Instructions for User Maintenance System
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Each court administrator shall use the User Maintenance system on the Michigan Court Application Portal
(MCAP) to add new employees, remove employees no longer with a court, and to make changes of current
court employees' access rights as responsibilities change within a court.
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Instructions for User Maintenance System

Detailed Instructions: Logging on to MCAP

How to obtain access to User Maintenance

In order to submit an access request for an employee, you must have User Maintenance access to log on. If
you do not have access to the User Maintenance applications, or have forgotten your user name and
password, please contact the Data Projects Coordinator at 517-373-5538, or e-mail at

SCAQO App Info@courts.mi.gov.

How to log on to User Maintenance

Step 1: Go to http://courts.mi.gov/mcap on your internet browser.
Step 2: Select User Maintenance from the Applications list.
Step 3: Click Go.
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To report problems with the Michigan Court Application Portal, plesse visit our Help Desk
This site has been optimized for Microsoft Internet Explorer 5.x and ahove.

Toolbar Menu
The following pages provide step-by-step instructions for each selection on the toolbar menu.

) Logout

' MichipgCourt ~ MCAP User Maintenance
Application Portal

Welcome, Lili Escobedo
Applications v New Request Report Ltilities v

User Maintenance



mailto:Marchlewiczl@courts.mi.gov
http://courts.mi.gov/mcap

Instructions for User Maintenance System

Detailed Instructions: Generating Output an Report

How to generate a detailed report

Before you enter a new employee, remove an employee, or request access changes for a current employee,
you should generate an output report. The report will list all authorized users of MCAP applications for
court.

Step 1: Click Report from the toolbar menu.
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Please Note: The people listed in the Employee drop-down are either court employees or county employees associated with the
court. They don't necessarily have MCAP access. To view MCAP users from your court(s), click Report on the menu
above.
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To report problems with the Michigan Court Application Portal, plzase visit our Help Desk

Step 2: Review list of authorized users for your court.
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To report problems with the Michigan Court Application Portal, please vist our Help Desk
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Detailed Instructions: Adding a New Employee

How to submit new employee information
To add new employee

Step 1: Click New Request on the toolbar menu.
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Step 2: Select Organization Where Employee works from the drop-down list.
Step 3: Select Site Where Employee Works from the drop-down list.
Step 4: Click New Employee.
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Please Note: The people listed in the Employee drop-down are either court employees or county employees associated with the

court. They don't necessarily have MCAP access. To view MCAP users from your court(s), click Report on the menu
above.

To report problems with the Michigan Court Application Portal, please visit our Help Desk
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Step 4: Fill in each cell with the new employee's information.
Step 5: Check the box if the new employee should be added to SCAO mailing list.
Step6: If the new employee is replacing someone, please add that information in the cell provided.
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