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My Portal Cheat Sheet  

Navigation 

Step Screenshot 
 

1. First, log in to your 

account. 

 

 

 

 
 
 

 

 

2. Once you’re logged in, the 

application dashboard will 

appear.  
 
 
 
 
 
 
 

 

 

3. Click the Applications tab 

to view your requests or 

the Properties tab to view 

electricity consumption 

for your linked properties. 
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4. To make a gas application, 

click on New Application 

at the top right of your 

screen and select Gas 

from the drop down 

menu.  
 

 
 
 
 
 
 
 
 
 
 

 

 

5. The status bar allows you 

to view applications based 

on your preference. 

 
 
 
 
 

 
 
 

 

6. Use the search bar to find 

an application by typing in 

an address or application 

number.  
 
 
 
 
 

 

 

7. The filter function makes 

it easy to find applications 

using specific parameters.  

 

Select your parameters 

and click on Apply Filter. 
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8. To view an application, 

simply click on the right 

arrow icon next to the 

application.  

 

You can check details and 

progress on the left side, 

and use the message 

function on the right side 

to contact us. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

9. Select My Profile on the 

top right to manage your 

account details and log 

out. 

 

 

 

 

 

 

 

DETAILS & PROGRESS ON LEFT MESSAGE US ON RIGHT 


