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1.0 Overview

To use the MI-WIC system all users must register in the Michigan Department of
Community Health’s (MDCH), Single Sign-On (SSO) web site. SSO allows any MDCH
customer that uses more than one MDCH Web application to be able to gain access to all
of those applications with one User ID and password.  The web site is
(https://sso.state.mi.us/). MI-WIC will be accessible under MDCH SSO.

The document provides information on how to:
1) to create a SSO ID
2) subscribe to MI-WIC
3) get roles within MI-WIC for access

2.0 Process

The process begins with the WIC clinic staff registering into SSO by following the
instructions at the SSO web site listed above; the clinic staff enters information to obtain
an SSO ID and password. The User ID and a temporary password will be e-mailed to the
e-mail address entered by the staff. The staff then enter the SSO web site again using
their established User ID and temporary password, change their temporary password,
respond to the challenge/response questions and respond to the prompts to get to the
window to subscribe to MI-WIC. After the completion of various screens, the user will
close the subscription request window.

The subscription to MI-WIC within SSO is automatic. After the subscription, a message
will be sent to the WIC Coordinator in MI-WIC to notify that the user needs access to
MI-WIC. The WIC Coordinator shall validate the credentials of the user and provide
appropriate access as necessary. It is recommended that the WIC Coordinator have the
necessary PHI (Protected Health Information) confidentially agreement from the user
before providing access to MI-WIC.

3.0 User Prerequisites

1. The user has a reliable connection to the Internet

2. Internet Explorer version 6.0 or higher installed on the user’s machine for SSO
and MI-WIC access. It should be noted that MI-WIC is designed for Internet
Explorer. If MI-WIC is accessed by any other browser, it may not function.

3. The user shall have an email address.
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a. If the user does not have an email address, they can create one at
www.yahoo.com or www.google.com. Alternately, the user may use the
email address from the WIC clinic or the Local Agency Coordinator’s e-
mail address. An e-mail address is needed for communication from the
SSO site.

4. The User, upon entering the SSO site with the temporary password (Only used
once) will be requested to change password. Be prepared with a new password
when requested in SSO.

5. Record your Challenge/Response answers in a safe place to use later if password
reset becomes necessary. The SSO system will provide a temporary password
with answers to two questions. The temporary password will be forwarded via
email. If a password reset is needed and the user does not remember the
challenge responses, then the user may call the MDIT Client Service Center at
517-241-9700 or 800-968-2644 to reset the password.
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4.0 Registration to Single Sign-On

Open your web browser and go to https://sso.state.mi.us/
Select the Register* button from the State of Michigan Portal Page. Users must register
for a SSO ID before they can subscribe to MI-WIC.

If you already have a SSO ID please go to section 5.0

<2 State of Michigan-DCH Login - Microsoft Internet Explorer, |ZHE|[Z|

Fle Edit ‘Wew Favorites Tools  Help |','
: Address ‘2:[ https://sun4.mdch. stake. mi.usf v‘ €
N © > ] El » P < @ = ’ } 3
: Stop Refrash Hame Search Favatites Media Histary Print IMail Messenger
GOOS]E - % SearchWeb @ - E Options -

e [ 'd'ii' e ‘\Uj % i:

M v o Ll 1 1 AN
c" ;,,‘:,!,. ',l,.,.,l._k‘,.,”,'j."! !,'J:E..[F..J:Lr, = _l 1HIH] ni)

* If you do not have a username, please click “Regisier™ to apply.
1 forgot my Password

@J é 0 Internet
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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.

& | Registration Page - Microsoft Internet Explorer,

: Fle Edt Wiew Favorites Tools Help

"l
J
| adriress | €] https:{fsun40.mdch, state mi.usfsomjdchjenrolires_pagel.jsp v B s
Q . 9 £} 2 » » L) @ = } 3
Back Stop Refresh Home Search Favaorites Media History Print Iiail Messenger
e T — ® - Howm & -

™ ; . " '
I SMIchigan .
CH " — S

REGISTRATION- Step 1

* Indicates required field

First hame *

|
hticiclle: Initial

|

|

Last Name *

Email Address *
NOTE: Users who have been assigned a State of Michigan email address must use this address to register

Copyright © 2002 State Of Michigan, Department of Community Health, all rights reserved

:g‘] Done

S @ ntermet
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Non State of Michigan employees must create a unique user ID. The system will use the
user’s last name, the first initial of their first name, and the four-digit number they
entered, or a four-digit number the system creates for them. e.g...doej1234

Note:

SOM employees will use the user ID already assigned to them for access to the SOM
network and email system (GroupWise).

2 Registration Page - Microsoft Internet Explorer |ZHE|E|
: Fle Edt Wiew Favorites Tools Help 1','
| adriress | €] https:{fsun40.mdch, state mi.usfsomjdchjenrolires_pagel.jsp v B s
S < £} 2 » i 7 L) @ =Y ’ t 3
Back Stop Refresh Home Search Favaorites Media History Print Iiail Messenger
GODglE - & Search'web ~ @ - E Options -

e DEpartment of ; . ,
H , fGommunity Health

REGISTRATION- Step 1

* Indicates required field

First Name * |JUhr|

Micille Initial

Last Name |Dne

Email ddidress * [doej@yahao.com

NOTE: Uszers who have been assigned a State of Michigan email address must use this address to register

Copyright © 2002 State Of Michigan, Department of Community Health, all rights reserved

:g‘] Done S @ ntermet
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Internet and clinic users are required to create a unique user ID. 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. By entering the code you help the State prevent
spam and fake registrations.

A Registration Page- Enter, Number - Microsoft Internet Explorer [Z”Elrzl
© Fle Edit ¥iew Favorites Tools Help 1','
Address \gj https:}/sun40.mdch, state mi.usfsomjdchentollfprocessREG jsp v‘ (=)
o . J il P A F 7 .3 L7 = t 3
: Back Stop Refresh Home Search Favorites Media History Print [Mail Messenger
. Google-~ i sesch e - ® 6| Eowms B -
mmes | DEpartment ot
~ i { NP8 1
K, Reommunity,Health
REGISTRATION- Step 2
Please Enter a four digit number to create & unique UserlD i doej Wy'hy should | enter this number?
(OR}
Please generste a random four digit numier far me H O Yes @ Ma
Erter the nurnber az it is shown inthe box below * H
86253
Caopyright & 2002 State Of Michigan, Department of Community Health. All rights reserved
@ Done é . Internet

Users must type this number in the white box directly above. Users can click on the
Continue button.
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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.

2l Confimation Page - Microsoft Internet Explorer

: Fle Edt Wiew Favorites Tools Help 1','
| adriress |{€] https:{fsun4.mech, state. mi.usfsom{dch/errolfprocessEtRe. isp v B s
. @ . © ] El » 1o ¥ ) @ =Y ) } 3

Back Stop Refresh Home Search Favaorites Media History Print Iiail Messenger
GODglC = & Search'Web - @ - E Options =

[}/ T[T |CommunityHeaith

oy, -5

USER REGISTRATION CONFIRMATION

Please review the following inforrnation, Click Submit

First Name : John

Initial 3

Last Name : Doe

Email Address : doeji@yahoo.com
Your User Id will be : doej2000

Copyright © 2002 State Of Michigan, Department of Community Health, all rights reserved

:g‘] Done S @ ntermet
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The user will be presented with a confirmation page that the system has accepted their
registration data. Users are notified that their account has been created and presented
with their temporary password via email. The length of time an e-mail notification will
be received is based on multiple factors. The single sign on system will create and send
the email notification within minutes. Time lapse between sending and receiving an
email can be affected by Internet traffic, the individual settings of various ISP (Internet
Service Provider) email systems, and users personal settings on these various email
systems.

<3 Confimation Page - Microsoft Internet Explorer, E|E|E|
: Fle Edt Wiew Favorites Tools Help l'f'
| Address \ﬂj https://sun4i. mdch. stabe. mi.usfsomjdehjenrollf submitRegistration. jsp?submit=SUbmit V\ Go
. @ . © N @ » P : @ e & p | 3
Back Stop Refresh Home Search Favaorites Media History Print Iiail Messenger
¢ Google - {85 search web + b ~ [ options -

“Ye———— Departmentof
PR | |
H-'|”‘”| nitv He:
LR y et B BN LPLE SN

‘four request to be registered to the Michigan Web Site is being processed. You will receive an Email within 24 hours with 3 web site to get your password.

Close

Copyright & 2002 State Of Michigan, Department of Community Health, all rights reserved

ﬁil Done S @ ntermet

The user clicks on the Close button and the registration is completed.
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A dialog box will ask if they wish to close this window?

Microsoft Internet Explorer |E|
9P The Weh page you are wigwing is krying bo close the window,
.\_\__#

Do wou want to close this window?

[ fes | [ Mo ]

Users can click on yes and the web browser will close. We require that users close their
internet explorer for security reason.

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.

2 Comcast Mail Center: Message List - Microsoft Internet Explorer

Eile  Edit Wiew Favorites Tools  Help |','
fiddress | ] httpfmalcenker .comeast.netfwncv/wmiSdcg?cmd=Listéno=1tsid=cl v|Ed s
0 . © ] El » 4 L) @ > 7 .|
Back Stop Refresh Hame: Search Favorites Media Histary Print Mail Edit Messenger
Google - v fbsearchweb - GySearchsis | §2 @B - [ options -

comcast Welcome to Comcast High-Speed Internet! November 18, 2003

HOME PRODUCTS SHOPPING ABOUT US
= Service Center Sign Out

Signed in as: john.a.moore Messages: 2
Space Used:

Maillrox: john.ameore on Comeast
! 26% of 10 MB

Change Folders: | Select Folder v

Get Email / Message List / Compose / Folders / Address / Mailboxes /[ Options / Help

INBOX Find: 90|

delete checked ‘ report checked as spam | Move checked to| INBOX | move
checkall  uncheck all

v Sender Subject Size  Date
[0 SSO_TESTAdminist.. MNew Account Information from IBM Tiv.. KB 11/18/03

[0 SS0_TESTAdminist Account new password information 4KB  11/10/03

delete checked report checked as spam

check all uncheck all

Tip! The "Find" option searches only the "To" "From” and "Subject” areas of the e-mail messages located inthe current folder. Goto "Find” option

@;] # Internet

The email title would be something similar to “New Account Information from IBM
Tivoli Identity Manager”
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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.

A - From: S50_TESTAdministrator@michigan.gov ~ - Microsoft Internet Explorer

D OFle Edt Wiew Favorites Tnols  Help "
Address [{€] http:jimalcenter.comesst. net e vfm 1 F3FPcmd=Showino=28uid—47458sid=c0 v Be
o . O ® Bl ) el L) L= - - 3
Back Stop Refresh Home Search  Favorites Media History Print Mail Edit Messenger
g Goagle- @ SearchWeb + @ Searchste | G2 @B - [ Options -
~
Signed in as: john.a.moore Message: 1 of 2
Mailbox: john.a.moore on Comcast
Current Folder: INBOX
/ ! / / ! / /
reply reply to all | forward ‘ delete ‘ report as spam | previous | next
e-mail source | printable view |
From: SSO0_TESTAdministrator@michigan.goy [ Save address ]
Subject: Mew Account Information from IBM Tivoli Identity Manager
Date: Tue, 18 Nov 2003 09:26:25 -0500 (EST)
ITIM
natification
The following new ITAM Service [TAMProfile] account has been created for you:
Click
here Ouwner Name: Doe John
L) Account ID: johndz000
aoto
550 Password: rgGmK
Login Time of service provision: Nov 18, 2003 09:26:25 EST
Page
1 —
reply to all | forward | delete ‘ report as spam | previous | next
e-mail source | printable view |
Get Email | Message List | Compose | Folders | Address | Mailboxes | Options
Heln | Ginn Aot | Famcac + Hame b
&] Dane B Intemet

Sample Content of email:
ITIM notification Click here to go to SSO Login Page

The following new ITAM Service [TAMA4Profile] account has been created for you:
Owner Name: Fenris Daniel

Account ID: danielfO001
Password: XxXxxx

Time of service provision:Feb 13, 2008 04:23:22 EST

© 1999-2003 IBM. All RIGHTS RESERVED.
TIVOLI IDENTITY MANAGER
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Once a user has “clicked” on the link in their email, they will be taken to the Login page.
Users can enter their user 1D and “paste” or enter their password. Once users click on the
Login button they will be informed that their password has expired.

2} State of Michigan-DCH Login - Microsoft Internet Explorer

© Fle Edit ¥iew Favorites Tools Help

4:

Address ‘@ https://sundd, mdch, stake, mi,usf v‘ (=)
: 3 [ El ¥ e ~ £ 3
: Stop Refresh Home Search Favorites Media History Print [Mail Messenger
 Googe-[ %] GySewchued - B 6. Fowen B -

e Department of % a’

Cammunitv.Healtl Mic i
GH Community, Health i 0|

* If you do not have a username, please click “Regisier™ to apply.
1 forgot my Password

a

é . Internet

MI-WIC Access Procedures through SSO
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Users are required to change their password. “Paste” or enter the temporary password

into the Input old password text box. Enter your new password twice. Users can then
click on the Change Password button.

23 550 Administration: Expired Password - Microsoft Internet Explorer

Ll
Elle Edit vwiew Favorites Tools Help -",'
Address |@| https: ffsun40.mdch, state. mi.usy v‘ Go
o . M 2 » e ¥ & @ = 7 3
Back Forward Stop Refresh Home Search Favarites Media Histary Print Mail Messenger
Cooges| v e - ® 0 Hom & -

CH

User johnd2000°s password has expired

Input old passwiord :
Input nevwy password :
Confirm neww password :

NOTE: Passwords must be at least five{d} characters in length. Passwords are case sensitive,

Change Passward

@ Done

é 0 Internet

Users must then complete their challenge / response questions.
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The challenge / response are a series of four questions that users must answer. If users
later forget their password, they can click on the “I Forgot my Password” link on the
Login page. The user can supply two of the answers they gave to the questions and the
system will e-mail them a new temporary password. Users can then log into the SSO
system and reset their password. This is an example of the Password Challenge page.
Actual questions and presentation will be different than currently appears.

A Change Challenge/Response Answers - Microsoft Internet Explorer [';I@El
© Fle Edit View Favorites Tools Help l'a'

: Address %’]https:n’sso.state.m\.us,l’som;’dchfportaI;’ChangeChaIIengeResponsaServIet 3 Go

. o . © B @ 5 : @ @ & " “ 3

: Back Stop Refresh Home Search Favorites Media Histary Print Mail Discuss Messenger
CGoogle- [ =] @searchweb - o . [ opticns -

.. Depart Lot
e - L 1F
'H, kGommunity,Health

User ID: testu2222 Sign Off

Change Challenge/Response Answers
Change your ansyvers and click OK. You must provide an answer to each challenge.

What is your mothers maiden name ? i

ANSWer | Confirm Answar: ‘

What are the last four (4) digits of your social security number ?

ANSWer | Confirm Answar: ‘

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

ANSWer | Confirm Answar: ‘

What is your fathers middle name?

ANSWer | Confirm Answar: ‘

% Cancel

:g‘l S @ Internet
If answers and confirm answers match you will get a message that the answers have been
updated. Click on the OK box. Users are taken to the Account Maintenance screen.

During the process if a phone number is asked and if you do not have one, please provide
the clinic phone number or your Coordinator’s phone number.
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Users can click on the Done button to begin the Application Subscription process.

© Fle Edit ¥iew Favorites Tools Help 1',
Address ‘@‘l https://sun40. mdch, state, mi.us/som/dch-portalimainServlet v‘ Go
A i i hd
Qo . J E3 [ fi ~ 7 L) @ - =t 3
Back Stop Refresh Home Search Favarites Media History Print Mail Messenger

Googles| | @semchws - 6. Hoes B -

User ID: moorejeh

Account Maintenance

+ Change My Personal Information
+ Chanie My Password
* Change My ChallengeMResponse Answers

Daone

@ Done é ' Internet
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5.0Subscription to MI-WIC

Users will be directed to the SOM-DCH Application Portal page after they have entered a
valid User ID and password. Users can select Subscribe to Applications from this page.

<2 SOM-DCH Application Portal - Microsoft Internet Explorer, |ZHE|E|
: Fle Edt Wiew Favorites Tools Help 1','
: address ‘ﬂj https:{{sundi. mdch. state. mi.usfsom dch-portaljdch-portal "‘ =2 [
' . ] El » 1o ¥ ) @ =Y ’ N
Back Stop Refresh Home Search Favaorites Media History Print Iiail Edit Messenger
GODglC - & Search'web - @ - E Options -

mmunity.Health

SOM-DCH Application Portal

WELCOME Doe John,

You are NOT currently regisiered for applications.

Subscribe to Applications

Account Maintenance Sign Off
:g‘] Done S @ ntermet
MI-WIC Access Procedures through SSO 18 of 47
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Users are presented with the Subscription page. Users can click on the arrow box below

the text message “Please Select from the list”. This box will be populated with the
applications that the user can subscribe.

E Subscription Page - Windows Internet Explorer - || E
6@.’ - ‘@ https://sso.state mi.us/somfdch/enrollsubscribe. jspraction=subscribe M % |E| |z| |p '|
w I@Subscriptian Page l_w [ TR ] e v [k Page v ) Tooks - >

SUBSCRIPTION

Please Select from the list

|DeptofCommumtyheaImM|Se\ectApp t]

Copyright @ 2002 State Of Michigan, Department of Community Health. All rights reserved
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If you already have subscriptions to applications, then you will see a page similar to this.

E DCH Application Portal - Windows Internet Explorer - ||&

r PP p
5@ - ‘@ https://sso.state. mi.us)som/dch-portalldch-portal M % *4([ 2| |Gongle |j3 '|
v I@DCH Application Portal l_w ﬁ 8 @ = |ik Page - .@ Tooks - =

DCH Application Portal

WELCOME Fenris Daniel,

You are currently subscribed to the following applications:

+ HealthWatch Application

/MB to Applicalisns  Add new Roles to Existing Subscription
ount Mainten Sign Off

Click on Subscribe to applications

MI-WIC Access Procedures through SSO 20 of 47
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When the arrow is clicked on by the user, the list box will “open” to show the user the
applications they can subscribe to. The user can click on the application name they wish
to subscribe to. Select MI-WIC Application from the drop down list.

For MI-WIC, select Department of Community health from drop down value

ﬂ" Subscription Page - Windows Internet Explorer

@: - |g, https:/fsso.state. mi.us/som/dch/enroll fsubscribe. jsp?action =subscribe j % *2|| % ILi.eSEal-:h

JHIE Edit \iew Favorites Tools Help
* *‘5}? @SubsmpnoﬂPage | |

J @Home + [ Fesds {3y~ [;éPrint - >

State of Michigan Single Sign On’

SUBSCRIPTION

Please Select from the list

| Dept of Community health =] ([RS8 -

Back

Copyright @ 2002 State Of Michigan, Department of Community Health. All rights reserved

[
Done

[ [ [ [ o IO
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For MI-WIC Training, select MI-WIC Training from DCH Testing selection as shown
below

|@ Subscription Page - Windows Internet Explorer u@]ﬁ
@ (o> ‘g, https://ssa.state, mi.us/somfdchienroll/subscribe jspraction=subscribe [V] % | 3| X 2|~

S - »
o [@Subscriptian Page ] 1 ﬁ A | e - |7k Page - ) Tools -

Please Select from the list

|DCH-Testmg [V] Training - MIWIC b
Select App
Testing - Care Improvement Registry

Testing - Disease Surveillance Application

Testing - Habilitation Supports Waiver
Training - LOC Determination

- Trai - Michi B tand C | C Control Syst
Copyright @ 2002 State of Mi.aining - Michigan Breast and Cervical Cancer Control System

Click on NEXT

For State user, enter your phone number and supervisor’s email address.

For Non-State user, enter your phone number. If you do not have a phone number, enter
your clinic phone number.

MI-WIC Access Procedures through SSO 22 of 47
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The application selected will now appear in the text box. Users can click on the Next
button.

A confirmation screen allows users to review their information before submitting. If the
data is incorrect, the users can click on the Back button and fix the data. If the data is
correct, users can click on the Continue button.

ﬂ‘- Generic Application Page - Windows Internet Explorer _ia 5'
@: - Ig. https:/fsso.state.mi.us/som/dch/enroll forocesssUB. jsp j\g‘ +9|[x ILI'.'e cearch ol
J File Edit View Favorites Tools Help

e dhe {& Generic Application Page | | J 3 Home - [ Feeds (1) - fshPrint - i

State of Michigan Single Sign On’

Subscription For: MI-WIC

= Indicates required field
Work Phone* E il

517-335-5406] ,I,, ey

(Include area code eg: 517-123-3456)

Continue I Resell Backl

Copyright © 2002 State Of Michigan, Department of Community Health. All rights reserved

Done [T [ [ [ [ ustedsites 0% v
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,f Enrollment Confirmation - Windows Internet Explorer

@: - I@, https:fsso.state. mi.us som/dch/enrollfvalidateApp. jsp j % *2|| % ILi.eSEal-:h
J File Edit \iew Favorites Tools Help

|-
i:? e ’_éEnroIImeﬂtCanﬁrmatlon | |

J @Home + [ Fesds {3y~ [;éPrint - >

State of Michigan Single Sign O

User Enrolliment Confirmation For: MI-WIC

Please review the following information.Click Submit or Back.

User Info

Username : rop1764
Email Address
Full Name TPamTax Ko

Phone Number : 517-335-8406

Confirm | Back |

Copyright @ 2002 State Of Michigan, Department of Community Health. All rights reserved

[
|Done

[T [ [ [ [ Trustedsites [R00% -z

The user will be subscribed to MI-WIC Application by the system. Subsequent

authorization of roles in MI-WIC will be done by the Coordinator at the Local Agency or
by the MI-WIC System Administrator at the State.
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2l Confimation Page - Microsoft Internet Explorer
¢ Bl Edit

Wiew Favorites Tools Help

: address ‘@ https:{{sundi. mdch. state. mi.ussom dchjenrallfsubmitSubscription. jsp

Q . 9 £} 2 w 50 ¥ < & Y

Back Forward Stop Refresh Home Search Favaorites Media History Print

GODS]C- %Saarch Web T Qsaarch Site @ o- EOptmns L

[_:1 "
Mail

=, 3

Edit Messenger

TR TR
MILY. I

SALYAR

four subseription request has been submitted sucsessfully. You will be notified Upon approval .

Close

Copyright & 2002 State Of Michigan, Department of Community Health, all rights reserved

a Done

S @ ntermet
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When users click on the Close button the will receive a popup message asking, “Do you

want to close this window? Users can click on Yes and the Internet Explorer window
will close.

-3 Confimation Page - Microsoft Internet Explorer

15 x|
J File Edit Wew Favorites Tools  Help i
J Address IE https: ) fwssun20, mdch.state, mi,usfsamidehfenrollfsubmitSubscription, jsp j @Go
J GBak - = - D ) | Disearch  [GFavorites  EhMedia (4 | B-S=EmE “ GODS]C-I j fsearch web R search Sie | =
o - . Departmentof
1], RGommunityHealth
Your subscritption request has been submitted successfully. You will be notified upon approval.
Close |
s
Copyright € 2002 State Of Michigan, Department
@ The ‘Web page you are viewing is trying to close the window,
Do you want ko close this window?
v |
|&] pone ’_’_E £ Internet
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Michigan Department of Community Health, WIC Division — 2008
Any unauthorized distribution is prohibited.



. M
Wfd Women, Infants, and Children c“

Users will receive an email notification that their request has been approved or rejected.

When the user logs back into the SSO system, they will have an active link for the new
application.

Sample confirmation email

= Mail From: <SSO_Administrator @michigan.gov> |-_HE]K1
File Edit Yiew Actions Tools Window Help

J 3 Cose Reply’ - Fnrward - v‘ B 453 5 ‘ B, ‘ |

Mail |Pronerties | Personalize I

#E THIS 1S AN AUTO-GENERATED EMAIL. PLEASE DO NOT REPLY DIRECTLY TO IT,

The application link will be available the next time you log into your 550 account.

|
‘E DCH Application Portal - Windows Internet Explorer | =2
6;} ~ | @] hitpsi/fssondL mdchstate. mi.usfsom/dch-portadch-portal [ ] certifcate rror | |+ X | |cooale £l

v [ (& DcH Application Partal ]_I

DCH Application Portal

WELCOME Fenris C Daniel,

You are currently subscribed to the following applications:

« MI WIC Training

Subscribe to Applications  Add new Roles to Existing Subscription

Account Maintenance Sign Off

Users can click on the MI-WIC link and the application will open.
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6.0 Accessing MI-WIC

After you click on MI-WIC link, a screen as shown below will pop-up for first time MI-

WIC user. If you have already accessed MI-WIC, the click will take you to the initial
MI-WIC menu screen.

'€ New User Registration - Windows Internet Explorer /2 [=]
gi httpstiisson01, mdch, state. mi,usfdch-mivwictraining/ miwic/MewUserAuthentication, aspx?UserName=danislF0001 &FirstName=Fentis20DanigltL astName=Daniel ‘:l @] Cettificate Errar
n -.: mle co bl -
Gommunitv.! EI |
ommunity,Health
UserlD -
First Name |Fenris
Last Name ibanlel
Local Agency | M
al M (2]
Done [ € nternat H100% v
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Select your agency in the drop down menu

& New User Registration - Windows | 0060 - State Agensy L E] )

& | https:|{sson01.mdch. state. mi.us{dch-miwictra 010000 - District Health Department #2 ielf0001 &FirstMame=Fenris¥:Z0Danieléd astMame=Daniel [V] @' Certificate Err;l—
020000 - Luce-Mackinac-Alger-Schoolcraft |
040000 - District Health Departrment #4
050000 - Northwest Michigan Community H
060000 - Central Michigan District Health D| |iHydif
070000 - Western Upper Peninsula District i o k' ]
080000 - Barry-Eaton District Health Depart) ~ | 1| #1111 ER' /) :,,’i] Ll
090000 - Bay County Health Department

100000 - Grand Traverse County Health ey o
110000 - Berrien County Health Department) |
120000 - Branch-Hillsdale-5t. Joseph Comn
130000 - Calhoun County Health Departmer
UserID | 140000 - Benzie-Leelanau District Health D
150000 - InterCare Community Health Netw
170000 - Chippewa County Health Departrmi
190000 - Mid-Michigan District Health Depa
B 200000 - Compliance LA

LastName 1910000 - Public Health Defta & Menominee
220000 - Dickinson-ron District Health Dep:
Local Agency 250000 - Genesee County Health Departme
300000 - Health Delivery. Inc.- WIC Progran
320000 - Huron County Health Department
330000 - Ingham County Health Department
350000 - Keweenaw Bay Indian Community
370000 - lania County Health Department
380000 - Jackson County Health Departmer
390000 - Kalamazoo County Health & Comi
400000 - Family Health Center [v

First Name

< ] I [)]

Done [ € nternet +100% -

If you are a State agency user, select state agency. If you are a local agency user, select
the appropriate local agency.
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After selecting an agency, click on the save button after verifying your first and last
names.

/€ Mew User Registration - Windows Internet Explorer Q 1=

Ig, https:/issonD1, mdch, state, mi.usfdeh-miwictrainingfmivwic/MewUserauthentication, aspx?UserName=danielf 0001 &Fir skhName=Fentis%: 20D aniel&L astName=Danisl w| 'k;." Certificate Errar

= Department of
c" ::, mmur '.7.. ; l::il“
— = = e

UserID

FirstName |Fenris

LastName |Daniel

Local Agency ;-25(!0{](] - Genesee County Health Depaﬂmxv

<] | 2]
[ € meermet R

The system will display a pop up indicating that an administrator will assign privileges.

P o

Windows Internet Explorer

Mew user created successfully,
L] You can access MI-WIC sike once adminiskrator assigns privileges.

Clicking on OK will take you to the first screen in MI-WIC.

You will not have access to any functionality or modules within the application until your
Coordinator or System Administrator provides you the appropriate roles within the
application. Please contact your system administrator or WIC Coordinator for access.

A message will be sent to the WIC Coordinator (or State Administrator) indicating that
you have requested access. Please follow-up with your WIC Coordinator to gain proper
access rights to use MI-WIC.
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& Default - Windows Internet Explorer o &|
|@, https:{sson0l . mdch, statbe . mi.us/deh-rivictr sining mivicmivic, aspe?UserD=dani=FO001

MI-WIC%

Michigan's Management Information for WIC

ltem One

VENDOR

Many documents on this Windows Internet Explorer E
site are PDF files which

require the use of the free Ch|gar| WlC TESI
Adobe Acrobat Reader. o o hrlg
Fp kel ! E You do not have sufficient privileges to access 'Clinic' module. System

Access to this system is restricted to authorized users only and limited to approved business purposes. By using this system, you expressly consent to the monitoring of all activities. Any
unsuthorized access or use of this system is prohibited and could be subject to criminal and civil penalfies. AN records, reports, e-mail, software, and other dats generated by or residing upon this
system are the property of the State of Michigan and may be uvsed by the State of Michigan for any purpose.

il Im e
[ € mntsrmet H100% v
m"] W Hovell Group,.. " Single Sign ... n & D Applicati... " |23 Wi\Phase 2 -... n S50 Test Are ﬂ MIWIC 550 . m 16:46
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7.0 MI-WIC Access Notification

When a user registers for access to MI-WIC, the WIC Coordinator for the agency or the
State Administrator would get a Communication Message within the MI-WIC application
indicating that a new user needs access to the application.

To access the Communication Message Board; click on the envelope icon on the tool bar.
The envelope icon is illuminated if new messages are to be read.

1€ Search - Windows Internet Explorer g (|
@ | https:{/sson01, mdch.state. mi.usfmiwic/Clinic/ Template. aspx?Clinicld=681ser Token=02&! Jserhlame=DANIELF ‘V i Ikl Certificate Error

Help Messages Friday 21152008

Miscellaneous Reports

Benefits

‘MI w‘c File Scheduler  Certification
Maﬁ_ﬁ:ﬁmept \nf\?vrlrgalion \_“.NP m @‘m % .*‘ * ) e_“ W R Eﬁé }

Active Record Scope Local Agency/Clinic Name
OlLocal Agency ~ @ State O Clinic

Search Advanced Search
Search By D [ISoundex []Certified Only
© Client Last Name First Name Birth Date
O Authorized Person OR. ] Find

| Last Name | First Name | 1| Birth Date | AP Last Name| AP First Name| Cat | BVT Date | Cert Start| Cert End | Te

£ B3
( make Active [ iransterinState ) [ Cancel )
Done r_ﬁ 0 Internet HA00% <
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The Communication Message Board will list all user requests.

& | Message Board -- Webpage Dialog

| é, https:fisson0l mdch. state. mi.usfmiwiciClinic/MiscellaneousMessages, aspx

Vg'{;" Certificate Error |

|}

Message Board

H From Subject Sent On Expires On Original Expire Date
! |danielfooo1 New user Daniel, Fenris created. 02/13/2008 04:41 PM| 03/14/2008 03/14/2008
! |bernardc Mew user Bernard, Cheryl created. 02/07/2008 03:06 PM| 03/08/2008 03/08/2008
! |vandenbosc... |New user Vandenbosch, Mary A. created. 02/07/2008 10:16 AM| 03/08/2008 03/08/2008
! |lothamerj MNew user Lothamer, Julie G created. 02/06/2008 03:16 PM| 03/07/2008 03/07/2008
¥ | StrattonKa New user Stratton, Karla M created. 02/05/2008 03:20 PM| 03/06/2008 03/06/2008
! |guilforde New user Guilford, Eileen D created. 02/05/2008 09:57 AM| 03/06/2008 03/06/2008
! |sachaud New user Sachau, David ] created. 02/04/2008 03:12 PM| 03/05/2008 03/05/2008
! |majmundark...|New user Majmundar, Krushanu created. 01/31/2008 01:02 PM| 03/01/2008 03/01/2008

https:/fsson01.mdch, stake, mi.usimiwic/Clinic/Miscellaneous/Messages. aspx

€ Internet L a5

Double clicking on a message or highlighting the message and clicking on the display
button would open the message.
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This following screen is a sample user ID request message.

£ | Message Details -- Webpage Dialog

| % | 3] Certificate Errar

| & | https:fsson0i.mdch.state. mi.us/mivic/Clinic/MiscellaneousiMessageData, aspxPID=262&Title=nullZread=READ

Message Details

From™: Daniel, Fenris
To™

Organization:
Title: Coordinator

Subject™ ]New user Daniel, Fenris created.

Message™ |New user Daniel. Fenris created. Please assign the appropriate Roles.

Priority™: High
Expires On*: 03/14/2008

Extend Expire Date To™ |3/14/2008 v
[ Delete | Print : ) [ cancel
https:f{sson01.mdch. state.mi,usfmiwic/ CliniciMiscellaneous/Messagelata, aspx?[D=262&Title=nullfread=READ G Internet % S5l

After validating that the user is from your agency, the WIC Coordinator may assign
appropriate roles within the application.
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8.0 Assigning Roles in MI-WIC

Please note that the information provided in this section regarding roles assignment is
brief and high-level. Details will be provided in the MI-WIC user manual.

From the main screen, click on the Admin Menu

& Default - Windows Internet Explorer

@ | https:J/sson01. mdch.state. mi.usfdch-mivictraining/miwicmivic. aspx

@ Certificate Error

MI-w'c1 .. ichigan Department Df.‘;:“,mr:”f'iw‘&éa"h

Michigan's Management Information for WIC

ADMIN
ltem One

NUTRITION

VENDOR

Many documents on this
site are PDF files which
require the use of the free
Adobe Acrobat Reader.

Michigan WIC Test
System

Access to this system is restricted to authorized users only and limited to approved business purposes. By using this system, you expressly consent to the monitoring of all activities. Any
unsuthorized access or use of this system is prohibited and could be subject to criminal and civil penalfies. AN records, reports, e-mail, software, and other dats generated by or residing upon this
system are the property of the State of Michigan and may be vsed by the State of Michigan for any purpose.

<] I | [

Done E e Internet H 100% -
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Select the Local Agency and click on OK. A new screen will load with the MI-WIC

Administration module.

/€ Default - Windows Internet Explorer

@ | https:J/sson01. mdch.state. mi.usfdch-mivictraining/miwicmivic. aspx

MI-WICY3

CLINIC

ADMIN

Michigan's Management Information for WIC

Admin Module

Women, Infants and Children
For Our Kids Sake

|410000 Kent County Health Department

NUTRITION

VENDOR

Many documents on this
site are PDF files which

require the use of the free
Adobe Acrobat Reader.

4]

Michigan WIC Test
System

Michigan Department of Community Health

=N
|

s

Access to this system is restricted to authorized users only and limited to approved business purposes. By using this system, you expressly consent to the monitoring of all activities. Any
unsuthorized access or use of this system is prohibited and could be subject to criminal and civil penalfies. AN records, reports, e-mail, software, and other dats generated by or residing upon this
system are the property of the State of Michigan and may be vsed by the State of Michigan for any purpose.

| 2]

[ € Internet #100%

Done

Please ensure that if you have pop up blocker turned-on, add SSO site to the exception
list. Pop up settings can be managed in Internet Explorer under Tools = Internet

Options - Privacy tab
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Select User Agencies from the User Set Up jelly bean

The User Agencies screen is used to assign staff members access

to available clinics.

To Add Clinic Access to a Staff Member:
1. From the User Agencies screen, select the staff from the

Staff Member dropdown list.
Click on the Go button.

Click on the Add button.
Click on the Save button.

a s wn

Select a value from the Available Clinics list.

Staff Member: Bianchi, Anne #1032

Available Clinics

| Local Agency

#| 010000 District Health Department #2

#| 020000 Luce-Mackinac-Alger-Schoolcraft Distri...

#| 040000 District Health Department #4

#| 050000 Morthwest Michigan Community Health ...

#| 080000 Central Michigan District Health Depart...

#| 070000 Western Upper Peninsula District Healt...

| 080000 Barry-Eaton District Health Department

#| 090000 Bay County Health Department

#] 100000 Grand Traverse County Health Depart... I

#| 110000 Berrien County Health Department

#| 120000 Branch-Hillsdale-5t. Joseph Community...

#| 130000 Calhoun County Health Department

#| 140000 Benzie-Leelanau District Health Depart...

#| 150000 InterCare Community Health Network, ...

#| 170000 Chippewa County Health Department

#| 150000 Mid-Michigan District Health Department

#| 200000 Compliance LA

#| 210000 Public Health Delta & Menominee Count...

| 220000 Dickinson-Iron District Health Departm...

+| 250000 Genesee County Health Department

#| 300000 Health Delivery, Inc.- WIC Program

+1 220000 Hiknn Counte Health Nenartment

[ add 53

Remove

User Setup
Staff Information
User Agencies
State Level Roles
LA Roles

Role Permissions

Current Clinics

Local Agency

000000 State Agency

(S (s (G
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Staff Member: | Hanulcik_ Kristen #1219

H@

Available Clinics

Local Agency

|

R e e o o o E o o S E )

il

010000 District Health Department £2

>

020000 Luce-Mackinac-Alger-Schoolcraft Distri...

040000 District Health Department £4

050000 Northwest Michigan Community Health ...

060000 Central Michigan District Health Depart...

070000 Western Upper Peninsula District Healt...

030000 Barry-Eaton District Health Department

090000 Bay County Health Department

100000 Grand Traverse County Health Depart...

Current Clinics

| Local Agency

000000 State Agency

IE3

=] 010000 District Health Department £2

| Clinic

012301 Alcona County

014704 Oscoda County

017502 Iosco County

018703 Ogemaw County

=] 380000 Jacksen County Health Department

| Clinic

110000 Berrien County Health Department

120000 Branch-Hillsdale-5t. Joseph Community...

130000 Calhoun County Health Department

140000 Benzie-Leelanau District Health Depart...

150000 InterCare Community Health Network, ...

170000 Chippewa County Health Department

150000 Mid-Michigan District Health Department

200000 Compliance LA

210000 Public Health Delta & Menominee Count...

220000 Dickinson-Iron District Health Departm...

250000 Genesee County Health Department

300000 Health Delivery, Inc.- WIC Program

220000 Hurnn Conntw Health Menartment

user.

385250 Jackson County HD

=1 410000 Kent County Health Department

| clinic

411803 Baxter Community Center

411806 Sheldon Complex

411807 Fuller

411809 North County Clinic

411810 Westside Complex

411811 Browning Claytor Health

411812 Clinica Santa Maria

411813 Cherry Street Health Services

411820 Wyoming Public Health

411860 Kentwood Public Health

Once clinics are assigned and saved to the user, navigate LA roles to assign roles for the

ose
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To Assign a Role:
1. From the LA Roles screen, select the module to which the staff member should
have access from the Module dropdown list.
2. Select the name of the staff member who will be assigned the role from the Staff
Member dropdown list.

3. Click on the Go button.
4. Select the role to be assigned from the Available Roles list.
5. Click on the Add button.
6. Click on the Save button.
Module: | cLINIC v Staff Member:  Bianchi, Anne #1032 v|[Go
Available Roles Current Roles
Role Assignment Appt Waiting List Manager
RD CPA
Centralized Scheduler
Class Il RD
Clerks

EBT Card Inventory Manager
Eligibility Validator

LA Compliance Investigator
PH Professional

Reports

State Clinic User

State Compliance Investigator

Remove || Tech
WIC Coordinator

Add >

W

g( Cancel \( Close |

To Remove a Role:
1. From the LA Roles screen, select the module to which the staff member should
have access from the Module dropdown list.
2. Select the name of the staff member who will be assigned the role from the Staff
Member dropdown list.
3. Click on the Go button.
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4. Select the role to be removed from the Current Roles list.
5. Click on the Remove button.
6. Click on the Save button.

After you provide the appropriate role to user, notify the user. The user may use MlI-
WIC.
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9.0 SSO Account Maintenance

Users can choose to change some of their account information. Some Personal
information can be changed, such as phone number. The user’s password can be changed
as well as the answers to the Challenge/response questions. To access the information
users can click on Account Maintenance

-3 SOM-DCH Application Portal - Microsoft Internet Explorer,

© Fle Edit ¥iew Favorites Tools Help 1','

Address ‘@ https://sun40.mdch, state. mi.us/som/dch-portaljdch-partal v‘ G0
O . © El El o ~ L) @ = -3

: Back Stop Refresh Home Search Favorites Media History Print [Mail Edit Messenger

 Googles| ] psewchiies - B 6. Fowen B -

ealth

SOM-DCH Application Portal

WELCOME John Moore,

You are currently registered to the following applications:

« DCH Procedure Reference Application

+ DCH Prior Authorization Application

« Sign Out Demo Application

« Application Approver

Subscribe to Applications  Add new Rales to Existing Subscription
Account Maintenance Sign Off

Qj é . Internet
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Users are taken to the Account Maintenance Screen. Users can select the type of change

they will be making by clicking on the corresponding link.

Account Maintenance Screen

2l Tivoli/Identity Products Integration Sample - Home Page - Microsoft Internet Explorer |'L‘|'E|[g|
© Fle Edit View Favorites Tools Help -:,'
: Address |®:| https:fisun40.mdch, state, mi,usisom/dch-portal/mainServist » ‘ Qo
. © = El » = ¥ o) @ - y 3
Back Stop Refresh Home Search Favorites Media Hiskary Print Mail Messenger

EGiiliogk' &SearchWab - @ - EOptlons 4

nmunity Health

S

User ID: moorejoh Sign OFf

Account Maintenance

# Change by Personal Information
+ Change My Passward
+ Change My ChallengeResponse Answers

Return To Application Portal Page

@ Done

é 0 Inkernet
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If a user clicks on Change My Personal Information, they will be taken to the Change My
Personal Information screen. Some personal information can be changed. SOM
employees are not allowed to change their email address. Non-SOM employees can
change their email address.

SOM Employee’s Change My Personal Information screen

23 Tivoli Identity Products Integration Sample - Change My Personal Information - Microsoft Internet Explorer

© Fle Edt View Favortes Took  Help w
: Address |2:| https:{/sun40,mdch, state.mi, us/som/deh-partalselfCarsServiet "| Go
. [ 2l » P ‘o - @ = } 3
: Back. Stop Refresh Home Search Favaorites Media Histary PYint Mail Messenger
CGoogler| | @bsearches - € 0 Fomes B -
e DEpartmentof g a‘
M - L [ i iL i 3
Palanlen NIty . 1 Mirhi |
K, iGommunity Health Michi

e
| »

User ID: moorejoh ign Off

Change My Personal Information
Change your personal information and press O when finished,

Last hame:
|Muure

First Mame:
|J0hn
Micldle Initial:

Ermail Address:

‘wyiork Phone (123-456-7890):
[517-241-9148

% Cancel

& S @ 1nkemet
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Internet users Change My Personal Information screen.

23 Tivoli Identity Products Integration Sample - Change My Personal Information - Microsoft Internet Explorer

© Fle Edit Wew Favortes Tools  Help L
: Address |@°| https: f/sun40, mdch.state.mi.us/som{dch-parkaliselF CareServiet v| &
= . s] o = ) 5
- © £ El » 5 ) @ = = 3
Back. Stop Refresh Home Search Favaorites Media Histary PYint Mail Messenger

:GODglev @ searchweb - i) - |84 options @

| i
yHealth ‘

... Department of
l:“ Lommun|

User ID: moorej2000

Change My Personal Information
Change your personal information and press O when finished,

Last hame:
|Muure

First Mame:
|J0hn
Micldle Initial:

Email Address:
[juhnmnure@atlhi com

‘wyiork Phone (123-456-7590)

% Cancel

&] bore S @ 1nkemet

Internet users can change their email address.
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If users select Change My Password from the Account Maintenance screen, they are
taken to the Password Change Screen. They must enter their current (old) password and
type the new password twice. Click on the Change Password button.

Password Change Screen

/2 S50 Administration: - Microsoft Internet Explorer,

: File Edit Wiew Favorites Tooks  Help

¢ adhess @] httpsijjsun0,mdch.state.mi.usjchange _passwd.html v B
QO . © = El » - o @ @ = N

: Back. Stop Refresh Home Search Favorites IMedia Histary Print Mail Edit Messenger

 Googer| | Gy - @ 0. Fomes B -

Inpat ol password B
InpaLt mewy password B
Confirm new password B

NOTE: Passwords must be at least five(5) characters in length. Passwords are case sensitive.

Change Password ] [ Cancel I

@j Done

S B nkemet
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The last option for Account Maintenance is the Challenge/Response Answers. Users
may never have to change their answers but if they feel their answers have been
compromised, they may with to change them. This feature is for users who forget their
password. It allows users to click on the | forgot My Password link on the login page and
the system will create a new password and email the user. The user can then log into the
SSO system and change their password.

Challenge/Response Answers Page

2l Change Challenge/Response Answers - Microsoft Internet Explorer

© Fle Edit ¥iew Favorites Tools Help 1’,'
Address ‘@1 https://sundd, mdch, stake, mi,usfsomjdch-partaljiChangechallengeResponseservist v‘ (=)
O . © El El () A 7 L) @ = } 3

: Back Stop Refresh Home Search Favorites Media History Print [Mail Messenger
R T s 0. ® -
User ID: moorejeh Sign Off

Change Challenge/Response Answers

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

‘What was the name of your first school?

Answer |eeesseses Confirm Answer: | --------

‘What is your all-time favorite sports team?

Ansier: |'l"'¢" Confirm Answer: |""""

Wheo was your childhood hero?

Ansvver: |!l¢¢¢¢" Confirm Answer: |O"OOO"

‘What was the make of your first car?

Answer |eeesseses Confirm Answer: | --------

‘What is the name of the ¢ity you were bornin?

Anzweer: |'l"'¢" Confirm &nsweer: |""""

‘What is your fathers middle name?

Answer: |!l¢¢¢¢" Confirm Answer: |O"OOO"

OkK| Cancel F
&] Dare S @ tntermet

If users wish, they can change their challenge / response answers.
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10.0 Technical Support

For questions regarding access to SSO and SSO password resets, the MDIT Client
Services Center can be contacted directly by phone at 517-241-9700 or 1-800-968-2644,
TTY: 517-241-0795, by email at ditservice@michigan.gov, or via the Web site
www.michigan.gov/ditservice.

For issues regarding access to the Internet, please contact your local Internet Service
Provider (ISP) or your Local Management Information Systems (MIS) Department.

For questions regarding MI-WIC functionality or process, please call at 1-800-942-1636.
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