Birth Registry Access for SWSS FAJ Users

Effective 05/30/2008 children’s services workers were provided the ability to access the
Department of Community Health (DCH) Birth Registry site directly from the SWSS FAJ
Child Information Module.

Children’s Services staff are able only to request birth certificates for children on their
individual caseload for which they are the primary worker of. The system will not allow
anyone to access a birth record for a child that is not on their caseload.

Below are step-by-step instructions for accessing birth information from the DCH Birth

Registry

e The DHS-60- Staff Profile Security Agreement is used to create your SWSS Profile and
access to the Birth Registry can be requested on this document.

e The DHS-60 must be provided to the Local Office Security Coordinator.

e FAJusers are to select Birth Registry in Child Information in SWSS FAJ and on the
Single Sign On screen select Register.

e Registration can also be done on the DCH website at https://sso.mdch.state.mi.us/

e Once the registration is complete, an e-mail with the username and password will be sent
to the worker, typically within 24 hours, from the SSO-Administrator.

e The worker can then go back through SWSS and enter the Birth Registry using the
temporary password they received from the SSO Administrator.

**|f the user has registered for a SSO UserID and does not receive the email with their
UserID and password, they can call the Client Service Center and have their password
reset.

**|f the user has entered an incorrect password three times, the account is automatically
locked. The user should call the Client Service Center and the password can be reset.

e The worker then has to ‘Subscribe’ to the DCH Birth Registry for DHS workers.

e When subscribing the worker must be sure that when it asks for "Supervisor/Security
Admin e-mail" that the Security Coordinator e-mail is entered, NOT the direct supervisor.
The supervisor would be entered ONLY if the supervisor is the person in the office that
has access to the staff profiles to update.

e Once the worker subscribes they must wait for the Security Coordinator to complete their
tasks and receive a return e-mail from the SSO Administrator before they can actually
request a birth record.

e The subscription process initiates the e-mail to the Security Coordinator to approve and
add the user for the Birth Registry.

e The Security Coordinator has to go to the Single Sign On (https://sso.mdch.state.mi.us/)
and access Application Approver to approve the worker to use the Birth Registry.

e Once the worker is approved the worker will receive an e-mail stating that their
subscription request has been approved. **The worker still cannot use the Birth Registry
if the Security Coordinator has not added the worker to the Birth Registry (see next
bullets.)
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e After the approval of the subscription, the Security Coordinator then has to go to ‘DCH
Birth Registry for DHS Workers’ to add the user to the Birth Registry Application (via
User Manager.)

e The Security Coordinator must select the proper “Privileges’ in the Birth Registry Profile
to assure the worker can view, print or order the proper birth records.

e The worker can now sign into SWSS FAJ and search and/or request records.

**|f the user gets a User Profile Not Found Error when attempting to sign into SWSS
FAJ, the user will need to contact the Local Office Security Coordinator.

**|f the Local Office Security Coordinator is not getting notified that a subscription
request needs approval, the user submitting the subscription request should contact the
Client Service Center.

After successful registration and profile updating:

Log in as usual to SWSS FAJ

Go to Main Menu

Enter a log number or select a case from Case Listing

Go to the Child Information tab

Make a note of the case number (it will be needed when you are in DCH Birth Registry.)

At the bottom left of the Child Information screen 1 of 4 click on the button that says

“Birth Registry”. This will take you to the Single Sign On screen after you select ‘yes’ to

the security certificate.

e Go to “find record’ and enter case number.

e Click on “Search SWSS” and the system will determine if the case is assigned to the
worker.

e Highlight the child’s name. A summary of the birth information will appear.

e An Affidavit of Parentage can be requested in the Comments section on VR Request
screen.

These are the three types of birth information available:

DHS Abstract (sometimes called an administrative use copy)

e Contains key facts from the birth certificate most often needed for DHS case
processing

e Immediately available for viewing or printing

DHS Certified Copy of the birth record (sometimes called an authorized copy)
e Immediately available for viewing or printing
e Contains the same information as a certified copy printed by DCH/VR staff
e Contains certain features to indicate that it should be considered a legitimate copy
even though it is printed on regular paper and does not have a raised seal
e User must be authorized by Local Office Security Coordinator to view print
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VR certified copy of the birth record
e Requested online by designated DHS staff. Sent through the mail by DCH/VR
staff
e Printed on special security paper and has a raised seal
e User must be authorized by Local Office Security Coordinator to request

Levels of Access to Birth Registry

Programs (VWhrs) Search/Print | Print DHS Ovder [CH
Albrstract Carrtilfied Cartified
i oy

Food Assistance (FISES

Adaption (S X X | X |
Foster Cane (3V) X 4 | K
Childran's Protective Seraces (SVY)
Juvenile Justice (5W X
-hild uppon (Lo Specialist) & | |
Duality Contral (Central Office) X
Family Independence Specialist (FIS X
Eligibility (ES X
Cammunily Semces (Leantral Ofsce N

X

X

Day Cara (FIS

Screen shots of process below.
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Birth Registry for DHS Workers
Worker gets to this screen after selecting Birth Registry from Child Information in SWSS
FAJ. As a first time user select Register:

State of Michigan Single Sign On.’

User ID

Password

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

| forgot my Password

Complete Required fields

State of Michigan Single Sign On’

REGISTRATION- Step 1

= Indicates required field

First Mame * ||

Middle Initial

Last Mame * |

Email Address * |

X

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

[ Continue ] [Clear]

Copyright @ 2008 State Of Michigan. All rights reserved r
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State of Michigan Single Sign On_

USER REGISTRATION CONFIRMATION

Please review the following information.Click Submit

First Mame : Christina [%
Initial 1B

Last Name : Redmond

Email Address : redmondc2@michigan.gov

Your User Id will be : redmondc2

Copyright @ 2008 State Of Michigan. All rights reserved

After selecting submit on the registration screen get the following message
g

State of Michigan Single Sign O 1) :

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

Copyright @ 2008 State Of Michigan. All rights reserved

The e-mail from SSO appears as below and is often received very shortly after the
registration process.

Common Errors:

e If the user has registered for a SSO UserID and does not receive the email with
their UserID and password, they can call the Client Service Center and have
their password reset.

e Once a password is received, if the user has entered an incorrect password three
times, the account is automatically locked. The user should call the Client Service
Center and the password can be reset.
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= Mail From: <SSO_Administrator@michigan.gov>

File Edit View Actons Tools Window Help

3¢ Close ¢.' Reply ~ :_'.‘;Forward - 8 2 4= lEh H ©° e ’

Mal | Properties | Message Source |
From: <SSO_Administrator @michigan.gov > 09/18/2009 10:43 AM
To: Christina Redmond
Subject: New UserId Information from State of Michigan Single Sign ON

»

ihe following new ITAM Service [TAM Profile] account has been created for you:

Password:

Account ID: redmondc2

Qwner Name: Christina D Redmond

Time of service provision: Sep 18, 2009 10:48: 10 EDT

Worker goes back to Birth Registry via SWSS using the information from the SSO
e-mail.

State of Michigan Single Sign o)

Input current password  : |
Input new password 2 |
Confirm new password |

[ Change Password J

Password rules are:

Minimum password length is 5

Passwords are case sensitive

Maimum number of repeated characters is 2
Password cannot be same as userid or user name
New password cannot be same as current password

3

e b
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State of Michigan Single Sign O

User ID: redmondc2

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: | | Caonfirm Answer: |

What is your mothers maiden name?

Answer: | Caonfirm Answer: |

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

Answer: | Caonfirm Answer: |

What is your fathers middle name?

State of Michigan Single Sign (o)

User ID: redmondc2

Account Maintenance

=« Change My Personal Information
=« Change My Password
+ Change My Challenge/Response Answers

I-E'DI"IE_

State of Michigan Single Sign,O-

User ID: redmondc2

Change Challenge/Response Answers
Your challengefresponse answers have been updated
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State of Michigan Single Sign OEf R\UR

Application Portal

Iy

WELCOMIE Christina D) Redmond,

] |
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.

e
- -
Accgunt Maimenance Sign Off
| n |

SUBSCRIPTION

Please Select from the list

DCH Birth Registry for DHS Workers

i Dept of Community health

&7

Copyright @ 2008 State Of Michigan. all rights reserved

Subscription For: DCH Birth Registry for DHS Workers
= Indicates required field
Woark Phone*

Mot Specified | [redmor
(Include area code eg: £17-122-2458) This MLST be the Local Offic
Supernisor/Security Admin E-mail*
[Not Specified

Your E-mail*

vour direct supervisor.

[ Continue J lResal] [Back]

Copyright @ 2008 State Of Michigan. All rights reserved
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State of Michigan Single Sign On

User Enroliment Confirmation For: DCH Birth Regi_s.try for DHS Workers

Please review the following information Click Confirm or Back

User Info

User ID : redmondc2

Email Address : redmondc2@michigan.gov
Full Hame : Christina ' Redmond
Phone Number 1 517-887-9409

Supervisor/Security Admin Details

E-mail : crumd2@michigan.gov
Name : D suzette Crum
Phone : 517-887-9710

State of Michigan Single Sign On

Your subscription request has been submitted successfully. You will be notified upon approval.

Close

Copyright © 2008 State Of Michigan. All rights reserved

As a result of this subscription an e-mail is sent to the LOSC to approve and add the
user to the birth registry. The Local Office Security Coordinator must approve the
worker AND add the worker’s profile to the Birth Registry before the worker can request
a record/certificate. A sample of the e-mail the LOSC receives is below:

Rev. 2-21-2010 9of 14



A=l Erame <SS0 A s L g e e — N
= Mail Erom: <550, Administrator@michigsan.sov> i@ﬂ
File Edit WView Actions Tools Window Help

X Close U5 Reply - [5§ Forward -~ 'a - & & 5 H | oo b, @ “

Mail Froperties | Personalize | Message Source
From: <S550_Administrator@michigan.gov: 09/18/2009 11:29 AM
To: D. Suzette Crum
Subject: Pending workflow action: Case3602208187634602239.5602210473696226552

The following request has been submitted for vour approval

Description: WIBISFIA Application Access
Requestee: Christina D Redmond

Subject: redmondc2

Fequest Initiated: Sep 18, 2009 11:22:12 EDT

Requested by process:

Process Name: Provision Account
Description: Provision Account Process
Requester: System

Fequestee: Christina D Redmond
Subject: redmondec2

Again, the above e-mail is what the LOSC receives after the worker subscribes. The
worker CANNOT request birth certificates or enter the Birth Registry application
until the LOSC approves the worker and adds them to the Birth Registry.

After the approval the worker will receive the e-mail below. The LOSC must be sure to
also add the user; the approval only (through Application Approver) will not allow the
worker to request a record/certificate.

From: <S50_Administrator @michigan.gow = 09/23/2009 12:25 PM
To: Redmond, Christina
Subject: Your Request for Access to DCH Birth Registry for FIA Workers

FEEETHIS IS AM AUTOMATED MESSAGE, PLEASE DO MOT REPLY DIRECTLY TO THIS EMAIL ==
‘four subscription request for access to DCH Birth Registry for FIA Workers has been approved.,

The comments {if any) made by the approver are: :I:

COnce approved, the FIS/ES/SERVICES can begin using Birth Registry. The following "How Do I” link provides specifics
on how to use this program:

http: /infranet-staging.mfia.state . mi,us OLMMNewsTips (SI-5creens (2-dir-hdifwebhelp dir-test, hitm

Once the LOSC approves the worker and adds the worker’s profile to the Birth
Registry Application, the worker can sign in and select DCH Birth Registry for DHS
Workers
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State of Michigan Single Sign O

Application Portal
WELCOME Christina D Redmond,

You are currently subscribed to the following applications:

I
4

« DCH Birth Registry for DHS Workers

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

&] Done 2 & Trusted sites

NEocH 1. partmentonGommumtyHealt

DCH Birth Registry - Department of Human Services (DHS) Access

The information within the Birth Registry is confidential and protected by law Access to the
svstem is granted only to authorized users who have an approved need for the information
and who have signed a security agreement and have agreed to all the following In order to
access this system.it is important that vou again confirm vou are willing to abide by all of the
following.

As auser of the Birth Registry svstem, I accept and agree to the following:

|I will handle formation or documents cobtained through the
Esystem in a confidential manner as reguired by state and

ffederal law including =secure storage of the material and will
!itlllze appropriate methods to destroy the information when no

|longexr needed.

|T will restrict my use of the system to accessing information,
1igerting information, editing information or generating
inted copies of the information only as necessary tao
|properly conduct the administration and management of my
|official duties.

: understand that my tran=actions on the system are logged and

|are subject to being audited.

]
By clicking on the ACCEPT button vou are indicating that vou understand this
information and acree to comply with the above provisions. Further. vou are
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Exit Application

# Check Request Status
+ Find Record

Version 2.4

Last Updated: 0&/05/2009 &6:00 PM

R DCH Birth Registry-DHS - Microsoft Internet Explorer

TRDGH \=tite) (micicfioiiny

|Home —= DHS Find Record Help Exit Application

First Name Gender Female Birth Date
Middle Name Suffix

Last NHame S5N

Birth Place Date of Death

1 |Maiden Hame Hame at the Time of this Birh '
First First
Middle Middle
Last | Last
Birth Place I S5N Birth Dave

Father's Details

First Nare Suffix Birth Date
Middle Name Birth Place Michigan
Last Hame S5N

New Search | Modify Search | VRRequest | PrintDHS Abstract| Print DHS Cerffied| Closa |

]

Details have been removed from the record below for display purposes.
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Request

Search/Record Details

Embedded Details
Recipient Number

Requester's Details

VR Ih*q:u“.l

Mail VR Cartfied | Delivery & Ragular {:?'Urgenl
Complete all data falds for which yvou have infermation
Person’s Name
(First/Middie/Last)
Person's 55N
poB Gender "
(MM/DE/YYYY) S IH.

Birth County | [~

Birth City v
Maother's Malden Name i
(First/Middle/Last)

Mother's Name at the time of
this Birth (First/Middle/Last)
Mother's 55N

Father's Name [First/Middle/Last)

Father's SSN

L1

3

Indicate additional information for finding the record {2 g.. other names or spalling vanations
used for the pesson or mothar, bitth hosgatal if recent birth, mothars birth date). If parson was
adopted previgusly, indicate nama at birth

A e s rwEi g o T rrwe st ww mrmarr

an
Worker's Name: Redmond Christina © Mailing Address: 5203 S, Caedar St.
Lansing Ml 48511 Telephone Number: (517)887-94090 eMail:

redmondc2@michigan.gov

Submit | Close |

Reminder that an Affidavit of Parentage can be requested in the Comments section.

Details in the record below have been removed for display purposes.
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MCH ciirin Recefioiny s _,_‘L,&

Home -> VR Request Hels Exit Asgiicedis

Request Details For DHS

Request Number 17350. Request Type Mail VR Certified
Requested On 2912009 Current Status Pending
Requested By Worker's Name: Redmond Chrstina D
Mailing Address: 5303 5. Cadar St
m City: Lansing MI - 48911 n

Phone: (517)887-9409 eMall ID: redmondc2@michigan.gov

Record Requested  person's Name:
DOB: Gender.
Birth City: Birth County:
Mother's Maiden Namae:
Mother's Name At The Time Of This Birth: _
Father's Name:

Recipient Number 00 Delivery Typa Regular

DHS Comments

Close Print
|

Common Errors:
e If the user gets a ‘User Profile Not Found’ Error when attempting to sign into SWSS
FAJ, the user will need to contact the Local Office Security Coordinator.

e If the Local Office Security Coordinator is not getting notified that a subscription
request needs approval, the user submitting the subscription request should contact
the Client Service Center, after assuring they are putting in the correct e-mail for the
Local Office Security Coordinator.
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