
	
	

	

	

	

	

	

	

	

	

	

	

	

Step	1	
	

A)	 After	you	log	in,	click	
the	drop	down	on	your	
name	and	select	“My	
Profile”	

	

**That	will	then	bring	you	to	a	
page	for	you	to	fill	out	your	
information	

	

	

	

	

Step	2		

	

	
	

B)	 Select	the	amount	of	
employers	you	work	for			
(1,	2	or	3)		then	select																						
“Add	Additional	
Employer”	

	

	

	

	

	

VCE	Profile	Instructions	
Website	-	www.dwctraining.com	

Your	name	here	



	

	

	

	

	

	

	

	

Step	2															
(Continued)	

	

C)	 Fill	in	the	information	
as	shown	on	the	image	to	
the	left	
	

**If	you	know	the	name	of	the	
home	you	will	be	working	at,	
you	can	search	and	select	it	
here.	If	you	aren’t	sure	or	can’t	
find	the	home	name,	simply	
select	“Main	Office”	as	shown	

	

	

D)	 Select	the	option	of	
“Primary	Employer”	if	you	
work	the	most	hours	with	
Life	Center	
	

E)	 The	job	category	you	
will	select	will	be	“Direct	
Care/Community	Health	
Worker”.			

F)	 Select	“Is	Primary”	on	
the	right	side	

	



	

	

	

	

	

	

	

	

	

	

Step	3	
	

G)	 The	Service	Type	you	
will	select	will	be	
“Community	Living	
Services”	

	

	

	

	

	

Step	4	
	

H)	 The	Population	
Served	you	will	select	will	
be	“I/DD	Adult”	
	

I)	 Select	“Is	Primary”	on	
the	right	side		

	

	

	

	

	

	



	
																	

	

	

			

	

	

Step	5	
	

J)	 You	will	select	“No”	
for	Professional	License	
Number	

	

	

	

	

	

Steps	6	&	7	
	

K)	 These	are	where	you	
can	select	any	Certificates	
you	would	like	to	enter	or	
personal	preferences	you’d	
like	to	enter		

	

**You	do	not	have	to	select	
anything.		Click	“Next	Step”	to	
proceed	

	

	

	

	

	

	



	

	

	

	

	

	

If	you	have	any	questions,	please	call	the	
Life	Center	Office	at	(734)	261-1094	
	

	

	

	

	

	

	

	

Step	8		
	

L)	 When	finished	
reading	through	the	
Agreement,	check	the	box	
“I	Accept	the	Terms	of	
Use”	
	

M)	 Click	“Save	Profile”	
and	you	are	finished!	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	 	 	  


