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Each state agency, board, commission, and university must maintain its "People Records" 
and "Business Listings" in the State of Illinois Telephone Directory (SOI Directory). Since 
the State Directory is a vital communication tool shared between government and the 
private sector, it is important that agencies maintain accurate and current directory 
information.  Additionally, the Directory’s data is the sole source of information used by the 
State’s Directory Assistance Operators.    

The new web based Application is secure. It was designed and developed so that only 
authorized agency Telecommunications Coordinators (Coordinators) can manage listings 
in the SOI Directory. Each Coordinator is granted Administrative rights to access only 
his/her agency's data.  All adds, deletes, and modifications to people and business listings 
are INSTANTANEOUSLY visible in the Directory, available on the State’s home page. 

To insure consistency and reduce typing errors, repeated information such as Work Units 
and Addresses are entered once, and for subsequent use, the selection is made from 
established drop-down boxes. Also for visual consistency, all entered text is converted to 
an "all-capital-letter" format. Application reports and activity logs identify file edits: what 
change was made; who made the change; and the date it was performed.  Also, PDF files 
can be created to print hard copies of agency Business Listings and People records. The 
Application will continue to be enhanced and upgraded as future phases are implemented.  

Requirements for SOI Directory Maintenance 

1. The individual must be an authorized agency Telecommunications Coordinator. 
2. The Coordinator must have a desktop set up with the following system 

requirements: 

• A Computer with Internet connection. 
• Internet Explorer 6.0 installed (or most current version). 
• Latest version of Java Virtual Machine (JVM) installed.  Please visit 

http://www.java.com/en/download/help/testvm.xml to check if JVM is 
installed on your computer.  If NOT, this page has all the instructions to 
install JVM on your computer.  [Note:  You may need to engage your IT 
Manager or contact your IT Help Desk for assistance*.] 

• Popup blocker disabled. [Note:  You may need to engage your IT 
Manager or contact your IT Help Desk for assistance*.] 
 
*  For Consolidated agencies:  contact your IT Coordinator for completion 
of an Enterprise Service Request (ESR) to get system requirements in 
place. 



3. The Coordinator must have a Digital ID (also know as a PKI ID).  After obtaining 
the Digital ID, the Coordinator must update his/her User Profile to request 
access to the State of Illinois Telephone Directory Application.  The Coordinator 
will receive an email acknowledging access to the Application has been granted.  
Instructions for obtaining a Digital ID are attached. 

4. The Coordinator gains SOI Directory administrative access to make changes in 
his/her agency listings at: 

 www.cms.portal.il.gov – enter Digital ID and password 

 Use left-hand navigation bar:   Under the Administration heading, click on 
“Illinois State Telephone Directory Application Admin.” 

5. To assist the Coordinator in maintaining current Directory information, the SOI 
Directory User’s Manual is located at:  

www.cms.portal.il.gov – enter Digital ID and password 

Use left-hand navigation bar:   Under the Application Reference heading, click 
on “User Manual (pdf).”    

When the SOI Directory Application is enhanced, the User Manual will be 
updated and re-posted.  For quick reference, the Coordinator may print a hard 
copy of the User Manual at any time. 

 

  

 



A. Obtaining a Digital ID 
 
The new SOI Directory Application runs under CMS Application Manager.   Coordinators will be permitted 
administrative rights to add, change, and delete directory listings and must have Digital IDs to use the 
Application.  If you do not have a digital ID please follow the steps below: 

 
1. Open a Browser. 
2. Type http://www.cms.portal.il.gov in the address line. 
3. Click Go. 
4. The CMS Application Manager Page will appear: 
 

 
 
5. Click on the digital identification link (appears in first paragraph). 
6. The state of Illinois Digital Certificate Subscriber Agreement page will appear: 
 



 
 
7. Scroll down to read the entire agreement.  [Note:  To continue and obtain a Digital ID, you must 

accept the terms and conditions.] 
8. Click “Accept” and the State of Illinois Digital Identity Registration page will appear:  



 
9.    All fields are required and must be completed. 
10. Scroll down to read the entire form. [You need a valid IL Driver’s License or IL Photo 

Identification Card to complete the form.]  
11. Click “Submit” button when finished. 
12. Return to CMS Application Manager page to log in with your new Digital Identification. 



B.  Logging In 
1. Open an Internet Browser. 
2. Type http://www.cms.portal.il.gov in the address line. 
3. Click Go. 
4. The CMS Application Manager Page will appear: 
 

 
 
5. Enter your Username and Password.   [Note:  If you have not previously used any CMS web 

applications, you will be transferred to the User Profile screen.  See Section C (page 5) for 
Updating User Profile and requesting access to the SOI Directory Application .] 

 
6. The following CMS Application Manager Screen will appear. 

 
 



 
 
7. Click on Illinois State Telephone Directory Admin link on the left hand side of the screen 

under Administration.  Click on the “+” in front of Administration.  [Note:  If you do not see 
the link, skip to instructions for Updating Application Manager User Profile.] 

 

 

 

C.  Updating Application Manager User Profile 
 

If you do not have access to this Application, follow the steps below: 
 

1. Login to CMS Application Manager by Opening an Internet Browser. 
2. Type http://www.cms.portal.il.gov in the address line. 
3. Click Go.  
4. The following CMS Application Manager page will appear: 

 



 
 

 
 

5. Click on User Profile on the left hand side of the page.   The following screen will 
appear: 



 
 
6. Scroll down to view entire form. A list of authorized applications appears in addition to an 

area for requesting access to additional applications. 
7. Check the “New” box. 
8. In the Application Name/Description field, type in:  

Illinois State Telephone Directory Admin 
9. Click the “Save” button. 
10. The following popup screen will appear. 

 



 
 
11. Click the “OK” button. 
12. Logout of CMS Application Manager by clicking logout link on the left hand side. 
13. If your agency has a designated IT Security Coordinator/Manager, he/she will send an email 

confirmation that your access to the Application was granted.  If your agency does not have 
a designated IT Security Coordinator/Manager, you will receive Application access 
confirmation from a CMS Web Services staff member. 

 
 

 

 


