MSEIS Help

1 HOwTO LOG INTO MSEIS

Access MSEIS via the MSEIS/TEAMS Login: https://apps3.opi.mt.gov/SSO/Login/Login.aspx

1.1 New USERS—HOW TO CREATE A
NEW USER ACCOUNT

MSEIS/TEAMS Login

Montana Office of Public Instruction
Denise Juneau, Superintendent

Already Have A User Account? Login Here:
= MSEIS User Manual GsaRN :
Contact MSEIS ser Name: |
= Support Password: | |
Contact TEAMS =
= Support | LogiuTe Systom | Create New User Account
= OPIl Home

Forgot Your Password?

o mtgov | Privacy Statement | Accessibility Policy

Selecting the “Create New User Account” button will take you to a multi-screen wizard that will walk you
through the process of creating an account. The MSEIS system was implemented in 2012 so even if you
previously had an account in our system used to renew your license in the past, you will need to set
up a new account in the MSEIS system.


https://apps3.opi.mt.gov/SSO/Login/Login.aspx

1.1.1  Existing Montana Licensed Educators

Create User Name Wizard 9@

You are completing the Create User Name Wizard.

This process will create a new usemame and password to login to the MSEIS
(Montana State Educator Information System).

To create a new user account for TEAMS, users must have the school district’s
Authorized Representative (AR) request their access rights by submitfing the
TEAMS System Security Assignments Security Form to the Office of Public
Instruction. See instructions on the form.

Once you have made your choice click the Next button.

()1 have never held a Montana Educator License and would like to apply for an
Educator License in the State of Montana.

() Cancel - Plzase cancel the wizard.

I\ Nen@'

Select the first option
and click “Next”.

()1 am or have been a Montana Licensed Educator. Use this option to manage
and RENEW your Montana Licenses.

Create User Name Wizard

You are completing the Create User Name Wizard.

Once you have entered and confirmed the data click on the Next button.

Social Security Number:
(Ex: 999999999)

Confirm Social Security Number: |:|

Last Name: | |

Date of Birth: I:I MM/DDYYYY

Once you have entered the required information click the Next button.

(®) Continue - Please continue the wizard

() Cancel - Please cancel the wizard

Flease enter and confirm your S5N, last name and date of birth below so we can retrieve your educator record.

Fill out the four fields
on this screen, all are
required, select
Continue and click
“Next”.

\ @ Previous '|

NOTE: if any of these fields do not match the information in MSEIS, an error will occur.

=6 <4

The SN and Last Name could not be matched. Please check them and try again.

You will need to contact the Office of Public Instruction at 406.444.3150 for help in resolving the error.



Create User Name Wizard e

You are completing the Create User Name Wizard.

Your Name Here

Email Address: | |

Confirm Email Address: | |

Once you have entered the required information click the Next button.

(®) Continue - Please continue the wizard

s

() cancel - Please cancel the wizard

Create User Name Wizard e

You are completing the Create User Name Wizard.

Flease enter and confirm the User Mame you would like to use to access the
system.

Fill out the two fields
on this screen, email
addresses are
required, select
Continue and click
“Next”.

| @ Previous .'| |'. Next @ '«

Your User Mame must be between 4 and 20 characters long.
Once you have entered and confirmed the data click on the Mext button.

When creating a new account please use your first initial and last name
(Example: John Doe would have a user name of JDoe). If that user name is
already in use, it is recommended you use a number appended to the end
(Example: JDoe1).

User Name: || |

Confirm User Name: | |

Fill out the two fields
on this screen to
create a user name,
both are required and
must match, select
Continue and click
“Next”.

Once you have entered the required information click the Next button.

(®) Continue - Please continue the wizard

() cancel - Please cancel the wizard

O rrovioss L w4




Create User Name Wizard @

You are completing the Create User Name Wizard.
Please enter and confirm the password you would like to use to access the system.

Your password must be between 6 and 20 characters long and consist of 2 types of
characters.

Once you have enfered and confirmed the data click on the Next button.

Password: || |

Confirm Password: | |

Once you have entered the required information click the Next button.

(®) Continue - Please continue the wizard

(O Cancel - Please cancel the wizard

\ @ Previous -|

Create User Name Wizard e

You are completing the Create User Name Wizard.

Flease select a secret question and answer to use for accessing the system. This
question will be asked any time you reset your User Name. It will be verified every
25 logins to ensure that it is current.

Once you have selected the question and entered the answer click on the Next
button.

Secret Question:

In what town were you born?

What is the name of your first pet?
What is your father's middle name?
What is your mother's maiden name?

Secret Question Answer:

Once you have entered the required information click the Next button.

(®) Continue - Please continue the wizard

(O cancel - Please cancel the wizard

Fill out the two fields
on this screen to
create your password,
both are required and
must match, select
Continue and click
“Next”.

| Nm@.«

Select a secret
guestion and provide
an answer to the
guestion. This will be
used should you ever
forget your password.
The OPI does not see
the answer to your
secret question.
Select Continue and
click “Next”.

O rrovss L e 4




Create User Name Wizard 2]

You are completing the Create User Name Wizard.
Flease enter your fown of birth below so we can further distinguish your identity.

Once you have entzred and confirmed the data click on the Next button.

Town of Birth- |

Once you have entered the required information click the Next button.

(® Continue - Please continue the wizard

(O cancel - Please cancel the wizard

Provide the town of
your birth. This will be
used should you ever
forget your password
and the answer to
your secret question
so the OPI can reset
your account. Select
Continue and click
“Next”.

& provious R

Create User Name Wizard @

You are completing the Create User Name Wizard.
You are almost finished!

Your new MSEIS/TEAMS Login account will NOT be created until you click on
the Submit button.

Your new User Name is listed below.

When finished reviewing click on the Enter button.

User Name: Your User Name Here

Please click on the Submit button to continue.

(®) Continue - Please continue the wizard

(C) Cancel - Please cancel the wizard

Final step, select
Continue and click
“Submit”.

O rrovins e <



MSEIS/TEAMS Login

L

= MSEIS User Manual
Contact MSEIS

= Support
Contact TEAMS

n Support
= OFl Home

Your User Name Here

Y Systems | ™® My Profile

Montana Office of Public Instruction
Denise Juneau, Superintendent

T e e Your Name Here

(5

Please Click the System You Would Like to Access

Montana State Educator Information System (MSEIS)

Educator

A

Click on Montana State Educator Information
System (MSEIS) in order to view and update
your license information.

Help

-Screen ﬁlp
User Manuals
Contact Support
OPI Home

Logout of MSEIS

Home Page

- Wel Educat
=, Vieicome BAUCEOT your Name Here

Welcome to the new Montana State Educator Information System (MSEIS).

We will be new and to you on a regular basis so be sure to read your summary screen.
1 Licenses: View Your License(s) Here I Renew Your License(s) Here
Your license(s) are available online. You will be able to see all your Click here to renew your Montana educator license(s). Most renewal

current and prior license(s), received documents, and degrees on

applications can be submitted electronically. Some applications must
file.

be reviewed before they will be renewed. All online applications
require an eletronic payment at time of application.

l Apply for a Montana Educator License Here
Click here to apply for a Montana Educator License. The online
application will help determine your eligibility and guide you through
the process.Click on this link to start the application process.




If you have used the MSEIS system you do not have to complete the steps above and can log in using
your MSEIS User Name and Password.

1.2  EXISTING USERS

MSEIS/TEAMS Login

Montana Office of Public Instruction
Denise Juneau. Superintendent

= MSEIS User Manual
Contact MSEIS

= Support
Contact TEAMS

= Support

= OPI Home

Already Have A User Account? Login Here:

User Name: |

Password: |

Login To System

Forgot Your Password?

Create New User Account

o mtgov | Privacy Statement | Accessibility Policy

Fill out the User Name and Password fields and click the “Login To System” button.

IF you have used the MSEIS system in the past but have forgot your Login information:

1.3  EXISTING USERS — FORGOT YOUR PASSWORD?

MSEIS/TEAMS Login

Montana Office of Public Instruction
Denise Juneau, Superintendent

= MSEIS User Manual
Contact MSEIS

= Support
Contact TEAMS

= Support

= OPI Home

Already Have A User Account? Login Here:

User Name: |

Password: |

Login To System

Create New User Account

Forgot Your Password?

o mtgov | Privacy Statement | Accessibility Policy

Click on the “Forgot Your Password?” button to be taken to a multi-screen wizard that will walk you
through the process of updating your password.



IF you don’t get an email to help you reset your password, this means that you may have used a
different email address when you set up your MSEIS account. Please try any other email addresses you
may have used. If that doesn’t work, call 406-444-3150 for assistance.

2 RENEWING YOUR LICENSE(S)

If your license is ready for renewal, your Home screen will provide you with the following option:

1 Licenses: View Your License(s) Here (‘, Renew Your License(s) Here h
Your license(s) are available online. You will be able to see all your *J Click here to renew your Montana educator license(s). Most renewal
current and prior license(s), received documents, and degrees on applications can be submitted electronically. Some applications must
file. be reviewed before they will be renewed. All online applications
require an eletronic payment at time of application
l"" Apply for a Montana Educator License Here . .
*J Click here to apply for a Montana Educator License. The online Click here to renew your license(s).
application will help determine your eligibility and guide you through k J
the process.Click on this link to start the application process.

A new screen will open with a table showing all your licenses available for renewal. If the table is empty,
none of your licenses are available for renewal at this time.

Licenses Eligible for Renewal

Application ID License Status Issue Date Expire Date Renew Date
1 - Professional Teaching ed 4132010 6/30/2015 6/30/2015
AZ—-L
| @ick Here to Renew License
S ——

The table above shows license(s) that are eligible to renew online. The list may be emply if you have already renewed your license(s) online or through a paper
application.

Click the “Click Here to Renew License” link to be taken to the multi-screen wizard that will walk you
through the renewal process.

If you do not have enough renewal units recorded in MSEIS to renew your license, you will be redirected
to the Professional Development screen via this pop-up:

Click this button to be

directed to the
You do not have the required number of renewal units to start the Renewal Process. Please Professional

click the button to be redirected to the Educator Professional Development page to enter the Development screen
needed professional development.

Inadequate renewal units

to enter your
Click here to go to Educator Professional Development ‘ Renewal Units.

2.1 ENTERING RENEWAL UNITS OR COLLEGE CREDITS

The Professional Development screen provides a list of all current licenses, the number of license
renewal units and/or college credits required to renew, the number of license renewal units and/or
college credits recorded, and the number of license renewal units and/or college credits remaining.



|Ci|:l here for information on getting a license renewed

Licenses

1 - Professional Issued| 7/1/2010
Teaching

Active Renewal Units

meessmnal Developmem

No Records Found

To add renewal units or college credits, click the “Add Renewal Units or College Credits” button to be
taken to a wizard that will walk you through the

PLEASE NOTE: At the time of renewal, you are no longer required to

submit original signed OPI renewal unit certificates or official transcripts. If An important change to the renewal
your renewal application is audited, you will be required to submit these L
documents within 60 days. You will not receive your renewed license until process, begmnmg Summer 2015.
your professional development has been verified.
SEID& - ___.
Credit Type: | Semester Credit V| =
Quarter Credit = 10 Renewal Units The fields on this
Semester Credit = 15 Renewal Untis ” d t
Stete [Aabama ] - screen Wit dpaate,
Institution: |Alabama State University V| = based on whether
ou are enterin
Class: [Ed 202 | - ¥ " g g
college credits or
Semester Credits: 2 g | it
R renewal units, see
Begin Date: |01/01/2014 | MM/DD/YYYY * below.
End Date: [12/31/2014 | MM/DDAYYYY Fill out all fields,
............................................................................................... select Submit, and
i i i click “Submit”
Once you have entered the required data click on the Submit button. .

(® Submit - Please save the Renewal Unit.

() Cancel - Please cancel the wizard.

Submit e



College Credits (Quarter or Semester Renewal Units
Cred it) Review the back of your transcript for

information on the type of credit you earned Credit Type: .
SR ) Quarter Credit = 10 Renewal Units
Quarter Credit = 10 Renewal Units Semester Credit = 15 Renewal Untis
Semester Credit = 15 Renewal Untis . |
State: . Provider L
Institution: WV Event W
Class: | Renewal Units: I:I *
Quarter Credits: I:I o Renewal Units: Enter the Number of Renewal Units.
Renewal Units: Enter the Number of Quarter Crediits. Begin Date: I:I MM/DDIYYYY *

BeginDate: | | mmmDvyYy - EndDate | | Mwobryyy

A Professional Development pop-up will appear reminding you all information recorded in MSEIS must
be true, correct, and complete to the best of your knowledge. A false statement of material fact,
misrepresentations, or omissions of material fact in or with this information may lead to the revocation
of your license(s).

If all information

Professional Development provided is correct,
click OK.
By clicking "OK", you are verifying that the professional If you need to correct
development information you are submitting is true, any information, click

correct, and complete o the best of your knowledge. A .

falze statement of material fact, misrepresentations, or Cancel, and you will

omissions of material fact in or with this information may be taken back to the
lead to the revocation of your license(s). Add Educator

Professional
|GK| | i | « Development wizard.




The new renewal units will appear in both the license table and the Professional Development table on
the Professional Development Screen:

‘Click here for information on getting a license renewed

Licenses
License License License College Credit ~ College Credit College Credit
1D License Status | Effective Date Expiration Date Renewal Units Renewal Units Renewal Renewal Units Renewal Units Renewal Units
Required Recorded Remaining Required Recorded Remaining
Edit 200995 1 - Professional Teaching Issued TH12010 61302015 60 60 0 0 60 0
Edit | 20099 3 - Administrator Issued 112010 /302015 60 60 0 0 60 0
Active Renewal Units W
Professional Development
1D Type Begin Date End Date PD Units Renewal Units Title Provider
Edit 114071 |Semester Gredt 11112014 1213172014 4 60 Ed202 Alabama State University Delete
Once you have entered enough renewal units or college credits to renew your license, continue with the online renewal process by clicking on the 'Renew’ button to the right of the license information line above.

After all renewal units and/or college credits are entered, you can continue to the renewal process.

2.2 RENEWAL PROCESS

There are a number of ways to access the multi-screen renewal process, but each of these different
ways will take you to the one renewal process.

1. The Renewals Screen:

A. Select Renewals from the horizontal menu.
B. Click the Renew License link.

[Ewar| P\

'. My Licenses

Licenses Eligible for Renewal
Home

Application ID License Status Issue Date Expire Date Renew Date
Renewals 226954 1 - Professional Teaching Issued AT 6/30/2015 6/30/2015
)
Help [ Click Here to Renew License Dﬂ
Screen Help —

User Manuals

The table above shows license(s) that are eligible to renew online. The list may be empty if you have already renewed your license(s) online or through a paper
application.
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2. The Professional Development Screen:
A. Select My Licenses from the horizontal menu.
B. Select Professional Development from the vertical menu.
C. Click the Renew link in the Licenses table. OR
D. Click the Continue Renewal Process button under the Professional Development table.

# = =
n) Home | L My Licenses Reports

ry In 0 Contact Information Miscellaneous Information
Full Name: ! Address: | Race: V
SEID: ( City State, Zip: \ Hispanic: N
My Licenses Email: 1 Status: A
Home Phone: (
Work Phone: ( Print Name: (|
Licenses (1) HERIE
e [ Click here to edit your contact information |
Degrees (1) [Click here for information on getting a license renewed
Background Licenses
Fees (3)
Notes (6)

Professional
Development (5)

iy e ) o ey oo o) =
License History (5) Teaching
Personal History

Active Renewal Units | Renewal Units History.
NBPTS
Tests Professional Development

Contact Info

Screen Help

User Manuals
Once you have entered enough renewal units or college credits to renew your license, continue with the online renewal process by clicking on the 'Renew’ lice above.
Contact Supp ]

Each of these ways to access the Renewal Process will take you to a multi-step wizard:

12



Renew Educator License - Step 1 of 6

Flease update your profile information and click the Next button.

TIN/GST: | |

Prefix:

First Name: | |*

Middle Name: | |

Last Name: | |*

Maiden Name: | |

Print Name: | | -

Suffix:
Gender: *
Birth Date: l:IMWDDwax
Hispanic: x

Race:

[] American Indian/Alaskan Native [ Asian
[l Black or African American [ Native Hawaiian or Pacific Islander

[ unknown White, Non-Hispanic

*

Once you have entered the required data click on the Next button.

(® Continue - Please continue the wizard.

(_) Cancel - Please cancel the wizard.

All fields marked with
a red asterisk are
required. All
information we
already have will be
pre-filled, but can be
updated, if need be.
Make sure you review
and update your
information so your
new license is issued
in the correct name.
Your name will print
exactly as it appears
on the Print Name
field

Select Continue, and
click “Next” to move
on.

Renew Educator License - Step 2 of 6

Please update your address information and click the Next button.

Maziling Address: | }‘

zpcode: |
ZipPlusd: | |
city: | k
Country Code: | United States b

State Code: |Montana V|*

(O Cancel - Please cancel the wizard.

@ Previous } /|

All fields marked with
a red asterisk are
required. All
information we
already have will be
pre-filled, but can be
updated, if need be.
This is the address
your new certificate
will be sent to.

Select Continue, and
click “Next” to move
on.

13



Renew Educator License - Step 3 of 6 E

Please update your contact information and click the Next button.

workphone: ([ [ ][ Jext[ ]
Personal Phone: {I:IJI:H:I*

Email Address: |\

Please update your contact information and click the Next button.

(®) Save - Please save the profile information.

(O Cancel - Please cancel the wizard

All fields marked with
a red asterisk are
required. All
information we
already have will be
pre-filled, but can be
updated, if need be.

Select Save, and click
“Next” to move on.

\@Pr&vious 'l |\ Next @

14



Renew Educator License - Step 4 of &

Please answer the following Character and Fitness questions. If you have reported an incident on
a prior Montana license application, select Yes and enter "Previously Reported’ in the
explanation.

Yes No Question

~ Have you ever had adverse action taken against any professional certificate, license,
~ or other credential issued for practice in ANY field (e.g. Cosmetology, Architecture,
Massage Therapist), or is any such action pending? If YES, select the actions
below that apply.

[ Failure to Renew
Il Reprimand
] Voluntary Surrender

[l Denial
[ other
] Suspension

[] cancellation
[] Letter of Warning

[ Revocation

¢ Have you ever resigned or been disciplined, discharged, or asked to resign or retire

~ from a professional position or military service because of allegations of misconduct,
or is any such action pending? This includes discipline for failure or refusal to fulfill
an employment contract.

(™ Have you ever been convicted of any crime (misdemeaanor or felony)?

Note: Most arrests and convictions show up on a background check even if
purged or dismissed by a court.

- Have you ever entered into a pretrial diversion* for any crime?
" If YES, select all appropriate options from below.

*A preirial diversion program is any program that resuits in dismissal of charges
upon satisfaction of condifions such as paying restitution or fines, having no similar
offenses for a specified time, performing community sernvice, complefing
rehabilitation or treatment programs, satisfying probation, efc. Answer "YES" even if
you were nof required fo complefe the program.

[] Deferred Adjudication [] Deferred or Suspended Imposition of Sentence
[] Deferred Prosecution []First Time Offender FPrograms
[] other Similar Programs ] Stay of Adjudication

O Click the check box to the left to confirm that you are the applicant, and that the
Character and Fitness guestions above were answered honestly by you, the
applicant.

<=

Once you have answered the Character and Fitness questions click on the Next button.

®) Continue - Please continue the wizard.

(O Cancel - Please cancel the wizard.

\@ Previous |\Next

All Character and
Fitness questions
must be answered,
and the check box
must be checked in
order to continue
with the online
renewal process.

If you check yes on
any of the questions
you will be given the
opportunity to
provide an
explanation of your
answer. Itis very
important that you
disclose all
information as
accurately as
possible. The
information you
provide will be
reviewed before your
renewal application is
processed.

If you choose not to
answer the questions,
you will be required
to submit a paper
application.

The box at the end
must be checked to
verify that the
information you have
submitted is correct

Select Continue, and
click “Next” to move
on.
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Renew Educator License - Step 5 of 6

Please review the information below. Once you have reviewed the information click
the Renewal Request link. By clicking the Renawal Request link you are
electronically signing this application and authorizing the Montana Office of Public
Instruction to charge your credit card for the listed license remewal amount. You will
be redirectad to the Common Checkout Web Application to submit your payment.

— Profile (edit)
Name:
S538N: Birth Date:
Gender: M Maiden: n/a

Print Mame: Not Entered

— Address (edit)
Address 1:
City State, Zip:
Country:

— Contact (edit)
Work Phone:
Home Phone:
Email Address:

Once you have reviewed the information click on the Renewal Request button
to submit your application. After clicking the link, you will be redirected to
OPI's Common Checkout Web Application to submit your payment.

) Renewal Request - Please accept my license renewal request application.

(O Cancel - Please cancel the wizard.

@ Previous ; /l

Review this
information on this
screen, if anything is
incorrect, click the

“edit” links to update.

Select Renewal
Request, and click
“License Renewal
Request” to move on
to the payment
portal.

An online renewal
requires an online
payment, which is
processed through
our secure Checkout
Web Application
outside MSEIS. You
will be brought back
to MSEIS to complete
the renewal process
when your payment
processes
successfully.

16



Nich - Choose your payment

eGovernment’

Payment Process method: Credit Card or
Select Payment Method and Continue to proceed with payment. EIeCtronlc CheCk

Transaction Summary Then click the Continue
Description Amount

OFPI License Renewal $30.00 b utton

Your price through mt.gov $30.00 @

Transaction Detail

SKU Description Unit Price ‘Quantity Amount
1 $30.00 1 $30.00

Payment Method

Pay by Select One v «

Complete all required fields [ ]

2010 NIC Services, LLC. All Rights Reserved. security statement

17



ann

NIC:::
bahisd
BER AT AL

Payment Process

‘fou Baws selecied to pay by oredit card. Complete Customer Billing Information end enter Credit Cand Information.

Transaction Summary

Description Amoeni
OF Licmmge Gereaml §30.00
Wour price Eheough mt Qo [EFICERN

Transaction Detail

KU Diescription Unit Frice ‘Cantity Amount
1 §30.00 1 $30.00

Customer Billing Information

Com ity mi raguimad Palds |

Company Neme | |

Billing Addness | |

Eillineg Adciress I | |

Billing City | |

Country | Uinited Smtes e

Stete | W

e —

Fhene Hember 1 Enter all of the
Fax Humger 1] required

Email Address | | information and
Credit Card Information click on the

Com piwts nil reguisd fakdx |

Continue button
Credit Card Type Bmject @ Cand e

Credit Card Humies | I

Exgiration Date [BelecteMeonth | [Eelecteear o]

Meme on Credit Ceed | I

a010 WIS Nardima, LD A0 Aghts Faawwed. ascartty simiem art
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988
1he propin
bahisd i
BTV EITAL

Payment Verification

Revizw peyment informetion. You mey ecit Biling end Feyment Method here if nesded. 'When compiete, select Meke Payment.

Transaction Summary
IDescription

IF1 Ligamse mrarwy
Transaction Detail

KU Discription

Customer Billing Information

Cwsiomer Heme

Company Keme
Siling Adoress

giling Addmess I
Billing City
Caurtry

State

ZIF/Postal Code
Fheane Humber

Fax Humber
Erredl Address

Payment Method
it Card Ty
it Card Mumiser
Expiration Date

Meme on Credit Card

Unit Frice
520,09

Amount

‘Wour price Frrough mkgov

uantity Amount

_}m (]

$30.00

j32.4 | @

§an.00

You will see the
payment
verification screen
next. If all of your
information is
correct click on the
“Make Payment”
button to
complete your
transaction. Only
click on this
button once. It
may take a minute
or so to complete
the transaction.
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Your payment was successfully processed

Transaction Summary

Description
OPI License Renewal

Customer Information

Customer Name
Local Reference 1D
Receipt Date

Receipt Time

Billing Information

Billing Address

Billing City, State
71P/Postal Code

Country -

Amount
Your price through mt.gov

Payment Information
Payment Type Credit Card
Credit Card Type
Credit Card Number
Order ID

Billing Name

Phone Number 2222222222

-

Fax Number

$30.00

$3243 @

The final screen
will show you a
Transaction
Summary of your
payment. Click on
the Continue
button.

IMPORTANT: If
you do not click on
the Continue
button your
payment will not
register in MISEIS
and your renewal
may be delayed
until OPI can verify
your payment was
completed.

Renew Educator License - Step 6 of 6

PLEASE NOTE: At the time renewal, you are no longer required to submit
origir=! signed OPI renewal unit certificates or official transcripts. If your
renewal application is audited, you will be required to submit these documents
within 30 days. You will not receive your renewed license until your
professional development has been verified.

Your online renewal application has been processed, click Submit.

® Continue - Please continue the wizard.

Cancel - Please cancel the wizard.

L

\@ Previous
2 %

Submit @ ]

This is the final step.
Select Continue, and
click “Submit” to
finish the renewal
process.

The MSEIS system will
take you to your main
screen where you will
see that your renewal
application has been
processed.
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If you checked yes on any of the Character and Fitness Questions or you did not make a payment your
license will not be automatically renewed.

The Character and Fitness responses/explanations that are not “no” will be reviewed by our legal
department and if they have any questions you will be contacted for additional information.

¢ If the payment system times out and you didn’t make payment online,
you cannot go back and do so at a later time. Please do not begin the
renewal process again.

You will have to send your payment by check to:

Montana Office of Public Instruction
Attn. Educator Licensure

PO Box 202501

Helena, MT 59620

¢ If you cancel your payment your renewal application will not be
completed and you will need to begin the process again.

IMPORTANT!! Your renewal application may be chosen for Audit.
If your renewal is audited you will be notified by mail of the audit and you will have 60 days to submit

verification of your required renewal units/college credits. (ARM 10.57.218) Make sure that you have all

the required professional development documentation available. If you are unable to provide the
required documentation your license may be revoked.
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