Create a New Community Partner User m_D_.HHS

The Job Aid explains how a partner can create a new
community partner user account in Ml Bridges.

Table of Contents
TaDIE Of CONTENTS ...cooee ettt et 1
IMPOrtant INFOrMAtION.......c..verececrcere et ere s s eseesesene 1
Beginning your User ACCOUNt REGISIIATION ...ttt ssss s ssss bbb bbb nssns 1
CONFIFM YOUT IAENTILY ovoveverieererieeieseseiss sttt ssss s ssssss s ssss st ssssss s ssnens 7
VETITY YOUE DVICE ...uovureierceeinecrieceieceiesesiesesiseesises s ssisssesesssesisesssesesssesesesssssssssnessssnesens 8
Creating YOUT Profil@ ...t ssiseesieesisessssesesesesesesssessssessssnessssnens 10
Find YOUr COMMUNILY PArENEE ID ...ttt sttt s st st ssss st ssss st sssssssssssssssssssssssssesssssssssssssnsssns 12
Recover a Forgotten USer Name OF PASSWOIT.........oviriinrineieeieeississessisssisssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 13

Important Information

You will receive an invitation to register as a community partner user after your organization has
been registered in MI Bridges by your Lead Point of Contact and approved by MDHHS. In the
new MI Bridges each user will receive their own unique account.

C— Vo — o@—| @

Lead Point of Contact Authorized MDHHS Approves the Begin Community Partner
Registers the Representative Confirms Organization User Registration
Organization on MI the Organization
Bridges

Beginning your User Account Registration

As a Community Partner user, after the Lead Point of Contact from your agency has created an
account for you and it has been approved by MDHHS, you will receive an email from MI Bridges
prompting you to register your account.

1. You will receive an email with the subject line “Create Your Ml Bridges Account”. Review
this email and click [Join the Team] to begin the registration process. The Ml Bridges
log-in page opens.
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M\ Bridges Home  Help

Welcome

Heather Hoover

Create an Account

ivudy Have
system, you can og

Username

Password

MI Bridges Home | Contact | Palicies | MDHHS Home | MI.gov Home

Copyrignt © 2018 State of Michigan. All fights rotervad

2. Your name displays at the top of the page. Click [Create an Account]. The Account
Registration page displays.
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ﬂ! Bridges Home Help

Account Registration

Personal Information

* = Required
Legal First Name ® Legal Last Name *

Heather Hoover

Contact Details

Cell Phone * Email®

3173797174 heatherhooverl@mailinator.com
Wark Phane ®

317-379-7274

It's important to provide this information sa we can confirm your identity, MDHHS will not use this information,

Hame Address * Home Address Line 2

RR &4 BOX 274 Apartmant, suite, unit, building, flocr, &b
City® State® Zip Code * County

ELLSWORTH Maine ~ D4GOS Select a County W

Robot Question
e you are noft robot, pleate sahve the question below.

Which werd starts with the letter "d": morning, day, or month? ®

= 1 agree to the Terms and Conditions. ®

< Back Next

M1 Bridges Home | Cantact | Policies | MDHHS Home | MIgov Home

Copyright © 2018 State of Michigan, &2 rights reserved

messages. This is the phone number that will be used each time you complete the

e Tip: When selecting a mobile phone, be sure to type a number that receives text
Multi-Factor Authentication (MFA) process.

3. Type your text capable mobile phone number, your work number, and your personal
address.

Tip: When typing your address, be sure to type your personal home address. This is
verified through the Postal Service. You will use your personal address (NOT work
address), because this information is used to confirm your identity later in the

registration process.

4. Answer the last question on the page. This is a question to protect against fraudulent
accounts being created.
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5. Check the box next to [l agree to the terms and conditions]. The Address Verification

Dashboard displays.

Please Verify Your Address

Please select your address.

- BE60 NW 6th Ln
© Miami, FL 33126 - Miami-Dade

6. Select your address and click [Confirm]. The Username and Security Questions

Dashboard displays.

Tip: If you have an existing Ml Login account and MI Bridges recognizes your name
or email address, MI Bridges will attempt to recover your account.

Home Help

M Bridges

Did You Forget Your Username?

We found a few usernames that look like they may be

yours. If you recognize one below as your account, select
it to log in. If you don't recognize any of the usernames,
press Next to continue with Account Registration

Username
O mrerweess 54

7 None of these usernames are mine.

MI Bridges Home = Contact  Policies | MDHHS Home | MLgov Home

1. Alist of possible usernames will display. If one of the usernames listed
belongs to you, select the radio button next to your username and click

[Next]. The Welcome Dashboard displays.
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e Select None of the usernames are mine if the usernames do not
belong to you.

Welcome

providad is

Password Forgot your passaor

LOGIN
Tfyou esst it

= MiLogin
A

2. If you know your Username and Password:

e Type your Username and Password. Click [Login]. Proceed to the
"Verify Your Device” section (Step 14).

¢ If you do not know your previously created Username and Password,
review the “Recover a Forgotten Username or Password” section (On
Page 13).

e If your name and email in Ml login doesn’'t match with your name and
email in MI Bridges you will get the error code 2005. You will need to
update your name or email in Ml Login to match MI Bridges.

i. If you are still having trouble please call the MI Bridges Help
Desk at 1-844-799-9876 from Monday — Friday, 8:00am —
7:00pm.
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ﬂ! Bridges Home

Username and Security

Username and Password

* = Required
Usetname *
sername Guidelines
Username Guidel hoovern2018

Username s availasiel

Password *

Retype Password *

Security Questions

widing the information below helps us recover your Usemame and password

Security Question 1% Answar®
What was the name of the company of your first jab? v

Security Question 2® Answer ®
What was your high school mascot? e

Secunty Question 3% Answer ®
Wihere was the first contert you attended? v

MI Bridges Home | Contact | Policies | MDHHS Home MI.gov Home

Copyright © 2018 State of Michigan. All rights resened.

7. Type a [last name, first initial (no space)] followed by any 4 digits. This is mandatory
username format for community partners.

meets the guidelines and is available. Notice the “username is available” that

Q Tip: The Username field changes from white to green if the username recorded
appears after a name is recorded.

8. Type a password that follows the guidelines under the Password Guidelines.

Tip: You must type the password twice to confirm it is accurate. This field changes
from white to green if the password meets guidelines. The Retype Password field
displays red if the two fields do not match.

9. Select 3 security questions and provide answers in the boxes. Click [Next]. The Account
Registration page displays.
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Tip: After creating your account, If you ever forget your password you can use
these security questions to reset your password. The partner security questions are
the same questions used when creating a client account. Some questions that you
@ might find easy to answer include:

* In what city were you born?
*  What is your mother's maiden name?
*  What was the name of your first elementary school?

10. Select [Continue]. The Account Registration Successful page displays.
11. Click [Next]. The Confirm Your Identity page displays.

Confirm Your Identity

With the new MI Bridges, clients can now consent for community partners to view their benefit
information and letters sent from MDHHS. Because of the increased personal client information
that partners can view — there is increased security needed for partners. Partners must complete
the ‘Confirm Your Identify’ process, also called ID Proofing, when creating a new account.

12. Record your [Date of Birth] and click [Next]. The Confirm Your Identity page displays.
M Bridges

Verify Your Identity

for accuracy and provide as mueh additional lnlermation as
werify your identity.

M1 Brigges Homa | Contact | Policies | MODHHS Homa | MIgov Home
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Confirm Your Identity

Tip: If you are unable to complete ID proofing on the first attempt, you can always try
a second time. Partners can attempt to confirm their identity in MI Bridges twice in 48
hours. If you are unable to pass on your second attempt, you can wait 48 hours to try
again, or call the Help Desk for assistance at 1-844-799-9876. When calling the Help
Desk remember to select prompt ‘5’ to identify yourself as a community partner.

13. Select appropriate responses to the security questions to confirm your identity. Click
[Submit]. The Verify Your Device page displays.

Verify Your Device

Tip: The Multi Factor Authentication (MFA) process is new to Ml Bridges.
Community Partners are required to do this in order to be sure information is being
shared with the correct person. Partners will complete the MFA process when
logging into MI Bridges once every 24 hours.

The MFA PIN sent to the partner is only valid for 5 minutes. Please enter the PIN as
promptly as possible.

7/31/2018
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Verify Your Device

V] o

Please choose a method ta verify your device. We will send you a PIN which you will
need te enter on the next screen,

Ermail Text/SMS call

Please click on the circhy Icons above to select your preferred verification method

MI Bridges Home | Contact | Policies | MDHHS Home | MILgov Home

14. Select Email, Mobile (Text/SMS), or Call as a method to verify your device. Click

[Next].

15. Type the PIN in the box. Click [Submit]. The MI Bridges Profile page displays.
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Creating Your Profile

The first time you log into your account you will be prompted to confirm your profile
information.

16. Your ‘Agency Name' displays and cannot be edited. Select Type of user from the drop-
down list (Staff or Volunteer) and select Languages Spoken from the drop-down list. You
can select multiple languages. Click [Next]. The Verify Address page displays.

MI Bridges Profile

@t

Mow for some basic profile information

17. The | work at this location field defaults to Yes. Click the [Yes/No] switch to [No] if you
work at another location.

18. If you select [No], the Please Select Location field appears. Select the correct location
from the drop-down list. Click [Next]. The Terms and Conditions page displays.
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Mi Bridges Profile

OQ— 0 E

Profile Information Verify Address Terms and Conditions

Please verify you work at the location listed below.

Organization Address

200 Harvey St
Muskegon, M1 49442

1 work at this location. .\m

Please Select Location

Muskegon Area Teach e

Tip: Your Organization Address automatically defaults to the main address of the
@ organization. If you do not work at the main location, you can select the correct
location from the Please Select Location drop-down list.

19. Review the Terms and Conditions and check the boxes next to each term or condition to
complete your registration. Click [Submit]. The Account Registration Successful page
displays. Congratulations you have successfully created your account!
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Find Your Community Partner ID

After creating your account, you can find your CP-ID on your MI Bridges profile. This is the ID
you will give to clients to record you are working as their navigator.

20. On the Community Partner Dashboard, Click Your Name in the top right corner, select
[profile] in the drop-down list. The Community Partner Profile page displays.

= Menu m ibri dg es 7 (il =] a Janet Jenkins ~

Janet Jenkins

Profile

Pers@nal Information

CP-1D 1234-973

Janet

Jenkins

Edit Information

517-555-1231 517-555-1231
Janet_Thompson@gmal.com 08/13/1983

English  Spanish

Address Information

200 Harvey 5t
Muskegon, M - 49442

Yas

Role [ User Permissions: Navigator
»" Provices Navigation 1o Clients Views Organizations Referrals

Manages Organization's User Views Organization's Metrics

21. Your Community Partner ID (CP-ID) displays next to Personal Information. This ID is 7
digits. The first 4 digits are the same across each organization and the last 3 digits are
unique to your ID.

Remember! You can always call the Help Desk with any questions about creating a
Community Partner Account. The Help Desk can be reached at 1-844-799-9876 from

Monday — Friday, 8:00am — 7:00pm.
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Recover a Forgotten User Name or Password

If you know your Username but, not your Password:
1. Click Forgot Your Password on the Ml Bridges Login page. The Forgot Password page
displays.

M Bridges

Forgot Password

Please provide your username to continue.

wverification Question : Which ward starls with the letter "o™: fish, orean, or sheliz ®

MI Bridges Home | Contact | Palicies | MDHHS Home | MLgov Home

Copyright & 2018 State of Michigan. All ights raserved

2. Type your Username and answer the Verification Question. The Password Recovery
Page displays.

w Bl’ldges Home Help

Forgot Password

Select Password Recovery Options

() Email You will receive a PIN via an email sent to j*****@mailinator.com

— —~—
MI Bridges Home | Contact | Policies | MDHHS Home‘ MI.gov Home

Copyright © 2018 State of Michigan. All rights reserved.

3. Select the radio button next to the recovery option you prefer. Click [Next]. The Enter
Pin page displays.
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ﬂl. Bridges Home Help

Forgot Password

Enter PIN below:

* - Required

If you did not receive the PIN or you would like to choese another verification method,

click Here

MI Bridges Home ‘ Contact | Policies | MDHHS Home | MLgov Home

Copyright © 2018 State of Michigan. All rights reserved

4. Type the pin in the box. Click [Next]. The New Password page displays.

Forgot Password

Enter new password to reset forgotten password.

* = Required

e P: 4+
Password Guidelines: asswor

Password must ba 8 characters, not based on client's

isername, and include characters from 3 of the following
b v e OME petype Password *
categories

5. Type a password that follows the guidelines under the Password Guidelines.

Tip: You must type the password twice to confirm it is accurate.

This field changes from white to green if the password meets
e guidelines. The Retype Password field displays red if the two
fields do not match.

If you don’t know your Username, but know your password:
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1. Click Forgot Username on the MI Bridges Login page. The Forgot Username page
displays.

Forgot Username

Please provide your email address to continue.

* = Required

Email Address®

Verification Question : Which of the following is a food: taco, house, or plane? *

If you do not have an email address, please contact Support at 844-799-9876.

2. Type your Email and answer the Verification Question. The Email Confirmation page
displays.
3. Check your email account for a new email from Ml Bridges with your Username.
e If you are still having trouble please call the Ml Bridges Help Desk at 1-844-799-9876
from Monday - Friday, 8:00am — 7:00pm.
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