Create a Provider Portal Account

1.

Select Create Account.

¥ User Tip: If accessing the portal through Maine.gov, you will be directed to
the Child Care Provide Portalimage below. If you are accessing through the link
provided in an email, you will be directed to the Log In screenshot below.
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2. Select whether you have an Invite Code. (For this example, we will not have an Invite
Code.)

"¥7 User Tip: You will only have an Invite Code if you are invited via email to
create a Provider Portal account. If you are an existing Program/Provider and do
not have an Invite Code, contact your Licensing Specialist or Financial Resource
Specialist.

3. Select whether you are a new Program or requesting access for an existing one.

Create Account

To access the State of Maine's Child Care Provider Portal, enter the information below to register for an account
Fields marked with (* ) are mandatory and must be filled out
Do you have an invite code?* Select one of the following:"
Na L | am interested in becoming a new licensed Program v

4. Complete the Personal Information Section. (The email address must be specific to you
and not a multi person or business email address used by multiple people)

5. Select Submit.

Personal Information

First Name* Last Name*

Email Address* Phone*

(XXX) XXR-XXXX ‘

Date of Birth* Last 4 of SSN*

MM/DD/YYYY

Bt

Note: Only Program Owners and Program Owner/Program Directors can self register. Program Directors and Staff Admins should not use this page
to register themselves to Provider Portal. Program Directors and Staff Admins will be added to the program by their Owners.

CANCEL

6. Navigate to the email account used during the registration process.

7. Search for the “Welcome to Child Care Provider Portal” email. (Be sure to check your
junk or spam folder if it is not in the inbox.)




8. Selectthe Set Password link.

Sandbox: Welcome to the Child Care Provider Portal @ « D Iﬁl o
A "somgou o
2 Licensing Portal <ci-release@som.gov.cc>
@Friday. November 15, 2024 3:20:06 PM

ce” does't seem 1o be the real sender of this message Dsliverabi Pint  Delete

Dear Erin Mathis

Welcome to Child Care Provider Portal
After successfully setting up of your password, please use your email address and newly set password to login to the Child Care Provider Portal. To get started, go to|

Email Address:

Sincerely,
Office uf Child and Family Services

For your awareness, this is an autogenerated email. Please do not respond.
Confidentiality Notice: This e-mail message, including any attachments, is for the sole use of the intended recipient and may contain and privileged i ion. If you are not the intended

lEC\pIEI‘II or an authorized agent of the intended recipient, please \mmed\ate\y contact the sender by reply e-mail and destroy/delete all copies of lhs original message. Any unauthorized review, use.
copying, forwarding, disclosure, or distribution by other than the intended recipient or authorized agent is prohibited

9. Complete the New Password and Confirm New Password fields.

letter, 1 lowercase letter, and 1 number.

¥ UserTip: Please ensure the password has at least 8 characters, 1 uppercase i
1
1

[ |
' "% UserTip: Once the password is created, you will be directed to the Provider i
i Portal Home Screen where you can enter your email address and password to login. |

Change Your Password

Enter a new password for
Make sure to include at

least:

@ & characters
@ 1 uppercase letter
@ 1 lowercase letter

@ 1number

* New Password

Good

* Confirm New Password

Match

Change Password

Password was last changed on 2/14/2024, 6:37 AM.




Access Email with Provider Portal Invite Code

1. You will receive an invite code to create a Provider Portal account. Creating an account
through the Invitation Code will link the Provider Portal Account to the existing
Program/Provider account. Access the Email.

2. Selectthe Provider Portal Registration Link to Create a Provider Portal Account.

Sandbox: State of Maine Child Care Provider Portal - Registrationinvite @ « o2 & 0

A "maine.gov" does't seem to be the real sender of this message Deliverability Print  Delete
2, Maine OCFS CCMS <ocfs.ccms@maine.gov>
(O Tuesday, December 10, 2024 8:21:16 AM

Dear

YYou have been set up as a Program Owner for Care in the Child Care Provider Portal. Please use the invite code below to register yourself in the Child Care
Provider Portal. Below are the details:

Your unique invite codes 338178
Provider Portal Registr: *|Child Care Provider Portal - Create Account
Click here to access the required step-by-step instructions to complete registration.

Note: This invite code expires in 15 days. In case of invite code expiry, you can request a new invite code from the Registration page by selecting the option "l am
requesting access for an existing Program".

Sincerely,
Office of Child and Family Services

For your awareness, this is an autogenerated email. Please do not respond.

Confidentiality Notice: This e-mail message, including any attachments, is for the sole use of the intended recipient and may contain confidential and privileged
information. If you are not the intended recipient, or an authorized agent of the intended recipient, please immediately contact the sender by reply e-mail and
destroy/delete all copies of the original message. Any unauthorized review, use, copying, ling, di or distribution by other than the intended
recipient or authorized agent is prohibited.

3. Complete the Create Account Form.

4. Select Submit
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= User Tip: To Register for the Portal, you will respond Yes to
the Do you have an invite code? question.

are Provider Portal, anter the information below to ragister fer an account
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5. Access the Welcome to the Child Care Provider Portal Email to Complete Registration by
Setting Password (will be delivered to the Registered Email).

6. Select Set Password Link to get Started.

Sandbox: Welcome to the Child Care Provider Portal ¥ &« > & 0 :

A\ "som gov.cc” does't seem to be the real sender of this message

2, Licensing Portal <ci-release@som.gov.cc>
(O Tuesday, December 10, 2024 10:23:45 AM
Dear

Welcome to Child Care Provider Portal.

After successfully setting up your password, please use your email address and newly set password to login to the Child Care Provider Portal. To get started,
o 1 set password. |

Email Address: @yopmail.com

Sincerely,
Office of Child and Family Services

For your awareness, this is an autogenerated email. Please do not respond.

Confidentiality Notice: This e-mail message, including any attachments, is for the sole use of the intended recipient and may contain confidential and
privileged information. If you are not the intended recipient, or an authorized agent of the intended recipient, please immediately contact the sender by reply
e-mail and destroy/delete all copies of the original message. Any unauthorized review, use, copying, forwarding, disclosure, or distribution by other than the
intended recipient or authorized agent is prohibited.

7. Complete Change your Password Form.

8. Select Change Password.
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i = User Tip: Once you change your password, you will be
i given access to Portal Dashboard.

Change Your Password

Enter a new password for
i@yopmail.com.provider. Make sure to

include at least:
@ 8characters
@ 1 uppercase letter
@ 1lowercase letter
@ 1number
@ 1special character @

* New Password




9. Access Provider Portal Dashboard.
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