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How to manage users on the digital portal 

Once a registered service is associated with a portal account, it is possible to grant 
additional user access to the service. For example, a provider may want to allow a 
service manager access to a service, in order for them to view service information, 
submit applications and update service details.  

Each additional user need to have their own portal account.  This needs to be 
in place before access to a service can be granted.  

They can use an existing portal account if they already have one or they can create 
a new one.  Read ‘How to create an account on CI Digital portal’ guidance for more 
information.  

Step 1 

Login to the portal using the existing account that has access. 
https://portal.careinspectorate.gov.scot/account/login 

https://www.careinspectorate.com/index.php/ci-digital-portal
https://portal.careinspectorate.gov.scot/account/login
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Step 2 

Select the service you would like to add a user to from the ‘Registered Services’ 

Step 3 

Select the ‘Manage users’ link.  Only users with privileged permission will see the 
‘manage users’ link. 
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Step 4. 

Select the ‘Add user’ button. 
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Step 5 

Enter the username and the email address for the user you would like to add and 
choose a permission. When you have completed the information click the ‘Add or 
Update user’ button.  

Note: You can change the users permission in the future by visiting manage users 
and selecting ‘Edit user’ 

Standard user:  Can amend service details, request to vary, cancel or make the service 
inactive. 

Privileged user: can amend service details, request to vary, cancel or make the service 
inactive. In addition, they can add and remove users associated with the service 
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Step 6 

Check the details are correct and click the ‘Confirm user’ button.  A confirmation 
message will be displayed to say it was added. 
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Adding another user 

Repeat steps 1-6 to add an additional user. 

Changing permission 

To change the permission click ‘Edit user’, and choose a permission as shown in 
Step 5. 

Note: You cannot change the permission of the account your logged in as.  This 
would need to be done from another account.  In addition, there must always be at 
least one account with the ‘Privileged user’ permission. 

Removing a user 

Click ‘Remove user’ and then you will be asked to confirm you wish to remove the 
user. 

Note: You cannot remove the account your logged in as.  This would need to be 
done from another account with privileged permission. 
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