This is how the KiTa-Portal Dortmund works — in 3 steps to
the childcare place

www.Kita-portal.dortmund.de

The KiTa-Portal Dortmund can be operated from the computer, smartphone or tablet at any time and in a
convenient way and, of course, the possibility remains to ask for personal child care service in person in a
day care centre or in the coordination office of the youth welfare office of the city of Dortmund.

Consultations and reservations for a childcare place in the child day care continue to take place through the
individual supporting institutions.

Let’s get started!

15t step: Search for “Kita” (English: “Child care centre”)

Click on the button “KiTa Suchen” (English: “Search for child care centres”) on the homepage in

order to find suitable child care centres in your vicinity. A search mask opens. Please fill in the white
fields.
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You do not have to fill out all the predefined fields in order to start searching with the button
“Suche” (English: “Search”) on the bottom right side of the page. Note: The more information you
enter into the search mask, the more accurate will be the search results.

Facilities which match your search are listed in a list under “x matches”.

Now you know which facilities/day care centres in Dortmund might be of interest to you.

2" step: Login or registration

Click on the button “Startseite” (English: “Home”) in the upper left corner in order to register in the
KiTa-Portal Dortmund. As soon as you have returned to the homepage, click on the “Login”
(English: Login) button. The registration is essential in order to pre-register your child / your
children at one or more facilities. Subsequently, the following screen is displayed:

'u‘.-..

Einloggen

Use the button “Neues Benutzerkonto erstellen” (English: “Create new user account”) if you have
not yet been registered in the program KiTa-Portal Dortmund.
Please fill out the following search mask carefully and agree to the privacy policy.
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Fill out the field “Captcha” (English: “Captcha”) on the bottom of the page to make sure that your
registration is not a computer-controlled login (bot).

Finally, click on the field “Registrieren” (English: “Register”) at the bottom left corner.
Subsequently, the following screen is displayed:



Please open your email program now parallel to your registration process in order to open the
confirmation email which has been sent to you by the KiTa portal Dortmund. Please follow the
instructions of the confirmation email and click on the confirmation link contained therein.
Subsequently, the following screen is displayed:
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Passwort setzen

Please generate a password now for your personal user account at KiTa-Portal Dortmund. This must
consist of at least 8 characters and has to contain the following character types: uppercase letters,
lowercase letters and special characters (18$()=?+_;:).

Click on “Speichern” (English: “Save”) and the following screen is displayed:

Your personal password has been saved successfully. Your registration at KiTa-Portal Dortmund has
now been completed. Click on the button “OK” (English: OK) and the following screen is displayed:



B Startsste |m B Anmeldung Kind{er) B Abmelden
il Online-Ar tem der Stadt Dortmund
don folgeplen dre he Kind in bis 2u sechs Kitas und maimal 6 Trager der Kindertagespfege vora
mejdlangen fur mehrere Kinder sind grundsatzlich maglich
® gr-_,lj @ 'ﬁg @ |5/
Kontaktdaten der Eitern/ Anmeldedaten des Kindes. fen und Freigabe der

Elt Prite
Erziehun; gsberecht tigten Anmeldedaten

Please follow the instructions of the above-mentioned page view. First of all, please verify whether
your contact information is correct. You can do this by clicking on the button “Kontaktdaten”
(English: “contact data’) on the upper left side.

3"d step: Registration of the child(ren)

You have already created a user account with your contact data. Hence, you can now register your
child or, if applicable, several of your children. In order to do this, please click on the field
“Anmeldung Kind(er)” (English: Registration of the child(ren) in the centre top of the page.

FLEEEl (B Anmeldung Kind(er) 8 Abmelden

Anmeldung Kind(er) \
. Neues Kind anlegen

Bitte hinterlegen Sie zunachst die relevanten Angaben zu lhrem Kind

The following registration form opens. Please enter the required information and click on the button
“Eingaben speichern” (English: “Save entries”) on the bottom of the right side.
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The following screen summarises your provided information. If you want to edit the data record,
click on the symbol (pencil) underneath “Bearbeiten” (English: “Edit”). If your details are correct
and you do not want to make any further additions or changes to your child's record, click on “Neue
Einrichtung(en)/Kindertagespflege hinzufiigen” (English: “Add new facility (facilities)/day care”) in
the bottom left-hand corner.
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Anmeldung Kind(er)

% Neues Kind anlegen

4. Neue Einrichtung{en)/Kindertagespflege hinzufigen

The following screen will appear:
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Einrichtung(en)/Kindertagespflege hinzufugen

[ ConmeTeE kit  Kirshller Trager Homonuen s

2 Abbrechen und zuriick ‘ (@ Neue Auswsh hinzufigen

Die Auswanl von Einrichtungen stelit noch keine Anmeldung dar! \

Please select any facilities from the list that might be of interest to you. In order to do this, tick the

appropriate box.
Of course, a multiple selection is also possible. Subsequently, click on “Neue Auswahl hinzufiigen”
(English: “Add new selection”). Once you have confirmed it, the following screen is displayed:




Speichern erfolgreich

Die Einrichtung(en) wurde(n} hinzugefigt

Em

Please click “OK” in order to continue. The following screen is displayed:
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Anmeldung Kind(er)

[ Einrichtungen suchen

Kindertagespfiege und/od

[# DortmundTestE. Bitte

¥ DortmundTestE. Bitte eintra. Bitte eintra. £x8 unolsnaig

Please click on the red font “Bitte eintragen” (English: “Please enter”) in the lower half of the screen
in order to enter information about the required start date of admission as well as the desired
supervision time. Please repeat this individually for each selected facility. The following screen is

displayed:
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Please enter the required information and subsequently click on “Eingabe speichern” (English: “Save
entries”’). Now you can access to the following overview page:
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Anmeldung Kind(er)

[ DortmundTestE. 22112018 35 Stunden n vz 7X0 nicnt eingerelent

[# DortmundTestE. 2211.2018 25 Stunden Nein vz X0 rerengereen

| #] Anmeldedsten abschlieBend kontrollieren und freigeben

At this point of time, the status of your application(s) should read “nicht eingereicht” (English: “not
yet submitted”). In order to finally submit your application, click on “Anmeldedaten abschlieBend
kontrollieren und freigeben” (English: “Verify and approve the registration data entered”).
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Please verify your entries carefully. In case there are any input errors, please click on “Zuriick”
(English: “Back™) in order to correct your entries. To complete the registration, please agree to the
privacy policy by ticking the box and click on “Anmeldung durchfiithren” (English: “Process the

registration”).
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Die Anmeldung war erfolgreich

If your registration has been successfully completed, the following screen is displayed:

Anmeldung Kind(er)

=

The status of your application should now have changed to “eingereicht” (English: “submitted”).
Please note the information on the screen regarding the further procedure:

Sie haben sich erfolgreich worangemeldet | B i

Der Anmeldedatensatz kann iber das B Symbol als pdf-Datei aufgerufen werden. Bitte beachten Sie, dass Sie dber das Online-Portal
kzine ROcemeldung zum weiteren Verfshrensstand einer Anmeldung erhalten. Vielen Dank.

gin freier Platz zur Verflgung steht, wird sich eine Leitungsiraft einer Hindertsgeseinrichtung oder der Trager de
e bei lhnen melden.



