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Creating an Employment Record 
 

 
Sign In: 

1. Go to www.scendeavors.org. 
2. Click REGISTRY LOGIN in the top right-hand corner. 
3. Click LOGIN in the top right-hand corner. 
4. Enter your email and password. 
5. Click LOGIN. 

 
Employment: 

1. Click on the EMPLOYMENT tab.  
2. Click EDIT EMPLOYMENT.  

 

 
 

3. Click on FIND EMPLOYER 
 

 
 
 
 

4. You will be apply to search for your employer using the listed filters:  
• Employer Name 
• City 
• Organization ID 
• License  

http://www.scendeavors.org/
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• License Source 

 

 
 

5. Enter information for at least ONE of the filter boxes. Scroll down to the end of the page 
to click SEARCH.  

6. A list of programs matching the filter employer information will populate to the right.  
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7. After you have located the program for the employment record, click SELECT next to the 
program’s name.  

 

 
 

8. Complete the following employment information: 
• Title 
• Is this your primary employment (Select This is my primary employment. OR Not 

my primary employment.) 
• Age of Child 
• Employment Status (Select I currently work in this position. OR I am no longer in 

this position.) 
• Start Date 
• End Date (If no longer is this position, you can provide a reason for leaving the 

position.) 
• Hours per Week 
• Months per Year 
• Compensation 
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9. Click SAVE when you have completed the employment record. Then click OK. 
 

 
 
 

10. Click GO BACK in the top right hand corner to return to the Employment Summary page.  
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If you need to add another position at a DIFFERENT location, you will click on the FIND EMPLOYER to 
search the new location. You will follow the previous steps.  
 
 
 
If you have worked multiple positions at the SAME location, you can now add a new position to 
document promotions, title changes, etc.  
 

11. Click on the +ADD POSITION button in the right hand corner, then click CONTINUE. 
 

 



SC Endeavors Registry 
 

 
 

12. You will follow the same steps for creating an employment record.  
13. After you have completed the employment record, click SAVE then click on the GO BACK  

 
in the top right hand corner. (TIP: The MANAGE button next to each employment record 
allows you to edit or delete the employment record.) 
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14. This will return you to the Employment Summary page to review your employment 
records.  
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