Healthy Homes and Lead Poisoning Surveillance System (HHLPSS)

Job Aid 1.2: Getting A WILMS Account

As a local health department staff who will be using HHLPSS for your work, you will need a Wisconsin Logon
Management System (WILMS) account before you can register to access HHLPSS. You may already have a
WILMS account if you access another state data system.

Do you already have a WILMS account?

Yes: If you already have a WILMS account, all you need to do is contact the Department of Health Services
(DHS) HHLPSS coordinator and provide your WILMS account logon information. The coordinator will add you
to the HHLPSS application. The HHLPSS coordinator contact information is provided in Step 5 of this job aid.

No: If you do not have a WILMS account, follow the steps below to acquire one.

Setting up a WILMS account

Step 1: Go to register.wisconsin.gov. Click on the Self Registration link under the header “Sign Up for your
DOA/Wisconsin Logon.”
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DOA/Wisconsin Logon Management System

Tha DOA/Wisconsin Logon Managemant System allows authonzed individuals to access many
DOA Internet apphcations using a single 1D and passwerd. When access to information or
services is restncted to protect your privacy of the privacy of others, you will be asked to
provide your DOA/Wisconsin Logon and password. Your DOA/Wisconsin Logon and password
venifies your identity so that we can provide you with access o your information and services
and prevent access by unauthonzed mndriduals,

User Acceptance Agreement

ﬂe:sn note that onr,u certain types of information will be stored in your user profile, as described in the User
. Your user profile will never contain records such as driving history, tax information,
memnlovﬂlen( conloensauun wahicle registrations of prison records.

Sign Up for your DOA/Wisconsin Logon

Saif Registration (Request a DOA/Wisconsin Logon and Password.)
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HConsn Logon, This is your key to doing secure business

Change / Update Your Information

Profils Managemant allows you to change your account information, e-mail address and other information.
Change Your Password

Password Managament alows you to change your password.

Step 2: Read the “User Acceptance Agreement” and click the Accept button.
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Self Registration

Walcome to the DOA/Wisconsn Logon self registration process. Self Registration allows you to | :
create your personal DOA/Wisconsin Logon. This is your key to doing secure business with the | :
Department of Waorkforce Development over the Intemet.

Requesting a DOA/WIisconsin Logon and Password

You will submit your contact Onca you will s9e 3 confi

Starting the Self Registration Process

To begn, you must read the User Acceptance Agreement below and chck Accept at the bottom of the page to agree

to the terms of the e pokcy. IF you do ot Sl the terms, chek Dechne.
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JOB AID 1.2: Getting A WILMS Account

Step 3: Fillin the required fields marked with a red asterisk (*) to create your account. Select HHLPSS from the
menu in the “Systems You Will Access” box.

Account Creation

¥ rdicstes Requirsd Fiels

Profile Information

First Name | |
Middle Initial | |

Last Name | -
Suffix jl

E-Mail [ ] =

Use this format 6085551234

Phone T e ]

Mailing Address

Street Addressl |
City [ |
State/Province | ~|
Zip Code [ ]- [

Systems You Will Access

Use your mouse to highlight the system that you want to access.
DHS Approval Mansger
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Account Information

Your Logon ID must be between 5-20 characters and CAN be a combination of letters and
numbers. Your Logon ID must not contain spaces or special characters.

Logen ID | =

Your Password must be 7-20 characters long and MUST contain a combination of letters and
either numbers or special characters (except the @ ? / signs). Passwords are case sensitive.
Your Password cannot contain the Logon ID.

Pmmswzed Tigs

Password |

Re-enter | ] -
Password

Logon ID/Password Recovery
Enter a question and answer for use if you forget your DOA/Wisconsin Logon ID or
Password. Your Secret Question and Secret Answer cannot contain your password.

Secret |
Questi =
Secret Answer | | =

Verification

This step helps prevent automated registrations.
If you cannct see the rumber Below gick hers .

Tt -
=)=

Step 4: After completing all required fields, click the Submit button.

Step 5: Your WILMS logon ID now needs to be added to HHLPSS. Contact the DHS HHLPSS coordinator at
608-266-6762, or email DHS Lead Poisoning Prevention to provide your WILMS logon ID.

Step 6: Instructions for logging in to HHLPSS are in the Job Aid 1.3: Logging into HHLPSS (P-02299-1.3).
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