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[bookmark: _I._Login_to][bookmark: _I._Provider_Applicant]I. Organization Admin Receive an Email to Assign a Role to the Applicant.
Trigger: User registration request generates the email notification to the organization administrator.
      Organization Admin (you) receives the following email notification.

1. Select the Here  link to assign a role (Refer to Snapshot# 1).
2. The system directs you to the “MHAS IPortal” Login screen.

Snapshot# 1
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II Organization Admin Login to LACTS Application
[bookmark: _Step_1:_Login]Step 1: Login to MHAS IPortal
1. IPortal Login Screen - Enter your User ID (email address) and Password.
2. To complete the Captcha verification, mark the checkbox for "I’m not a robot." 
3. Click the Login button. The system directs you to the IPortal dashboard (Refer to Snapshot# 2)











Snapshot 2
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Step 2: IPortal Dashboard
1. After logging in, the user navigates to the IPortal Dashboard.
2. Select the LACTS (Organization Administrator) icon under "My Applications" label of the I-Portal Dashboard (Refer to Snapshot# 3).

    Snapshot# 3
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[bookmark: _Toc450815055]Step 3: IPortal Dashboard
1. Click the “Admin” menu tab. 
2. Select the “Users” option in the drop-down. The system directs you to the “Users” screen (Refer to Snapshot# 4).
Snapshot 4
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    Step 4: IPortal ‘User’ Screen
1. Enter at least one search criteria for search users. In the snapshot below, an email address (the same email address that is captured in the email you received) is entered in the search criteria.
2. Select the Search button. The ‘List of Users’ table appears in the Search Results.
3. Select the ‘Assign Role’ link. The system navigates you to the ‘Assign Role’ screen (Refer to Snapshot# 5)
Snapshot# 5
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    Step 5: IPortal ‘Assign Role’ Screen
1. In the ‘Application’ drop-down, select the ‘LACTS’ application. The organization drop-down appears (Refer to Snapshot# 6).
2. Now, select the organization (same organization name and address mentioned in the email you received) in the drop-down. The system prompts you to select the role (Refer to Snapshot# 6).
3. Mark the checkbox for the ‘Applicant’ role (Refer to Snapshot# 6).

















Snapshot# 6
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4. Click the Submit button. You will be navigated back to the IPortal Dashboard (Refer to Snapshot# 3)
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Dear Administrator,

The following individual has requested access to LACTS

Applicant Name: Ritik Singh
Applicant e-mail address: r59925886@gmail com

Organization name/address: Empowering Integrated Care Solutions, LLC, 23215 Commerce Park Rd., Suite 306
Organization phone: (546) 545-6465

The Organization Administrator's User Guide contains instructions for verifying the identity of the applicant and assigning him/her the appropriate role within LACTS
(Licensure and Certification Tracking System).

Click Here to access the Administrator's User Guide: Administrator's User Guide.

cncko assign role

Should you need assistance, please contact the OhioMHAS help desk at (614) 466-1483 or MHAHelpdesk@mha_ohio. gov.

Thank you,

hio; MHAS
4\" Promoting wellness and recovery

Please do not reply to this e-mail, as this is an automated account which is not monitored.
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