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MDPCP CRS POC Standard Operating Procedure for LogOnce 

 

Policy Statement: 

• This Standard Operating Procedure (SOP) explains the basic use of the CRISP Reporting 

Services (CRS) credentialing tool, known as LogOnce. (Please refer to the LogOnce 

PowerPoint for complete user management tools). LogOnce enables each CRS Point of 

Contact (POC) to authorize and manage CRS users with minimal input from CRISP staff. 

It is a secure, web-based application, integrated with CRISP’s Salesforce Customer 

Relationship Management software. The application creates a more efficient, 

decentralized process for accessing CRS reports, as well as a better user experience.  

 
Section 1: Bulk User Upload 

• The following steps outline how a POC would complete this initial user upload via 
LogOnce: 

• Navigate to https://reports.crisphealth.org and Login to the CRS Portal 

• Select the “CRISP Credentialing” card to launch the LogOnce Application 

• Click on the “Upload User” button at the top right of the page toolbar 

• From the ‘Upload’ pop up – click ‘Browse’ to select the saved user upload file 

• Once the correct file is selected, click ‘Save’ 
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Section 2: How to Add New Users 

• The following steps outline how a POC would add individual new users via LogOnce: 
o Navigate to https://reports.crisphealth.org and Login to the CRS Portal 
o Select the “CRISP Credentialing” card to launch the LogOnce Application 
o Click on the “Add User” button at the top left of the page toolbar 
o From the ‘Create User’ pop up – enter the user’s email address, first & last 

name, phone (optional)  
▪ Note – the user’s email address becomes the User Name for the 

account 
o Once the information is entered, click ‘Save’  
o An ‘Edit User’ pop up will appear – this is how you can assign report permissions 

to the user. 
o Under ‘Applications & User Attributes’, select the check box next to the report 

permissions you’d like to grant the user.  
o Click Save. 
o A support ticket will be generated for the CRISP support staff to follow up 

directly with the user to collect the needed documents (Signed End User 
Agreement) for access. 

o Once the necessary documentation is collected by the CRISP support staff, they 
will activate the users account and send an activation email to the user. 
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CRS Contact for Support 

• Any questions further questions not answered in this SOP about LogOnce should be 

directed to: 

o Josh Schenkel  

▪ MDPCP@crisphealth.org 


