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2018 Getting and Accessing an Organization Account 
 
Step 1: Get an organization account (you must have an Individual Account first) 
 
 
Log into your individual account and go to the drop-down arrow next to your name in the top 
right corner of your screen. 

 

 
 
Open the drop-down and go to “+ Organization” 
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If you know your organization ID # you can enter it to go to your profile. If you are creating an 
Organization account you need to create a profile first by going to Create Profile. 
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Fill out the information below, then hit Next: 

 
 
 
The next screen will have a drop - down box to indicate what type of an Organization you represent. If 
you are NOT providing direct care for children and purely want to offer training and get Courses and 
Events approved, click the box next to Training Sponsor Organization. Then click Next. 
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Fill out the information. Everything that has an * asterisk is required. 
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Check which if you would like to receive periodic communications from the Early Childhood Project. 

 
 
Hit “Submit” 
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You will receive a message from us stating that you will receive an email stating that you have 
Registered your Organization. 

 
 

Once you have received the confirmation email you can find your Organization in the drop-down next to 
your name in your individual account. It will be directly under your name. 
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Getting Employees linked to your Organization: 
Step 1: Employees set up accounts and enter employment 
The best way to use this process for Online Registration is for ALL staff to become current on 
The Practitioner Registry.  If staff are on the Registry the following steps are irrelevant, because 
accurate information is part of their Registry account. (See User Guide for Practitioner Registry 
at www.mtecp.org) 
 
It is important that this step is done by the individual to ensure correct personal information.  
 
If individual already has an ID and Password and knows it, skip to page 3 
If individual has an ID and Password but does not remember it, click on Forgot user id or password? below. 

 

 
 
 
Enter the email used for this account. Then hit Submit. 
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An email will be sent to the individual to reset their password. A message will appear that tells the 
individual to check their email. They will then reset their password and return to the log in to enter it and 
log in. 
 

 
 

Log into individual account.  Click on the Employment tab.  

 
 
Add employment information.  Click Edit Employment.  
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Click Add Position. 
 

 
 
Select Employer Type 
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Search Montana Regulated Child Care.  

 
 

Click on the name of your program.  
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Confirm that this is the correct program.  
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Enter Position Details, upload the Employment Verification form where it says “Add Documentation”  
and Save.  
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NOTE: All employees must to do this process for the organization to be able to register individuals for 
trainings.   
 
Once this process has been completed, view the Organization Registering Staff User Guide for directions 
on how to register staff online for training.   


