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A. Obtaining a Digital ID

The new SOI Directory Application runs under CMS Application Manager. Coordinators will be
permitted administrative rights to add, change, and delete directory listings and must have Digital 1Ds
to use the Application. If you do not have a digital ID please follow the steps below:

1. Open a Browser.

2. Type http://www.cms.portal.il.gov in the address line.
3. Click Go.

4. The CMS Application Manager Page will appear:
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5. Click on the digital identification link (appears in first paragraph).
6. The state of Illinois Digital Certificate Subscriber Agreement page will
appear:
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7. Scroll down to read the entire agreement. [Note: To continue and obtain a Digital
ID, you must accept the terms and conditions.]
8. Click “Accept” and the State of Illinois Digital Identity Registration page will appear:
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9. Allfields are required and must be completed.

10. Scroll down to read the entire form. [You need a valid IL Driver’s License or IL
Photo Identification Card to complete the form.]

11. Click “Submit” button when finished.

12. Return to CMS Application Manager page to log in with your new Digital
Identification.
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B. Logging In
1. Open an Internet Browser.
2. Type http://www.cms.portal.il.gov in the address line.
3. Click Go.
4. The CMS Application Manager Page will appear:
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5. Enter your Username and Password. [Note: If you have not previously used any
CMS web applications, you will be transferred to the User Profile screen. See
Section C (page 5) for Updating User Profile and requesting access to the SOI
Directory Application .]

6. The following CMS Application Manager Screen will appear.
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7. Click on lllinois State Telephone Directory Admin link on the left hand side of
the screen under Administration. Click on the “+” in front of Administration.
[Note: If you do not see the link, skip to instructions for Updating Application
Manager User Profile.]

C. Updating Application Manager User Profile
If you do not have access to this Application, follow the steps below:

Login to CMS Application Manager by Opening an Internet Browser.
Type http://www.cms.portal.il.gov in the address line.

Click Go.

The following CMS Application Manager page will appear:

POONMPE
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5. Click on User Profile on the left hand side of the page. The following
screen will appear:
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Scroll down to view entire form. A list of authorized applications appears in
addition to an area for requesting access to additional applications.
Check the “New” box.
In the Application Name/Description field, type in:
Illinois State Telephone Directory Admin
Click the “Save” button.
The following popup screen will appear.
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11. Click the “OK” button.

12. Logout of CMS Application Manager by clicking logout link on the left hand
side.

13. If your agency has a designated IT Security Coordinator/Manager, he/she will
send an email confirmation that your access to the Application was granted. If
your agency does not have a designated IT Security Coordinator/Manager, you
will receive Application access confirmation from a CMS Web Services staff
member.



