MONTANA NURSE AIDE
REGISTRY ONLINE

CNAs and/or HHAs that need to renew

http://dphhs.mt.gov/CNA or cnhna.mit.gov

# CHA/HHA - Windows Internet Explorer N =]}
—_— )

€ ey & [N hitp: fdpihs.mt.govjcra Pl #2] [ cnapna x | AR
| File Edit View Favorites Tools Help

| % - B - 0 & - Page~ Safety- Took - @- JU [§

MONTANA GOV SERVICES AGENCIES LOGIN SEARCH "

OFFICIAL STATE WEBSITE

I Home » Quality Assurance Division » Certification » CNA/HHA

CNA/HHA Program
Nurse Aide Training Programs

2401 Colonial Drive, 2nd Floor
PO Box 202053
Helena MT 59620-2953
Phone: (406) 444-4980
Fax: (406) 444-3456
cna@mt.gov

NEW!

The Montana Nurse Aide is moving online!

https://cna.hhs.mt.gov/datamart/ePass.do

- Start a NEW application as a nursing student, a student in a Nurse Aide Training
Program, or transfer from another state

- Apply for a Home Health Aide Certification
« Renew your CINA and HHA
- Update your address

» Verify the status of a Certification
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What can be done online:
« Renew CNA and HHA Certifications

You can also:
+ Apply for a Home Health Aide Certification
+ Update addresses
« Verify the status of a Certification


http://dphhs.mt.gov/CNA
http://dphhs.mt.gov/CNA%20/

Step 1. Making your way through Epass.

e Click on the link from our main webpage
e You will be at the QAD Online Certification
o Please note — we share some pages with the Licensure Bureau, which licenses Health

Care Facilities, so that is why you will see the word licensure at times. Please remember
that in Montana, CNAs and HHAs are certified, not licensed.

e From here, you will click on the “Login to this service using ePass” link
o Please note —if you need help with ePass, there are Instructions available in that
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QAD Online Licensing and ePassHome | PublicSearch | ContactUs
Certification
- Sign-up and manage your

—— certifications and licenses

Welcome to the Quality Assurance
Division's online certification and
licensing web site. If you are renewing
or modifying your CNA/HHA, you will
need your CNA ID#. If you do not know
it, you can use the Public Search above.
Please click the login site to the left to
access.

Login to this service using ePass

Use of this system constitutes consent to monitoring, interception, recording, reading, copying or capturing by authorized personnel of all
activities. There is no right to privacy in this system. Unauthorized use of this system is prohibited and subject to criminal and civil penalties.
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Step 2. Register for the Nurse Aide Registry

e Once through ePass, you will get to the User Registration Screen. Please complete,
and click on next
o Where it says second name, it is looking for a maiden or previous name
o You must have an email address for this process. If you do not, there are many
sites where you can get one for free.
o Itisrecommended (but not necessary) that you use your email address as your
User ID.
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User Registration
Please complete the information required below to become a registered DPHHS User. You will receive a confirmation email as part of the registration process.

Enter your details and press "Next”™.

Press "Cancel” to cancel this registration and return to the main menu

Account Owner Contact Information

« FirstName |

Second Name: |

+ LastMName: |

Account Login

+ Email | {e.. name@damain com| ¥

+ Caonfirm Email |
+ UserlD

Use email address as userid: O

Or enter your own user id |
Password Recovery (in case you forget your password, you will be required to answer this question to obtain a new temporary password.)
+ Secret Question: |

+ SecretAnswer. |
Communication

Email Communication: O ves ® No
Security Measures (This helps to prevent automated registrations.)

+ Type the characters from the picture below (without spaces). I
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Step 3. Preview Registration.

e |f allis correct, click next.
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Step 4. Connect your certification with your online account.

e Login through the main QAD Online Certification Page
e Once you log in, you will get to the Quick Start Menu

o At the bottom of this page, it will say “Connect your Certification with your online
account”. You will need to select that option.

Quick Start Menu
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Step 5. Certification Question

e Here it will ask you if you are or have ever been licensed or certified by DPHHS. You will
select yes, then click next.
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Logged in as smith, louise

Loqgoff Contact Us

Welcome to Montana's OnlineQuickStart
By answering a few simple questions we'll help you to get started
Step 1

Are you, or have you ever been licensed or certified by the Department of Public Health and Human Services?

@ Yes More information (%))

O No




Step 6. Select The Nurse Aide Registry
e Here you will choose The Nurse Aide Registry as the DPHHS QAD Bureau, and then
under License/Certificate Type, you will choose Certified Nurse Aide.
o Please note, even if you have a Home Health Aide, you will choose Certified
Nurse Aide here. The system will renew your HHA at the same fime as your CNA.
O
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Logged in as smith, louise
Loqgoff Contact Us

Welcome to DPHHS Online QuickStart
What kind of a license or certificate do you hold?
Step 1
If you are a CNA/HHA, choose Murse Aide Registry. If you are a licensed Health Care Facility, choose The Licensure.

* DPHHS QAD Bureau: ITne Nurse Aide Reglstry. How do [ know? @

* License/Certificate Type

Certified Nurse Aide How do | know? i@

ot ] carcs |

Step 7. Help us find your records
e You will provide your credentials and the system will match your CNA information.
Once you are done with that, hit next, and it will connect your online account with
your Certified Nurse Aide Record.
o Please note - You will need your CNA ID Number for this step. You can find this
from the Public Search on the main Online Certification page, or from Licensee
Lookup.
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LogofT Contact Us

Help us to find your records
Step 2

Please provide your credentials
Required Information

License/Certiicate Type Certified Nurse Aide

* LicenselCertficate Number. @ 348703 How do | know? @
- LastName smith

. Date OfBirth [02031991 | (mensccin

Security Measures (This helps to prevent automated registrations.)

« Type the characters from the picture below (without spaces) [wsysox
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[ captcha ]|




Step 8. Confirm your Certification credentials

e This will ask you to verify that the information the system found for you is correct. If the

system cannot find you, please call our office for help.

Add Licenses To Registration - Preview - Windows Internet Explorer
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Good News! We have located your information

Step 3
Please confirm your licenseicerificate credentials

Name: SMITH, LOUISE
LicenseiCertificate Type License/Certificate Number
Certified Nurse Aide 348703

+ Select One:

O | confirm this is my information

(O Nothis is not my License/Certificate information

m Cancel

Step 9. Quick Start Menu

“It's Time to Renew” is what you will Select in order to start the renewal process.
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Logged in as smith, louise

Quick Start Menu

To start, please choose The Licensing Bureau’ or Nurse Aide Registry’

Choose The Licensing Bureau'if you are licensing a facility or program. This site allows individuals to submit a new or renewal application (and make limited changes to
their current license) for a Health Care Facility, Residential Care Facility, Youth Care Facility and Community Homes for Persons with Developmental Disabilities or Physical
Disabilities. Also choose this link if you are registering radiation equipmentin the State of Montana. If you have questions about this process contact the Licensing Bureau at
406-444-2676.

Choose ‘Nurse Aide Registy if you are applying to be a Certified Murse Aide (CNA) or Home Health Aide (HHA);

if you need to renew your certification status; or if you need to update your address. Please contactthe
Nurse Aide Registry if you have any questions about this process at 406-444-4980 of cna@mt.gov.

T start choose an option and you will return te this Quick Start menu afteryou have finished

Itis time to Renew!

License/Certification
Information

‘Show Details

License/Certificate Number: #348703

Smsssaliagifcsts Tyve Certfied Nurse Alde

Certified Nurse Aide #348703 Renew Nurse Aide

\

B nanage your licenze/centification infarmation

Certified Nurse Aide #348703

Choose a Function [ ]

M Start a New Application
What are you applying for?

Choose a Bureau
Choose a Function| ]

B view Application Status

Registration Bureau - Renew Nurse Aide Status: Open

B Additional Activities

File a Complaint

Connect your Certification/License with your Online account




Step 10. Infroduction

¢ You will get to an Infroduction Page. Please read through this information, and click
next.
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Introduction

O Basic Criteria

' Renew Nurse Aide - Introduction

Ifyour certification is current and in good standing, you can renew your CNAHHA Certification. You will also need to verify employment.

We can renew your certification for two years from your date last worked.

Name and
Personal/Organization Details class or challenge the test

O contact Information There is no fee to renew your certification
Employment Verification
Press "Mext” to continue.
Summary .
Press "Cancel” to cancel this application and return to the main menu.

If your certification has expired, you cannot renew. There is no grace period. If your certification has expired, your options are to take a GNA

Step 11- Basic Criteria

¢ Here we will ask you if you have anything that may prevent you from being on the

Montana Nurse Aide Registry.

o Please Note - We will be auditing a percentage of application to verify this
information, and the employment information provided is accurate. If we
determine the information was not accurate, you are putting your Montana

CNA status in jeopardy

€ Renew Nurse Aide - Basic Criteria - Windows Internet Explorer
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Loqoff Contact Us
Nk ochichon Renew Nurse Aide - Basic Criteria
Basic Criteria Answer the questions and press "Next”
Press "Previous™ to return to the previous section.
Mame and . .
Personal/Organization Details Press "Cancel” to cancel this application and return to the main menu.
O Contact Information Question Answer
B T T T Have you had a conviction of abuse in a health care facility, or are you on the Office of Inspector e}
General's (0IG) exclusion list? ®
Summary
[t




Step 12— Name and Personal Details

Please verify the information and click next

E Renew Nurse Aide - Name and Personal Details - Windows Internet Explorer
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Intreduction
Basic Criteria

Name and Personal/Organization
Details

O Contact Infarmation
Employment Verification

Summary

Certified Nurse Aide License/Certificate #348703

MONTANA

Logged in as smith, louise
Loqoff Contact Us

Renew Nurse Aide - Hame and Personal Details
Is this you? f 50, press "Next™ to continue
Press "Previous” to return to the previous section.

Press "Cancel” to cancel this application and return to the main menu.

First Mame LOUISE

Middle Name:

Last Mame SMITH

Previous m Cancel

Step 13. Contact Information

Please verify your contact information and click next. If you need to do a name
change, you will have to contact the Nurse Aide Registry directly.
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Introduction
Basic Criteria

Name and
Personal/Organization Details

Contact Information
Employment Verification

Summary

Certified Nurse Aide License/Certificate #348703

MONTANA

Logged i as smith, louise
Logoff Contact Us

Renew Nurse Aide - Contact Information

Note: If you do not have a street Number, but have a P.O. or APQ Box , write the word 'P.0. Box' on the street number field and the
P.0. Box Number on the firstline of the Address field

~ E Address

Street Number:

2401

+ Address: |MAIN STREET
- |
- |
Zip Code: EZI
City: [Fecena
State: lontana
County: |LEWIS AND CLARK
Country: United States

+ Phone Number: 406-444-4980 (999-999-9959)
Extension l—
E-mail

Cell#

|
Fax# |
|




Step 14. Employment Verification 8

e Please complete and click next. You can add more employment, if you need.

o Please Notfe - We will be auditing a percentage of application to verify this
information, and the employment information provided is accurate. If we
determine the information was not accurate, you are putting your Montana
CNA status in jeopardy

féCert'rﬁed Murse Aide - Head Master - Training Information (Headmaster) - Windows Internet Ex| - EI|5|
m.' d I‘, htips: [fgadiccertonlineservices. hhs. mt.gov/datamart frsdvic Dj & B || *2 ‘22 (al12) License Home +.. Certified Nurse Aide - Head ... X Mt ?Jl? {§}
J File Edit View Favorites | Tools  Help

Jﬁv - [ geh - Page v Safety~ Toos~ @~ N| [N]
MONTANA

RN DIPHE

076, BENT BRECHRE WAMABEMENT i et iy E—
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Logoff Contact Us

Certified Nurse Aide - Head Master - Training Information (Headmaster)

Introduction
Easic Criteria Training Session Information
Name and PersonaliOrganization|  +  Center Name I |
Details
* Number of Hours

Contact Information

- MT Test Date (mmiddiyyyy)
Training Information
(Headmaster) *  Skill Test Date (meddiyyyy)

Summary
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Step 15. Application Summary

e Please verify all of your information. Once correct, click next

5 Renew Nurse Aide - Application Summary - Windows Internet Explorer
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Step 16. Attestation Statement

e You need to confirm that the answers you have given are current, frue, and complete.
For all new applications, we will be verifying the information. If we determine the
information was not accurate, you are putting your Montana CNA status in jeopardy.
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Certifled Nurse Aide License/Certificate #348703 Logged in as smith, louise

Logoff Contact Us

Renew Nurse Aide - Confirmation

Introduction

Basic Criteria Press "Previous” to return to the previous section.
Press "Next” to continue

Mame and

PersonaliOrganization Details Press "Cancel” to cancel this application and return to the main menu

Contact Information | confirm that my answers are current, frue, and complete to the best of my knowledge

O ves
Summary O No

Employment Verification
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Step 17. Summary Report

o After the application has been submitted, the system will take you to a summary
report of you application, if you want to print it out.
o Please note that on some computers, this PDF will not load, it does not mean
your application has not been received.
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Logoff Contact Us
Summary Report
Your application data has been submitted. Click on "Wiew PDF Summary Report” and print this repost for your records.
Press "Back” to return te the main menu.
B’
ADORE AT R
View PDF Summary Report —

W
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Step 18. Check your Certification

e Your renewal status should change almost immediately. Itis up to you to check the

Registry, and retain a copy of your verification.

e You can either check your Certification through the Main QAD Online Certification
Page or through Licensee Lookup. Both are available on our webpage.
o Please contact our office if it has been 5 or more working days since you
renewed online, and your expiration date has not changed.

£ CNA/HHA - Windows Internet Explorer
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CNA/HHA Program

Nurse Aide Training Programs

2401 Colonial Drive, 2nd Floor
PO Box 2029053
Helena MT 59620-2953
Phone: (406) 444-4980
Fax: (406) 444-3456
cna@mit.gov

https://cna.hhs.mt.gov/datamart/ePass.do

tart a NEW application as a nursi
Aide Tt Prafisier irom another state

« Apply for a Home Health Aide Certification
+ Renew vour CNA and HHA
+ Update vour address

« Verify the status of a Certification

Licensee Lookup
Online Verification

Check the Office of Inspector General (OIG) Exclusion list

Check the Montana Correctional Offender Network

L0 R

moving online!

ent, a student in a Nurse
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Questions or need help?

Please contact the Nurse Aide Registry at 406-

444-4980 or cha@mt.gov
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