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How to Create an Account and Apply to The Montana 

Early Care and Education Practitioner Registry 

Step 1: Go to www.mtecp.org and click Log In 

Step 2: Create an account 
When applying to The Practitioner Registry for the first time, create a new account. 

If you have already created an account and know your password, skip to Step 3 on page 7. 

If you have an account but do not remember your password, click on “Forgot Password?”. You will be sent an 

email to reset your password. 

http://www.mtecp.org/
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Enter your name and email address to create your new account. Your phone number is not 
required.

Once you click “Create Account”, an email will be sent to the email address you provided to verify your 
email address. 
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Check your email, open the email you receive, and click the “Verify Email” button in the email. Be 

sure to check your junk mail if the email is not in your inbox. 

Now you will need to create a password for your new account. Note the password 
requirements.
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Once your password is saved, then you will need to log in by reentering your email and password.

If you have a PS# and work at a state licensed or registered program the system will recognize your 
information and connect you with your previous profile. 
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If a previous account is not found, you will see the screen below. Fill out the information requested to set up 
your new profile. 

Choose your communication preferences. We strongly encourage you to select Yes as we do send out 
important information about registry changes and updates. You can also select the language you wish to 
receive system emails in.
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Read and accept the Terms of Use. 

Now you have now successfully created your profile. Note this does NOT mean you have applied to the 
Practitioner Registry yet. 
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Step 3: Practitioner Registry application 
When you first log into your profile you will see the screen below. To submit an application for membership, 
select Apply for Membership on the left in the My Memberships section.

A pop out window will open on the right side and you can select Apply for the Registry and then Next at the 
bottom. (You can also select the other application types but must meet certain criteria for those. You can also 
apply for those at a later time.)
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The application will appear and you must review each section and confirm to move on. If you do not have 
documentation to upload, you can still select Save and Confirm to move to the next section.

Select Review for Personal Information. Check all Personal Information and enter any changes or new 
information. When done, select Save and Confirm at the bottom.
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Select Review for the Education section. An Education Summary page appears. You can enter high school 
documentation, higher education, or, if you are still in high school, enrolled in Hiset/GED, or have not received 
a diploma, you can complete our high school verification form and upload that. Select Add Education Entry to 
get started.

Click on Make a Selection and then choose High School or Higher Education to enter that information. If you 
choose to upload Higher Education documents, you do not need to upload High School graduation 
documents. We do require completed transcripts (official or unofficial) if you choose Higher Education.
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If you choose High School, you will see this drop down menu:

If you choose I have a high school diploma or GED, you will see the following screen:

Enter your high school information and select the +File button on the right to upload your documentation. 
We will accept a copy of your diploma or a high school transcript with a clear graduation date listed. Be 
sure to Save at the bottom after uploading your document.
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If you are still in High School, are enrolled in a GED/HiSet program, or have not completed High School 
and do not intend to do so, select the correct option, enter your anticipated graduation date, and upload 
our high school verification form. Be sure to Save at the bottom.

If you need to upload higher education, select that option in the drop down menu, and enter your 
information and upload your transcripts. If you have not yet obtained your degree, please select Some 
College. Requirements for transcripts are listed on that page. Be sure to Save at the bottom.

To add other education documents such as CPR/First Aid, CDAs, or licenses, please 
select +Add Education entry, and choose one of the options in the drop down. For CPR/
First Aid, select that option, and choose the correct class for your card. Most people 
will choose the Combined option. We will move the card to the correct folder if needed. 
Enter your information and upload your card using the +File button. Be sure to Save at 
the bottom.
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To upload other options such as a CDA, choose Add Education Entry, choose the 
correct option from the drop down menu, and enter your information and upload 
your certificate, etc. Be sure to Save at the bottom.
Note: You do not need to upload anything for these options if not applicable.

In the Employment section, you can upload evidence of previous or past employment. To do this, 
select New Employer, then Search by Employer Name in the search panel on the left side of the 
page. In most cases, previous employers will not be found, especially if they are out of state 
programs. Select Create New Employer, then Select Ok, Enter the program's information and 
Continue, Enter your employment information for that program, and upload your verification 
documents. (These can include pay stubs, reference letters or tax forms). Be sure to save at the 
bottom. ECP staff will verify.

For current employment, if you work in a licensed program, your employer should let you know if 
they will enter your employment information or if they want you to do it. Employers of licensed 
programs will now verify their employees' employment through their org profiles. If they ask you to 
enter employment, select New employer, and on the next screen, search by license number.
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Choose Select when your program comes up.

Enter your employment information and Save. We are not requiring the employment forms as employers 
will be verifying employment for licensed programs. Applications will not be completed until employment 
information is verified, and applicants will receive an email reminding them to communicate with 
employers.

Employees working in nonlicensed programs, state agencies, or other early childhood settings, can follow 
the above steps and are not required to upload forms. Registry staff will verify employment.

Employment is not required to be updated every three years, but employees are encouraged to update 
wages every year, and if they leave employment, to end date their position. 

The next section is for Training. Most applicants will not need to add anything but if you have not submitted 
an Individual Training Request for a training taken in the past three months, you can select Add Training 
and the Individual Training Request will open. Just a reminder that college courses can be uploaded into the 
Education section, as well as CPR/First Aid. Any classes taken through the training calendar or through 
Childcare Training will be verified automatically in your training section and an ITR is not needed. If you do 
not need to add any training requests, select Confirm at the bottom.
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 For Professional Contributions, you can select Confirm at the bottom, unless you are 
applying for Director Credential.

Once all sections, have been confirmed, select Review Application at the bottom right.

Once you have reviewed that all information is correct, select Continue.

The next screen should show that the application has been submitted.

mailto:ecp@montana.edu
t84s986
Sticky Note
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STEP 4: Check email and Staff Notes regularly 

Please check your email and Notes in your account regularly for communication from the Early 
Childhood Project. Notes can be found by scrolling down to the bottom of your Dashboard in your 
profile. You can contact the Early Childhood Project with questions at any time by emailing 
ecp@montana.edu or clicking the Support button found on our website and within your application. 

When you click OK, you will be returned to the Dashboard. You can see your Application status in the 
Membership section on the left. Membership Alerts will show you additional information about your 
application in a pop out window on the right.

If you are marked Incomplete, log back into your profile, select the card that corresponds to what is 
missing (for example, if CPR is missing, choose the Education card, and follow the steps to upload your 
CPR card). After your document is uploaded, go back to the Dashboard and select Membership Alerts. 
The pop out window on the right will have the Process My Application button which you can select to 
put your application back in Processing.
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