Creating Sub-Accounts

Sign in using your MHCA member Username and Password. If you do not remember your
password, you may either contact the association office to have it reset or you may reset it by
clicking on “forgot my password”. On the MHCA home page (www.mohealthcare.com) click on
Sign-In as indicated by the yellow arrow in the screen shot below:
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Once you've successfully signed in, you should now be on your main profile page (as seen in
the screen shot below). Click on Manage Profile as indicated by the yellow arrow:
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Click on Sub-Accounts as indicated by the arrow:
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Next, click on the Create Sub-Account as indicated by the arrow:
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You will get a pop-up advising you that you will now be signed out of your account. Click OK as
indicated by the arrow:
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Next, select the Member Type of the individual you want added as a sub-account to your facility
or corporation. (Facilities under the same corporation are already connected to their

corporation).
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Next, create a username for the account and enter in the person’s first and last name. Click on
Continue:
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Next, you must fill in every field with a red asterisk (*) next to it. At the bottom, click submit. If
any field required was left blank, a page will appear informing you of the fields that need to be
completed with a link to go back: (Do not click the browsers back button)
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If every required box is filled in when the submit button is clicked, you will receive a Thank You
page for registering. The MHCA staff will receive a natification that a member has requested
access. Once MHCA staff approves the submission, the individual will then have access to their
account. The individual may change their password and user ID if they wish after they log in for

the first time:
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Thank You for Registering

Thank you for registening as a member. Please take some time to explore all this site has to offer. We welcome feedback and trust you will enjoy this community experience
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