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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. Loginto your Okta account to access HHS MAQCS Child Care Providers.
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SIGN IN

Username

johnjames@mt.email

Password

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

3. Ifyou are anew 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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Register

Asterisk(*) indicates required field

*Email Address

Mattrife@mailinator.com

L S
i PSa17441
Get Started Here *First Name Middle Name
The Early Childhood Education Specialist, 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 You also agree to receive automated promation notifications.
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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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Kathie Wells w

- Quick Links

Welcome Kathie Wells! : F @ Contactus

Providers can register, apply for licenses, access efficient business tools, and foster
community collaboration for learning and development in child care.

{3 Support Tickets

Child Care Provider Staff/Household Member

If you are a child care provider or affiliated with any child care Qua llﬁcatlon
program, you have the option 10 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 actlions to stay
up 1o date.

View Child Care Services Staff/Household Memkr Qualification
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2. Select Add Staff Member Qualification to begin a new qualification application.
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Staff/Household Member Qualification [ st tesnsevent ]

@ 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

Al -

—

Step 2: Selecting the Facility and Role

1. Search for your facility using the facility search functionality.
2. Forinstance, you may select the Apple Kids facility.
3. Choose your Role Type (e.g., Teacher) from the provided list.
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Staff/Household Member Qualification

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

Facility Information

Facility Name Provider ID/No Director Name
| apple d Q

Apol

rpum‘s *Role Type *Date of Hire

Select an Option - MM/DD/YYYY fa

Person Information
First Name Middle Name Maiden Name

Kathie Enter Maiden Name
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4. Enter your Date of Hire.
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Person Information @ Hide Details ~

Facility Information Y

Facility Name Provider ID/Na Director Name

B Apple Kids X PV112960 Automation KS

Phone Number *Role Type SEREOL R oo s i
(772) 007-7074 Teacher + i amer024 a;
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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 result in an error.

3. Click Submit

Conviction Information

Please select one of tha following reganding corrictions:
| B bty Somwiched o, or am under pending indictment for, the following crimes

* B | Buve not been convicted of, nad e | under pendineg indictmant Tor, any crimes

Authorization
* ! | authonioe the Monana Depariment of Jestice, Criminal Records and Identification Services Section to disseminate criminal history record indormation fo Child Cane Licensing

Sgnature of Applicant Cate

Kathie Welly LRl el =]

upiosd Backromavmincsenecumen JplO@d Files is available for the following:
T PPN - Parent consent if under the age of 18
- Out of state background check documnetation if available
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Step 4: Submitting the Application and Addressing Errors

MONTANA
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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 . Submit
1 ]
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