Montgomery County Maryland
Department of Liquor Control

AccessMCG Web Portal
Registration Instructions
For Sales Representatives

February 2016
DLC / Enterprise Resource Planning


http://www.google.com/url?sa=i&rct=j&q=montgomery+county+seal&source=images&cd=&cad=rja&docid=3ZRHzEGRZT-_9M&tbnid=hWeyCVdsyNap1M:&ved=0CAUQjRw&url=http://plato.mdarchives.state.md.us/msa/stagser/s1500/s1529/cfm/dsp_court.cfm?county=mo&ei=lu2tUcjxNIHS0wGzhYHoCw&bvm=bv.47244034,d.dmg&psig=AFQjCNH7mZS2m0dZNZdvcMt5cRSulql-rw&ust=1370438909960286

Topic

1.0 — Introduction..............

2.0 — Accessing AccessMCG

Table of Contents



http://www.google.com/url?sa=i&rct=j&q=montgomery+county+seal&source=images&cd=&cad=rja&docid=3ZRHzEGRZT-_9M&tbnid=hWeyCVdsyNap1M:&ved=0CAUQjRw&url=http://plato.mdarchives.state.md.us/msa/stagser/s1500/s1529/cfm/dsp_court.cfm?county=mo&ei=lu2tUcjxNIHS0wGzhYHoCw&bvm=bv.47244034,d.dmg&psig=AFQjCNH7mZS2m0dZNZdvcMt5cRSulql-rw&ust=1370438909960286

1. Introduction

In order to use the Department of Liquor Control’s iStore online ordering system, you must first request access to
Montgomery County’s online services web portal, AccessMCG. Once you have set up your AccessMCG account,
you will access the DLC’s iStore via the AccessMCG portal.
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2. Accessing AccessMCG

1. Proceed to the DLC website at www.montgomerycountymd.gov/dlc
2. Click Suppliers (+) on the left to expand the menu
3. Click iStore — Sales Reps
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Click the link that says County Has Setup My Account.

UNAUTHORIZED ACCESS 15 PROHIBITED AND PUNISHABLE BY LAW!

Sign in to AccessMCG Extranet

Your Email: |

Password:

[ Forgot Password? ] [ County Has Setup My Account

[ Register New User ] [ My Account ]

application portal

4. Click the County
Has Setup My
Account link
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Verification
AccessMCG Extranet Account Self Service

Please enter the verification code below. Typing in this code helps to protect your account from abuse.
NOTE: Verification is case-sensitive (all lower-case)

5. Enter the code exactly
as it is displayed

Download Audio
Iﬂ’geﬁ Y

o | o |

Note: Clicking the Play button will speak the code if necessary.
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é ;i\\i* New User Registration

L : AccessMCG Extranet Account Self Service
\\n A
Ace

To assist you in registering your AccessMCG Extranet account, you received a mailing at home or a communication that

contained detailed instructions, as well as a temporary username and password. Please enter the temporary username
and password helow:

Note the video
and FAQ icons

7. Enter your
Temporary Username

Temporary Username

Igr-chrialex01

Temporary Password

8. Enter your
Temporary Password

Enter | Clear Cancel

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
172.29.213.94 | English
This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fol
disqualification. Falsifying county information access, attempting to viclate the privacy of others, or attempting to compremise the operation of this system may be punishable by
aw as appropriate

Note: Clicking in the Temporary Password field displays the “Your Permit Number” field.
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New User Registration
AccessMCG Extranet Account Self Service

To assist you in registering your AccessMCG Extranet account, you received a mailing at home or a communication that
contained detailed instructions, as well as a temporary username and password. Please enter the temporary username
and password below!

Temporary Username

Igr-chrialex01

Temporary Password

You are required to enter additional information about you. Please enter them.

Your Permit Number

9. Enter your Permit
Number

Enter | Clear Cancel

ot stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
172.29.213.94 | English
This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fol
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate
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New User Registration
AccessMCG Extranet Account Self Service

Verify the County Records.
You are required to verify the county records about you.
Please read information shown below carefully to verify its correctness.

This is important: If the information is not correct, then please do not proceed with the registration.

Your Company Name

11. Verify your

wnty records

HEINEKEN, USA

12. Check the
Yes checkbox

¥ Yes, Information is Correct
[” No, Information is NOT Correct Canzsl

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
172.20.213.94 | English
This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely
may be grounds for disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation
of this system may be punishable by law as appropriate.
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New User Registration
AccessMCG Extranet Account Self Service

Your temporary user id, and password have been verified. Please enter your email id, and a password here. The email
id and password will be used in your permanent record.

If you must write it down, be sure to keep it in a safe place. iy = Pzl Rl

Your account is ready to be created. Continue when ready.
Please do NOT use the County email id

Already got an AccessMCG Extranet Account? Use My Existing Account

Username (Email)

14. Enter your
Username

—

|username@ ilaccount.com

15. Enter your
new password

New Password

Confirm Password

16. Confirm your
new password

Clear Cancel

Continue

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
172.29.213.94 | English
This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fo
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate.

Note: Review the messages discussing the Username and password as the information is entered.

After clicking the Continue button, your information is submitted to the County. At this point, the code required on
the following page is being sent to the email address you specified above. Please be patient while this code is being
generated and sent to your email.
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Fonn New User Registration

&
\’ AccessMCG Extranet Account Self Service

To verify your identity, a security code has been sent to your email address. Please enter the security code here.
Note:In case you cannot enter the security code right away, the email contains details to enter code at later time

If you do not receive an email within 15 minutes, please check your Spam/Junk folder -- your mail service might have
marked security related mails as Spam

Code

Enter | Clear Cancel

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
172.29.213.94 | English
This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fol
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate.

At this point, a security code has been sent to your email address to verify your identity. Review this message in your
email now.
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Note the two options below for continuing.

For purposes of this document, the “click here” option was chosen. The identity verification screen will display again

New User Verification from v (3
DevAccessMCG Extranet Self-Service

DevAccessMCG Extranet Self-Ser Actions v

You, or someone acting as you has requested a new

account.

To continue with your account registration, please clic

here to‘cy(.

Alternatively -- if you are at AccessMCG, you can enter
the code: NDTMCYMWBWX3BB64E to continue.

If you did not request to create a new account, you do
not need to take any action.

and should be completed as done previously.

10
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Email Address

\ First name

Last name

/ Telephone Number
Business/Company

Department

Job Title

Street Address
City
State

Zip Code

19. Click
Create

New User Registration
AccessMCG Extranet Account Self Service

Some required information is missing to create your account

Please complete below the fields that are required with your details:
Your account is ready to be created. Continue when ready.

Steve

Harris

301-555-1212

DESSIE ETHIOPIAN REST.& EXOTIC FOOD

00

Store Owner

2655UNIVERSITY BOULEVARD, WEST

WHEATON

MD

20902

Clear

* This will be your login id. Please do
not use County Maill Address to
register.

* Your first/given name
* Your last/family name

* Your primary business/personal
phone number

*If you are not representing a business,
please enter what your primary role is.
E-g., Student

If you are not representing a business,
please enter what your primary activity
place is. E-g., High School

If you are not representing a business,
please enter what your primary role is.
E-g., Volunteer, Student

* Your primary business/residential
street address

* Your primary business/residential city

* Your primary business/residential
state

* Your primary business/residential zip
code

* These fields require your input; but please fill-in as much information you have for other fields too
Your account is ready to be created. Continue when ready.

Cancel

Idle Timeout: 4 minutes
172.29.213.94 | English

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov

This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fol
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate.

Note: The “Department” field above does not pertain to you and can be left blank.
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New User Registration
AccessMCG Extranet Account Self Service

WARNING Unauthorized access is prohibited and punishable by law!

This is a Montgomery County, MD information system. Providing false information, creating fake 1Ds, or failing to answer
all questions truthfully and completely may be grounds for disqualification. Falsifying county information access,

attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable
by law as appropriate.

Please confirm that you have furnished correct information about you with the registration process.

20. Check the
Agree checkbox

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
172.29.213.94 | English
This is a Mentgemery County, MD information system. Providing false infoermation, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fo
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate.
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‘./{‘“ \ Please Wait

AccessMCG Extranet Account Self Service

Your new account is being configured. This process may take several minutes, please be patient.

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Tlmeout 4 minutes

law as appropriate
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Success
AccessMCG Extranet Account Self Service

Your new user account has been successfully created!
You will recieve a confirmation email shortly.
Setup Now!: Please Continue to setup your secret questions and answers to help you manage your account in future.

Centinue

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
look.com | 172.29.2 4

N as appropriate
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Setup Password Responses
AccessMCG Extranet Account Self Service

In the event that you forget your passwerd, you can recover your password by answering questions known only to you.
WARNING Please make sure to remember the answers. This is CRITICAL
Please choose your questions and answers that can be used to verify your identity in case you forget your password.

Because the answers to these questions can be used to access your account, be sure to supply answers that are not
easy for others to guess or discover.

Your responses meet the requirements. Click Save Responses when ready.

IWhat is the middle name of your oldest child? j

|Dave

/:hat street did you live on in third grade? j

ILombardc Street

lWhat is the name of your favorite childhcod friend? j

IEddie
/';te:‘(our answers can be in any case (case insensitive).

Save Responses Clear Cancel Home

24. Click Save
Responses

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
hdilley@outlook.com | 172.29.213.24 | English
This is a Montgomery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fol
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate.
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& 43, AccessMCG Extranet Account Self Service

Kﬁifi\\\i‘* Confirm Password Responses

Be sure your answers and guestions are correct
WARNING Please make sure to remember the answers. This is CRITICAL

Check the spelling and punctuation. In the event you forget your password, you will need to type in the exact answers to
the questions below.

What is the middle name of your oldest child?
» Dave

What street did you live on in third grade?
» Lombardo Street

What is the name of your favorite childhood friend?

» Eddie

Confirm Responses | Cancel

25. Click Confirm
Responses

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov
Idle Timeout: 4 minutes
hdilley@outlook.com | 172.29.213.94 | English
This is a Mentgemery County, MD information system. Providing false information, creating fake IDs, or failing to answer all questions truthfully and completely may be grounds fo
disqualification. Falsifying county information access, attempting to violate the privacy of others, or attempting to compromise the operation of this system may be punishable by
aw as appropriate.
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Success
AccessMCG Extranet Account Self Service

Your secret questions and answers have been successfully saved. If you ever forget your passwerd, you can use the
answers to these questions to reset your password.
Continue to logout now.

Account changes are effective immediately. However, please allow 60 minutes for all
Apps be updated.

= Continue

26. Click
Continue

Got stuck? Problem? Please contact: accessMCGSupport@montgomerycountymd.gov

Idle Timeout: 4 minutes
tl 1 13.9

may be grounds for

e punishable by

N as appropriate

Note: Allow 60 minutes for all applications to be updated.
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27. After 60 minutes, log in with your email address and newly created password:

UNAUTHORIZED ACCES5 15 PROHIBITED AND PUNISHABLE BY LAW!

Sign in to AccessMCG Extranet
Your Email: | w

Password:

[ Forgot Password? ] [ County Has Setup My Account ]

[ Register New User ] [ My Account ]

application portal
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AccessMCG Extranet Portal

For Secured County Applications

Activity Calendar County Links »

All Apps  DLC Apps  Featured HR Apps MCG Apps

DLC Sales Reps

Posted in All Apps,

DLC Wine / Liquor Sales Representative

7 é County will use this page to publish any new announcements for you!
H n Please proceed to the iStore application by dicking the button below.

Click Here to Go to iStore Application

28. Click
here
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_l E-Business Suite

Oracht Applications Home Pags

MONTGOMERYC

| ‘MARYLAND

Full List
Subspect Sunt

Porsonalize

Department

Logond Preferncus Hok

MARYLAND

of Ligu

Moty S8 Catalog  Direct Item ntry | Trach Deders | Shespping Cart | Sheppioe st | FAQ | Naports

Snarch [4l Prosuns

=0 do. | M seumill

S Catalog

T Mame ey mec

“Supplier Mama

[=] P

=] 4 VINTNERS SELECTIONS

Q A VINTNERS SELECTIONS

0

[u]

(W REPUBLIC KATIONAL DISTRIBLTING €O
0 THE WINE CROUP

[ [THE WINE CROL®

(8] AEPLALIC KATIONAL DESTAIOUTING CO
(m) REPLELIC NATIONAL O :
[a! [ scarrsan poTs the

[a] BACCHUS IMPORTERS LTD

0

O

O

o

0 e [s1038

[ T
Cose 510185
Cose {45050

Peans 1

Dmsctigtion:

jiRcmmiie

Wiony v riot sebected sy favortes, Pleass use the “Parsonialoe” button i set up your favortes

MCT DLC SALES BEFRESENTATIVE
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