
 

The EEC Single Sign-In 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 Registry 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.   
 
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  You may need Adobe Reader Version 8 or higher to view the table 
of contents. 

 

• Select the Icon on left to 
see the table of contents 

• Select the Topic of interest.
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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.  
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Registration: 
 
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. 
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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 I 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. 
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Registering 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. 
 

 
 
 
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. 
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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. 

 
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. 
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Registering 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. 
 

 
 
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. 
 

 



 7

Registering 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. 
 

 
 
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. 
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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: 

• be at least four characters long. 
• not contain only numbers. 
• be a maximum of 20 characters long. 
• contain no spaces between characters. 
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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.  
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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. 
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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. 
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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. 
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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. 

 
Select one of the four available questions using the drop-down list provided in the 
Security Question field. 
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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. 
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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 required. 
 
After entering the required information; click on Next to continue with the registration 
process. 
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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”. 
 

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

 
 
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. 
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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. 
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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. 
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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. 
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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. 
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 23

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. 
 

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

 
From the list of EEC applications, select those which should be displayed within your 
profile, and deselect those which should not be displayed. 
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In the example below, the list of available EEC applications has been edited. 
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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.  
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After editing your profile information; click on Submit to save your changes.  
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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.  
 

 
 

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

 
 

 
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.
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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. 
 

 
 
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. 
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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. 
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