A MCIR Quick Tip Sheet
MCIR USER REGISTRATION- A One Time, Four Step Process

Once the Site Administrator (SA) of the site completes this four step process, they will have
the ability to add other MCIR Users to their Site.

e The SAis added as a User by the MCIR Helpdesk. Other staff are added as Users by their
SA.

e Please see the mcir.org Resource Library for directions on how a SA can add a User to their
site.

Step 1. User Receives PIN Number E-Mail from mcir@michigan.gov

Once a User is added to MCIR they will receive an email message from mcir@michigan.gov
with the subject “MCIR User Registration” (Figure 1). This email will contain a personalized
MCIR PIN number that will be used only once during the final phase of the registration
process (Step 4). All registration steps in this quick tip sheet are also listed in the email.

Do not share your PIN number, User ID or Password with any other
individual. Transactions on the MCIR are logged and are subject to
being audited.

------- » E-mail systems may classify anything coming from mcir@michigan.gov as “junk mail” or
“spam.” If you have not received a confirmation of the MCIR application within one week,
please check “junk,” “spam” or “bulk” folders before contacting the MCIR Helpdesk.

From: mcir@rmichigan.gov

To: Mary Sunshine
Ce:
Subject: MCIR User Registration

h‘h1s is a systewm-generated e-mail. Please do not reply to this

DO NOT DISREGARD THIS E-MAIL. SAVE THIS E-MAIL UNTIL ¥OU HAVE CJ
THE MICHIGAN CARE IMPRCVEMENT REGISTRY (MCIR) WEE APFLICATION.

Please print this E-mail and follow the one-time set of instructi
for web access to the Michigan Care Improvement Registry (MCIR) .

REGISTRATION INFORMATICI:

Last Name: Sunshine PIN number

.
First Neme: Mary s . .eee®®*""

PIN: 12345678 S

Figure 1: Email with PIN number

Step 2. Single Sign On (SSO) User ID Registration
Go to the State of Michigan Single Sign On (SSO) page using one of the web addresses listed
below:
o www.MCIR.org Click on the SSO Login Page link (yellow box on the left).
e https://sso.state.mi.us (takes you directly to the State of Michigan Single Sign-On
page) Click on the Register button (as seen in Figure 2).
¢ If you already have a user id for any of the following: MAPS, MSDS, & CHAMPS—skip

to Step 4
¢ If you do not already have a user id for this page click register.

State of Michigan Single Sign On_

ESAES: et

ol

Figure 2: The Single Sign On (SSO) Login Page
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Users are to fill in their name and email address on the next screen (Figure 3). Click the
Continue button.

State of Michigan Single Sign on’

REGISTRATION- Step 1

* Indicates required field

First Marme * |Mary
Middle Initial 5
Last Marme * |Sunshine

Ermail Address * |mary@sunshine.0rg

NOTE: Users who have heen assigned a State of Michigan email address must use this address to register.

=m)
[ ——

Figure 3: User Registration information

The User ID will be the User’s last name & first initial plus the 4-digit number that is
entered (Figure 4). Enter the security number as indicated, and then click
the Continue button.

State of Michigan Single Sign on’

REGISTRATION- Step 2 1. Choose 4
numbers you will
ann®t remember
£

Flease Enter a four digit number to create a unigue UserlD @ sunshinem| [20053 Why should | enter this nurnber?

OR})

Flease generate a random four digit number for me :OYes @No

Enter the number as it is shown in the box below * 52478 Agprrzzzzmnn rE"‘e' Security Number_J
[Back] [ Cantinue ] [Clear] 52478

Figure 4: Enter 4-digit number & security number

The “User Registration Confirmation” screen (Figure 5) will come up. Confirm that the
name and email address are correct. Note: This E-mail address is where the User ID and
Password will be sent. Users should make a note of their User ID and then click the
Submit button.

State of Michigan Single Sign on’ :

USER REGISTRATION CONFIRMATION

Please review the following information.Click Submit

First Name : Mary

Initial i S

Last Name : Sunshine

Email Address : maryid@sunshine. org
Your User ld will be : sunshinem2008

Figure 5: Registration Confirmation page

You will see a screen that says the request is being processed and you will receive an email
within 24 hours. Click the Close button (Figure 6, next page).
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State of Michigan Single Sign on’

Your request to be registered to the Michigan Web Site is being processed. You will receive an Email within 24
hours with your usercode and password.

Close

Copyright @ 2002 State Of Michigan, Department of Community Health. &l rights reserved
Figure 6: Registration final page

The E-mail will come from SSO_ Administrator@michigan.gov and be titled “Account
Information.” Included is a temporary Password. Highlight it; copy it (Figure 7) This
temporary password will be used only one time at the SSO Login Page.

From; 350 _ st st or frmichag an. goy Sert; e 22 R0 419 FH
Tau Mlary Sunshine

LY =54
Subwect:  Mew Scrount Informsbon from 109 Tived 1denbty Hanager

The fallowing new TTAM
Service [TAMProfila)

ITIM natilication account has been created
for you:

Nwner Hary §

Click bere tn oot S50 Logie Page i A
Account
Copy your own 1D sunshinem2 007
temporary Sarosconanns LR
PASWORS SIIC padie corico £ 2L 2007
into 550 Lcﬂln Pa.ge s

Figure 7: Email notification page

E-mail systems may classify anything coming from SSO_ Administrator@michigan.gov
as “junk mail” or “spam.” If you have not received the User ID and Password within 24
hours, contact the MCIR Helpdesk for assistance at 888-243-6652.

Step 3. Change Your Password and Answer Challenge/Response
Questions
Go to www.MCIR.org and click on the SSO Login Page link. Enter your User ID and paste

in your temporary Password. Do not let the computer automatically store this password.
Click the Login button (Figure 8).

State of Michigan Single Sign on’ '

User ID | sunshinem2008

Password |eeese

* If you do not have a User ID, please click

| forgot my Password
Figure 8: SSO Login page

Next you will be required to change your password immediately (and every 90 days
thereafter). Paste in your temporary (current) Password (from the E-mail), type in a new
Password, and then confirm the new Password (Figure 9, next page). The new password
must be at least 5 characters long and cannot begin with the first letter of your first or last
name. Passwords are case sensitive. When done, click on the Change Password button.
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State of Michigan Single Sign On’

Input current password - [F— Current password is the password just
given to vou.
Input new password D |eeaseee
Confirm new password D |eeassee
Change Fassword

You will be required to change
vour Password every 9o days

Password rules are:

Winimum password length is 5

Passwords are case sensitive

M asitnum number of repeated characters is 2
Password camnot be same as userid or user name
New password cannct be same as current passweord

Figure 9: Changing your password

LhoBLa R e

Single Sign On will now require you to answer and confirm a set of Challenge/Response
Questions (Figure 10). These questions must be completed in case you forget the
password. The answers and the confirmation of the answers are case sensitive. When
done click on the OK button.

. - - - '--.J i i W .

State of Michigan Single Sign On_. .
ser |[: sunshinem2008 Sign Off

Change Challenge/Response Answers

Change your answers and click OK. You must provide an answer to each challenge

What is the name of the city in which you were born?

Answer: |eesssses Confirm Angwer: (eesssses

What are the last four {4} digits of your social security number?

Answer: |eesssses Confirm Angwer: (eesssses

What is your mothers maiden name?

Answer: |eesssses Confirm Angwer: (eesssses

What is your fathers middle name?

Answer: |"""" Confirm Answer: ‘""""

Note: Answers are case sensitve and must be identical on the
OK |Caﬂcel | left and right column.

Figure 10: Challenge Response questions

A notification saying your answers have been updated (Figure 11) will appear. Click OK.

State of Michigan Single Sign On’

User ID: sunshinem2008

Change Challenge/Response Answers
Your challengefresponse answers have been updated.

oK

Figure 11: Challenge/ Response confirmation
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Account Maintenance Screen (Figure 12) appears. Click the Done button.

State of Michigan Single Sign on’ _

User 1D: sunshine m2008

Account Maintenance

e Change My Personal Information
e Change My Password
e Change My Challenge/Response Answers

Done

Figure 12: Account Maintenance Page

Step 4. Subscribing to MCIR with PIN number

Subscribing to MCIR is the final step of the User Registration process. On the State of
Michigan Single Sign On Application Portal screen where it says Welcome “with your
name” will come up. Here is where you need to Subscribe to MCIR by clicking

the Subscribe to Applications link (Figure 13).

State of Michigan Single Sign on’

Application Portal

WELCOME Mary S Sunshine,

You are NOT currently subscribed for any applications. If you wish to subscribe for application
access please click on the Subscribe to Applications link below.

Subscribe to Applications
Account Maintenance Sign Off

Figure 13 : State of Michigan Application Portal

On the Subscription page choose the “Dept. of Community Health” in the left drop down
and “Michigan Care Improvement Registry” from the right hand drop down. Click the

Next button (Figure 14).

State of Michigan Single Sign on’ _

SUBSCRIPTION

Please Select from the list ~——aamettt Choose from the right
-------- hand drop down box,
h v "Michigan Care
Improvement Registry"

igan Care Improvement Begistry

Dept of Community health |~ | |{5=

Copyright & 2002 State Of Michigan, Department of Community Health, all rights reserved
Figure 14: Subscription page
Enter the 8 digit PIN Number in the format shown (Figure 15, next page). Click the
Continue button when done. If you are unsuccessful in locating your PIN number,
contact the MCIR Helpdesk for assistance at 1-888-243-6652.
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State of Michigan Single Sign O

Michigan Care Improvement Registry (MCIR) Subscrip;tinn

* Indicates required field

MCIR PIN® 1234 |-[pB |- [rel The PIM provided to you by your administratar,
The Pin number is provided by your Site
Administrator when he/she added you to the

site. Or if you are the Site Administrator,
I the Pin was emailed to you when you were

added as the Site Administrator.

(Enter PIM in the form: 1234-56-78)

Copyright @ 2002 State Of Michigan, Departrnent of Cormunity Health. all rights reserved

Figure 15: Entering your PIN number

Please review the information for accuracy and click the Submit button (Figure 16).

Lisar Enroliment Confirmation For: Michigan Cara Improvemant Registry

Pl neswev e folseing informalen Click Sulimd or Back

Usmr Info

Usemmame 1 sunshinamady
Emall Adddlrass : mary@smaine. org
Fubl Hama 2 Mary § Sunshirs
Plons Mumbs
WMCIR PN 3 1334.55-7H

Figure 16: Enrollment confirmation page

The message states that your subscription request has been submitted successfully (Figure
17). Click the Close button.

Tt sahsceiption vequest has besn mibmined successhdly. You will be notiled upon appioval.

Figure 17: Subscription request/close window

You will receive an email verifying that the subscription request for access to MCIR has
been approved.

From: 350 Admirist atordmichinan. go Serk:  Wied 202112007 4:47 P
Toi Mary Sunshine
e

Subiertl  MCIR Acoess REquest
sraw TMIS IS AN AUTOBATED HESEAGE, FLEASE D0 HOT REFLY DIRCTLY TO THIS ERAIL vrrr

Your subpcripolon ceguest fof access to NCIR hag boon approved.
The applicacion link will be svallable the pext tims vou log into 330,

Figure 18: Automated Email message

After logging into MCIR at the SSO Login Page, see that you are currently subscribed to
the Michigan Care Improvement Reqgistry application (Figure 19). Click on this link.

WELCOME Mary 5 Sumnishine,

You sre currently subscribed to the following applications:

«| Michigan Care Improvement Fegistry

Sccount Mamenance e OF
Figure 19: State of Michigan SSO Application Portal after you successfully subscribed
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Once a year, and the first time you log in, MCIR will present the User/Usage Agreement. If
you agree to the terms, click the Accept button at the bottom of the screen. If access has
been granted to more than one site, you will be presented with a Site Selection screen:
select the site to work, and click Submit (Figure 20).

a
HecH g ol
MCIR - Site Selection 2. Click Submit -
Plaais sidect the $8 you 568 repieiantng
Fo select & defait site, plasse chck the “Go to Mew Sie”™ lnk ow the maln pags. Shw coumt; 3
|Site Manse S Mumber Used Privilege Level
Ste A = . 10000000001 SchoolCamps Site Admirestratos
o 4 1. Select Site _ _
SEe B VOOO0000002 School/Camp Site Administrator
Site (HTa i i i School/Camg Site Adremgirator

Figure 20: MCIR Site Selection Page

At your site (Figure 21), the MCIR News Screen will pop up over the MCIR Home screen. If
you do NOT see the news screen pop up, this means that the computer has a pop up
blocker on its internet browser. In order to continue disable the pop up blocker for the

MCIR website which is “state.mi.us.” Otherwise; you will be unable to add new student to
MCIR.

AddsFind
Roster

Site preforences This News Screen will have important information form either your Local Health
Department for Schools and Childcare and from you MCIR Regional Coordinators
for Providers and Health Care Organizations.

Edit My Site
Wiew My Site List /\

Go to Mew Site

User Preferences

MCIR Mews will pop-up over the MCIR Home Screen (If you do not see the
Create Reports MNewscreen you must Disable Pop-up Blockers for * state.mi.us)

Retrieve Results

&] Done 2 @ nternet

Figure 21: News Screen

If you need assistance with any of the above, contact the MCIR Helpdesk at 1-888-243-6652.
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