
Single Sign-On Instructions (SSO) 
Registration for the SSO 

 
Step 1: Registration to Single Sign-On (SSO) 
Skip this section if you’ve already registered for a SSO account. 
 
Open your web browser (Internet Explorer) and copy this url  https://sso.state.mi.us/   in 
the address.  
 
Select the Register* button from the State of Michigan Portal Page.  Users must register 
for a SSO user ID before they can subscribe to applications. 
 

 
 
Complete the requested information (some items are required *) and click on the 
Continue button.  The Single Sign-On (SSO) system determines if the user is a State of 
Michigan (SOM) employee or an external (Internet) user by the email address used for 
registration. SOM employees must use their @michigan.gov email address.  
 



 
Non State of Michigan employees must create a unique user ID.   
 

 
 
Once the required fields are completed, please click on the Continue Button.   
 
Note: State of Michigan employees will not see this screen.   
 



 
 
They can add a four-digit number to their user ID or the system can create one for them.  
The number presented in the blue outlined box on the bottom of the form is to protect our 
system from being flooded with user ID requests. 
 
Users must type this number in the white box directly above.  Users can click on the 
Continue button. The user is then presented with a confirmation page.  The data entered 
by the new user is displayed for review before the data is submitted to the SSO system.  
If corrections are needed the user can select the Back button.  If the information is 
correct, the user selects the Submit Button. 
 

 
 



 
 

 
 
This completes the registration. The user will receive an Email with the user ID and a 
temporary password. Click the Close button and the registration is completed.   
 
A dialog box will ask if they wish to close this window?   

 
 
Users can click on yes and the web browser will close.  We require that users close their 
internet explorer for security reasons. 
 
The new user will receive an email with a link they can use to configure their new 
account.  This email is sent to the email address the user listed when they registered. 
NOTE:  You may need to check the filter on your email as sometimes this email will be 
sent to your Junk Mail.  Please make sure that your email will allow you to receive emails 
from SSO_Administrator@michigan.gov.  
 
 
The e-mail will include a link that users can click on and it will automatically bring them 
to the password change page.  All user accounts are created with a temporary password 
that can only be used once.  Users should highlight their password, right click on the 
highlighted password, and select copy from the menu.  Users can then click on the Click 
here to go to SSO Login Page link.  From this page, users can then change their password 
and configure their challenge/response.   
 



 
 
Once a user has “clicked” on the link in their email, they will be taken to the Login page.  
Users can enter their user ID and “paste” their password.  Once users click on the Login 
button they will be informed that their password has expired. 
 

 
 
Once the fields have been completed, Click on Change Password. 
 
Users will be presented with the Challenge/Response Answers screen.  Please answer the 
four questions (and confirm these answers).  This will allow users to reset their 
passwords (if you forget) in the future by answering these questions. 
 
 
 



 
 
Once the fields have been completed, click Ok 
 

 
 
Click OK 
 

 
 
Click Done 
 
 
 
 
 



You will be returned to the SOM-DCH Application Portal Page 
 
 

How to subscribe to CHAMPS 

1. Click the Subscribe to Applications hyperlink. 

 
 
 



2. You will see a Subscription page.  From the drop-down menus, select DCH – 

CHAMPS from the first drop-down menu and CHAMPS from the second drop-

down menu. 

 
3.   Click the  button.  You will receive a message indicating your request is in 
review. 
 
NOTE: Your application for subscription access should be processed instantly.  You 
will need to log out of the SSO webpage and then log back in.  The link will then be 
available.  
 
 
 
 
 

 

Accessing CHAMPS 

Once your request to access CHAMPS has been approved, you will see the application 
hyperlink on the DCH Application Portal web page after you log into the SSO website. 



 
1. Click on the CHAMPS hyperlink to access CHAMPS. 

 
 
 
 
 
 
 
 
 
 


