Staff Member Login and
Qualification Paperwork for
Child Care Providers.
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Accessing the Provider Portal

Step 1: Login to Okta

1. Log into your Okta account to access HHS MAQCS Child Care Providers.
MONTANAGOV SERVICES AGENCIES LOGIN Gedrch MT.gov Sites

OFFICIAL STATE WEBSITE

"g, MONTANA.GOV

SIGN IN

Username

johnjames@mt.email

Password

Keep me signed in

Eorgot password?

OR

Sign in with Employee Sig...

| pon't have an account? signup |

2. If you have yet to register with your MAQCS email address in Okta, please use the Sign
up link at the bottom of the screen.

3. If you are a new staff member, you will be directed to register with the following
information.
a Email address, First name, Last name, Date of birth

Note: If an attempt to register results in an error indicating an existing account, please
contact your provider’s owner or director for further assistance.

PUBLIC HEALTH &
% HUMAN SERVICES

;
Register

Asterisk(*) indicates required field

*Email Address

Mattrife@mailinator.com

PS Number

i Psa17a41
Get Started Here *First Name Middle Name
The Early Childhood Ed . list, also known as Start Kathie Enter Middle Name
Early Stream Educator, plays a vital role in education system by
providing comprehensive early learning experiences to young *Last Name Suffix
children

Wells Enter suffix -

*Date of Birth

3/14/1995 =]

*B By Signing up you agree to our Terms and Conditions and Privacy Policy.
Online Services rivacy & Security You also agree to receive automated promotion notifications

DPHHS

Register
Child Care Licensing Contact Us e



https://okta.loginmt.com/app/salesforce/exkvcgjxnx842zK0N4x7/sso/saml

Accessing Qualification Paperwork

Step 1: Accessing the Staff Member Qualifications Module

1. Navigate to the Staff Member Qualifications module to initiate your application.

DEPARTMENT OF
Y PUBLIC HEALTH &

P HUMAN SERVICES Kathie Wells v

- Quick Links
Welcome Kathie Wells! 3 F @ CcontactUs
} 3
Providers can register, apply for licenses, access efficient business tools, and foster \ Frequently Asked Questions
I i i : | § !
community collaboration for learning and development in child care. s 3 Support Tickets

Child Care Provider Staff/Household Member
Qualification

If you are a child care provider or affiliated with any child care
program, you have the option to access your program and

Maintain compliance with child care safety and training
related services right here.

standards. This section helps you track your background and
training verification status and take necessary actions to stay
up to date.

View Child Care Services > ] [ Staff/Household Mem‘?\er Qualification >

2. Select Add Staff Member Qualification to begin a new qualification application.

DEPARTMENT OF C
(2> pusLIC HEALTH &
DPHH:

HUMAN SERVICES Kathie Wells v

€ Back

Staff/Household Member Qualification ||

@ Initiate your background and training verification process to ensure compliance with child care standards. You'll need to complete and submit the required forms, including your
personal information, a release of information form, and an FBI Release of Information form. Begin the process now to stay certified and compliant

Individual Applications

Filter by Status

All v




Step 2: Selecting the Facility and Role
1. Search for your facility using the facility search functionality.
2. For instance, you may select the Apple Kids facility.

3. Choose your Role Type (e.g., Teacher) from the provided list.

S 5y PUBLIC HEALTH & @
HUMAN SERVICES Home Kathie Wells v

€ Back

Staff/Household Member Qualification

Asterisk (*) indicates required field
Person Information @ Hide Details

Facility Information

Facility Name Provider ID/No. Director Name

apple kid Q

Apple Kids _
PV112960 *Role Type *Date of Hire

Select an Option v MM/DD/YYYY 8

Person Information

First Name Middle Name Maiden Name

Kathie Enter Maiden Name

4. Enter your Date of Hire.

e or o
@ PUBLIC HEALTH & @

HUMAN SERVICES Home Kathie Wells v

€ Back
Person Information @ Hide Details
Facility Information z
Facility Name Provider ID/No. Director Name
3 AppleKids X PV112960 Automation KS
Phone Number *Role Type *Date of Hire
(772) 007-7074 Teacher v i 3/16/2024 ]
“Garmat 1373172034 d

Person Information

First Name Middle Name Maiden Name
Kathie Enter Maiden Name
Last Name *Phone Number *Date of Birth
Wells Enter Phone Number 3/14/1995 (=]




Step 3: Reviewing and Completing Personal Information

1. Scroll to the Personal Information section.

2. Ensure all fields marked with a red asterisk are completed; leaving any of these blank will
resultin an error.

3. Click Submit
& i Sh.

Home Kathie Wells v

€ Back

Conviction Information

Please select one of the fi

g reg
| have been convicted of, or am under pending indictment for, the following crimes:

* | have not been convicted of, nor am | under pending indictment for, any crimes.

Authorization

Signature of Applicant Date

Kathie Wells 3/16/2026 (=]

Upload Background Verification Document

&, Upload Files Or drop files

Cancel &

Step 4: Submitting the Application and Addressing Errors

1. After clicking Submit, click Submit again on the confirmation message pop up that will
appear.

2. Upon seeing a success message, your qualification for the selected facility (e.g., Apple
Kids) has been submitted successfully.

3. Inform your owner or director that your application has been finalized and submitted.

Submission Confirmation

You are about to submit this application.
« Need to change any information, please select "Cancel".
* Ready to submit this application, please select "Submit".

Once submitted, you will not be able to change any information.

’ Cancel Iﬂ Submit
)
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