How To Manage Your Organization

The Job Aid explains how partners can use Ml Bridges to manage

& their organization. Partners and MDHHS staff can use the
information in this Job Aid to assist partners with managing their
organization.
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Important Information

With MI Bridges, there are many features built specifically for partners who have the manage
organization permission, such as:

¢ Organization Information: Partners have the ability to edit their organizations phone number,
tax id, organization type, lead point of contact, authorized representative, etc. from their
manage organization menu.

¢ Add A Navigator: Partners who have the Manage Organization permission have the ability to
add a new navigator to their organization.

¢ Add A New Location: Partners who have Manage Organization permission can add a new
location to their organization if they have multiple locations.

o Partner Preferences: Partners can customize their settings from the partner settings menu.

¢ Add, Remove or Reassign a Client: Partners who have the Manage Organization permission
can add, remove or reassign a client to navigators within their organization on the Active Users

page.
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Manage Organization

1. From the Navigation Bar, click [Organization]. The Manage Organization page displays.

w Bl"idges # Home ¢ Managew FJ Organization &° Reports &F Settings v

Truenorth Community Services Organization

Organization Information Locations  Active Users Removed Users

Contact Information Cancel

Legal Orgarilzation Name ¥ Commanty Used Mame
Truenorth Community Senices Truenorth Community Services
Phans Numoar ¥ rax o ¥
123-098-1209 13-7120837
Select a county v
%
Other w
Community Action Aganey X
Lead Paint of Contact
Please select & Lead Point of Contact
Patricia Baughman w
Authorized Represantative
First Name ¥ ast Narrw
Patricia Baughman
Phone Numbe: * o ¥
293-123-0917 patriciabaughman@mailinator.com
Change History
LOCATION VERIFICATION TYRE CURRENT LOE REQUESTED LOE DATE SUBMITTED DATE APPROVED
ruenomh Community Sendces New Organization Navigation, Heferral UM 2212008 0B 23) 2008

Save and Update

MI Bridges Home | Conlact | Policies | MDHHS Home | Ml gov Home

Copyright © 2018 State of Michigan. Al rights reserved.

2. To edit organizational information, click [Edit]. The fields on this page become active.
3. After editing information click [Save and Update]. The edits save.

Locations
1. Click the [Locations] tab. The [Locations] page displays.
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& Bridges #A Home ¢ Managewv {3 Organization & Reports £} Settings v ‘ Logout

Truenorth Community Services Organization

Organization Informaticr Locations  Active Users Removed Users
Manage, odit, and view locations. L]
@ Trusnorth Community Services 6308 5 Warner Ave, Fremont, M1 49413 - Newaygo Mavigation, Referrals

# = Required Cancel

Name of Location ® Commoniy Used Name ()

Entar an address for your organization or select an option below:

Confidential Address Mo Physical Address
Prysical address® Ciy®
unty * tate® Zip Cade ¥
Selget an Cption v Michigan w

Level of Engagement (LOE): ¥

m Access Parner (3 e retermat Partner @ o Navigation Parmner (3

Provides Internet accoss 2nd comaiens for chients to sccess MI Receives relerrais from M1 Bricges chnis Helps chants apply for Benefits, find 1escusces. and use M1 Bridges
Bringes.

My organzation may be listed on the public page of MI Bridges (3

Save And Update

MI Bridges Home | Conlact | Policies | MDHHS Home | M1 gov Hame

Copyright © 2018 State of Michigan. All rights reserved,

2. Click [Add New Location]. The New Organization fields display.

3. Type a Name of Location, Physical Address, City, County, State, Zip Code, and Level of
Engagement.

4. Click [Save and Update]. The new location saves.

Active Users
1. Click the [Active Users] tab. The [Active Users] page displays.
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& Bridges #A Home ¢ Managewv {3 Organization & Reports £} Settings v ‘ Logout |

Truenorth Community Services Organization

Organization Informatior Locations  Active Users Romoved Users

. e i i
Manage, edit and view current users and their infermation @ Lead Point of Cantact q
LRI = NAME = PERN 0. OF CLIENTS 2 TRAINED
PENDING Pending User Mavigator 4] 5308 5 Wam... Mot Trained
@ 174580-002 Patricia Baughman Mavigator, Referral, Users, Metrics & 5308 SWam, Trained; 08/02) 2018

4 Add New User

MI Bridges Home | Conltact | Policies | MDHHS Home | Ml gov Home

Copyright © 2018 State of Michigan. All rights reserved,

2. Click [Add New User]. The New User fields display.

w Bl’idges A Home & Managewv B9 Organization & Reports £} Settings v

Truenorth Community Services Organization

Organization Informatior Locations  Active Users Romoved Users

. e i i
Manage, edit and view current users and their infermation @ Lead Point of Cantact q
LRI = NEME PERMISSIONS = MO OF CLIENTS * OLATICN TRAINED
PENDING Pending User Mavigator 4] 5308 5 Wam... Mot Trained
@ 174580-002 Patricia Baughman Mavigator, Referral, Users, Metrics & 5308 SWam, Trained; 08/02] 2018
First Namia
jehnsmithi#abe com
Role/User Permissions
Enovide Mavigation Mansge Sulenats
Wiew Metics. Cancel

MI Bridges Home | Conltact | Policies | MDHHS Home | Ml gov Home

Copyright © 2018 State of Michigan. All rights reserved,
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3. Enter the new user’s First Name, Last Name, and Email.
4. Check the box next to the permissions you want your new user to have.

Partner Preferences
1. From the partner dashboard, click the Preferences page displays.

w Bridges # Home & Managewv (3 Organization & Reports £} Settings v ‘ Logout

Patricia Baughman's Profile

Personal Information  cr i :rsao ooz Edit
i Macti Ls
Patricia Baughrnan
414-807-2518 612-206-5130
patriciabaughmani@mailinator.com 1961-09-20
English
Address Information Edit

5308 5 Wamer fure,
Fremant, Newayge, Michigan, 49412

Truenarth Community Services . 6308 5 Warmer fwe | Framnant, 49412

MNotification Preferences Edit

Sign Up for Email Notifieatien

patriciabaughman@@mailinator com
Naotification Type Ernail

Referrals (7

Urgent Need Updates (7

Update Password and Security Questions

You can change your passward or security questions through MiLogin, Your passwerd and security questions vall be updated for any State of Michigan account

Change Password Change Security Quastions

Date joined 877372018 Date Trained: 08/02/2018

MI Bridges Home | Contact | Policies | MDHHS Home | MIgov Home

Copyright © 2018 State of Michigan, Al rights reserved.

2. Click [Edit]. The Personal Information, Address Information, and Notification Preferences fields
activate.
3. Click [Save and Update]. The new information saves.

Add, Remove or Reassign a Client

1. From the partner dashboard select [Organization].
2. Select [Active Users].
3. Select the name of a navigator with a CPID.
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&I_ Bridges # Home & Managew [ Organimation & Reports £} Settings v b4
Bernard Moshier

Salvation Army (The) - Jackson Organization

View Profile

Organization Information Locations  Active Users Removed Users

View Client Diractory

Permisslon
Manage, edit and view current users and their information. O\ Frovide Navigation

Manage Referrats

® Leod Point of Contact

Manage Orgarization

CPID = NAME = SERT NOLOF CLENTS = TRAINEL
: Maviga - EETl
PENDING Friday Newman Navigator, Referral o Refern Date Jeined 8/23/2018
ik cPID 174552004
PENDING Sarah Sanders Users V] A
Contact Info
PENDING Patricia Baughman Users, Metrics v] A
616-835.6057
Z : Mavigé
174546-019 Frank Becker Mavigator, Referral 2 g
Refard pranacharya@deloitte.com
Maviga
174564-017 Likjiho Nohojn Metrics, Navigator, Referral o gt
Refarn
Total Clients 5
Maviga
174546007 Akash Dinkar Navigator, Referral 3 e
Refern
174544-006 Akash Halkar Navigatar 3 MNaviga
174564-004 Elijah Byndom Users 0 NI

4. Click on [View Client Directory].
Add a Client

1. Follow steps one through four of the “Add, Remove, or Reassign a Client” job aid section.

2. To add a client, select [Add New Client].

M.I Bt‘idges # Home  h Mansgew (9 Organization &F

+ Back to User Management

Client Directory

Filter

Add New, Reassign or Remove Clients

Boy Support Team, Shinigamil26)

Press the buttons to either add a new client, reassign clients or remove clients.

Remove Clients

Kendrick, Anna{0)

Rautomation, Acedhadd(48)

STANLEY, ROGER DP{23)

Tribbiani, Jooy(51)

ML X ECC—A 0 DOVOZEErR e =T HTMON®ER

3. Type in the client’s first name, last name, and birthday.
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4. Select [Search].

&Bridges # Home & Managew [ Organization & Reporis €k Settings v

« Back to User Management
Client Directory
Filtar A
2 Cancel
& Add a Client
Boy Support Team, Shinigami{2&) o
3
: " F
Kendrick, Anna(o) I3 * = Required
H
) . 1 First Name ® Last Name ® Date of Birth *
Rautomation, Acedhadd]{as) J Noah Hlsosi 1/08/1382
K
L
STANLEY, ROGER DR{23) M
Search
N
P . o
Tribbiani, Joey(51) P e envisTaTT
2
" Maah, Nelson Lansing, MI & equest
5
=
U
i
W
X
¥
z
5. Click [ +8, Request 1. A request will be sent to add the new client.

Remove Client
1. Follow steps one through four of the “Add, Remove, or Reassign a Client” job aid section.
2. Select [Remove Client].

& Bﬂdges & Home & Managew B3 Organization &7 Reports £ Settings v Logout

< Back to User Management

Client Directory

Filter

Add New, Reassign or Remove Clients

Boy Support Team, Shinigamil26)

Press the buttons to either add a new client, reassign clients or remove clients.

Add New Client Reassign Clients
Remove Clients

Kondrick, Anna{0)

Rautomation, Acedhadd(48)

STANLEY, ROGER DP{23)

Tribbiani, Jooy(51)

N X E<cC—" o0 V0 ZEErAe =IO TMONEP

3. Click the box next to the client you want to remove.
4. Click [Remove]. The client will be deleted from the client directory.
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PAIBridges # Home & Mansgew 83 Orgonivation o Reports & Setings v

Client Directory

Removing Clients Cancel

| Bricges, Marma To remove client, select them on the left and click Remove below

Cat, Purple
i, Kandice
Jobnsan, Lila
Kandiick, Anna

Kapatiick, Franchesca

N FeC-S0DL0UV0Z2ZErXe=I0TmOnaO>

¥ang, King

Kauager, Jessica

Maul, Sarah
b
Reassign Client
1. Follow steps one through four of the “Add, Remove, or Reassign a Client” job aid section.
2. Select [Reassign Client].
M-I Bt‘ldges # Home & Manage~ [ Organization & Reports £} Settings v Logout
+ Back to User Management
Client Directory
Filter A
B
: ey c Add New, Reassign or Remove Clients
Boy Support Team, Shinigami(26) D
E Press the buttons to either add a new client, reassign clients or remove clients.
Kondrick, Anna{0) G
H
Rautomation, Acedhadd{48) j Reassign Clients
K
L
N
{n]
Tribbiani, Jooy(51) P
Q
R
5
T
u
v
w
X
¥
Z -

3. Click the box next to client you want to reassign.
4. Click [Reassign].
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QAIBridges #Home & Msnsgew 8 O

Client Directory
Fil A - % =
2 Reassign Clients Cancel
; c
|| wiidges, Mama o To assign your clients to s different Nawgator, select therm on the 1eft and press the Reassign butlon below.
E
F
cat, Purple G
H
1
i
Crows, Kandice K
L
M
Johron, Lila it
: o
B
Q
Kandrick, Anna R
5
T
u
Kilpatrick, Franchescn W
w
A
Kong, King ;
Kruagss,
Maut, Sarah
b

5. Type in the navigator's name you want to reassign the client to and click [Search].
6. Select the correct navigator.

Reassign Client(s)

Please select a new Navigator for the client(s). The client(s) will receive a
notification regarding their new Navigator.

Navigator Name

Frank Becker l

®  Frank Becker - Salvation Army (The) - Jackson 1 Active Clients

7. Click [Submit]. A notification will be sent to the client.
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Frequently Asked Questions

Q. Who in my organization can make these changes

A. Only navigators that have the “Manage Organization” permission can make these
changes. A total of 3 users in your organization can have the “"Manage Organization”
permission.

Q. What notifications can | get as a navigator?

A. If you are a referral organization you can receive a daily email notifying you of any
new referrals sent to your organization. If you are a navigator you can receive a
notification each time your client is triggered in M| Bridges as having an urgent need.
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