Provider Portal

This guide explains how directors and staff can: (1) grant Provider Portal access, (2) add and
associate staff to a facility, and (3) submit the EFT W-9 and Provider Rights and Responsibilities
for dashboard attendance data visibility. Instructions are structured for clarity and ADA
accessibility.

Accessing and Managing the Provider
Portal

Step 1: Access the Provider Portal from Okta

1. Log in to your Okta account.
2. Locate and launch the Provider Portal application.
3. Once inside, you will reach the main page.

4. To view your facility listings, choose View Childcare Services.
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Step 2: Review Your Facilities

¢ On the Facility Listing page, check all facilities tied to your account.
o Directors see every facility they are assigned to.

o Staff see only facilities where access is granted.

Step 3: Manage Staff Access for a Facility

1. Find the facility you want to manage and click Select Facility.

2. Inside the facility, go to Manage Staff.

as seen in the images below.
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< Back to Facility Listing

Facility: Facility Director SSN
Apple bees child care facility select Facility Apple Airpods -
All Manage Staff Manage Household Members
Program Licensing Child Care Scholarship
Apply for new licenses, renew your existing licenses, manage Manage your Child Care Scholarship activities and more.

your licensing/registration activities, and more.
‘View Dashboard' button will be clickable once application has
been approved.

Status Status

Active Inactive

View Dashboard > ] [ View Dashboard >

Step 4: Grant Portal Access to Existing Staff

1. Within Manage Staff, locate the Portal Access section.
2. Use the toggle under Portal Access to enable access for the staff member.
3. A confirmation will display. Choose Confirm to grant access.

4. The staff member now has Provider Portal access.

As seen in images below.

— 10
oEpARTHENT oF ja .@
PUBLIC HEALTH & ﬁ )

Uil HUMAN SERVICES Alerts Apple Airpods v

< Back to Facility Listing

‘ (@ Manage Facility allows to associate members and provide access to the related services that come under the individual facilities. The access will vary from Role to Role. J

(@ The Manage Staff page allows you to add staff to the facility through the “+ Add Staff” button. Additionally, you can grant staff access to perform functions, for the facility, on your
behalf. Please note that an individual may show as Active Staff but not be Approved by Child Care Licensing.

Active Staff Pending Staff Inactive Staff
Staff Name Role Hire Date CCL Approval Date FBI Completed ES;,Z;?:EIL:VEI g::igﬁon Date Portal Access Actions
Apple Airpods Owner 2/10/2026 ® View O Disassociate
Apple Airpods Director 2/10/2026 @ View O Disassociate
Jake ross Teacher 2/9/2026 ® View O Disassociate
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Access Grant Confirmation

Do you want to give Jake ross access to the Portal ?

Step 5: Add a New Staff Member

1. Click Add Staff.
2. Select Add Staff Member.
3. Search by Name, Email, or Person ID if the individual may exist in the system.

4. If not found, continue to create a new staff entry.

as seen in images below
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< Back to Facility Listing

Facility: Facility Director SSN
Apple bees child care facility select Facility, Apple Airpods -
Al Manage Staff Manage Household Members

Manage Staff Q Search Members here

@ Manage Facility allows to associate members and provide access to the related services that come under the individual facilities. The access will vary from Role to Role. l

@ The Manage Staff page allows you to add staff to the facility through the “+ Add Staff” button. Additionally, you can grant staff access to perform functions, for the facility, on your
behalf. Please note that an individual may show as Active Staff but not be Approved by Child Care Licensing.

Active Staff Pending Staff Inactive Staff

ECP Registry Level CPR/FA

Expiration Date Expiration Date ettt bgitnn

Staff Name Role Hire Date CCL Approval Date FBI Completed

Apple Airpods Owner 2/10/2026 g:) @ View O Disassociate
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Add Staff Member

Asterisk (*) indicates required field

% option:
Search by Name, Email or Person ID Add New Member
L)

=u] -

Step 6: Enter Staff Details

1. Fill out all required form fields for the new staff member (marked with a red asterisk).

2. Once complete, select Save.

3. The new staff member will be included in the facility.

as seen in image below

Add Staff Member
*Select an option:

Search by Name, Email or Person ID @ Add New Member

@ Enter the name exactly as it is written on your government-issued ID or the birth certificate.

*Legal First Name Legal Middle Name *Legal Last Name

Jake| Enter Middle Name Enter Legal Last Name

Suffix Other Names Known By *Date of Birth

Select Suffix v Enter Other Names MM/DD/YYYY

SSN *Gender *Ethnicity

Fnter SSN Select Gender v Select Fthnirity v

Step 7: Associate and Review New Staff

1. Link the new staff to the facility by clicking Associate.
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2. Check the Pending Staff section to review staff waiting for approval.

as seen in image below
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< Back to Facility Listing

PR

All Manage Staff Manage Household Members

« Add Staff

(@ Please add ALL facility staff members working at your facility. Once you have added all staff members, click on the Associate button.
To speed up the application approval process, each staff member will need to create a portal account and complete the required paperwork. Once signed in they will need to select
“Staff/Household Member Qualification”.

Provider Staff Details

Name Email ID Role at the Facility Date of Hire Actions

Jake bailey james@mailinator.com Lead Teacher 2/10/2026 / Edit i

[N

Submitting EFT W-9 and Provider Rights
and Responsibilities

Step 8: Go to the Facility Dashboard

1. Return to your facility’s page.
2. Select View Dashboard to open the dashboard.

3. Directors, for first-time access to attendance data, must submit the EFT W-9 and Provider
Rights and Responsibilities.

as seen in images below
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< Back to Home

Welcome, Apple Airpods

Please click on "Add New Facility" below to add your provider facility. Once your facility is added, you can add your provider license application.

Facilities Listing Search Facilities Here

AR Apple bees child care facility

456 Bozeman Trail Road, Bozeman, Montana,
59715

Facility Information

Facility Type Facility Status
Group Home Child Care Active

Facility Director
Apple Airpods

+ Add New Facility

Add New Facility

Add a Facility to continue your application
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< Back to Facility Listing

Facility:
Apple bees child care facility select Facility

Facility Director
Apple Airpods

All Manage Staff Manage Household Members

Program Licensing

Apply for new licenses, renew your existing licenses, manage
your licensing/registration activities, and more.

Status

Active

Child Care Scholarship

Manage your Child Care Scholarship activities and more.

‘View Dashboard' button will be clickable once application has
been approved.

Status

Inactive |

View Dashboard > ]
o

‘ View Dashboard >

SSN
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Program B My Applications
Licensing
My Licenses @ {Blease submit your EFT, W9, and Rights and Responsibilities with the updated details from Child Care Scholarship Provider tab.
ron
y Inspections
Staff/Household
Member # iy
quaifiaton Welcome! Apple bees child care facility
MANAGE

Whether you are just starting your journey to becoming a licensed or registered child care facility or

hil holarshi A : i M X ) . : -»
s fgr;\?idcearre Scholastip maintaining your child care facility's license/registration, staff, or other information, you are in the right
place. F
m Reportan Incident Being a licensed/registered child care provider takes time and dedication and lays the foundation for |

EIRY il Incidert R safe, quality care in your community, in which children and families rely.
iew all Incident Reports

We are dedicated to supporting you throughout the entire licensing/registration process and in being a
successful child care provider.

OTHER
Read More About Us 7

@ Laws & Regulations

E Notifications

License Number: PV114652-001

3 My Tickets

FAQs Issued Date: 2/10/2026

Step 9: Access Childcare Scholarship Provider for EFT W-9

1. From the dashboard, go to Childcare Scholarship Provider (or Childcare Provider /
Childcare Scholarship Provider) to start the EFT W-9 submission.

2. This allows you to begin a new EFT W-9 request to view attendance data.

as seen in image below
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' License Number: PV114652-001 Change Request
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FAQs Issued Date: 2/10/2026

Step 10: Start and Complete the EFT W-9 Request

1. Click New Request for a new EFT W-9 submission.
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2. Fill'in all the required information (marked with a red asterisk).
3. Upload all necessary EFT W-9 files.
4. Click Next to proceed.

as seen in image below
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Program B My Applications
Licensing
My Licenses N
EFT and W9 Details
vy Inspections
Staff/Household
Bt Active EFT, W9 Details
Qualification
MANAGE
Request ID Bank Name Account Type Tax ID Number Action
Child Care Scholarship
b Provider

No Records Found

Report an Incident
o Closed EFT, W9 Details

B View all Incident Reports
Request ID Bank Name Account Type Tax ID Number Action
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Child Care Scholarship Provider
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@ EFT 1, Apple Airpods, am choosing to not enroll in direct deposit (EFT) payments. By not selecting this option, | understand a paper check
| will bf sent to me at the address listed on the current W-9 form. The department is not responsible for paper checks lost in the mail.

w9 % 1, Apple Airpods, hereby certify that the account indicated on this form is under my direct control and access; therefore, | authorize
the State Treasurer as fiscal agent for the State of Montana to initiate, change or cancel credit entries to that account as indicated
| on this form. This authority is to remain in full force and effect until the State of Montana has received written notification from
either me or an authorized officer of the organization of the account’s termination in such time and in such a manner as to afford the
State of Montana a reasonable opportunity to act upon it.

@ Rights and Responsibil

New Bank Information

*Bank Name *Routing Number *Account Number

Enter Bank Name Enter Routing Number Enter Account Number
*Account Type Supplier Name Tax ID number

Select Account Type v Enter Supplier Name Tax ID number
Type

SSN FEIN
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Child Care Scholarship Provider

Email

@ EFT Enter Email

Instructions

| This authorization will remain in effect until either cancelled in writing or an updated form is submitted to the Agency you currently do

@ Rights and Responsibilities business with.
* Authorized Signature Title *Date
Enter Authorized Signature Enter Title 2/9/2026
EFT Document Upload
Document Name I Download Template File Name
*EFT 3, Download Form &, Upload Files

Step 11: Complete W9

1. On the next page, complete additional fields as required and select the required boxes to
proceed to the final step.

2. Upload any extra required files.

as seen in image below
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Child Care Scholarship Provider

* @ | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) I have not been notified by the
Q EFT Internal Revenue

| i Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has
@ Wo notified me that | am no longer subject to backup withholding; and

| = l'am a U.S. citizen or other U.S. person (defined below); and

@ Rights and Responsibilities

he FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

W9 Document Upload
Document Name Download Template File Name

*W9 &, Download Form A, Upload Files

Step 11: Confirm Director Access and Rights

1. You must also submit Provider Rights and Responsibilities.
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2. Check all required acknowledgment boxes on this stepper.

as seen in image below
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Child Care Scholarship Provider
« The department has the discretion, based on the circumstances of the violation, to determine the appropriate sanction for the

0 EFT first intentional program violation (IPV). The department may impose any of the following sanctions on a provider due to the first

| IPV:

Issue the IPV without issuing an overpayment;

o Require repayment of child care assistance payments related to the program violation; or

o Require repayment of child care assistance payments related to the program violation and terminate the provider from the
Child Care Assistance Program.

If a provider receives a second IPV, MT will require the repayment of all child care assistance payments related to the
violation and may terminate the provider from the program, if appropriate.

A notice of an intentional program violation is an adverse action of MT. The provider will receive timely notice of this
adverse action, including fair hearing rights under ARM 37.80.104 and 37.5.103.

—Q
3
.

o

@ Rights and Responsibilities

z
*Director Name *Name of Child Care Provider *Accepted Date
Apple Airpods Apple bees child care facility 2/9/2026

* By initialing this box, I, Apple Airpods, certify that I am the Director of Apple bees child care facility and | agree to these specified

Rights And Responsibilities.

Step 12: Submit and Access Childcare Scholarship Tab

1. When all sections and acknowledgments are done, click Submit to finish your EFT W-9
request.

2. You will now see the Childcare Scholarship tab, where you can manage scholarship
information and attendance records.

as seen in image below
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$  Rate Management
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Invoice & Remittance
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Copayment Information

Payment Resolution
Requests

@

OTHER

@ Laws & Regulations
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FAQs

Home

Viewing as:
Apple bees child care facility select Fac

Welcome, Apple bees child care facility

Thank you for your interest in providing care for children receiving the Best Beginnings Child Care
Scholarship (BBS)! Your participation in BBS will offer children an enrollment slot in a quality early
learning environment and offer your business the opportunity to receive prospective payment for child
care services. We look forward to working with you throughout this process.

If you would like to learn more about the Best Beginnings Child Care Scholarship (BBS), please go to the
BBS website.

Update Provider Rates

Please review your registration fee and provider rates, and update them if necessary.

Best Beginnings Scholarship Laws, Rules & Regulations
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