CPAD User Guide — Single Sign-On

Signing into CPAD is now possible using Single Sign-On.

What this means is that instead of having to input a username and password to log into CPAD, you can
now click a second option, which logs you in automatically by checking your MCC network credentials,
so CPAD knows who you are.

When you launch CPAD, at https://cpad.manchester.gov.uk you will see an extra option, as per Fig. 1,
below.
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Fig. 1 — Single Sign-On option on login.

Click the Log in with your MCC Network credentials button, and you will be logged into the system.

In-system approvals
Some actions within CPAD require you to enter your password:

e Approving Orders
e Certifying invoices
e Electronic signatures within Case Management

These actions will still require you to enter your password, so you will still need to know it if you perform
any of these tasks.

Changing your password
If you cannot remember your password and need to authorise / electronically sign an action, you will
need to ask the CPAD team to reset it. To do this, email CPAD@ manchester.gov.uk




