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

JOB AID GUIDE

«/” Purpose
This Job Aid guide will show how to add a Sub User

@ System
Salesforce
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SIPS — Add Sub User (Spirits and Non-Spirits)

Creating the Sub User as a Primary Registration user

Creating a new Sub User where the Contact record does not exist in Salesforce.
To create a new Contact User, log into the SIPS system via MilLogin. For instructions on
how to create a MilLogin account and logging into MilLogin, click here.

1. Click on License tab. Once the list of licenses you are linked to appear, click on the license number
you would like to add a sub user to.

LARA SIPS+ Product Registration System
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2. After selecting the license number the license record page will open. Click “Add Sub User” button.

Lana SIPS+ Product Registration System
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SIPS — Add Sub User (Spirits and Non-Spirits)

3. Select “New Sub User Contact” from dropdown. Click “Next.”

4. After selecting next a “add sub user” pop up will appear. Enter required fields. Click “Save” button.

Add Sub User

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

Add Sub User

6. Select the “Related Tab” on the license screen. Navigate to “License Contacts” Related list and verify
if a New License Contact record is created with “Sub User” User Type.

Liceners + 1000

License Contacts
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Email will be sent to the newly created Sub User
Once the sub user is added, an email will be sent to the Sub User for whom the User is created.

[External] Sandbox: You have been created as a Sub User for the L-000(WM License

M

EQUOTE <MLCCEquote@Michigan.gov ﬂ

® "° Sub User email ID it

CAUTION: External email. Be cautious with links and attachments.
Hello Mew Subuser SubUser,

You have been added as a sub user in the MLCC 5IPS+ for the Vendor? S
Spirits by ™= =% =~ ' Here are some helpful information

__.and License _ _________ , Vendor of

-

https:/furldefense.com/v3/ https://mlcc--sipssit.sandbox.my.site.com/s/topic/ka03500000017nXQAQ/ milogin-
access_ :10rxsNty6DAmy150Az 1XYIxDZ250208YXCOX e9ifEx? ggsfloSSdQ3ISSCIYZWI1EszNImvhzZKLs2 Lou-

EU17 zyaYsCldjMyjh7EOw89ndQgMALoIS

https://urldefense.com/v3/ https://mlcc--sipssit.sandbox.my.site.com/s/topic/ka0350000002GALOA2/register-spirit-

product__;!10rksNty6D4my!50Az1XYIxDZ250208YXCOXlefExZggsfloSSdQ355CIYZW1EszNImvhzZKLs2Leu-
EU17 zyaYsCldjMyjh7EQw89ndRAR2IgIS

Regards
SIPS+
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SIPS — Add Sub User (Spirits and Non-Spirits)

Creating the Sub User as a Primary Registration user where the Contact
is already exists but not User.

Creating a new Sub User where the Contact record does exist in Salesforce, but User is

not present
To create a new Contact User, log into the SIPS system via MilLogin. For instructions on
how to create a MilLogin account and logging into MilLogin, click here.

1. Click on License tab. When the list of licenses appear click on license number that you want to add
the sub user to.

Pawve Aot
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3. Select “New Sub User Contact” from dropdown. Click “Next.”

Add Sub User

- :

Miew Suls User Contact

Eseitinng Subs Ukier Ciortict .

4, Click “Save” button.

Add Sub User

Add Sub User

SubrUser Contact and Licenge Comact Record Cresied Successhuly ]

=
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Email will be sent to the newly created Sub User
[External] Sandbox: You have been created as a Sub User for the L-O00lllLicense

M

MLCCEQUOTE <MLCCEquote@Michigan.gov . ﬂ

® '° Sub User email ID

CAUTION: External email. Be cautious with links and attachments.
Hello New Subuser SubUser,

You have been added as a sub user in the MLCC SIPS+ for the Vendor . and License , Vendor of
Spirits by * = . Here are some helpful information

https://urldefense.com/v3/ https://mlcc--sipssit.sandbox.my.site.com/s/topic/ka0350000001 7nXQAQ /milogin-
access__;|10OrxsNtybDdmyl50Az 1XYIxDZz50208YXCOXIe9ifExZggsfloSSdQ3S5CIYZWI1EszNImvhzZKLs2 Lou-
EU17_zyaYsCldjMyjh7EOwB9ndOgMALolS

https://urldefense.com/v3/ https://mlcc--sipssit.sandbox.my.site.com/s/topic/ka0350000002GALQA2 /register-spirit-
product__ :10rxsNtyEDdmy!50Az1XYIxDZ250208YXCOXedfEx7ggsfloSSdQ3SSCIYZWILEszNImvhzZKLs2Lcu-
EU17_zyaYsCldjMyjh7EOwB9ndRAR2IgIS

Regards
SIPS+
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Scenario 3: Adding the existing Sub User as a Primary Registration user

Add existing Contact to the License as a “Sub User” which was already linked to the

License with different User type.
1. Click on License tab. Click on License Number

LARntAa SIPS+ Product Registration System

Home Accouts Urrse Contact Trmrsaction Joerme Cumermtssbon Merting

2. After selecting the license number you want to add a sub user to, the license record page will open.
Click “Add Sub User” button.

LAata SIPS+ Product Registration System
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SIPS — Add Sub User (Spirits and Non-Spirits)

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

Add Sub User

( .

Newr Sub Uses Cortlact

Cuisting S User Contaet '

4. Select “Existing Sub User Contact” from dropdown. Click “Next.”

Add Sub User

5. After clicking next the below page will open.

Add Sub User

Note: “Registration User Contact” field displays the list of Contacts which is already
linked to the respective License via License Contact
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Add Sub User

Add Sub User

7. User will be navigated to below page > Click “OK” button.

Add Sub User

[ Sus Lber Licness Contact Recond Created Sucosssfully ]

I
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Email will be sent to the existing Sub User
Email will be sent to the Sub User for whom the User is created.

[External] Sandbox: You have been created as a Sub User for the L—OOl- License

M

MLCCEQUOTE <MLCCEquote@Michigan.gov .-. ﬂ

® '° Sub User email ID

CAUTION: External email. Be cautious with links and attachments.
Hello Mew Subuser SubUser,

You have been added as a sub user in the MLCC SIPS+ for the Vendor and License , Vendor of
Spirits by ~ © 7 . Here are some helpful information

https://urldefense.com/v3/ https://mlcc--sipssit.sandbox.my.site.com/s/topic/ka03500000017nXQAQ/milogin-
access_;!10rxsNty6D4my|50Az 1XYIxDZz50208YXCOX leQifExZggsfloSSdQ3SSCiYZWI1EszNImvhzZKLs2Lou-

EU17 zga‘\"st'_ld Myjh7EOwWB9ndQgMALolS

prnducl i |C|rusNtvEde\rlSoAzl}(TlxDZzE}m DSY)CCDJ(IE'Q |fEijzgstoSqu3SSCH‘Z’WIES: MimvhzZKLs2Lcu-

EU17_zyaYsCldjMyjh7EQw89ndRAR2IgIS

Regards
SIPS+
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SIPS — Add Sub User (Spirits and Non-Spirits)

Scenario 4: Adding the existing Inactive Sub User as a Primary
Registration user

Add existing Contact to the License which was already linked to the License with same
User type but in “Inactive” status.
1. After selecting the license number, the license record page will open. Click “Add Sub User” button.

License
L" q\ [ Ads Contact User Begister Product W
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2. Select “Existing Sub User Contact” from dropdown. Click “Next.”

Add Sub User
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3. After selecting next, the below pop up will appear.

Add Sub User

Note: “Registration User Contact” field displays the list of Contacts which is already
linked to the respective License via License Contact

Add Sub User

Add Sub User
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4. User will be navigated to the below page. Click “OK” button.

Add Sub User

Acthvaten Fulibing L Ieerae Comact Susnesihilly
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Email will be sent to the inactive Sub User
Email will be sent to the Sub User for whom the User is created.

[External] Sandbox: You have been created as a Sub User for the L-(S L cense

MLCCEQUOTE <« MLCCEquote@Michigan.gov =

® '° "Sub User email ID A Ll

CAUTION: External email. Be cautious with links and attachments.

Hello

You have been added as a sub user in the MLCC 51P5+ for the Vendor
Spirits by |. Here are some helpful information

~. and License L-0 , Vendor of

'mi
access 'IOr:5Nt_v_ﬁ04m_y'gw?jSCa‘l’EVlfvurnlUICHVHKP till‘)lp O'vtnmwkthhO\l’eDquEiprsF[{_ haenfo-ro9d4-
f7wdkW_ONFvBxpwcdW3QXR8FqgS

https://urldefense.com/v3/ https://milcc--sipssit.sandbox.my.site.com/s/topic/ka0350000002GALOA2 /register-spirit-
product_ ;110rxsNEty&DAmy | 9w TiSCaYEVIfvomJU2ChWHKp t1)19ip OvtnmWkoFA2z0VeD5qxE1fGpsFXtGhaenZo-ro94-
f7wdkW ONFvBxpwedW3ITKONBESS

Regards
SIPS+
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SIPS — Add Sub User (Spirits and Non-Spirits)

Scenario 5: Creating a new Sub User where the contact and User exists in
Salesforce but is not part of the license contact for that license

Creating a new Sub User where the Contact record and user record does exist in

Salesforce.
To create a new Contact User, log into the SIPS system via MilLogin. For instructions on
how to create a MilLogin account and logging into MilLogin, click here.

1. Click on License tab. Once the list of licenses you are linked to appear, click on the license number
you would like to add a sub user to.

1. On clicking License Number, License record page will be opened > Click “Add Sub User” button.
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SIPS — Add Sub User (Spirits and Non-Spirits)

2. Select “New Sub User Contact” from dropdown > Click “Next.”

Add Sub User

6. On clicking Next, below page will be opened - Provide First Name, Last Name, MLCC Email, Preferred
Communication Method > Click “Save” button.
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Email will be sent to the newly created Sub User
Email will be sent to the Sub User for whom the User is created.

[External] Sandbox: You have been created as a Sub User for the L-000000025 License

M

MLCCEQUOTE <M LCCEquote@Michigan.gov m D n

® '° Sub User email ID

CAUTION: External email. Be cautious with links and attachments.
Hello New Subuser SubUser,

You have been added as a sub user in the MLCC SIPS+ for the Vendor and License L-00 . Vendor of
Spirits by |. Here are some helpful information

hitps.//uridefense com/v3/__https.//micc—-sipssit. sandbox.my. site com/s/topic/ka0350000001 7nXQAQ/ milogin-
access_ OrxsNty6DAmy|50Az 1XYIxDZ2250208YXCOXIeSifExZggsfloSSdQISSCIYZWIEsaNImvhaZKLs 2Lcy-
EV17_zyaYsCldiMyjh7EOw89ndQgMALoIS

https://urldefense.com/v3/ https://micc--sipssit.sandbox.my.site.com/s/topic/ka03S0000002GALQA2/register-spirit-
product 1OrxsNty6DAmy!50A21XYIXDZ250208YXCOXIe9ifExZggsfloSSAQ3SSCIYZWI1EszNImyvhzZKLs2Lcu-
EV17_z2yaYsCldiMyih7EOwBIndRAR2IgIS

Regards
SIPS+
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Scenario 5: Validation message if there are already 4 Active Sub user
exists for a License record

Creating a new Sub User where the License Record already have 4 Active Sub user
To create a new Contact User, log into the SIPS system (<<link to SIPS system>>) > Go to
the below Path as Spirit Registration User

1. Click on License tab > Click on License Number
LARA SIPS+ Product Registration System

Accoumnts Licrren Contiact Camn K Keport Comminsion Mesting

2. After selecting the license number the license record page will open. Click “Add Sub User” button.
LAnAa SIPS* Product Registration System :

1o Accouets

B 550000
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Note: User will get below error when the License Record is already linked with 4 Active
Sub user
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