
How to Add an Account 

If you have more than one account, you may want to add the others so you can easily switch back and forth between them.  
Begin at the Dashboard and click on Settings in the menu on the left-hand side.  Then, click on User Profile.   



You can link additional accounts at the top of the User Profile page.  
Underneath your own account and address, you’ll see an area to Link Additional Accounts.  You must enter the account number you wish to link along with the amount of the last bill for 
that account in the spaces provided.  
If you want to link more than one account, simply click on the + Add Row button and you’ll be able to add an additional account.  
Once you’ve entered the information for all the accounts you wish to link, click the Go button.  In this example, we’re only linking one additional account. 



You can now see that the second account has been added as it appears under Linked Accounts and the words “Account linked successfully” appear next to the Last Bill 
Amount box.  

If you need to unlink any account, simply click the X in the upper right hand corner of the linked account as indicated below by the green arrow. 



To look at data related to the linked account, you must switch to that account.
At the top, right-hand side of the User Profile page, you’ll see a small box with CISPortal followed by your account number. 

Click the small down arrow just next to your account number.
Information on your own account appears along with a link to Switch Account.  Click the Switch Account option. 

A small box will appear, indicating which account 
you’re currently viewing and giving you the option to 
choose which account you want to switch to.
If you had linked more than one additional account, 
you could click the down arrow to show all additional 
accounts and then click the one you want.
In this case, we linked only one additional account.
So we simply need to click the Switch button.  



The Dashboard for the other account will appear.  
You will notice your account number still shows as the CISPortal number in the top right-hand corner, however, the information on the dashboard is for the account you linked. 
Addresses and full account numbers are blacked out to protect privacy, but you can see the meter numbers shown here are different from the meter numbers we started with on the first 
step of this tutorial. 
When you are managing your own accounts, you’ll be able to easily see the address for the account you linked.
You can now look at all data, set up notifications and do anything else for this account just as you can with your own, original account.
To switch back to your original account, click the down arrow button of the CISPortal again to get the switching option.  


