
These instructions will walk you through the steps to make sure your 

BCIS Roster is up to date and has an email address entered for each staff 

member.  

If you are licensed child care center, group child care home, or license-

exempt Care 4 Kids child care facility, and you have not registered for 

BCIS yet, please register now. Note: you must register using the email 

address on file with OEC.  

If you have started entering staff data into BCIS but have not yet 

finished, please add your additional staff members and be sure to click 

the “confirm roster completion” button once you have entered all of 

your staff.  

 
Step 1:  

Log-in to main screen 

 

Step 2:  

Click “Continue” button to go to next screen.  

 

https://bcis.oec.ct.gov/account/register
https://bcis.oec.ct.gov/Account/Login?ReturnUrl=%2F


 

Step 3:  

The second screen is utilized to invite administrative staff to complete the Roster. NOTE* that any staff 

invited will have access to all other staff data for your program. You can skip this by clicking “Skip for 

Now” button shown below; 

 

 

 

 

 

 

 

 

 

 

Step 4: 

Click “Add/Remove/View BC Status” to proceed. Note: if you have not yet finished entering all of your 

staff members and clicked the “Confirm Roster Completion” button, you will need to complete those 

steps before you will be able to see this screen.  

 

 

 

 

 

 

 

 

 

 

 



 

Step 5: 

If you manage multiple child care facilities, you can select the roster you would like to edit from the list 

shown below, and the click the green “Get Current Roster” button. If you have one location, you can 

skip this step.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 6: 

Once the Program Roster is selected, you can click the “People” tab on the top panel of the screen.  

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: 

Click the edit button for the respective personnel in the Roster to add/edit/remove information. This 

can be performed for multiple personnel in the Roster list for a respective program.  

 

 

 

 

 

 

 

 

 

Step 8: 



You are able to edit the information and can add/edit/remove e-mail and can click “Save” button. In this 

example we have changed the e-mail form john.doe@gmail.com to john.doe123@gmail.com.  

 

 

 

 

 

 

 

 

 

 

 

Once you have added an individual email address for each staff member, 

if you would like to download your staff roster in order to upload it into 

VAMS or provide it to your local health district however they instruct you 

to, complete the following steps.  

 

Step 1:  

Click the Roster tab on the top panel of the screen. 

 

 

 

 

 

 

 

 

 

mailto:john.doe@gmail.com
mailto:john.doe123@gmail.com


Step 2: 

Click the “Download Current Roster VAMS” button to download the list of personnel in the Roster with 

First Name, Last Name and E-mail address.  

 

 

Step 3: 

The downloaded file will be in the correct CSV format to be uploaded into VAMS. If you need to add any 

additional staff who will need to access the vaccine but are not required to get a background such as 

custodial or office staff, you can do so prior to uploading your list into VAMS or sending to local health.  

 

 

 

 

 

 

 

 

 

****IMPORTANT *** Please note: once you have downloaded your roster 

with an email address for each staff member, you must wait for 

instructions from your local health department on how to share the 

roster with them because not all health districts in the state are using 

VAMS.  


