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Adding a New User – Account Administrators

1 2
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1.  Access the permit portal by clicking the link, HERE or typing the URL 

(https://sonh.my.site.com/nhlpi/s/) into your browser of choice.

2.  Once you have already logged in, click the avatar (      )in the top right corner

3. Select My Account

4

4.  Click New at the bottom corner of the Contacts section and fill in the account information.

What: 
Within a business or municipality, the Account Administrator/Company Point of Contact will have 

the ability to add or disable users from the company’s account. This ensures that all relevant 

parties will have the ability to file, edit, and access permit applications from a single hub.

How: 

https://sonh.my.site.com/nhlpi/s
https://sonh.my.site.com/nhlpi/s
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Deactivating a User’s Account
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1.  Access the permit portal by clicking the link, HERE or typing the URL 

(https://sonh.my.site.com/nhlpi/s/) into your browser of choice.

2.  Once you have already logged in, click the avatar (      )in the top right corner

3. Select My Account

4. Click on the Contact’s Name that that you are trying to remove

4

Within a Business or Municipality, the Account Administrator/Company Point of Contact will have 

the ability to add , deactivate, or disable users from the company’s account. This ensures that all 

relevant parties will have the ability to file, edit, and access permit applications from a single hub. 

Deactivating a user’s account allows the user to view their history and pickup on past records if the 

account is reactivated.

What:

How:

https://sonh.my.site.com/nhlpi/s
https://sonh.my.site.com/nhlpi/s
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Deactivating a User’s Account
5. In the top right corner, click, View Customer Account.
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6. After the user’s account displays click, Edit, at the top of the screen 

7. Uncheck the active box so that it goes from blue (    ) to clear (    ).
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8. Once you uncheck the active box a disclaimer message will appear. If you would like to 

proceed, click, Okay
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Deactivating a User’s Account
9. To finalize the process, click, Save at the top of the user’s screen.
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Disabling a User’s Account

1 2

3

1.  Access the permit portal by clicking the link, HERE or typing the URL 

(https://sonh.my.site.com/nhlpi/s/) into your browser of choice.

2.  Once you have already logged in, click the avatar (      )in the top right corner

3. Select My Account

4. Click on the Contact’s Name that that you are trying to remove

4

Within a Business or Municipality, the Account Administrator/Company Point of Contact will 

have the ability to add , deactivate, or disable users from the company’s account. This ensures 

that all relevant parties will have the ability to file, edit, and access permit applications from a 

single hub. Disabling a user’s account will remove them from the business or municipality’s 

account. A disabled user will not retain account history or access to past applications. Please be 

cautious when disabling a user’s account. 

What:

How:

https://sonh.my.site.com/nhlpi/s
https://sonh.my.site.com/nhlpi/s
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Disabling a User’s Account
5. In the top right corner, click, Disable Customer Account.
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6. If you would like to proceed, please select, Disable Customer User. If you would not like to 

proceed, please select, Cancel. If the user is reenabled they will not retain their account 

history. These users will be set up as a new account user. 
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