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Introduction

The State of Michigan MiLogin application is used by multiple state agencies. A MilLogin for
Business account is required to access the following CEPI applications:

¢ K-12 Applications
Educational Entity Master
Financial Information Database
Graduation and Dropout
Michigan Student Data System
Registry of Educational Personnel
School Infrastructure Database
e Postsecondary Applications
o MSDS/IHE Request for UIC*
o MSDS/Student Transcript and Academic Record Repository Collection*
o Michigan Postsecondary Data Inventory

O O O O O O

*These will appear in MiLogin as Michigan Student Data System.

Obtaining access to CEPI applications is a two-step process. CEPI will grant your access when
both steps have been completed.

1. Create a MiLogin for Business account (if needed) and use your account to subscribe to
the appropriate application.

2. Complete and submit the appropriate security form, signed by your Lead Administrator as
listed in the EEM. The security form can be emailed to CEPI. Security forms are found on
the CEPI Application Security Forms web page.

MiLogin for Business is also used by educators who need secure access to MI School Data, the
State of Michigan’s official public portal for education data. Educators wanting access should
contact their ISD Contact or College/University Keyholder for assistance. Please see the MI
School Data Help page for instructions and additional information.

Account Creation

Please do not create another MiLogin for Business account if you already have one. No
user should need multiple MiLogin for Business accounts. CEPI is not able to remove duplicate
accounts for users.

If users have multiple accounts with the same email address, this may create additional work
and confusion for users and CEPI support staff.

There are several steps to creating a new MilLogin for Business account. The MiLogin system will
walk you through the process. Go to the State of Michigan MiLogin for Business page and click
Create an Account.
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B MiLogin for Business

Michigan's one-stop
login solution for
business

MiLogin connects you to all State of Michigan busin services through one single
user ID. Whether you want to renew your busines: 2 Or request an inspection,
you can use your MiLogin for Business user ID to log in to Michigan government

services.

Help  Contact Us

Welcome to
MiLogin
for Business

User ID

Password

l Create an Account |

Email

verification
@ 00000000

Enter your email

MiLogin is used for a rnment services, If

might already

have an account

Email

I'm not a robot

“CAPTCHA

Page 4 of 17




MiLogin User Guide

2. Step 2 of 10: Enter the passcode sent to the email address used in Step 1. Click Next
Step.

Enter your passcode

We have sent you a passcode to your email

Step 2 of 10

me********@hotmail.com

Passcode

verification

ON NONONORORONONCHE) eorlBiscolk

3. Step 3 of 10: Enter your information (first and last name are required). Review and
agree to the Terms and Conditions. Click Next Step.

Enter your information

First Name
Step 3 of 10
Middle Initial optionsl
L
Profile
Information — Last Name UK i

CO@O0OO0OO0O0OO0O0O0

| agree to the Terms & Conditions.

Next Step

4. Step 4 of 10: Enter your work phone number. Click Next Step.

Enter your work phone number

waork phone

Work phone

verification

000000CO0C

Can't verify work phone number?
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Step 5 of 10: Enter the passcode sent to the work phone number used in Step 4. Click Confirm
Passcode. If you are unable to verify your work phone number, click Skip Verification.

Enter your passcode

work phone 3642

Passcode 6215 -

verification >

YO CO OO0

Can't verify work phona number?

5. Step 6 of 10: Enter your mobile phone number. Click Next Step. If you are unable to
verify your mobile phone number, click Skip this for now.

Enter your mobile phone number

Your mobile phone number is optional but can help us
identify you and recover your account if you get locked
out. We recommending adding it for account security

Mobile Phone

Mobile phone

@ If your work phone can receive text messages,

verification
O O O O O @ O O O O 'n-e»:sage: :e:vjf’:%aiwén c;_; ;

Kip this for now

enter n to enable text
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6. Step 7 of 10: Select the verification method to verify your mobile phone number.

B MiLogin for Business Wel  earraceus

Select a verification method

7 of 10

Vel‘ification @ ‘Text.Me‘s?a

method i 5o

Qs Voice call

GLOIOIOIO @ @LOIOIE®)

1 will receive a passcode via a voice call to your

mobile phone ending with 3642

7. Step 8 of 10: Enter the passcode sent to the work phone number used in Step 4. Click
Confirm Passcode.

B MiLogin for Business Help  Contact Us

Enter your passcode

sent you a passcode via a text message to your

We
mobile phone ending with 3642

Passcode
verification 2539 -

0000000®00
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8. Step 9 of 10: Create your user ID. Review the guidelines on the screen when choosing
your user ID. Click Next Step.

Create your user ID

'

O Guldetines

el b SemithIXXXX
nt '

9. Step 10 of 10: Create your user ID. Review the guidelines on the screen when choosing
your password. Click Next Step.

Create your password

Choose something secure, but also something you can

remember.

Password Guidelines
Step 10 of 10

Password

Password

d must match new password

OO00O00A00®

Confirm Password

Create Account
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Subscribing to an Application

Follow the steps below to subscribe to an application. If requesting access to more than one
application, go back to the MiLogin Home Page and follow these steps again.

o

MiLogin for Business I:]

Welcome John Smith

four requestad online tarviees and tearen for more

Discover Online Services

1. Click the Find Services link. You will be taken to the Discover Online Services screen.
(This is an example for requesting access to EEM)

e Step la: Search for an application manually by keyword or select an agency
(CEPI) to view available applications.

e Step 1b: Choose the application to subscribe to by clicking the application
description.

e Step 1c: Review and agree to the Terms and Conditions. Click the Request
Service button.

‘\74‘ MiLogin for Business

¢ Back to Home

Discover Online Services

3 VeNICle DIAtes 15 QECTING 0O ARESTANCS, MRS AN ACTASE The SANEss you nesd

Step 1a
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MiLogin for Business

Back to Home

Discover Online Services

Froem ranewing vehicie pIstas o GerTing food Assiatance, find And ACCAss the Services you need.

Educational Entity Master (EEM)

I
J

Please accopt the Terms and Conditions to continue:

Terms & Conditions

Step 1c

2. You will receive a confirmation of your request (both on the screen and in email). Click
Continue.

Please note this is only completing the request to access the application within
MiLogin.
e You still need to submit a completed security form before your access can be
granted in the application.

e You will receive another email once your access has been granted by CEPI staff,
generally within three business days.
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Educational Entity Master (EEM)

r the Every St dond
fodioral reandates, Most

Your request is being processed

e have roceived your reguest and Lls under eview. You will be notified via email when access is granted.
You will be able to launch the service, once the access is granted.

Notes:

Permissions for each application request must be approved by CEPI Customer Support
before taking effect.
You must still complete and submit the appropriate security form, signed by the Lead
Administrator as listed in the EEM.

o The security form can be emailed to CEPI. Security forms are found on the CEPI

Application Security Forms web page.

Once your access has been approved, the application will appear on your MiLogin for
Business home screen. To access the application, simply click the application link.
After 20 minutes of inactivity in any of the applications listed on page 3, users are logged
out of that application.
If you have not logged into MiLogin in 18 months, your account will be automatically
suspended by MilLogin. If this occurs, please contact CEPI Customer Support at
cepi@michigan.gov or by phone at 517-335-0505 x3.

Updating Your Account Settings

To change your profile information, password or security questions, follow the steps outlined

1. On your MilLogin for Business home page, click your name in the upper right-hand corner

and then Account Settings from the dropdown.
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é;é) MiLogin for Business v t I:

Welcome John Smith

Accrss your requested online services and saarch for mora,

(1 Discover Online Services

online

L sed
services at the State of Michigan /=

2. You will be prompted to choose a verification method. Choose the best method for you.

Select a verification method

\j Enroll IBM Security Verify

th 3642

Multifactor N
authentication m i

Qs Enroll Authenticator

= Email

m*****ghotmail.com

3. Enter the passcode sent to you via the verification method you selected in the previous
steps.

Enter passcode

Multifactor
5285

authentication

4. Once Multifactor Authentication has been completed, you are taken to the Account
Settings page. You may update your profile information, change your password, or
manage your security questions.
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Account Settings

Set your profile information and improve your account security options.

smithj6789
Name
i v
Email
2
Work phone
2
Mobile phone
2
& Change password
account
® Manage security questions
ty questions t id more recovery options to your >

Profile Information - Updating your name

i. You may update your name by selecting the pencil icon to the right of your
name. After making the necessary changes, click Submit.

ii. Please note that updates to your name will not be reflected for CEP1
until you log into a CEPI application.

Edit your information

Profile
Information

iii. You will receive confirmation of the change on the Account Settings screen.
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< Back to Home

Account Settings

Set your profile information and improve your account security options.

smithj6789

) Success

Name

[

Profile Information - Updating your email, work phone or
mobile phone.

iv. You may update your email, work phone or mobile phone by selecting the
pencil icon to the right of your name.

v. Making an update to any of these fields requires verification prior to the

change being applied to your account (similar to when you first set up your
MiLogin for Business account).

vi. Please note that updates to your email, work phone or mobile phone will not
be reflected for CEPI until you log into a CEPI application.

Account Settings - Change password.
vii. You may update your password from the Account Settings screen. Choose

Change Password.
viii. Review the guidelines on the screen when choosing your password.

Create and confirm your password

Password Guidefines

Password

update

iX. You will receive confirmation of the change on the Account Settings screen.
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< Back to Home

Account Settings

Set your profile information and improve your account security options.

smithj6789 (©) Success

Name

Account Settings — Manage security questions.

X. You may manage your security questions from the Account Settings screen.
Choose Manage security questions.

xi. Select a security question and provide an answer to each question. Choose
Save.

Update security questions
our ide: 50 choose questions d answe

Question 1

Question 2

Security
questions

Question 3

Question 4

xii. You will receive confirmation of the change on the Account Settings screen.

< Back to Home

Account Settings

Set your profile information and improve your account security options.

smithj6789 (©) Security questions

successfully submitted!

Name We have updated your questions
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Terms and Conditions When Logging Into CEPI Applications

After your access has been approved and you click on the link to an application from your
MiLogin for Business home page, you must acknowledge/agree to terms and conditions before
you are logged into a CEPI application.

You will see the following screen when you click on a CEPI application. You must
acknowledge/agree before you are logged in the application.

X' ‘l)’(
OO TR FOR EDUOATICHAL
PEWIT SANCE SND NPTV AT

Educational Entity Master (EEM)

Center for itiona f 1iNs the State of Michigan's database of educational

ntity information, the Educational Entity Master. Entity dat

Please accept the Terms and Conditions to continue:

Terms & Conditions {
)

| agree to the Terms & Conditions

Here are the full terms and conditions:
Terms & Conditions

The Center for Educational Performance and Information utilizes computer information systems
which are the property of the State of Michigan. Data in our systems may contain confidential,
sensitive, or restricted data. These systems, therefore, are subject to state and federal laws,
rules and regulations regarding data access, use, privacy, and security.

By accessing information provided by CEPI's computer information systems and clicking on the
button below, you acknowledge and agree to abide by all governing privacy and security terms,
conditions, policies, and restrictions. Most notable, users must:

e Be authorized to access the system and only for official work-related business.

e Securely maintain any information downloaded, printed, or removed in any format from
this system. When no longer needed, this information must be destroyed in an
appropriate manner specific to the format type.
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e Never share user IDs or passwords. Shared accounts will be deactivated immediately

upon discovery.
e Never disclose any confidential, sensitive, or restricted data to unauthorized individuals.

e Give their express consent to the monitoring of their activities in the system. If such
monitoring reveals possible evidence of unauthorized or criminal activity, the evidence
may be provided to administrative or law enforcement officials for disciplinary action
and/or prosecution.

Further Questions

If you have further questions, please contact CEPI Customer Support by email at
cepi@michigan.gov or by phone at 517-335-0505 x3.
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