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The EEC Single Sign-1In Users Guides

EEC created User Guides to assist you with the new Single Sign-In process. There
are three guides. Each one provides step-by-step instructions with graphic
examples. They are available on the Single Sign-In Home Page, in the Help link
and on the EEC Website on BRC and TQ pages.

Single Sign-In Users Guide: This version contains instructions for all user
types. It covers the registration process for both new and current users of
ECCIMS, BRC only, and Professional Qualification Registry.

Background Record Check: This guide is designed for the BRC Reviewer and
designees for organizations licensed with EEC and are not Contract Providers.

Professional Qualification Reqistry User Guide: This guide is for individuals

that want to access the Professional Qualification (TQ) Registry.

Single Sign-In Overview: This is an abbreviated version of the Single Sign-In
Users Guide and provides instructions for all user types.

To further assist you, each guide has a table of contents which allows you to go

directly to a specific topic.
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Single Sign In Enhancement for EEC Web Applications

This document outlines the registration and login process for a Single Sign In user
account used to access web based applications maintained by the Department of Early
Education and Care. Users of the Teacher Qualification system (TQ), and the Electronic
Child Care Information Management System (eCCIMS), as well as users of the
Background Record Check system (BRC) are required to register for a Single Sign In
user account.

A Single Sign In account will enable users of multiple EEC web applications to access all
applications using a single user account. This enhancement also provides for better
security; ensuring that the information within EEC systems is protected against
unauthorized use.

Access to all EEC web based applications begins with navigating to the EEC Single Sign
In web page at https://www.eec.state.ma.us/SSO/. Here, a registered user would begin
signing into the system by entering his or her user name. This page also contains a link
for unregistered users to begin the registration process. During registration, existing
user accounts are identified and consolidated into a single login account. Once a Single
Sign In account is created additional EEC web applications may be linked to it as needed.

Hyperlinks to the EEC Home Page, the Single Sign In login page, and Help
documentation are available on all Single Sign In screens.

The Contact EEC link, will launch your email editor, and may be used to report
problems, or submit questions related to the Single Sign In process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC <—| Log Out

-EEC Single Sign In
Welcome to the Massachusetts Department of Early Education and Care (EEC) Single Sign In Registry.
‘EEC Single Sign In' 1s an additonal security feature implemented to better safeguard the privacy and
securtty of your personal mformation and the families and children we serve. It also prowides a single pomt of
entry to access EEC s on-line applications.

Not Registered?
Chick here to register, if this 15 yvour first tne wistt to Single S1gn In

Already Registered?

Enter Single Sign In Username: | 2

“Where do I enter my password?
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Regqistration:

Navigate to the EEC Single Sign In web page, at https://www.eec.state.ma.us/SSO/, and
click on the provided link to begin registration for a Single Sign In account.

To successfully complete the Single Sign In registration you must complete each step
before exiting. If you exit the process before completing the registration, you must start
the process over. It is best to have the user names and passwords to all your EEC web
applications handy before beginning the single sign in registration.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Out
-EEC Single Sign In
Welcome to the Massachusetts Department of Early Education and Care (EEC) Single Sign In Registry.
‘EEC Single Sign In' 1s an additonal security feature implemented to better safeguard the privacy and

securtty of your personal mformation and the families and children we serve. It also prowides a single pomt of
entry to access EEC s on-line applications.

Not Registered?

C]icl_i here to regster, if this 15 your first tne wstt to Single S1gn In

Already Registered?

Enter Single Sign In Username: | 2

“Where do I enter my password?
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Identifying Your Existing EEC Applications:

The first step of the Single Sign In registration process is to identify the types of existing
EEC applications you currently have. Users of the Electronic Child Care Information
Management System, Background Record Check users, and those with Teacher
Qualification user accounts should select the corresponding check box for each account
type they have. For each account type selected, you will later be asked to enter your
current user names and passwords.

If needed, additional EEC applications may be linked to your Single Sign In account after
the initial registration.

If you do not currently have an EEC application user account you may proceed with
the Single Sign In registration by selecting the check box to the left of 1 do not have
any account with EEC. After clicking on Continue you would be taken to the Sign
In Profile screen which is outlined beginning on page 8 of this guide.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Out

rEEC Online Applications

If you have used any of the listed EEC online applications belew, please select them. Thiz will allow merging your
existing accounts with the new account you are creating. Then click Continue.

I Electronic Child Care Information IManagement System (eCCIME)
CCIMES Background Records Check (eCCIMGS BEC Only)

[T Teacher Qualification (TQ)

71 do not have any account with EEC

Continue |

@ Copyright 2008 Massachusetts Department of Early Education and Care,
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Reqistering eCCIMS Accounts:

When selecting the Electronic Child Care Information Management System (eCCIMS)
you must also indicate if you have a single or multiple eCCIMS accounts.

Once you have identified your current EEC applications click on Continue.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SS5I Home Help Contact EEC
rEEC Ounline Applications

Log Qut

If you have used any of the listed EEC online applications below, please select them. Thiz will allew merging your
existing accounts with the new account you are creating. Then click Continue.

¥ Electronic Child Care Information Management System (e CCTIMS)
" Thawe one account with eCCIMS (This is the default case)
& T have multiple accounts with eCCIMS (This is rare) What is this?
¥ etmCIMS Background Becords Check (e CCIME BR.C Only)
¥ Teacher Qualification (TQ)
"1 do not have any account with EEC

Continue |

p,

@ Copyright 20058 Maszsachusetts Department of Early Education and Care.

If you had indicated multiple eCCIMS accounts, the system will prompt you to enter the
number of eCCIMS accounts you have. Enter the number of eCCIMS accounts in the

provided text box and click on Continue.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Cut

Tall us how many accounts you hold with e CCIMS and then we would ask you to identify all these accounts by
asking You to exter the username and passwards for all the accounts. Once we verify the crodeniials we can mergs

all the specified accounts inia one S50 account.

FEnter the number of accounts you have with e CCIMS: |3

Cancell

Continue

@ Copyright 2008 Massachusetts Department of Early Education and Care.
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The system will present a User name and Password text box for the number of eCCIMS
user accounts entered. Enter your user name and password for each eCCIMS account and
click on Verify.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page 551 Home Help Contact EEC Log CQut

Tell us how many accounts yau hold with eCCIMS and ithen we waould ask you io identify all these accaunts by
asking you io enter the username and passwords for all the accounts. Once we verify the credentials we can merge
all the specified accauris into ane S5O account.

Enter the number of accomnts you have with e CCIMS: |3

Enter the Username and Passwords for all the accounts.

Usernarne: |CCRR_MG Password: I“""'"
Tsernarne: lCP_MG Password: I“""'"
Usernarne: |CPC_MG Password: I“""'"

\f’erifyl Cancel |
[

@ Copyright 2008 Massachusetts Department of Eatly Education and Care.

If the system recognizes the user names and passwords it will indicate that the
information has been verified. If the system fails to verify the information, first review
what was entered to ensure that it has been entered correctly. Contact EEC User Services
at EECHelpDesk@MassMail.State.MA.US if you continue to experience problems
verifying your user account login information.

Once the information has been verified; click on Continue to proceed with the
registration process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Sut

Tall us how many accounts you kold with e CCIME and then we would ask you io ideniify all these accounts by
asking you lo entar the usarname and passwords for all the accounts. Onee we varify the credentials we carn mergs
all the specified accounts into ane S50 account.

Enter the number of accomnts you have with eCCIMS: |3 Cantinue |

Enter the TTsername and Fasswords for all the accounts.

Username: ICCRR_MG Password: | Venfied
Username: ICP_MG Password: | Werified
Username: |CF'C_MG Password:l Verified

Werify | Continue

o T,

@ Copyright 2005 Massachusetts Department of Early Education and Care.
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Reqistering Background Record Check (BRC) Accounts:

If an eCCIMS Background Record Check account was indicated in step one; the system
will prompt you for a user name and password. Enter your user name and password in the

text boxes provided and click on Verify.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC
Enter your eCCIMS BRC Username and Password

TUsername:  |mgillis?3

Log Cut

Password: I.-...-...

Cancel |

p

& Capyright 2005 Massachusetts Department of Early Education and Care.

If the system recognizes the information entered it will indicate that your eCCIMS BRC
account has been successfully identified. If the system is unable to identify your account
first ensure that your information has been entered correctly. If the problem continues
contact EEC User Services at EECHelpDesk@MassMail.State.MA.US.

Once your user account has been successfully identified; click on Continue to proceed
with the registration process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC
rEnter vour e CCIMS BRC Username and Password.

Username: |mgi|li5?8

Log Qut

Password: |uuu.

Werify | Continfe |
We have identified your account in e CCINWE BRC successfully'=thck Contime.

@ Copyright 2008 Massachusetts Department of Early Education and Care.
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Reqistering Teacher Qualification (TQ) Accounts:

If a Teacher Qualification (TQ) account was indicated in step one; the system will prompt
you for a user name and password. Enter your user name and password in the text boxes

provided and click on Verify.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page S5I Home Help Contact EEC Log Out

Fnter your T(} Username and Password.

TTzername: IECEI“IDI"I

Password: |nunu
Cancell
p

& Copyright 2008 Massachusetts Department of Early Education and Care.

If the system recognizes the information entered it will indicate that your Teacher
Qualification account has been successfully identified. If the system is unable to identify
your account first ensure that your information has been entered correctly. If the problem
continues contact EEC User Services at EECHelpDesk@MassMail.State.MA.US.

Once your user account has been successfully identified; click on Continue to proceed
with the registration process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page 5SI Home Help Contact EEC Log Out

r Enter vour T(} Username and Password

Username:  |ecatizon

Password: |-uuu

“erify | Continue |
TWe have dentified vour account in Professional Qua]jﬁcatio%egisny (1) successfully, chck Continue.

G Copyright 20058 Massachusetts Department of Early Educstion and Care,
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Sign In Information:

Once all your existing EEC web application accounts have been identified the system
will require you to create a user name and password for your single sign in account. By
default, the system will display the user name for the first account entered in step one.
You may check if this user name is available for use, by clicking on Check Availability,
or you may enter another user name. After entering a user name click on Check
Availability to ensure that the name is not already in use, and that it meets the minimum
requirements for a user name.

A User Name must:

e De at least four characters long.
e not contain only numbers.
e be a maximum of 20 characters long.
e contain no spaces between characters.
@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Horme Page 551 Home Help Contact EEC Log Cut
Sign In Profile

The left window pate guides the Sign In process. I you close the window before completing the six steps, vour information will be lost.

Al fields marked with * are required.

1) Sign In Information r~ Sign In Information
s
21 Security Word/Phraze LIS L Minimum requirements for the User ID:
= . ; X Examples: ICCRR—MG
21 Security Information Check Availability ® Afleast four charackers long.
® Only nurnbers are not allowed,

41 Personal Information : f\ﬂqtnE;‘?U ® Maximum 20 characters,

5 Miar?SD ® Mo Spaces between characters,
51 Tetrms and Aareerment

&1 Confirm and Finish

Minimum Requirements for the
Password:

Password: * I

At least six characters long.

At least one lowercase characker,
At least one uppercaze character,
At least one number,

Mo spaces between characters,

Canfirm |
Password: *

@ Copyright 2008 Massachusetts Department of Early Education and Care
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The system will indicate that the user name entered is available if it is not already in use,
and meets the minimum requirements.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log out

Sign In Profile

The left window pane guides the Sign In process. If you close the window before completing the six steps, your information will be lost.

All fields marked with * are required.

1) Sign In Information [ Sign In Information
L
21 Security Word/Phraze Hserlarnes Minimum requirements for the User ID:
. : . Examples: CCRR_MG

2] Security Information Check Availahilit ® At least four characters long,

) . JohnDoe ¥ & Only numbers are not allowed,
4) Personal Information & Mikeia7o User name is available! ® Maximum 20 characters,

. e ® Mo Spaces between characters,

51 Termns and Agreerment ary

&1 Confirrn and Finish

Minimun Requirements for the

Password:
FPassword: * I
& At least sie characters long.
® At least one lowercase character,
® At least one uppercase character,
SERE ® At least one number,
pi il I * Mo spaces between characters,

@ Copyright 2005 Mazsachusetts Department of Early Education and Care.
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If the user name entered is not available; you must select and enter a different user name.
The system will also display suggested user names which may be used. Be sure to click
on Check Availability after entering a different user name.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Out

Sign In Profile
The left window pane guides the Sign In process. If you close the window before completing the stz steps, your mformation will be lost.

All fields marked with * are required.

1) Sign In Information r Sign In Information

Usar Mame: *

2] Security Word/Phrase mgiIIiS?B
31 Security Information Eusmnies: Check A’\"a”abi“t)"

T Minimum requirenients for the User ID:

41 Persanal Infarmnation ® JohnCoe

: m::‘reég?o Suggeted User names : ® At least four charackers long.
51 Terms= and Agreerment ! ® COnly numbers are not allowed,
& mgillis7e10 ® Maximum 20 characters,
51 Confirm and Finizh & mgillis7a2008 ® Mo Spaces between characters,

Minimum Requirements for the
Password:

Passward: * I
At least six characters long.

At least one lowercase characker,

At least one uppercase character,

At least one number,

Mo spaces between characters,

Confirm I
Password: *

@ Copyright 2008 Maszachusetts Department of Early Education and Care
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Enter a password in the text box labeled Password, and to ensure that the password was
typed in correctly, enter the same password in the text box labeled Confirm Password.
The system will not accept a password that does not meet the minimum requirements.

A password must:
be at least six characters long.

contain at least one lower case character.
contain at least one upper case character.
contain at least one number

contain no Spaces

between characters.

It is important to remember that your password must never be shared with anyone.

After entering a valid user name and password; click on Next to continue the registration
process.

eec

DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Cut

Sign In Profile

The left window pane guides the Sign In process. If you close the window before completing the six steps, your information will be lost.

All fields

marked with * are recuired.

1) Sign In Information ~Sign In Information
*
2 Security Word/Phraze L ehisTmE Minimun requirements for the User ID:
5 ] . Exzamples: IMIkB19?B
2] Security Information —
| Check A\rallabmty I LI Ileast fobur characters Ilul‘_mg.d
. s JohnDoe ® Only nurnbers are not allowed.
4] Personal Inform stion & Mikela70 User name is available! ® Maximum 20 characters,
e ® Mo Space: between characters,
51 Termns and Agreerment ary
£]1 Confirrm and Finish
Minimum Requirements for the
Password:
s
AT |...........
® At least six characters long.
® Atleast one lowercase character,
® At least one uppercaze character,
SR # Atleast one number,
o I........... ®* No zpaces between characters,
Password:

@

Department of

2 Copyright 2005 Massachusetts Department of Early Education and Care,
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Security Word / Phrase:

On the Security Word / Phrase screen you are asked to enter a security word, or phase, to
be linked to your account. This phase will be displayed after entering your user name, but
before entering your password. If at anytime you do not see this phase when logging
into the system you should not complete the login process. If your security phase is not

displayed before entering your password contact EEC User Services at
EECHelpDesk@MassMail.State.MA.US .

This important step helps ensure that your password is protected.

After entering the required security phase; click on Next to continue with the registration

process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page SSI Home Help Contact EEC Log Out
Sign In Profile

The left window pane gudes the Sign In process. If you close the window before completing the six steps, your mformation will be lost.

All fields marked with * are required.

i1 Sign In Informmation

2) Security Word /Phrase

31 Secutity Informnation
41 Personal Infarmmation

51 Terms and Agreerment

&1 confirrn and Finizsh

Security Word /Phrase

Please type a security word/phrase for vour account, EEC will display this security phrase each time you access an EEC
online application. Confirming your security phrase will allow you to know that vou are accessing 2 walid EEC
application,

* GO PATS!

@ Copyright 2008 Massachusetts Department of Early Educsation and Care
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Security Information:

Information entered on the Security Information screen will help the EEC to properly
identify you; if you should forget your password. The information includes a security
question and answer; as well as the date of the day in which you were born.

geg

DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Horme Page 551 Home Help Contact EEC

Sign In Profile

Log Out

The left window pane guides the Sign In process. I yvou close the window before completing the stz steps, vour information will be lost.

Al fields marked with * are required.

11 Sign In Information [~ Security information
21 Security Word/Phrase In case of & lost password, thiz information will help EEC identify pou and reset your password,

3) Security Information

Security Question: * |--SE|ECt Org-- i
41 Personal Information

51 Tetms and Agreement

Security Answer: * I

&1 Confirrn and Finish

| E:x: If your date of birth is June 30, 1920

Enter the Day of Your Birthday: *

enter 30

@ Copyright 2005 Massachusetts Department of Early Education and Care.

Select one of the four available questions using the drop-down list provided in the
Security Question field.

eec

DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Horme Page SSI Home Help Contact EEC

Sign In Profile

Log Qut

The left window pane guides the Sign In process. I you close the window before completing the six steps, vour mformation will be lost.

Al fields marked with * are required.

1) Sign In Inforrmation  Security infor i
21 Security Word/Phrase In case of & lost password, this information will help FEC identify you and reset your password.

3) Security Information
4] Personal Information

Security Question: * -Select One-- j

Security Answer: ¥ —Select One--

5] Terrns and Agreernent What is the name of the city you were barn in?

&) Confirmn and Finizh

@

|WWhat is the name of your first teacher?
Vihat is the name of your pet?
What is your father's middle name?

Enter the Day of Your Birthday: *

enter 30

& Copyright 2005 Massachusetts Department of Early Education and Care.

Department of
Early Education and Care
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Enter your answer to the chosen security question, in the text box labeled Security
Answer, and enter the date of the day in which you were born in the textbox labeled Enter
the Day of Your Birthday.

After entering the required information; click on Next to continue the registration

process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC

Log Out

Sign In Profile

The left window pane guides the Sign In process. If vou close the window before completing the six steps, vour information will be lost.

Al fields marked with * are required.

11 Sign In Information

2] Security Waord/Phrase
3] Security Information
41 Personal Information
51 Terms and Agresment
&1 Confirrn and Finish

 Security information

In case of a lost password, this information will help EEC identify pou and reset pour password.

Security Question: * |What ig the name of your pet? j
Security Answer; * ICHOMP
|22 Ex: If your date of birth iz June 30, 1980 enter 30

Enter the Day of Your Birthday: *

Pravious

& Copyright 2008 Massachusetts Department of Early Educstion and Care.
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Early Education and Care
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Personal Information:

Your contact information is entered in the Personal Information section. Fields that are
marked with an asterisk are required. If a valid email address is not available a mailing

address is requi

After entering the required information; click on Next to continue with the registration

process.

eec

red.

DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC

Log Cut

Sign In Profile

The left window pane guides the Sign In process. If you close the window before completing the six steps, your information will be lost.

All fields marked with * are recquired.

11 Sign In Information
2] Security Word/Phrase
31 Security Information

r Tell us about yourself

First Marme: * IMikE

Last Marne: * IGI”IS

4) Personal Information Gender: * |M3|E Vl
o) o el A e Mote: vou rmust subrmit either your email address or mailing address.

&1 Confirrn and Finish

Ermail: |michae|.gillis@massmail.state.ma.us

Phane: [617 7 -fpgs | -[fE45 | e

If you do not have an email address, you must enter your mailing address to enable EEC to contack vou,

Addreszs 1:

Addrezz 2t

ity

State:

Zipcode:

Previous

@ Copyright 2008 Mazsachusetts Department of Early Education and Care.
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Terms and Agreement:

To complete the single sign in registration; you must indicate that you understand and
agree to the terms of use by clicking on the check box labeled “I agree to the Terms and
Agreement”.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Cut

Sign In Profile
The left window pane guides the Sign In process. I vou cloze the window before completing the six steps, your information will be lost.

Al fields marked with * are recuired.

1] Sign In Information  Terms and Agreement
2)/5a ety iord Phrsse TERMS OF USE FOR SINGLE 3IGN IN ﬂ
21 Security Inforrnation 1. INTRODUCTION AND U3E OF 3ITE

: The Department of Early Education and Care (EEC) is pleased
41 Personal Information to provide you with the services, contents, tools, and
5) Terms and Agreement information provided on our Single Sign-In. These services LI
£ Confirm and Finish rU I agree to the Terrn: and Agreerment

@& Copyright 20058 Massachusetts Department of Early Education and Care.

After indicating agreement to the terms of use; click on Next to continue with the
registration process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Cut

Sign In Profile
The left window pane guides the Sign In process. Ifyou close the window before completing the six steps, your mformation will be lost.

All fields marked with * are required.

11 Sign In Inforrnation  Terms and Agreement
2] Security Word/Bhrase TERMZ OF U3IE FOR SINGLE SIGN IN ﬂ
2] Security Information 1. INTRODUCTICN AND U3IE OF 3IITE

The Department of Early Education and Care (EEC) is pleased
4] Personal Information to provide you with the services, contents, tools, and
5) Terms and Agreement information provided on our 2ingle Sign-In. These services j
&1 Confirrn and Finish V1 agree to the Terms and Agreernent

@ Copyright 2005 Massachusetts Department of Early Education and Care.
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Confirm and Finish:

The system will display the information that has been collected in the previous steps. If
needed, you may return to a previous section to makes changes.

Once you have confirmed that the information displayed is correct; click on Finish to
complete the registration process.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page S5I1 Home Help Contact EEC Log Out
Sign In Profile

The left window pane guides the Sign In process. If you close the window before completing the six steps, your information will be lost.

Al fields marked with * are required.

11 Sign In Information [ Confirm
MOTE: To ensure your profile is saved, please click on Finish button
2] Security Waord/Phrase
27 Security Infarmation User ID: Mikel973
e Passwrord; ik

3 L ti 2

SlEona Snlormatien Security Phrase: GO PATS!
5] Terms and Agreement Security Question: What is the name of your pet?
6] Confirm and Finish Security Answer: CTHOMP

Day of the Month of Date of birth: 22
Mame: Gillis, Mike
Gender: Male

Email: richael gillis@rassmail state.ma.us
Phone: 617-988-6645
Address:

@ Copyright 2008 Massachusetts Department of Early Education and Care.

The system will display a list of EEC online applications from which you may select to
include or exclude from being displayed within your Single Sign In account. This feature
allows you some customization of your Single Sign In home page. Click on Continue to
begin accessing the EEC applications linked to your account.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page SSI Home Help Contact EEC Log Qut

rEEC Online Applications
Please select from the following hist, the applications you would like access to.

¥ Electronic Child Care Information Management System
¥ Teacher Qualification
¥ Electronic Child Care Information Management System Background Fecords Check Only

Continue |
W

& Copyright 2005 Massachusetts Department of Early Education and Care.

aVa Department of
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Your Single Sign In User Account:

The system will indicate that your Single Sign In account has been set up successfully,
and will list the applications that are linked to your account. This page is also displayed
after successfully logging into the system. From this page you may also update your

password or make changes to your user profile.

Click on a listed EEC application to access that application.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page S5I Home Help Contact EEC

Lag Out

EEC Zingle Sign In account has been set up successfully.

You can access the followmg EEC applications using your Single Sign In account.

Electronic Child Care Information Management Systenlliﬁi(;CCMS)

Teacher Qualification (T0)
Electronic Child Care Information IWanagement System Background Records Check Only (e CCTWE BEC Only)

s To Add other EEC Applications to your profile, Click here
s To edit your profile, Click here
s To Change vour password, Click here

Un Registered Accounts?

If you have an EEC account{e CCINS/TQ) that has not been merged with your Single Sign In account, click here

@ Copyright 20058 Massachusetts Department of Early Education and Care.

aVa Department of
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Accessing eCCIMS Accounts:

If you had linked one eCCIMS user account, to your single sign in user name, you will be
taken directly to the eCCIMS application after clicking on Electronic Child Care
Information Management System (eCCIMS).

When multiple eCCIMS user accounts are linked, to a single sign in user name, they are
listed by agency name for individual access. Click on the arrow to the right of the
agency’s name to access that account.

husetts Department of - eCCIMS +HOME  + CONTACT EEC

Ma L
ucation and Care i electronic Child Care Information Management System +HELP?  +LOGOUT

¥ aChnus
Early Ed

Flagse chaose one of the dgency

Dera BRC
Dermo R&R

Demo Contract Vendor
DEMO CRC

Copyright 2007 Massachusetts Departrnent of Early Education and Care Terms of Use

avla Department of
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The eCCIMS homepage indicates which account you are currently accessing. You may
quickly access your other eCCIMS accounts by clicking on “Change”. This will return
you to the listing of your eCCIMS accounts from which another account may be chosen.

+ HOME + CONTALT EEC

electronic Child Care Information Management System +HELP?  +LOGOUT

wou logged in as "Demo R" Chiﬁﬁe <:|

Hello, Mike Gillis .

Welcome to the Massachusetts Department of Early Education and Care
Electronic Child Care Information Management System. This is a place
where you can manade waitlists, process backaround record checks,
determine eligibility and generate SDRs and PVs, as well as generate a
wariety of data reports.

* Intake * Admin

+ Families + Total Contract Slots
+ Family Members + Locations of Care

+ Clazzrooms

a}
o

+ Eligibility o + Branches
+ Placemant ul
o

+ In Process Waiting List

ment of eCCIMS +HOME -+ CONTACT EEC

Early Education and Care i electronic Child Care Information Management System +HELP?  +LOGOUT

Flegre choore one of the dgency

Dema BRC
Derno R&R

Demo Contract Yendor

DEMO CPC %

Copyright 2007 Maszachusetts Departrnent of Early Education and Care Terms of Use

avla Department of
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Accessing Teacher Qualification (TQ) Accounts:

If a Teacher Qualification user account had been linked to your Single Sign In account
the application will be listed within the list of accessible EEC applications. Click on TQ
to access your Teacher Qualification user account.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page 551 Home Help Contact EEC Log Qut

EEC Single Sign In account has been set up successfully.
Tou can access the following EEC applications using your Single Sign In account.

Electronic Child Care Information MWanagement System (eCCIWE)

Teacher Qua]jﬂcatio% %EQJ
Electronic Child Car ormation Management System Background Records Check Only (e CCINS BEC Only)

o To Add other EEC Applications to your profile, Click here
s To edit your profile, Click here
s To Change vour password, Click here

Un Registered Accounts?

Ifyou have an EEC account{e CCTINZT) that has not been merged with your Single Sign In account, click here

@ Copyright 2008 Massachusetts Department of Early Education and Care.

aVa Department of
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&3 EEC

Contact EEC

DEPARTMENT OF EARLY EDUCATION & CARE
PROFESSIONAL QUALIFICATIONS REGISTRY

Welcome to EEC’s On-line Professional Registry!

How to Prepare Your Online Application

1. Complete the online EEC professional certification. All required fields are identified by asterisk
(™). You will be asked about;

<

(o]

PERSOMNAL INFORMATION (biographical information)

APPLICATION (the gualification you are applying far)

EDUCATIONAL BACKGROUND (the level of education vou have completed)
ECE RELATED COURSES (early education and care courses you have taken)

GROUP CHILD CARE WORK EXPERIENCE (your experience waorking in a center-
based child care program].

ou will need to print an experience form far each program you have worked in. A&
supervisar or director must verify your experience by signing the form.
= A practicum can also be considered part of vour work experience. Please identify
practicum in the appropriate section. & practicum requires you to obtain a letter
of recommendation from the practicum instructor or supervisar attesting the
number of hours, children age and content addressed throughout the experience.

FAMILY CHILD CARE WORK EXPERIENCE (your experience as a family child care
provider, if applicable).

You will need ta print an FCC experience form so the Lead Teacher who supervised
you can verify your experience by signing the form.

2. QObtain copies of your diploma, degree(s), transcript(s), andfor certificate(s).

3. Printthe Application Cover Sheet and mail it to EEC with the following documents attached:

o]
o]
<

Official college transcript{s) or grade reportis). Copies cannot be accepted.

A copy of your high school diploma or degree if it is not on your transcript.

Printed work experience form(s) signed by a Supervisor, Lead Teacher or Director. You
cannot verify your own experience or alter the signed farms

For additional infarmation contact:

Marian Caesar
Marian.Caesarfmassmail state ma.us

(617) 988-7807

or Rosanna Lococo
Fosanna.lococo@@massmail.state.ma.us

(617) 986-7806

or Matou Sissoko
Matou SissokoidiMasshail State MA US

(617) 988-7808

Continue |

avla Department of
Early Education and Care
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Accessing eCCIMS Background Record Check (BRC) Accounts:

If an eCCIMS BRC User Only account had been linked to your Single Sign In account
the application will appear within the list of accessible EEC applications. Click on
eCCIMS BRC User Only to access your Background Record Check user account.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page SS5I Home Help Contact EEC Log Qut

EEC Zingle Sign In account has been set up successfully.
Tou can access the following EEC applications using your Single Sign In account.

Electronic Child Care Information IWanagement System (e CCTWE
Teacher Qualification (T0)
Electronic Child Car%[lnformation Management Systemn Background Records Check Only (e CCINS BEC Only)

o To Add other EEC Applications to your profile, Click here
s To edit vour profile, Click here
s To Change vour password, Click here

Un Registered Accounts?

Ifyou have an EEC account{e CCTIST) that has not been merged with your Single Sign In account, click here

@ Copyright 2005 Mazsachusetts Department of Early Education and Care.

If your BRC account is the only eCCIMS account that you have; you will be taken
directly to the BRC application.

Massachusetts Department of . eCCIMS +HOME  + CONTACT EEC
Early Education and Care | electronic Child Care Information Management System +HELP?  +LOGOUT

Hello, Mike Gillis

Welcome to the Massachusetts Department of Early Education and Care
Electronic Child Care Information Management Systemn. This is a place
where you can perform Background Record Checks(BRC), as well as
generate a variety of BRC reports,

+ Wisit the for more information on Child Care licensing and regulations.

Copyright 2007 Massachusetts Departrnent of Early Education and Care Terms of Use

aVa Department of
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If had registered multiple eCCIMS accounts; you will presented with a list of all your
accounts from which your BRC account may be selected.

Jepartment of ECC|MS +HOME

Early Education and Care : electronic Child Care Information Management System +HELP?

ORMATION:

FPlezse choose ore of the dgency

Diema BRC %

o}

(]

]

erno RER ﬁ
ermo Contract Vendor
EMO CPC

Copyright 2007 Massachusetts Department of Early Education and Care Terms of Use

A

husetts Department of eCCIMS + HOME

Massac
Early Education and Care ¢ electronic Child Care Information Management System +HELP?

Yoy

legged in as " Demo BRC " Change

Hello, Mike Gillis
Welcome to the Massachusetts Department of Early Education and Care

Electronic Child Care Information Management Systemn. This is a place
where you can perform Background Record Checks(BRC), as well as
generate a variety of BRC reports,

+ Visit the EEC Wweb =ite for more information an Child Care licensing and regulations,

Copyright 2007 Massachusetts Departrnent of Early Education and Care Terms of Use

Department of
Early Education and Care

+ CONTACT EEC
+ LOGOUT
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Editing Your List of EEC Applications:

The link to the right of To_Add other EEC Applications to your profile allows you to edit
the list of EEC applications which have been linked to your Single Sign In account. This
is most useful to users who have registered both an eCCIMS BRC Only account, and one
or more other eCCIMS accounts.

The image below shows that there are currently three EEC applications displayed on this
user’s profile. The user would click on the provided link to edit this listing. This function
applies only to EEC applications which have already been registered, or merged, with
your Single Sign In account.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home FPage SSI Home H_eIE Contact EEC Log Qut

EEC Single 3ign In account has been set up successfully.
Tou can access the following EEC applications using your Single Sign In account.
Electronic Child Care Information MWanagement System (e CCIWS)

Teacher Qualification (TO) <:|
Electronic Child Care Information MWanagement System Background Fecords Check Only (e CCTWE BRC Onl

¢ To Add other EEC Applications to your profile, C]ic% here
o To edit your profile, Click here

s To Change vour password, Click here

Un Registered Accounts?

If you have an EEC account{e CCINSTO) that has not been merged with your Single Sign In account, click here

@ Copyright 2005 Massachusetts Department of Early Education and Care.

From the list of EEC applications, select those which should be displayed within your
profile, and deselect those which should not be displayed.

f@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log out
rEEC Online Applications
Please select from the following hist, the applications you would like access to.

[ Electronic Child Care Information Management System
" Teacher Qualification
I Electronic Child Care Information Management System Background Fecords Check Only

K

S

aVa Department of
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In the example below, the list of available EEC applications has been edited.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Sut
EEC Single Sign In account has been set up successfully.

Tou can access the following EEC applications using vour Single Sign In account.

Electronic Child Care Information Management System <:|

¢ To Add other EEC Applications to vour profile, Click here
s To edit your profile, Click here
s To Change your password, Chck here

Un Registered Accounts?

IFyou have an EEC account{e CCTILETQ) that has not been merged with vour Single Sign In account,
click here

2 Copyright 2008 Massachusetts Department of Early Education and Care.
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Editing Your Profile Information:

The link to the right of To edit your profile allows you to edit your security phrase, your
password retrieval information, and your contact information. Click on the provided link
to make changes to your profile information.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page 551 Home Help Contact EEC Log Qut

EEC Single Sign In account has been set up successfully.
Tou can access the following EEC applications using your Single Sign In account.
Electronic Child Care Information MWanagement System (eCCIWE)

Teacher Qualification (10
Electronic Child Care Information Management System Background Fecords Check Only (e CCTWE BRC Only)

o To Add other EEC Applications to your profile, Click here
o To edit your profile, C]icﬁhere
s To Change vour passwofi_JClick here

Un Registered Accounts?

Ifyou have an EEC account{e CCTINZT) that has not been merged with your Single Sign In account, click here

@ Copyright 2008 Massachusetts Department of Early Education and Care.

aVa Department of
Early Education and Care
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@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page S5I Home Help Contact EEC Log Out
Edit My Profile
Al fields marked with * are required.

Security phrase
Security Phrase: * |GO PATS!
Password Retiieval Information
Securtty Question: * IWhat is the name of your pet? j
Securtty Answer: * ICHOMF’
Enter the Day of Your [22 Ex If your date of birth is June 30, 1980 enter 30
Birthday: *
Contact information
First Mame: * |Mike
Last Mame: * IGiIIiS
Gender: * IMaIe vl
Note: You must submit either wour email address or matling address.
Email: |mic:hae|.gillis@massmail.state.ma.us
Phone: [517 988  _|B645  Fa|
If vou do not have an email address, please enter your mailing address to enable EEC to contact
you.
Address 1 I
Address 2: |
Clity: [
State: |
Ziprode: I

Submit |

@ Copyright 2008 Massachusetts Department of Early Education and Care,
After editing your profile information; click on Submit to save your changes.
aVa Department of
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Changing Your Password:

The link to the right of To Change your password allows you to edit your password
information. Click on the provided link to change your single sign in password.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page S5I Home Help Contact EEC Lag Out

EEC Zingle Sign In account has been set up successfully.
You can access the followmg EEC applications using your Single Sign In account.
Electronic Child Care Information Management System (e CCINS)

Teacher Qualification (T0)
Electronic Child Care Information IWanagement System Background Records Check Only (e CCTWE BEC Only)

s To Add other EEC Applications to your profile, Click here
s To edit your profile, Click here

s To Change vour password, C]icl-_;.[%ere
Un Registered Accounts?

If you have an EEC account{e CCINS/TQ) that has not been merged with your Single Sign In account, click here

@& Copyright 20058 Massachusetts Department of Early Education and Care.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page SSI Home Help Contact EEC Log Cut

Change vomr password

Enter your current password: I

Minimum Requirements for the Password:

MNew Pagsword: |

o Atleast 6 characters long,
Atleast one lowercase character.
Atleast one uppercase character.
Atleast one number.
Mo spaces.

Confirm Password: |

Subrnit | Cancel

& Copyright 2008 Massachusetts Department of Early Education and Care.

After entering your password information; click on Submit to save your changes.

aVa Department of
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Linking Additional EEC User Accounts to your Existing Single Sign In Account:

Once you have completed the single sign in registration; you may link, or merge, EEC
applications which have not yet been linked to your single sign in account. To begin
adding additional EEC applications to your single sign in profile; click on the link that
appears below Un Registered Accounts?.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page 551 Home Help Contact EEC Log Qut

EEC Single Sign In account has been set up successfully.
Tou can access the following EEC applications using your Single Sign In account.
Electronic Child Care Information MWanagement System (eCCIWE)

Teacher Qualification (10
Electronic Child Care Information Management System Background Fecords Check Only (e CCTWE BRC Only)

o To Add other EEC Applications to your profile, Click here
s To edit your profile, Click here
s To Change vour password, Click here

Un Registered Accounts?

Ifyou have an EEC account{e CCTIETQ) that has not been merged with your Single Sign In account, click ti}ere

& Copyright 2005 Massachusetts Department of Early Education and Care.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page 551 Home Help Contact EEC Log Qut

rEEC Online Applications

Select the application that vou have accounts with. This will allow merging your existing unregistered accounts with your
Single Sign In account. Then click Continue.

I Electronic Child Care Information Management System (e CCIMGS)
CCIME Background Eecords Check (eCCINS BEC Only)
™ Teacher Qualification (TQ)

Cantinue | Cancel |
|
W

@ Copyright 2008 Massachusetts Department of Early Educstion and Care.

Click on the checkbox to the left of each EEC application that is to be linked to your
single sign in account and click on Continue. As outlined in the Registration section of
this guide; you will be prompted for the usernames and passwords for each application
selected.

aVa Department of
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EEC Application Access Using Your Single Sign In Account:

Once you have registered for a Single Sign In account simply navigate to the EEC Single
Sign In web page, at https://www.eec.state.ma.us/SSO/, and enter your user name. Click on

Sign In to advance to the Security Phrase screen.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page 551 Home Help Contact EEC Log Out

-EEC Smgle Sign In
TWelcome to the IMassachusetts Department of Early Education and Care (EEC) Single Sign In Eegistry. EEC Single
Sign In' iz an additional security feature implemented to better safeguard the privacy and security of your personal
nformation and the families and children we serve. It also prowides a single pomnt of entry to access EEC's on-line
applications.

Not Registered?

Click here to register, if this is your first time visit to Single Sign In

Already Registered?

Enter Single Sign In Username: [Mike1978

Where do I enter my password?

" f

& Copyright 2008 Massachusetts Department of Early Education and Care,

Before entering your password verify that your security phrase is displayed correctly.
This important step helps to keep your login information secure. Enter your password and

click on Sign In.

@ DEPARTMENT OF EARLY EDUCATION AND CARE
EEC Home Page S5I Home Help Contact EEC Lag Out

Confum that your Secwity Phrase is correct

Tour Security Phrase 15 1 GO PATS!

If you identifiy the Securty Phrase displayed abowve then

Enter your Password: I.uuuuu *

Forgot your password?

@ Copyright 2008 Massachusetts Department of Early Education and Care
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The applications which have been linked to your account, and which you have chosen to

display, will be listed. Click on any listed application to access the application.

@ DEPARTMENT OF EARLY EDUCATION AND CARE

EEC Home Page S5I Home Help Contact EEC

Lag Out

EEC Zingle Sign In account has been set up successfully.
You can access the followmg EEC applications using your Single Sign In account.
Electronic Child Care Information Management System (e CCINS)

Teacher Qualification (T0)
Electronic Child Care Information IWanagement System Background Records Check Only (e CCTWE BEC Only)

s To Add other EEC Applications to your profile, Click here
s To edit your profile, Click here
s To Change vour password, Click here

Un Registered Accounts?

If you have an EEC account{e CCINS/TQ) that has not been merged with your Single Sign In account, click here

@& Copyright 20058 Massachusetts Department of Early Education and Care.
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