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TeachMT 
Internships 

https://teachmontana.com 
 

An Internship is an agreement between a fully licensed Class 1, 2, or 3 educator, the school 
district, and a Montana accredited educator preparation program (EPP). If an educator qualifies 
for a teaching endorsement internship, an application must be submitted within the TeachMT 
(TMT) system. 
 The College/University should initiate the application for the educator. Once the 

application is started, an automated notification will be sent to the educator’s email 
letting them know the Internship application has been started on their behalf. 

 The Applicant will need to access their TMT account to complete the application 
elements that should be completed by the Applicant. 

 The District should be notified by either the College/University, or by the Applicant so 
the District User can complete the District User element of the application. 

 
Note: While the application must be initiated by the College/University, a specific completion 
order is not required for Internship applications. Once all application elements have been 
completed, the Submit Application button can be pressed by any one of the parties in the 
agreement. 
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EPP 
An internship is started by an EPP User. 

 
To add an internship for an educator, log into your own TMT account and click on the magnifying 
glass in the right corner. 

 
 
Search for your candidate in the Person Search using any combination of their information.    

Once their name populates click on the educator’s name. 



Once you have clicked on the name you will be at your candidate’s Profile. From the left 
navigation, click on Applications. 
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Click +New at the top of the page. 



From the Select an EPP Restricted Application menu at the bottom of the page, choose the 
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correct Endorsement Internship application option and then click Next. 

Click Start Application. 

 
 

Once the application has been started you will be taken into the application to the Overview section of 
the application. 
As the EPP User, you will need to complete both the Educator Endorsement and the Role of Montana 
College/University elements. 



To complete the Educator Endorsement element, click Educator Endorsement link. 
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Once you have selected the appropriate endorsement from the drop-down menu, check the box in the 
blue Element Confirmation area and click Save & Continue. 

 



Complete the Role of Montana College/University by adding your PIN and clicking Sign. (PINs are 
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automatically created when a person record is created. Click Forgot your PIN? to view your assigned 
PIN.) 

 

Once the elements are confirmed, click on Overview in the left navigation. 

 



You should see green check marks next to each of the elements that were just completed. 
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Be sure to communicate with whoever else has not yet completed their application elements, to let them 
know they should follow the instructions for their portion of the application. 
 

District 
Once an internship application is started by the EPP, the district will be responsible for completing the 
Role of Cooperating School District element. TMT does not notify Districts that an application was 
created. The EPP, District, and Applicant should keep in communication until the application is complete 
and has been submitted. 

The applicant will need to be added to your staff (as district educator or school educator) in order for you 
to start completing your portion of the application. (Please see the Staff Assignments user guide for 
staffing instructions.) 

There are two ways to find an application that has been started by an EPP. One way is to click the 
magnifying glass in the blue header bar to search for the applicant using the Person Search field. A 
second way is to go to the District section in the blue header bar and click application search from 
the left navigation. 

 
If using the District section, click on Application Search from the left navigation menu. 

 



Next, use the search options and/or filter as needed to locate the application for the applicant. Click on the 
Application name, to open the application. 
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Once you have clicked into the application you will be taken into the Overview section of the application. 

Within the application, click on the Role of Cooperating School District element. 



To complete the element, enter your PIN signature and click Sign. (PINs are automatically created when 
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a person record is created. Click Forgot your PIN? to view your assigned PIN.) 
 

 
After the signature has been entered, click Save & Continue located at the bottom right of the page. 

 

That completes the district’s portion of the application. 
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Educator/Applicant 
When the application for the Endorsement Internship is created, you will receive a notification via email 
letting you know an application has been started on your behalf. There will be a link to the application in 
the email or you can access the application from your TMT Dashboard. 

From your Dashboard, click on the hyperlinked name of the application. 
 

Once you have clicked into the application you will be taken into the Overview section of the application. 
Next, click on the Role of Teacher link either in the left navigation or from the Requirements list. 
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To complete the element and confirm your role as the intern, enter your PIN signature and click Sign. 
(PINs are automatically created when a person record is created. Click Forgot your PIN? to view your 
assigned PIN.) 

 

After the signature has been entered, check the box under the Element Confirmation section and click Save & 
Continue located at the bottom right of the page. 

Next, you’ll be asked to complete the Character & Fitness element. 

If you select yes to any questions within the Character & Fitness Element, you will be asked to provide a 
statement in the text box. Use the Attachments section if you need to further disclose an incident. If 
you have nothing to disclose you should leave the Attachments section empty. 

 



Once you have answered all required questions, enter your PIN signature and click Sign. Next, click 
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Submit Character and Fitness. 
 

 

Once you submit the Character and Fitness, it cannot be undone. Make sure to include any necessary 
information before you confirm. 

Click Proceed to Summary. 

 



From the Summary page, click Submit Application. 
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NOTE: The option to submit will only show if all elements have been completed. The person who 
completes the last required element can submit the application. 
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