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Step 1:  Go to the Registrar Webpage
To create a user account, go to https://prod.ada.ohio.gov/Registrar/.  Alternatively, you may go to the OhioMHAS Application Login Portal (https://prod.ada.ohio.gov/Turnstile/) and click the “Click here if you currently do not have an account but would like to create one” link.
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Step 2:  Fill In Basic Account Information
Once you get to the Registrar, you will be able to enter some basic account information.  The fields marked with an asterisk are required; the fields without an asterisk are optional.  

Please note that you may only register one user account per e-mail address.  If you have already registered an account but have lost the details, please contact MHAHelpdesk@mha.ohio.gov and the OhioMHAS Help Desk will help you find your account information.

[image: image2.png]OhioMHAS Registrar

Documentation
’7Re istrar Documentation: How To Create A New Account - Last updated 02/15/2011

| Basic User Info.

Usemame:*

Salutatior Select a Salutation [~

First Name:*

Middle Initial:

Last Name:*

Phone Number:* ext,

Phone Type:  Fax -

Title:

Email:*





Once you fill out the information on this page, click “Next Step” to go to the next step.

Step 3:  E-Mail Confirmation

After you click the “Next Step” button, you will receive an automated e-mail confirmation message.  In this e-mail, you will see a generated code.  For example, in the e-mail below, the code is 9KCH89NM.
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To: john smith@yahoo.com

Sent: Thursday, August 22, 2013 8:14 AM

Subject: OhioMHAS Registrar Email Confirmation

‘This message has been sent on behalf of jimmy john (john.smith@yahoo.com).

‘This email has been sent to validate the email address you provided in the OhioMHAS Registrar application.
The following code has been generated: BNBEBDCX. Please type this code in the email confirmation code textbos to continue registering.

You may alternatively go to the following link: http://localhost/FoundationRegistrar/Default.aspx?Userld=eSec2e3a-2832-4012-8¢00-
2f6088edace9&ConfirmationCode=BNBEBDCX

Thank you,

Ohio Department of Mental Health and Addiction Services
30 W. Spring Street

Columbus, OH 43215




Enter your generated code into the “Confirmation Code” box to continue.  In the event that you need to come back to the registration process later, or you do not get your automated e-mail in a timely manner, you can also click the associated link in the e-mail to bring you back to the registration process.
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A confirmation code has been generated and will be sent
t0 the e-mail address you supplied. Note. It may take a
few minutes before you see the e-mail in your inbox. It
‘may also arrive in your spam folder. Please enter the.
code you received into the confimmation code textbox
below. For security purposes, if the code isn't entered
in one hour your current session will end. Alternatively,
the e-mail will contain a link you may use to return to.
this page at a later time.

Confirmation Code:




After you enter the confirmation code, click the “Submit Code” button to continue.  Once you do this, you will be asked to enter a password.

Step 4:  Selecting a Password
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Enter your desired password into both boxes and click the “Next Step” button.  Your password must be at least six characters long and ideally should be a mixture of upper- and lower-case letters, numbers, and symbols (such as !, @, #, and so on).

After you create an account, you may change the password at any time by going to the User Management application.

Step 5:  Creating Challenge Questions

After you create a valid password, you will be asked to fill in three challenge questions and answers.  These are used as an additional layer of confirmation when you try to access Production applications.  You may select whatever challenge questions you want.  Each question must be more than one character in length, and you may not repeat challenge questions or answers.
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After you have come up with your own unique challenge questions and responses, click the “Next Step” button.  At this point, you will need to answer your challenge questions.
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In the event that you do not answer any of your challenge questions correctly, you will be required to re-enter all three challenge questions and responses.
Once you have answered all of your challenge questions, click the “Submit Answers” button.

Step 6:  Selecting an Organization

The final step in registration is to select an organization with which you would like to be affiliated.
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First, select an organization type.  Once you do this, you will be prompted to select an organization. 
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If you select a Provider organization type, you will be asked to select an Owner before you are able to select an organization.  This helps narrow the number of organizations through which you will need to scroll.  After selecting an owner, you will then be able to select an organization.
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Once you have selected an organization, click the “Select Organization” button.  Once you do this, a list of applications will display.  Check the boxes for the applications for which you would like access and then click “Submit Request.”

If you have made a mistake in selecting your organization, you may change the organization type or organization and click “Select Organization” again.  
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Please note that the list of applications you see depends on the organization with which you wish to affiliate, and the list will look different than the list above—this is test data.

After you click the “Submit Request” button, you will be prompted to click the “Finish” button.
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Click the Finish button to create your new account. You shall subsequently receive an email confirmation.




Once you click the “Finish” button, your user account will be created and you will be taken to a page where you may log in.  You will automatically gain access to the User Management application, from which you may request access to other organizations and manage your account details.  You will also receive an e-mail confirming your account’s creation.

Additional Questions?

If you have any additional questions or would like further assistance, please contact your Regional Coordinator, or the OhioMHAS Help Desk (MHAHelpdesk@mha.ohio.gov). 

