
To add additional users you have to first complete a subscriber registration for the new persons. If they 
had a login from the old website they should just attempt to login and do the migration process.  
 

• To create a new subscriber, from the home page select the tab “Subscriber Information & 
Services” (See red in Image 1).  

• Then select “Subscriber Registration” which is the first option by clicking on the image or GO TO 
SERVICE. Complete the subscriber form and check “No” at “Would you like to create a 
website account? “. (The account would have already existed) 

• After the subscriber is created login as the administrator and go to “Subscriber Account 
Management” which is the 3rd option below.  
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• You should now be on the Account Management page. Select your account from the dropdown 
• After your account information has loaded, scroll down to the “Tasks” area and check Manage 

Subscriber(s), to add users or Manage Administrator(s) to add administrators then click the 
next button. (see image 3) 
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From here enter the username for the person you would like to add and click the add button. The user’s 
information should be in the box below where John Brown is if he/she is added. When finish adding 
users to your account click the done button. 
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