your screen 

4. Under “My Education Profile” select “Complete My Education Application…” 

5. Select YES for “I am an ECEAP lead teacher, ECEAP assistant teacher and/or ECEAP family 

support staff.”  

6. Click the blue GO button 

7. You are now on Step 1 – My Role. Follow all directions on this page, then click Next. 

8. Proceed through Steps 2, 3, 4, and 5 following the directions on each page from top to bottom. 

9. Gather your documentation: 

a. Have your college or university mail your official transcripts to you at your home 

b. Gather all documentation that demonstrates you are qualified for your ECEAP 

position, based on the option you selected on the Staff Qualifications application 

i. For example, if you checked “An associate or higher degree with 30 or more 

college quarter credits in early childhood education,” you will gather 

transcripts that show your final degree award as well as transcripts that show 

all 30 credits 

c. Gather any additional documentation that backs up your education award described 

on Step 3 of your application, such as diplomas, certificates, and credentials 

d. Do not include anything extra. For example, do not gather workshop certificates 

unless those workshops were used to qualify you for your ECEAP position 

e. Do not resubmit documentation that was previously verified through MERIT (if 

you already received a financial incentive award) 

10. Write your STARS ID on the top of each page of your documentation. 

a. Tip: Black out your SSN if it appears on your transcripts 

https://www.dcyf.wa.gov/services/earlylearning-profdev
https://apps.dcyf.wa.gov/MERIT/Home/Welcome?ReturnUrl=%2fmerit
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11. Submit to Centralia College in one of the following ways: 

a. By mail: 

i. Copy the front and back sides of your official transcripts and all 

other documents 

ii. Write your STARS ID on the outside of the envelope (next to your name) 

iii. Place the copies of your transcripts and certificates into one envelope and 

mail it to: Centralia College CFS Attn: MERIT 600 Centralia College Blvd 

Centralia, WA 98531-4035 

b. By email: 

i. Scan and email to: centraliamerit@centralia.edu 

 

 

 

mailto:centraliamerit@centralia.edu

