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Brief Overview:  

In order to use the Lead Professional Portal a MiLogin account must first be 

created. By following the instructions in this guide, it will show you how to set up 

your account and gain access to the portal. You will find information on how to 

create your account, associate your account with a professional, firm, or training 

provider, renew your license, view or edit your contact information, submit 

notifications and pay fines. 
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Create a MiLogin Account 
Step 1: 

• Go to https://milogin.michigan.gov. 

• Select Create an Account. 

Step 2: 

• Enter your email address. 

• Click Next Step. 
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Step 3: 

• Enter the passcode sent to your email address. 

• Click Next Step. 

Step 4: 

• Complete your profile information by entering your first and last name. 

• Click the check box next to “I Agree to the Terms & Conditions.” 
• Click Next Step. 
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Step 5: 

• Enter your phone number for identity verification and account recovery. 

Step 6: 

• Select a verification method by clicking “Text Message” or “Voice Call.” 
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Step 7: 

• Enter the passcode sent to you via text message or voice call. 

• Click Confirm Passcode. 
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Step 8:  

• Create your User ID. 

*Note: Make sure to follow the ID Guidelines. 

• Click Next Step. 

Step 9: 

• Create your password. 

Note: Make sure to follow the Password Guidelines. 

• Click Create Account. 
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Step 10:  

• You have successfully created a MiLogin account. 

• Click the heading “Discover Online Services.” 

Step 11: 

• Once you get to the “Discover Online Services” page, you must scroll down to find the 

correct department. 

• Click the check box for “Michigan Department of Human & Health Services (MDHHS).” 
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Step 12: 

• Select the option “Lead Professional Portal.” 

Step 13: 

• Click “I agree to the Terms & Conditions.” 
• Click Add Service. 
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Step 14:  

• Now that you have added the Lead Professional Portal, click Launch Service. 

Step 15: 

• You should now be able to view what tasks you can complete within the Lead 

Professional Portal. 
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Associate With a Professional, 

Firm or Training Firm 
Overview: 

In the Associations and Renewals box, an individual can associate their account with a lead 

professional certification, firm certification or training provider certification. You will need 

names, certification numbers and other identifying information. Firms are able to associate 

individual employees to their account. 

Step 1: 

• To associate with a professional, firm or training firm, scroll down to the 

Associations & Renewals Box. 

• Click Add New Professional/Firm Association. 

Step 2: 

• A screen will pop up asking you to indicate the Identity Type. 

• You must select one of the options from the drop-down menu: Professional, Firm or 

Training Provider. 
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To Associate a Professional: 

• If you select Professional, you must enter your first and last name, date of birth and the 

last four digits of your Social Security Number (SSN). After entering your information, 

click Validate and Save. 

• After clicking Validate and Save, you will be directed to a screen where you can enter 

information such as physical addresses, phone numbers and email addresses. 
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• When returning to the home page of the Lead Professional Portal, the association 

should appear in the Associations and Renewals box. 

o In this box you will have the opportunity to renew your certification (See pg. 18 

for instructions), view or edit your contact information (See pg. 23 for 

instructions) or remove the association. 
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To Associate a Firm: 

• If you select Firm, you must indicate your Identifier Type by choosing Federal Tax ID or 

SSN and providing that number in the Identifier box. Next, enter your firm certification 

number. 

• After entering your information, click Validate and Save. 

• After clicking Validate and Save, you will be directed to a screen where you can enter 

information such as physical addresses, phone numbers and email addresses. 
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• When returning to the home page of the Lead Professional Portal, the association 

should appear in the Associations and Renewals box. 
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o In this box you will have the opportunity to renew your certification (See pg. 18 

for instructions), view or edit your contact information (See pg. 23 for 

instructions) or remove the association. 

To Associate a Training Provider: 

• If you select Training Provider, you must indicate your Identifier Type by choosing 

Federal Tax ID or SSN and providing that number in the Identifier box. Next, enter your 

training certification number. 

• After entering your information, click Validate and Save. 

• After clicking Validate and Save, you will be directed to a screen where you can enter 

information such as physical addresses, phone numbers and email addresses. 
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• When returning to the home page of the Lead Professional Portal, the association 

should appear in the Associations and Renewals box. 
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o In this box you will have the opportunity to renew your certification (See pg. 18 

for instructions), view or edit your contact information (See pg. 23 for 

instructions) or remove the association. 
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Renew Licenses 
Step 1: 

• Return to the Home Page and Select Renew Licenses in the Instructions box. 

Step 2: 
• In the Associations & Renewals box decide which certification 

(Professional/Firm/Training Provider) you would like to renew. 

• Click Renew. 
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Step 3:  

• You will then be directed to a page that displays your information. 

• Click Continue to License Renewal. 
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Step 4:  

• Next you will be directed to a page where you will start the renewal application. 

• Answer Yes or No to the questions and then check the box under Applicant Affidavit. 

• Click Continue. 

Step 5: 

• Select the fees you would like to pay by checking the box in the Apply To field, then click 

Continue. 
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Step 6:  

• Next you will be directed to the MDHHS Lead Fee Payment website. 

• In the Choose Method of Payment Box, select your payment type, then click Next. 

Step 7: 

• Next you will be directed to the MDHHS Lead Fee page to pay your certification fee. 

• Enter your billing address and payment details, then click Next. 
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Step 8:  

• Next you will be directed to the Payment Review page. 

• Verify the information is correct and click Pay Now. 

Step 9: 

• Next you will be directed to the Payment Results page. 

• Here you will view the confirmation of a successful payment. 

• Click Exit to leave the page. 
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View/Edit Contact Information 
Step 1: 

• Return to the Home page and select View/Edit Contact Information. 

Step 2: 
• Select which association (Professional, Firm or Training Provider) you would like to view 

or edit contact information for in the Associations and Renewals Box. 

• Click View/Edit Contact Information. 
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Step 3:  

• You will be directed to a page where you can edit your contact information, addresses, 

phone numbers and email addresses. 

• You can add and delete information. 

• For example, if you would like to add a new phone number, select Add New Phone. 
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• A box will pop up and you will enter a new phone number and indicate which type of 

number it is (Work, Cell, Home or Fax). 

• Click Save. 

• You will then see the new phone number added to the Phone Numbers section of the 

Contact Information page. 
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Submit Notifications 
Step 1: 

• Return to the Home page and select Submit Notifications in the Instructions box. 

Step 2: 
• To Submit a Notification, click on the “Add New Notifications” button and select either 

Investigation Notifications or Abatement Notifications. 
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• To submit an Investigation Notification, complete all required fields (*) and if possible 

complete all fields not marked with an asterisk. 

• Click “Add Investigation Activity.” 
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Step 3:  

• To submit an Abatement Notification, complete all required fields (*) and if possible 

complete all fields not marked with an asterisk. 

• Click “Add Abatement Activity.” 
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Pay Fines 
Step 1: 

• Return to the Home page and select Pay Fines in the instructions box. 

Step 2: 

• To pay a fine, click on the Pay Fine button. 

• Next you must enter your case number in the textbox and click continue. 
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Step 3:  

• A screen will pop up asking you to confirm case details, and you must select Yes or No. 

Step 4: 

• You will be directed to a page where you will select which specific fines you would like 

to pay. 

• Check the boxes you would like to apply payments to and then click Continue. 
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Step 5:  

• You will be directed to the MDHHS Lead Fee Payment website. 

Step 6: 

• Choose your method of payment by selecting between the two options, then click Next. 
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Step 7:  

• You will be directed to a page where you will enter your payment information to pay 

your fines. 

• After entering your information, click Next. 

Step 8: 

• Next you will be directed to the Payment Review page. 

• Verify the information is correct and select Pay Now. 
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Step 9:  

• Next you will be directed to the Payment Results page. 

• Here you will view the confirmation of a successful payment. 

• Select Exit to leave the page. 
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