
Advisor Accounts Guide





Advisor Accounts allow people to view client portfolios at different locations and send   
messages to them.  The most important piece of the advisor account is the individual 
portfolio information.

Initial set up of advisor accounts

Step 1:  Contact MCIS staff person at 1-800-3904 to set up your advisor account.
Step 2: Give us a list of agencies that you want to be an advisor for.
Step 3: MCIS staff will create the advisor accounts and notify you when they are complete.
**Important Note:  you should have an administrative/staff account as well as an advisor account login.

Advisor Account.................................................................... pages 4-8
How the client selects an advisor......................................... pages 9-10
 
 
 Go to http://careers.mt.gov  and click on “MCIS Login” on the right side of the page.
 Enter your username and password.
 If you are not sure what your username and password is contact your MCIS 
 Administrator at your site or an MCIS staff person at 1-800-541-3904

 Passwords must be at least 8 characters, and contain at least 1 uppercase and 1 lowercase 
 letter, and 1 number.  When you reset passwords the password is a temporary one and
 will need to be changed.  

Tip:  
Make sure that you click the sign in 
button or you will get an error page

http://careers.mt.gov
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ADVISOR ACCOUNTS - ADVISOR VIEW

Advisor Accounts allow people to view a clients portfolio and send messages to a user. 
   
    Login with your advisor account username and password.  If you are not sure what your login 
    information is contact your site administrator or an MCIS staff member at 1-800-541-3904
   To login go to http://www.careers.mt.gov
    

After entering your username and password  click on the blue sign in button then you will see 
the Advisor Main Menu Below.

http://careers.mt.gov
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1. Click on Individual Portfolio on the main menu.

2. In Individual Portfolio an advisor is able to reset passwords, view completed sections of a 
    portfolio, and see any files that have been uploaded to the system. 

*** In order to display all clients, leave fields pictured above blank and just click search.
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When you are viewing portfolios you will also be able to reset passwords, view client portfolios, 
and see any client uploaded files
 

21

3

1. Click on the Reset Password to reset a clients password to a new temporary password if they 
have forgotten their password. 

 Passwords must be at least 8 characters, and contain at least 1 uppercase and 1 lowercase 
 letter, and 1 number.  When you reset passwords the password is a temporary one and will
 be changed by the client.  

Tip:  
Type in the temporary password that you want 
to use.  Clicking on Generate Password creates 
a computer generated password that is hard to 

remember.



7

2. Click on View to view activities the client has completed in MCIS.
     The more activities in MCIS that are done the more you will be able to see in the list.

3. Click on Files to see any uploaded files that have been saved by the client, such as a resume.  
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You can send messages to clients by clicking on Messages in the main menu and then send new message.

The messaging system is inside of MCIS and does not go to the client’s email.  When you send a message they 
will be notified the next time they login to their portfolio.
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CLIENT SELECTION OF ADVISORS

  Clients are also able to choose the advisor(s) they want to view their portfolios.

1

1. In the upper right hand corner of the MCIS homepage, click on the arrow next to the name.
    Click on Share My Portfolio.

2

2.  Click on Go to Advisors
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4

3. The advisors that are available to you are shown in the lower table.  Select the advisor (s) you
     would like to have access to your portfolio by selecting Add.  

4.  Once the advisors are added they will show up in the upper table under Your Advisors.  You 
      will be able to message advisors and remove them if you no longer want them as an advisor.
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