
   

 

   

 

 

 

 

  

SIPS+  - Add Contact User (Spirits and Non-Spirits) 

JOB AID GUIDE 

Please consider the environment before printing this.  ©2023 State of Michigan 

Purpose 

This Job Aid guide will show how to add a Contact User 

System  

  Salesforce 
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Creating a new Contact User where the Contact record does not exist in 

Salesforce. 

Adding Contact User as an External User (Spirits Registration User) 
To create a new Contact User, log into the SIPS system via MiLogin. For instructions on 

how to create a MiLogin account and logging into MiLogin, click here.  

1. Click on License tab. Click on License Number 

 

Figure 1: Clicking on License Number from the available list of Licenses. 

2. After clicking the License Number, a License record page will open. Click on “Add Contact User” 

button. 

 

Figure 2: Clicking on "Add Contact User" button. 

 

https://www.michigan.gov/lara/bureau-list/lcc/sips
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3. Select “New Contact” from dropdown. Click “Next”. 

 

Figure 3: Selecting "New Contact" option. 

 

Figure 4: Clicking on "Next" button. 

4. After selecting next, the below pop up will appear. Enter information into the required fields. Click 

“Save” button. 

 

Figure 5: Inputting the required details – First Name, Last Name, MLCC Email. 
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Figure 6: Inputting the required details – Preferred Communication Method; User Type auto-populated to Registration User 

5. After clicking save, the below pop up will appear. Click “OK” button. 

 

Figure 7: Success message displayed on user creation. 

Scenario 2: Creating a new License Contact where the Contact and User 

exists in Salesforce but is not part of the License contacts of the License 

selected. 

Adding Contact User as an External User (Spirits Registration User) 
1. To create a new Contact User, log into the SIPS system via MiLogin. For instructions on 

how to create a MiLogin account and logging into MiLogin, click here.  

https://www.michigan.gov/lara/bureau-list/lcc/sips
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2. Click on License tab.  Click on License Number 

 

Figure 8: Clicking on License Number from the available list of  Licenses. 

3. After clicking the License Number, a License record page will open. Click on “Add Contact User” 

button. 

 

Figure 9: Clicking on "Add Contact User" button . 
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4. Select “New Contact” from dropdown > Click “Next”. 

 

Figure 10: Selecting "New Contact" option and clicking “Next”. 

5. After selecting next, the below pop up will appear. Enter information into the required fields. Click 

“Save” button. 

 

Figure 11: Inputting the required details – First Name, Last Name, MLCC Email. 
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6. Enter other required fields. 

 

Figure 12: Inputting the required details – Preferred Communication Method; User Type auto-populated to Registration User 

7. Click on “Save”. 

 

Figure 13: Clicking on Save button to create a new License Contact. 
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8. After you click save, the below pop up will appear. Click on “Ok” button. 

 

Figure 14: Success message displayed on user creation. 

 

Adding an existing Contact to the License which was already linked to the 

License with different User Type. 

Adding Contact User as an External User (Spirits Registration User) 
To create a new Contact User, log into the SIPS system via MiLogin. For instructions on 

how to create a MiLogin account and logging into MiLogin, click here.  

1. Click on License tab. Click on License Number. 

 

Figure 15: Clicking on License Number from the available list of  Licenses 

https://www.michigan.gov/lara/bureau-list/lcc/sips
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2. After clicking the License Number, a License record page will open. Click on “Add Contact User” 

button. 

 

Figure 16: Clicking on "Add Contact User" button . 

 

 

3. Select “Existing Contact” from dropdown. Click “Next”. 

 

Figure 17: Selecting "Existing Contact" option and clicking “Next”. 
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4. After clicking next, the below pop up will appear. 

 

Figure 18: Contact Users list displayed, License Name and User Type = Contact User will be auto-populated. 

Note: “Contact Users” field displays the list of Contacts which are already linked to the 

License record via License Contact irrespective of the User Type.  

 

Figure 19: List of existing License Contacts irrespective of the User Type. 
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5. Select any Contact User which is already linked to the License but with a different User type. Click 

“Save” button. 

 

Figure 20: Selecting "A C Zulino". 

6. After clicking save, the user will see the below pop up message. Click on “Ok” button. 

 

Figure 21: Success message displayed on user creation. 
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Adding an existing Contact to the License which was already linked to the 

License with same User type but in “Inactive” status. 

Adding Contact User as an External User (Spirits Registration User) 
1. Click on License tab. Click on License Number 

 

Figure 22: Clicking on License Number from the available list of  Licenses 

2. After selecting the license number link, the license detail page will open. Click on “Add Contact 

User” button. 

 

Figure 23: Clicking on "Add Contact User" button . 
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3. Select “Existing Contact” from dropdown. Click “Next”. 

 

Figure 24: Selecting "Existing Contact" option and clicking “Next”. 

4. After clicking next, the below pop up will appear. 

 

Figure 25: Contact Users list displayed, License Name and User Type = Contact User will be auto-populated. 
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Note: “Contact Users” field displays the list of Contacts which are already linked to the 

License record via License Contact irrespective of the User Type.  

 

Figure 26: List of existing License Contacts irrespective of the User Type. 

5. Select any Contact User which is already linked to the License but in “Inactive” status. Click 

“Save” button. 

 

Figure 27: Selecting contact 
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6. After clicking save, the user will see the following pop up. Click on “Ok” button. 

 

Figure 28: Success message displayed on user creation. 

Adding an existing Contact to the License which was already linked to the 

License with same User type and in “Active” status  - {VALIDATION} 

Adding Contact User as an External User (Spirits Registration User) 
To create a new Contact User, log into the SIPS system via MiLogin. For instructions 

on how to create a MiLogin account and logging into MiLogin, click here.  

1. Click on License tab. Click on License Number 

 

Figure 29: Clicking on License Number from the available list of Licenses 

https://www.michigan.gov/lara/bureau-list/lcc/sips
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2. After clicking the license number the license detail page will open. Click on “Add Contact User” 

button. 

 

Figure 30: Clicking on "Add Contact User" button . 

3. Select “Existing Contact” from dropdown. Click “Next”. 

 

Figure 31: Selecting "Existing Contact" option and clicking “Next”. 
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4. After clicking next the below pop up will appear: 

 

Figure 32: Contact Users list displayed, License Name and User Type = Contact User will be auto-populated. 

Note: “Contact Users” field displays the list of Contacts which are already linked to the 

License record via License Contact irrespective of the User Type.  

 

Figure 33: List of existing License Contacts irrespective of the User Type 
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5. Select any Active Contact User which is already linked to the License. Click “Save” button.  As 

there were 4 Active Contact Users, we get the below validation; Click on “Ok” to exit the flow. 

 

Figure 34: Select "A Gregory Eaton" and click on Save. – Validation error occurs! 

6. As an External User, adding a new contact user, fill in all required fields and click on Save. 

 

Figure 35: Selecting "A Gregory Eaton.” 
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7.  On clicking Save, we will get the below validation. Click on “Ok” to exit the flow. 

 

Figure 36: Select "A Gregory Eaton" and click on Save. – Validation error occurs! 

 

 

 


