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Before you begin notes:

Preferred Web Browser is Chrome or Microsoft Edge. Other browsers may work, but at random,
have small screen anomalies.

Note if MiCIL hangs or doesn’t load:

MiCIL is a web-based system loaded in your cache.

1. Close ALL browser windows and reopen your browser or use the other browser- if in Chrome switch to
Edge and vise versa.

2. Press Crtl key + F5 to reload your session or follow browser instructions to clear your cache.

Browsers will update from time to time, you may need to click a Update button in the upper right corner.

Multiple Screens Allowed:

MiICIL is a web-based system loaded in your browser, you can open MiCIL in multiple windows and thus
have Reports open in one browser tab, People Search in another, and Staff Center in a third tab for
example.

Note on Saving Fields in MCIL Envision:
MICIL automatically saves a field once you take focus off that field. Examples:
e Press TAB key to save and move to the next field.
e Press Enter key in a Dropdown to save selection, while you are on that field.
Note: You will only find a save button in the Administrator’s Manage Staff area where you must click
save. Otherwise, there are no save buttons because MiCIL saves when you leave the fields.

Pop up windows/screens are closed by clicking:
e aClose button in the bottom right corner or the X in the upper right corner.
e pressing Alt key + B is the shortcut for BACK and it will close the window for you.

Spell Check:

MICIL is a web-based application and will use the web browsers spell check functionality.

Drop down Fields:
90% of your lists are configurable by your Administrator using the ‘Manage Lists’ menu option from the
ADMIN Menu bar.
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How to Create Shortcut and set up Spell Check settings in Google Chrome

Click the three little dots in the top right corner of Chrome and...

» [ All Bookmarks

Next, click ‘Save and share’ to Create a shortcut...
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Install page as app... will create a shortcut to open MiCIL in its own window: This is preferrable for JAWS

Install this page as an app

Apps open in a window
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secure.micil.com




Click the three little dots in the top right corner of Chrome and...
Click Settings for Spell Check... Choose Languages and make sure Basic Spell check is on.

B  Find and edit >

[  save and share 4

B More tools L4
\@ Help »

#  settings h

3 Exit

® Check for spelling errors when you type text on web pages
Languages
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Enhanced spell check

T Accessibility Uses the same spell checker that's used in Google search. Text you type in the
browser is sent to Google.
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How to Zoom and make screen larger: Use settings in Google Chrome

Click the three little dots in the top right corner of Chrome and increase or decrease your zoom.

Q ¥
O N Cirl+T
5 MNew Ctrl+N
£ MNew Inchgnito window Ctrl+Shift=N
o M Signed in >
®a  Passwords an®autofill »
D History >
& Downloads Ctrl+]
¥r  Bookmarks and li >
88 Tab groups >
£} Extensions »
i Delete browsing data..: Ctrl+5Shift+Del
& Foom - 0%+ o
Make Text Larger

In MiCIL the “Themes” menu offers several color options

Staff Center People Search Groups Community Activity General Services Reports~ - Logout

Select a Color Option and then click back

. Silver
to Staff Center to see the color applied.

Blue
Green

Gold
ader i Blitzer: Red and ¥hite
HotSneaks: Multi-Color
Blitzer Redmund: Muted Blue very similar to Default
Vader: Black and ¥vhite, limited color option.

Dark Mode

HotSneaks
Redmund

Vader Select Color ‘

“ Select Color

Default




