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How to register 
 

1. Choose Log in to the Portal from the www.sdge.com/loa website. Select Customer Login. Click on ‘Register for My Energy 
Center from the login screen. 

 

2. Follow the instructions on the screen to complete the registration. Once complete, you will receive an email 
for verification. 

 

http://www.sdge.com/loa
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How to view and update your profile information 
 

You may view your profile information from My Profile. 
 

 
 

If you wish to update your profile information, please log into My Energy Center using myenergycenter.sdge.com. 
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How to create a Standard CISR LOA electronically 

1. Choose Log in to the Portal application from the www.sdge/loa website. Input your SDG&E My Energy Center 
credentials. 

 

2. After logging in, click on ‘Create LOA.’ 

 

http://www.sdge/loa
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3. A new screen will be displayed where you may select the reason for your LOA. If you select ‘Third Party 
Demand Response Program,’ an LOA specific for the DR program will be created, e.g., a CISR-DRP. If any 
other option is selected, a Standard LOA will be initiated which is also called a Standard CISR. 

 

4. By default, ‘Start a new LOA’ will be selected. This will initiate the electronic process to create the LOA. If 
you have the signed LOA and wish to upload it, select ‘Upload a signed LOA’ and then choose ‘Create LOA.’ 

 

5. A questionnaire will display on the screen asking for initials and number of accounts associated with LOA 
request. 

 
6. Provide responses to the rest of the questions that appear on the screen. Then click on Submit button. 
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7. An online form will be displayed to fill out the necessary information for the LOA. Fields marked with ‘*’ are 

mandatory to complete. 
8. Verify the information in the Customer Contact Information section. The basic information from your 

profile will be auto populated for ease of use. Provide a valid email address. This email will be used by 
SDG&E as a primary contact for all correspondences related to this LOA. The mailing address and phone 
number will be used as secondary contact information. 

Important: The First Name and Last Name you enter in the form must match what you provided when starting the 
account with SDG&E. You may find this information in your SDG&E bill. Mismatch in the name would fail SDG&E 
validation and the LOA may be sent back to you for correction. This could delay the overall process. Note, the 
information provided within the fields must be unique and cannot match the same information provided for the 
Primary Third Party/DRP contact information.



Consent to Share User Manual 

pg. 7 
Version 3.0 06.10.2024 

 

 

 

 
 

9. Now enter the Service Address Information. Provide all the service accounts under your name for which you 
would like to authorize Third Party access. You may add a service account using either of these options: 

a. Add service account numbers one by one by clicking the ‘Add account number’ link. Then, enter the 
details directly into the table displayed on the screen. 

b. If you have many accounts to add, then download the template by clicking the link. Add your accounts 
in the template and save the file. Then, upload the file using the ‘Choose File’ button. Once uploaded, 
click ‘Bulk Upload Service Accounts’ to complete the upload. 
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10. Enter the Primary Third Party/DRP Contact Information to the best of your knowledge and click ‘Next.’ This 
information will be reviewed and updated by the Third Party before they sign. The important information is 
the email address. Make sure you have the correct email address of the Third Party before proceeding.  
Note, the information provided within the fields must be unique and cannot match the same information 
provided for the Customer Contact Information. 

Important: SDG&E will contact the Third Party at this email address to obtain their signature. 

 

11. In the next screen, you may provide specific authorizations to the customer by providing your initials in the 
respective boxes. If you do not find the relevant option, then initial Option 9 and provide the authorization 
description. You may provide more than one authorization by initialing all the relevant boxes. The Third 
Party will be authorized to perform/access your data per the options you choose. In the same screen, you 
may specify the duration for the LOA to be considered valid. Per the California Public Utilities Commission 
(CPUC) guidelines, the LOA can be authorized up to 3 years at a time. 

Important: The authorizations you provide in this screen are not changeable by the Third Party. 
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By default, SDG&E will send the last 12 months of data to the Third Party unless a specific date range is required or 
you tell us otherwise. Use the checkbox at the bottom of the screen to provide the specific date range for which the 
data is being requested. 

 

12. In the next screen, click ‘Review Filled LOA’ to download the information you completed in the previous 
screen in the PDF format. Review the information thoroughly. Read the declare statement displayed on 
the screen and select the checkbox accordingly if you agree. 
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13. Click ‘Submit’ to generate the LOA ID and provide your signature. You may choose to ‘Save and Close’ the LOA 
if you are not ready to sign it. If you save the LOA for later, you have 60 days to complete the signing process. 
Past 60 days, the LOA will automatically expire, and you will have to create a new one. 
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14. In the final Review screen, you will be asked to provide your signature. Click ‘Complete Review’ when done. 
 

Important: Make sure to click ‘Accept’ after signing so the signature will be accepted by the application. 
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Important: Review the information thoroughly before signing. If you would like to make any changes, use the ‘Back’ 
button at the bottom of the screen. You may also use the links provided at the top of the screen to navigate to a 
specific screen. 

 
 

 
In the same screen, you may also upload any additional documents that you would like SDG&E to review. This is an 
optional step. 

 
In the ‘Files and documents’ section on the right-hand side, click the gear icon. 

 

 
Select the files you wish to upload. 
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Select the category of the file you uploaded. Choose ‘Other’ if none of them apply. 
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You may then choose the classification for the file to determine who can be allowed to see the attached file. 
 

 
When you click ‘Submit,’ you will see the file under the ‘Files and Documents’ section. 

 

 
The screen also provides you with an option to enter special instructions to SDG&E related to this LOA. Use the radio 
button options at the bottom of the page for this. The instructions you enter here are not shared with the Third Party. 
This information is later viewed by SDG&E only. 
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On some occasions, you may want someone else to sign the LOA on your behalf. This is most common for commercial 
customers. Select the checkbox provided just above the signature box to do so. Provide their email address where 
SDG&E will send the LOA to be signed. The authorized signatory will not be allowed to edit any information in the LOA. 

 

 
 

15. When you sign and click ‘Complete Review,’ an acknowledgment screen will be displayed. You will see that 
the status of the LOA is waiting for the Third Party to sign. You can no longer make changes to the LOA. You 
may download a copy of the LOA for your reference using the ‘Print Filled LOA’ button at the top of the 
screen or from the ‘Files and Documents.’ 
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16. You will receive an email with the confirmation along with the LOA ID. Please use this ID in all your 

future correspondence with SDG&E related to this request. 
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You have now completed the submission process of the LOA. The Third Party will receive an email requesting to 
sign the LOA. Once they sign, the LOA will be validated and activated by SDG&E. When the LOA is activated, you will 
receive an email with the completely executed LOA for your record keeping. 

 
 

 
If there were any issues during validation, you will be notified about the next steps. 
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How to create a CISR-DRP LOA electronically 
 

 
1. Log into the CtS application with your SDG&E My Energy Center credentials. 

 

 
 

2. After logging in, click on the ‘Create LOA’ button. 

 

3. A new screen will be displayed where you may select the reason for your LOA. Select ‘Third Party Demand 
Response Program’ to initiate a CISR-DRP. If any other option is selected, a Standard LOA will be initiated 
which is also called a Standard CISR (shown in the previous section.) 
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4. By default, ‘Start a new LOA’ will be selected. This will initiate the electronic process to create the LOA. If 
you already have the signed LOA and wish to upload it, choose the option ‘Upload a signed LOA.’ Click 
‘Create LOA.’ 

 

5. An online form will be displayed to fill out the necessary information for the LOA. Fields marked with ‘*’ are 
mandatory to complete. 

 
6. Verify the information in the Customer Contact Information section. The basic information from your 

profile will be auto populated for ease of use. Provide a valid email address. This email will be used by 
SDG&E as a primary contact for all correspondences related to this LOA. The mailing address and phone 
number will be used as secondary contact information. 

Important: The First Name and Last Name you enter in the form must match what you provided when starting the 
account with SDG&E. You may find this information in your SDG&E bill. Mismatch in the name would fail SDG&E 
validation and the LOA may be sent back to you for correction. This could delay the overall process. 
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7. Now enter the Service Address Information. Provide all the service accounts under your name for which you 
would like to authorize the Third-Party access. You may add service account using either of these options: 
a. Add service account numbers one by one by clicking ‘Add account number.’ Then, enter the details 

directly into the table displayed on the screen. 
b. If you have many accounts to add, then download the template by clicking the link. Add your accounts in 

the template and save the file. Then, upload the file using the ‘Choose File’ button. Once uploaded, click 
‘Bulk Upload Service Accounts’ to complete the upload. 

 
 

8. Next, enter the Primary Third Party/DRP Contact Information to the best of your knowledge and click ‘Next.’ 
This information will be reviewed and updated by the Third Party before they sign. The important information 
is the email address. Make sure you have the correct email address of the Third Party before proceeding. 

Important: SDG&E will contact the Third Party on this email address to obtain their signature. 
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9. If you have a secondary DRP to be added to the same LOA, choose ‘Yes’ for the next question, 
otherwise choose ‘No.’ Add secondary details, if required. 

 

 
 

10. In the next screen, click ‘Review Filled LOA’ to download the information you completed in the previous 
screen in the PDF format. Review the information thoroughly. Read the declare statement displayed on 
the screen and select the checkbox accordingly if you agree. 
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Check box. 

 
 

11. Click ‘Submit’ to generate the LOA ID. You may choose to ‘Save and Close’ the LOA if you are not ready to 
sign it. If you save the LOA for later, you have 60 days to complete the signing process. Past 60 days, the LOA 
will automatically expire, and you will have to create a new one. 

12. In the final Review screen, you will be asked to choose the duration of the LOA and for your signature. 
Click ‘Complete Review’ when done. 

Important: Click ‘Accept’ after signing. Only then the signature will be accepted by the application. 
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Important: Review all the information thoroughly before signing. If you would like to make any changes, please use 
the ‘Back’ button at the bottom of the screen. You may also use the links provided at the top of the screen to navigate 
to a specific screen. 

 

 

 
In the same screen, you may also upload additional documents that you would like SDG&E to review. This is an 
optional step. 

 
In the ‘Files and documents’ section on the right-hand side, click the gear icon. 

 

 
Select the files you wish to upload. 
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Select the category of the file you uploaded. Choose ‘Other’ if none of them apply. 
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You may then choose the classification for the file to determine who can be allowed to see the file attached. 
 

 
When you click Submit, you will see the file under the ‘Files and Documents’ section. 

 

 
On some occasions, you may want someone else to sign the LOA on your behalf. This is most common for commercial 
customers. Select the checkbox provided just above the signature box to do so. Provide their email address where 
SDG&E will send the LOA to be signed. The authorized signatory will not be allowed to edit any information in the LOA. 
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13. When you sign and click ‘Complete Review,’ an acknowledgment screen will be displayed. You will see that 

the LOA is now in the status waiting for the Third Party to sign. You can no longer make changes to the LOA. 
You may download a copy of the LOA for your reference using the ‘Print Filled LOA’ button at the top of the 
screen or from the ‘Files and Documents.’ 
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14. You will receive an email with the confirmation along with the LOA ID. Please use this ID in all your 

future correspondence with SDG&E related to this request. 
 

 

You have now completed the submission process of the LOA. The Third Party will receive an email requesting to 
sign the LOA. Once they sign, the LOA will be validated and activated by SDG&E. When the LOA is activated, you will 
receive an email with the completely executed LOA for your record keeping. 

 

 
If there were any issues during validation, you will be notified about the next steps. 
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How to create a Non-Standard LOA electronically 

 
1. Log into the CtS application with your SDG&E My Energy Center credentials. 

 

2. After logging in, click on the ‘Create LOA’ button. 
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3. A new screen will be displayed where you may select the reason for your LOA. If you select ‘Third Party 
Demand Response Program,’ you are not allowed to submit a Non-Standard LOA. 

 

4. Select ‘Upload a signed LOA’ to create the Non-Standard LOA. By default, ‘Start a new LOA’ will be selected. 

 

5. Select ‘Signed Non-Standard LOA’ from the next dropdown. 

 

6. Visual examples of the acceptable forms will display on the screen. Then, click the Submit button. 
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7. An online form will be displayed to fill out the necessary information for the LOA. Fields marked with ‘*’ are 
mandatory to complete. 

 
8. Verify the information in the Customer Contact Information section. The basic information from your 

profile will be auto populated for the ease of use. Make sure to provide a valid email address. This email 
will be used by SDG&E as primary contact for all correspondences related to this LOA. The mailing address 
and phone number will be used as secondary contact information. Enter the date when you signed the 
authorization. This could be a date in the document/agreement you plan to attach or can be today’s date. 
This cannot be a future date. 

Important: The First Name and Last Name you enter in the form must match to what you provided when 
starting the account with SDG&E. You may find this information in your SDG&E bill. Mismatch in the name 
would fail SDG&E validation and the LOA may be send back to you for correction. This could delay the overall 
process. Note, the information provided within the fields must be unique and cannot match the same 
information provided for the Primary Third Party/DRP contact information. 
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9. Now enter the Service Address Information. Provide all the service accounts under your name for which 
you would like to authorize the Third-Party access. You may add service account using either of these 
options. 

Add service account numbers one by one by clicking ‘Add account number.’ Then, enter the details directly 
into the table displayed on the screen. 

If you have many accounts to add, then download the template by clicking the link. Add your accounts in the 
template and save the file. Then, upload the file using the ‘Choose File’ button. Once uploaded, click ‘Bulk 
Upload Service Accounts’ to complete the upload. 

 

 
 
 



Consent to Share User Manual 

pg. 33 
Version 3.0 06.10.2024 

 

 

10. Next, enter the Primary Third Party/DRP Contact Information to the best of your knowledge. Enter 
the method of delivery for the data and click ‘Next.’ Note, the information provided within the fields 
must be unique and cannot match the same information provided for the Customer Contact 
Information. 

 

11. In the next screen, you may provide specific authorizations to the customer by providing your initials in the 
respective boxes. If you do not find the relevant option, then initial Option 9 and provide the authorization 
description. You may provide more than one authorization by initialing all the relevant boxes. The Third 
Party will be authorized to perform/access your data per the options you choose. 
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12. In the same screen, you may can specify the duration for which the LOA should be considered valid. You can 
‘give a specific end date or choose.’ 
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13. By default, SDG&E will send the last 12 months of data to the Third Party unless a specific date range is 
required, or you tell us otherwise. Use the checkbox provided at the bottom of the screen to provide 
the specific date range for which the data is being requested. 

 

The screen also provides you an option to enter any special instructions to SDG&E related to this LOA. Use the radio 
button options at the bottom of the page for this. Note that the instructions you enter here are not shared with the 
Third Party. This information is later viewed by SDG&E only. 
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14. In this same screen, you will be asked to upload the fully executed agreement/document. If the relevant 
authorizations are not present in the attachment, the LOA may get rejected by SDG&E. Click on ‘Attach 
Documents.’ 

 

Select the files you wish to upload. 
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Select the category of the file you uploaded. Choose ‘Other’ if none of them apply. 
 

 
 
You may then choose the classification for the file to determine who should be allowed to see the file attached. 
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When you click ‘attach,’ you will see the file under the ‘Files and Documents’ section. 
 

 
 

15. Click ‘Submit.’ An acknowledgment screen will be displayed. You will see that the LOA’s status is waiting for 
SDG&E validation. You can no longer make changes to the LOA. Unlike the Standard CISR and CISR-DRP LOAs, 
these Non-Standard requests do not go to the Third Party for signature. This is on the assumption that the 
agreement/document you uploaded in the previous step is sufficient to grant authorizations. 
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16. You will receive an email with the confirmation along with the LOA ID. Please use this ID in all your future 

correspondence with SDG&E related to this request. 
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You have now completed the submission process of the LOA. Once the LOA is validated and activated by SDG&E 
you will receive an email. 

 
 

If there were any issues during validation you will be notified about the next steps. 
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How to upload a signed Standard LOA PDF 

 
1. Choose Log in to the Portal from the www.sdge.com/loa website. Select Customer Login. Log into the CtS application with 

your SDG&E My Energy Center credentials. 

 

2. After logging in, click on ‘Create LOA.’ 
 

 
 

3. A new screen will be displayed where you may select the reason for your LOA. If you select ‘Third Party Demand 
Response Program,’ you are not allowed to submit a Non-Standard LOA. 

http://www.sdge.com/loa
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4. Select ‘Upload a signed LOA’ to create the Non-Standard LOA. By default, ‘Start a new LOA’ will be selected. 

 

5. Select ‘Signed CISR Form’ from the next dropdown. 

 

6. Images of an acceptable CISR Form will display on the screen.  Click the ‘Submit’ button. 
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7. Click on ‘Add Supporting Document’ to upload the signed PDF, list of service account template, and any other attachments.  

 
 

You may upload 2 files per grid and file size may not exceed 5 MB per grid. Allowed file types include .pdf, .jpg, .jpeg, .doc, 
.docx, .xls, .xlsx and .csv.  

 
8. Click on ‘Choose File’ and an upload wizard will be displayed. 
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9. Once uploaded, click ‘Submit.’ 
 
 

 
 
 

10. The uploaded document will be added to the grid. 
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11. Repeat steps 7 thru 10 to add any supporting documents to the LOA. 
12. If you’d like to upload another LOA for the same reason but for a different Third Party, click ‘Add LOA.’ 

 
 

13. A new grid will be displayed to add the new LOA and supporting documents. 

 
 

14. Enter email address for current user.  Note: This email address is used solely for uploading purposes and is not associated or 
linked with any contact information found within the LOA. Then click ‘Submit’ when all documents are uploaded. 
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15. A confirmation message will be displayed. You have now completed the submission of your signed LOA. 

 

After validation by SDG&E, the LOA will be made active. 
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Signing an LOA initiated by the Third Party (Snap start process) 

 
1. When a Third Party initiates an LOA, you will receive an email requesting you to review and sign the LOA. 
2. There are 3 ways you can sign the LOA: 

a. Clicking the email link 
b. Logging into CtS 
c. Printing the LOA and signing it 

O ption A - clicking on the email link   
1. Click on the link provided in the email. 

 

2. Choose the method you’d like to authenticate yourself as an SDG&E customer. 
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3. If you choose, ‘Log into My Energy Center,’ you will be required to enter your SDG&E My Energy Center login 
credentials. Use this option ONLY if you are already a registered customer with us. Click “Next” 

 

In the subsequent screen, provide the credentials and click ‘Login.’ 
 

 
 

4. If you choose ‘One Time Authentication’’ you will be required to provide your details as shown in the screen. You 
will have 5 attempts to self-authenticate. If we are not able to authenticate you after 5 attempts, then you will be 
required to call SDG&E for authentication. Only after that, you may review to sign the LOA. 
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5. After authentication, the LOA will be displayed for you to review. 
6. Review/modify the customer information. 

 

 

7. Review/Add/Modify service account information. 
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8. You may view the Third-Party information. Make sure that you recognize the Third Party before providing the 
authorization. 

 

9. Click ‘Next’ in the subsequent screen and provide your initials in the highlighted boxes. These options 
were identified by your Third Party to provide the signature. You may initial any boxes per your discretion. 
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10. In the next screen, review the LOA and select the checkbox for acknowledgment. 
 

11. In the next screen, you will be asked to provide your signature and complete the   Captcha. 
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12. Once you click ‘Complete Review,’ the LOA will be submitted for SDG&E validation. You have now 
completed the LOA signing process. 

 

13. You will receive an email confirming the LOA. The Third Party will also be notified via email. 
 

 
 

14. Any time during the above signing process, you may also choose to reject the LOA by clicking ‘Reject LOA’ at the 
top of the screen. 
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Click ‘Yes’ in the confirmation pop-up. 

 

A confirmation message will be displayed. 
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You have now successfully rejected the LOA. You will receive an email confirming the rejection. The Third Party will also be 
notified. 
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 Option B - logging into CtS   
1. If you wish to sign the LOA by logging into the application, follow these steps: 
2. Log into the Consent to Share application with your SDG&E My Energy Center credentials. 

 

 

3. Locate the LOA from the ‘My Open LOAs’ tab. The status of the LOAs that require your signature will say ‘Pending 
Customer Signature.’ 

 
4. Open the LOA and review the details. 
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5. Click ‘Next’ and provide the authorizations in the next screen. 
 

 

6. Review the LOA in the next screen. 
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7. Provide your signature in the next screen. 
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8. Once you click ‘Complete Review,’ the LOA will be submitted for SDG&E validation. You have now 
completed the LOA signing process. 

 

 

 
 

9. You will receive an email confirming the LOA. The Third Party will also be notified via email. 

10. Any time during the above signing process, you may also choose to reject the LOA by clicking on ‘Reject LOA’ from 
LOA Actions menu. 



Consent to Share User Manual 

pg. 62 
Version 3.0 06.10.2024 

 

 

 

 
 

Click ‘Yes’ in the confirmation screen. 
 

 

A confirmation message will be displayed. 
 

 

You have now successfully rejected the LOA. You will receive an email confirming the rejection. The Third Party will also be 
notified. 
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 Option C - printing the LOA and signing on paper   
You may request the Third Party to provide the hard copy of the LOA form for you to review and sign. You may also log 
into CtS or access the LOA thru the link provided in the email. 

1. Once you access the LOA, select ‘Print Filled LOA.’ 
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2. This will download the LOA PDF with pre-populated information. Review the details in the LOA and sign. 
 

 
 

3. After the LOA is completed and signed, save the LOA as a PDF document and upload the LOA. 
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How to revoke an active authorization 

 
When an LOA is validated and active, SDG&E will begin the data disclosure with the respective Third Party as per the 
guidelines of the LOA. If at any point you wish to stop the data disclosure, you may revoke your authorization. The data 
disclosure will be discontinued immediately. You must then submit a new authorization request to restart the data 
disclosure after revoking. 

There are 2 ways to revoke an LOA: 

a) Revoke the LOA by yourself. 
b) Call SDG&E and request the revocation. 

Revoking the LOA by yourself 
 

1. Log into CtS and open the ‘Active’ LOA that you wish to revoke. You can open the LOA by double-clicking on the LOA ID. 
 

 
 

2. Click on ‘LOA Actions’ and choose ‘Revoke.’ 
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3. In the confirmation screen, choose ‘Yes.’ 
 

 

4. When you click ‘yes,’ the LOA will be revoked. Depending on the type of LOA, you may be asked to provide your 
signature. If the LOA you are revoking was created for a Third Party Demand Response Program, you will need to 
provide the signature to complete the revocation. 
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5. A confirmation message will be displayed. 
 

You will receive an email confirming the revocation. The Third Party will also be notified. 
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How to copy an existing LOA and create a new one 

 
You may copy any of your existing LOAs to create new ones. This is helpful when your current LOA is reaching 
expiration and you want to create a new one to continue the data disclosures. 

1. Log into CtS and open the LOA that you wish to copy. 
2. Go to LOA Actions and click ‘Copy.’ 

 

3. A new LOA will be created and all the information from the source LOA will be copied automatically 
to the new one. Review these details thoroughly and make any required updates. Then click on 
‘Next’. 
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4. Initial the authorizations and click on ‘Continue Online’. 
 

 
 
 

5. Review the new LOA. Check box confirming you have read the legal statement. Then click ‘Sumit’ button. 

 
 

6. Sign the LOA and click ‘Accept.’ In this same section, select from the optional radio buttons to indicate if you 
would like to make a data request or add special instructions. Then click ‘Complete Review’. 
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7. A confirmation message will be displayed. 
 

 
 

You will receive an email confirming the LOA. 
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How to cancel a request before it’s active 

 
Any time before the LOA becomes valid/active, you may choose to cancel it. 

There are 2 ways to cancel an LOA: 

a) Cancel the LOA by yourself. 
b) Email cim@sdge.com and request the revocation. 

Cancelling the LOA by yourself 
 

1. Log into CtS and open the pending (yet to be active) LOA that you wish to cancel. You may find these in the My 
Open LOAs table in the home screen.  Double click on the LOA ID to access the LOA. 

 

2. Go to LOA Actions and click ‘Cancel.’ 
 

 

3. Click ‘Yes’ to provide confirmation. 

mailto:cim@sdge.com
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4. The LOA will be cancelled, and a confirmation message will be displayed. 
 

 

You will receive an email confirming the cancelation. The Third Party will also be informed about the cancellation. 
 

 



Consent to Share User Manual 

pg. 85 
Version 3.0 06.13.2024 

 

 

 

How to update your email address in an existing LOA 

 
If you wish to update your contact email address within an LOA, you may do so by following these steps: 

1. Log into CtS and find the email address you’d like to update. 
2. Click on the pencil icon displayed next to the email address. 

 
 

 

3. Enter the new email address in the textbox provided and click ‘Save.’ 

 

 

The new email address will be updated, and you will receive an email at your old and new email addresses.
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Questions 

 
If you have any questions or concerns, email us at CIM@sdge.com or visit us at sdge.com/loa. 

mailto:CIM@sdge.com
https://www.sdge.com/more-information/our-company/customer-privacy/loa
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