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i}{%{m Changing Your SIS Password

(if you have your old password)

1) Open the SIS Portal page at http://www.cdph.ca.gov/programs/GDSP/Pages/SIS.aspx.

2)  Click the Change Your Password link (or https://www.ext.dhs.ca.gov/iisadmpwd). The following login
TOPICS: box will appear:

. Changing your
SIS password

vy, ext, dhs.ca,.gov

. SIS Don’t Do’s

User name: [4 |
. Helpdesk Role Password: |

™ Remember my password

ok | Cancel

3) Enter your user name and old password.

4) The DHCS Internet Service Manager page will be displayed. Enter your old password, new

The mission of the .
password, and confirm new password. Please note: Your password must contain at least 9 charac-

Genetic Disease ters with a number or symbol and at least one uppercase letter. You cannot use a password that

Screening Program is you have previously used.

“To serve the people

. J
of California by DHCS Internet Service Manager
reducing the Passwords must be 9 characters or more and contain at least:
emotional and o 1UFPERCASE
o 1lowercase
financial burden of » 1 mumeric character
disability and death NOTE: Do not use a space or a tumber as the first character of your password,

caused by genetic and

Drotrain Idhsextra
congenital disorders.”

User name ||

CldiTemporary password I—

Hew password I
Confirm new password I

Submit I Cancell Clear Farm |

SIS Helpdesk:
510/307-8928

5) Click Submit. You will receive a page that says password changed successfully. DO NOT HIT
THE BACK BUTTON! You must close the browser window and open a new window.

6) Go to the SIS portal page and click on the Update Your Personal Information link (or go to:

https://www.ext.dhs.ca.gov/useradmin/). Make sure your information is correct. If you make
any changes be sure to click the update button.

7)  You may now use your new password to access the SIS application.
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Lost or Forgotten Password

DISEASE If you have lost or forgotten your password, there are two ways to obtain a new password.

SCREENING . .
PREERA N 1) On the SIS Portal Page, click the Forgot Your Password link (or go to:

https://www.ext.dhs.ca.gov/passadmin/). You will see the following page:

Department of
Health Care Services

Please enter vour login name, select the secret question and enter the answer to your secret question.
Tour login name 15 the username that you enter when you access an application

The mission of the Broght Fne |
Genetic Disease Select your Secret Question What is the city you were bom in?

What is your pets name?

Screening Program I ‘What is your favarite past-time?
Where did you first meet your spouse?
Who was your childhood hero?

“To serve the people of ¥
California by reducing Terret Anower

the emotional and
Get Mew Password

financial burden of

disability an death

caused by genetic and

congenital disorders.” a. Enter your login name (SIS username), select your secret question (you must
remember which question you selected when you initially created your profile),
enter your secret answer and then click Get New Password.

b. Your password will be emailed to the email address in your Personal Profile
(See Step 8 above).

2) If the above steps don’t work, call the SIS Helpdesk at 510/307-8928 and they will send you a
new password via email.

a. You will receive 2 emails from the Helpdesk. The first message is that an
encrypted email has been sent, and you must open an attachment to register
with the encryption server to retrieve your secure messages. You will then
receive an encrypted email with your user name and temporary password.
Proceed with the following directions after receiving the emails:

e When you receive the email, please disregard the “dhsextra\”
before your user name when you log in. Use only your user name.

e Copy the temporary password from the email. After copying the
password, click on the link in the email (https://www.ext.dhs.ca.gov/
iisadmpwd).

e Go to Step 3 on page 1 (changing your password) and follow the
remaining directions in changing your password. The ‘old’ password
will be the ‘temporary’ password you just received.
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Don’t Do’s in SIS

wigELELE Don’t check the ‘Remember Password’ box. It violates the security agreement you signed
SCREENING
PROGRAM for the SIS application.

=

Il

dhsextra

User name: [ |
Passward:

¥ Remember my password

Don’t hit the back button at any time! Close Internet Explorer and then open a new browser

window.

Don’t request a password unless you are able to change the temporary password you will be

given from that request within 28 hours. If you don’t change your password, your account will be
disabled, prompting you to have to call the Helpdesk to reset your password again.

SIS:

Don’t share your username and password with anyone. Again, doing such violates the security

s .
creening agreement you signed for the SIS application.

Information Don’t use one username and password per office to log into the SIS application. It violates the

System security agreement you signed for the SIS application.

Role of GDSP Helpdesk

® [T Support for Genetic Disease Internal Users

®  First level support for SIS:
¢ Reset passwords
User administration (entities, security, etc.)
Initial problem triage
Holding tank issues
Birth-weight problems

® Not a GDSP Helpdesk Role — PLEASE CALL A PROGRAM STAFF:

O Error/Incident troubleshooting
¢ SIS Application modifications

California Department of Public Health

Genetic Disease Screening Program

850 Marina Bay Parkway The mission of the Genetic Disease Screening Program is
Richmond, CA 94804 “To serve the people of California by reducing the
emotional and financial burden of disability an death

Helpdesk: 510/307-8928

caused by genetic and congenital disorders.”
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