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1. Introduction

This document provides detailed step-by-step instructions for end-users to access SIS through
Azure.

The following are the targeted audience for this document:

e SIS External B2B Users
e SIS External Guest Users

Detailed instructions have been provided for:

e First-time account creation
e Subsequent login process
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2. SIS External B2B User Login

First-time Login

Follow the instructions given below to access SIS. This process will take approximately 7-10
minutes to complete.

Open your inbox. Click ‘Get Started’

Note: If you are unsure that you might have not received the email in your inbox, please check

‘Junk/Spam Folder’ before contacting the GDSP Program Administrator.

You've been invited to access applications in the

CDPH External Programs organization
by

Click here

Y

Return to the above link at any time for access.

This email has been sent on behalf of at

CDPH External Programs. Please act on this email only if you trust the CDPH External Programs organization. This email
may have advertising content. You can unsubscribe from future invitations from the CDPH External Programs
organization at any time. See Microsoft organization privacy statement to learn more about how Microsoft handles
your data.

Fadilitated by : Microsoft Corporation, One Microscft Way, Redmond, WA 38052

m Microsoft

Figure 3.1 Email Invitation
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2. Click on your account, if you're already logged in using your organization’s computer

3. Click ‘Accept’

Y ‘M
:ﬂwu

Pick an account

@cdph.ca.gov

+ Use another account
)

Click here if you want to login
with a different email address

Figure 3.2 Login Page

i

Review permissions

T

The organization TEST Tenant -California
Department of Public Health would like to:

\v Sign you in
v Read your profile info

You should only accept if you trust TEST Tenant -California
Department of Public Health. By accepting, you allow this
organization to use your information in accordance to their
policies. TEST Tenant -California Department of Public
Health has not provided links to their terms for you to
review. TEST Tenant -California Department of Public Health
may view and manage any data you create in the organization,
and manage your access to the service. You can remove these
permissions at https://myapps.microsoft.com.

Click here

Figure 3.3 Review Permissions
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4. You will see the dashboard, with the applications that you’re eligible to access. Click ‘SIS’

3G B

Apps
Click here

o -

Q : o

Figure 3.4 Azure Application Dashboard

5. You will see SIS Warning Page

Warning

This is a State of California computer system that is for official use by
authorized users and is subject to being monitored and/or restricted at
any time. Unauthorized or improper use of this system may result in
administrative disciplinary action and/or civil and criminal penalties. By
continuing to use this system you indicate your awareness of and consent
to these terms and conditions of use. LOG OFF IMMEDIATELY, if you are
not an authorized user or you do not agree to the conditions stated in this

warning.

(T Agree |
O

Click here

Figure 3.5 SIS Landing Page
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Subsequent Login

Follow the instructions given below to access SIS as a user from external organization.
This process will take approximately 4-6 minutes to complete.

1. Type https://sis.cdph.ca.gov/sis/ in your browser

2. Click on the B2B organization account

ole N
13‘1\ .

Pick an account

@cdph.ca.gov

+ Use another account
)

Click here if you want to login
with a different email address

Figure 3.6 Login Page

3. You will see SIS Warning Page

Warning

This is a State of California computer system that is for official use by
authorized users and is subject to being monitored and/or restricted at
any time. Unauthorized or improper use of this system may result in
administrative disciplinary action and/or civil and criminal penalties. By
continuing to use this system you indicate your awareness of and consent
to these terms and conditions of use. LOG OFF IMMEDIATELY, if you are

not an authorized user or you do not agree to the conditions stated in this
warning.

[ iame |
0

Click here

Figure 3.7 SIS Landing Page
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3. SIS External Guest User Login

First-time Login

Standard login process to access SIS when a SIS External Guest User logs in for the first time.
This process will take approximately 10-12 minutes to complete.

1. Open your inbox. Click ‘Get Started’

Note: If you are unsure that you might have not received the email in your inbox, please check
‘Junk/Spam Folder’ before contacting the GDSP Program Administrator.

You've been invited to access applications in the

CDPH External Programs organization
by

Click here

¥

Return to the above link at any time for access.

This email has been sent on behalf of at
CDPH External Programs. Please act on this email only if you trust the CDPH External Programs organization. This email
may have advertising content. You can unsubscribe from future invitations from the CDPH External Programs
organization at any time. See Microsoft organization privacy statement to learn more about how Microsoft handles
your data.

Fadilitated by : Microsoft Corporation, One Microsoft Way, Redmond, WA 98052

& Microsoft

Figure 4.1 Email Invitation
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2. You can enter a password completely different from your email account. Note that you must
use this password whenever you are asked to login to SIS. Click ‘Next’.

S Microsoft

Create account

Looks like you don't have an account with us. We'll
create one for you using gdsptestuser@gmail.com.

Next
Y

Click here

Figure 4.2 Create Account

3. Type a password. Make sure it conforms to Microsoft Password Policy, given below.
o A minimum of 8 characters and a maximum of 16 characters.
o Strong passwords only: Requires three out of four of the following:

« Lowercase characters

e Uppercase characters

e Numbers (0-9).

e Symbols (see below)

e @H#S WU N&*-_1+=[1{}|\:",.2/ ~"“();

] o
a5 Microsoft
€ gdsptestuser@gmail.com

Create a password

Enter the password you would like to use with your
account.

sesssnnee

EE=YN

Click here

Figure 4.3 Create Password
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4. Verification code will be sent to the User’s Email Inbox. Copy code onto the SIS Landing Page.
Click ‘Next’

B® Microsoft

< gdsptestuser@gmail.com

O — Verify email

Microsoft account team

Enter the code we sent to

Microsoft account gdsptestuser@gmail.com. If you didn't get the
i ; amat] mlle email, check your junk folder or try again.

Verify your email address in -

Enter code o Enter Code from your email

mail address use this security code: 4310

« Send me promotional emails from Microsoft

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

6 Click here

Figure 4.4 Verify Email
5. Review permissions and Click ‘Accept’

BY Microsoft

@gmail.com

Review permissions

PublicHealth

The organization would like to:

v Sign you in
v Read your profile info

You should only accept if you trust .By
accepting, you allow this organization to use your information
in accordance to their policies. Read s privacy
statement may view and manage any data you
create in the organization, and manage your access to the
service. You can remove these permissions at
https://myapps.microsoft.com.

Y

Click here

Figure 4.5 Review Permissions

10
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6. Click on ‘SIS’ Application Icon.

Apps
Click here

o

Figure 4.6 Azure Application Dashboard

7. You will see the SIS Warning Page

Warning

This is a State of California computer system that is for official use by
authorized users and is subject to being monitored and/or restricted at
any time. Unauthorized or improper use of this system may result in
administrative disciplinary action and/or civil and criminal penalties. By
continuing to use this system you indicate your awareness of and consent
to these terms and conditions of use. LOG OFF IMMEDIATELY, if you are
not an authorized user or you do not agree to the conditions stated in this
warning.

[ 1 Agree
¥

Click here

Figure 4.7 SIS Landing Page
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Subsequent Logins

Standard login process to access SIS when a SIS External Guest user logs in subsequently. This
process will take approximately 1-3 minutes to complete.

1. Type hitps://sis.cdph.ca.gov/sis/ in your browser
2. If your account is not listed, click ‘Use another account’

OB
JCBPH
Pick an account

@cdph.cagov :

+ Use another account
L¥)

Click here if you want to login
with a different email address

Figure 4.8 Login Page

3. If you clicked ‘Use another account’, enter Email Address and Click ‘Next’

BS Microsoft
Sign in

o Enter your email address

Can't access your account?

No account? Create one

Back {b]

Click here

Figure 4.9 Sign in - Email Address
12
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4. Enter password, Click ‘Sign In’

B® Microsoft

@gmail.com

Enter password

— @ Enter password

Keep me signed in
Forgot my password
Sign in with a different Microsoft account

| _sonnffl)

e Click here

Figure 4.10 Enter Password

5. You will see the SIS Warning Page.

Warning

This is a State of California computer system that is for official use by
authorized users and is subject to being monitored and/or restricted at
any time. Unauthorized or improper use of this system may result in
administrative disciplinary action and/or civil and criminal penalties. By
continuing to use this system you indicate your awareness of and consent
to these terms and conditions of use. LOG OFF IMMEDIATELY, if you are

not an authorized user or you do not agree to the conditions stated in this
warning.

(L ngrme
O

\J

Click here

Figure 4.11 SIS Landing Page
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