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Staff Member Login and Qualification Paperwork for 
Child Care Providers 

 
This document outlines the procedure for staff members to access the HHS 
MAQCS Child Care Providers portal via Okta and to complete the 
Staff/Household Member Qualification (background check) application for an 
affiliated facility. 
 

ACCESSING THE PROVIDER PORTAL 
Follow these steps to access the provider portal. 
 

1. Log into your Okta account to access HHS MAQCS Child Care Providers. 

 

 
 

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 (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. 

https://okta.loginmt.com/app/salesforce/exkvcgjxnx842zK0N4x7/sso/saml
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ACCESSING QUALIFICATION PAPERWORK 
Follow these steps to access staff qualification paperwork. 
 
Step 1: Accessing the Staff Member Qualifications Module 
 

1. Navigate to the Staff Member Qualifications module to start your application. 
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2. Select Add Staff Member Qualification to begin a new qualification application. 

 
 
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. 
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4. Enter your Date of Hire. 
 

 
 
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 result in an error. 
3. Click Submit 
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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. 
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