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Logging Into the Montana Library Directory
Here’s how to login with your personal account in the Montana Library Directory FOR THE FIRST TIME:
1. At the Montana State Library webpage – msl.mt.gov – select the tab “For Librarians”
2. On the next page, select “Library Directory” found at the top of the menu on the left It’s a good idea to bookmark this page, as most librarians use the library directory often;  you would choose “BROWSE” to look up the contact information for a colleague or another library, but to access my account to register for an event, or post updates to my CE tracking form, or to access important library-only information, I will need to choose “ACCESS”

3. For someone who has not yet set up a username and password, they need to scroll down and choose the link “Register as a Library Employee?”
4. For this to work, your library’s director must already HAVE entered your name in the directory.   Select the city where your library is located first – not where you live, but the location of your library. That selection will generate a list of libraries in that town… and once you have selected your library from the list, a list of employees for that library will be generated and you just choose your name.  If you don’t see your name, ask your library director to add it and then, try again. 
5. On the next page, enter a username and submit.  An automatic email will be sent to the email address which your library director has entered for you with your username and a temporary password.  If you don’t receive an email from Mike Price at the Montana State Library, check your Spam or Junk file, double check with your library director that they have entered your email information correctly.  If you are still having trouble, contact Mike Price at the MT State Library miprice@msl.mt.gov
6. Log back in with your temporary email and you will immediately be prompted to create your own password.  

See the Vimeo Tutorial by clicking here.
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REGISTER for the CE TRACKING FORM in the Montana Library Directory
Getting started with a new registration in the CE Tracking Form online through the MT Library Directory
1. At the Montana State Library webpage – msl.mt.gov – select the tab “For Librarians”

2. On the next page, select “Library Directory” found at the top of the menu on the left It’s a good idea to bookmark this page, as most librarians use the library directory often;  you would choose “browse” to look up the contact information for a colleague or another library, but to access my CE tracking form, I will need to choose “ACCESS” and login

3. I’ll enter my username and password.  If you don’t have a username yet, scroll down and click on EMPLOYEE and follow the directions.

4. Once I am logged into the directory, it displays the options available to me – one of those options is “REGISTER FOR CONTINUING EDUCATION.”  Select that and you come to a page with some information; confirm that you want to register and you are instantly registered.  Now the menu option changes to “TRACK CONTINUING EDUCATION” and that link goes directly to your personal CE tracking form.  
5. See the Vimeo Tutorial by clicking here.
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Manage the CE TRACKING FORM in the Montana Library Directory

Here’s how to track your CE progress in the MSL online CE Tracking form:
1. At the Montana State Library webpage – msl.mt.gov – select the tab “For Librarians”

2. Select “Library Directory” found at the top of the menu on the left It’s a good idea to bookmark this page, as most librarians use the library directory often; you would choose BROWSE to look up the contact information for a colleague or another library, but to access your account to register for an event, or post updates to your CE tracking form, choose ACCESS and login. 
3. From your Main Menu in the MT Library Directory, choose TRACK CONTINUING EDUCATION.

4. This is the CE Tracker main menu – there are some changes from the previous iteration; one is that you no longer have to enter the information about the date of your last certification.  From now on, when you receive your certification or renewal, that information will be entered into the online tracking system by the CE Coordinator.  Select MANAGE MY CE TRACKING FORM to add training to your list. 

5. On this page, select ADD A MASTER CERTIFICATION LIST CE EVENT to find training provided by the MT State Library or the MT Library Association and our partners already listed.  To add one of those events to your personal list, just click on the plus sign next to the event.  The events display chronologically, with the most recent trainings appearing first.  Only events from the last 12 months are displayed.  

6. If you attended a training event but it is not on the list – for instance, you may have gone to a session at conference out of state or attended a webinar that was not sponsored by the MT State Library – you can still add that training to your tracker list.  Use the ADD YOUR EVENTS option. Provide the sponsoring agency’s name, the date, the title, the name of the presenter and the number of credits.  You receive one credit for each hour of attendance, in ½ hour increments, rounded down.  You also must indicate the CE category.  Consult with your supervisor/director and refer to the Continuing Education Manual on the MSL Website for guidance.  Click on the Add button and your credit is recorded.  
View the video tutorial by clicking here.
