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Introduction 
To access the OPUC Activity and Discovery Test Portal, navigate to https://puc-ads-

test.powerappsportals.us/ 

 

The Organizations tab allows users to view a list of all Organizations. Here you can filter and search the 

records to you desire. 

 

 

https://puc-ads-test.powerappsportals.us/
https://puc-ads-test.powerappsportals.us/
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The PUC Activities tab provides a list of PUC Activity (Docket) records. Here, users can filter the PUC 

Activity records based off status, organization, and date range. Click on a record to open it. 

  

The All Actions tab allows users to view all Action records in ADS and filter their search. Click on a record 

to open it. 
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The Events tab contains a list of Event records, as well as a calendar view that displays all upcoming 

Events. This Calendar view can be sorted by Year, Month, or Week. 

 

The Public Meetings tab contains a drop-down menu that allows users to view both upcoming and past 

public meetings. These pages contain list views and calendar views of the public meetings. 
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General  

Register as a New User on Portal 
To register on the Oregon Public Utility Commission Activity & Discovery Portal, begin by clicking Sign In. 

  

Click Azure AD B2C. 
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Next, click Sign Up Now. 

 



8 
 

Enter your Email Address and then click Send verification code.
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Enter the verification code you received via email, and click Verify Code. 
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Once completed, enter in New Password, Confirm Password, Given Name and Surname. Click Create.
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Once the initial registration is complete, you will be brought back to the portal. Fill in the Your 

Information section on your profile. 
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Scroll down, and fill in the bubbles to Either Opt-in or Opt-out of emails. Once completed, Click Update.

 

 

 

After creating an account, the user can easily log in the portal in the future by clicking on Azure B2C. 
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Submit an Access Request 
Once you have registered on the ADS Portal, if you would like to participate in PUC Activities and 

Discovery, you must first submit an access request to establish a role with your organization. You can 

request access as a Subscriber/View Only, a Filer, a Data Requestor, or Organization Administrator. 

 To submit an Access Request, navigate to the Organization Access Request drop down menu. Click 

Organization Access Request. 

 

This brings you to the Access Requests landing page. Next, click the Submit A New Access Request 

image.
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An Organization Access Request form will open. Input Represented Organization, New Organization (if 

applicable), Requested Access Role, and Description. Once finished, Submit the record. 
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Filer 

Submit an Action Related to PUC activity 
Navigate to the All Actions drop down menu and click Submit an Action. 
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Scroll down and select Create an Action in an PUC Activity. 

 

Next fill out Form, and scroll down to bottom of page and click Next. 
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Add the PUC Activity, Action Group, and Action Type. Click Next. 
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Next, attach any Related Documents (if applicable) by clicking the Carrort and selecting Upload Files. 

Once Completed, click Submit. 

 

Once Submitted, a Submission Completed Successfully message will display. 

 

  



19 
 

 

Submit an Initial Action (File for a New Docket) 
Navigate to the All Actions drop down menu and click Submit an Action. 
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Scroll down and select Create an Action to Create a New PUC Activity. 

 

Next, enter information into both the Action Group and Action Type. Click Next. 
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Enter in the Organization you are representing and any other fields (if applicable). Click Next 
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Fill out the rest of the form. The content of the form changes depending on which type of Action you are 

filing. When you complete the form, click Next. 

 

To add contacts to the service list that will belong to this new PUC Activity when it is created, select + 

Add New Contact to add a Contact to the ListServ. 
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Once selected, a form will display. Fill in Contact, Represented Organization, and Description (if 

applicable). Click Submit. 
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 Next, attach any Related Documents (if applicable). Documents are separated by confidentiality 

level.When you’ve uploaded all necessary documents, click Submit. 

 

Once Submitted, a Submission Completed Successfully message will display. 
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Submit an Amendment to an Action 
If PUC has requested that you amend an action you have previously filed, navigate to the User drop 

down menu and click My Organizations Actions. 

 

 Organizations can amend their actions by navigating to the My Organization Actions page and 

opening an action from either the "My Organization Actions" list or the "My Organization Actions 

Requiring Amendments" list. Click the Carrot and Select the Record.
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Opening the action record from either list will bring the user to the Action Details page, where there is a 

button labeled "Amend this Action." 

Review the Record and click Amend This Action. 

 

Review, make any changes, and click Next. 
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Add Tags (if applicable) and click Next. 

 

Add any Documents (if applicable) and click Submit. 
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Once Submitted, a Submission Completed Successfully message will display. 
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Submit a Participant Comment 
To submit a comment as a participant in a PUC Activity, navigate to the All Actions drop down menu and 

click Submit an Action. 
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Scroll down and select Create an Action in an Existing PUC Activity. 

 

Next fill out PUC Activity, Action Group, and set Action type with the following values (Action Type = 

Comments/Response). Click Next.

 

  



31 
 

Next, add the Organization, Description, and Tags. Then click Next. 

 

Next, attach any Related Documents (if applicable) by clicking the Carrort and selecting Upload Files. 

Documents are separated by confidentiality level. Once Completed, click Submit. 
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Once Submitted, a Submission Completed Successfully message will display. 

 

  



33 
 

Submit a Public Meeting Action 
To submit an action related to a Public Meeting, navigate to the Public Meeting tab and select Public 

Meetings. 

 

  



34 
 

Scroll down to the public meetings, click the Carrot, and select View Details. 

 

Next, scroll down and click the Submit A Public Meeting Action image.  
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Select the Action Group and Action Type for this public meeting action. 

 

Add the Organization in which this comment will be associated to. Then add the Public Meeting and 

Public Meeting Agenda Item 
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To attach any documents to the Public Meeting Comment, click the Carrot and select View Details. 

 

Once Submitted, a Submission Completed Successfully message will display 
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Data Requestor 

Create a Discovery Request 
Navigate to the User drop down menu and click My Organization Discovery Requests. 
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Click + New Discovery Request to add a new Discovery Request. 

 

Add the PUC Activity and Related Action (if applicable). Click Next. 
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Next, input the Requesting Organization and the Requesting Organization. Once complete click Next. 

 

To add a Discovery Request Line Item. Click + Create. 
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Set the Confidentiality of the Discovery Request and add your Question. Click Submit. 

 

The Discovery Request Line Item will display in the Grid if successfully added. Once you have added all 

the line items, click Submit. 
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Respond to a Discovery Request 
Navigate to the User drop down menu and click My Organization Discovery Requests. 
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To Respond to a Discovery Request, click the Carrot, then select View Details. 
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Next, at the bottom of the page, select the Discovery Request Line item. 

 

To respond to this item, click the + Create button at the bottom of the page. 

 



44 
 

Enter the Initial Response Type and click Next. 

 

Enter your Response in the provided text box and click Next. 

 

 



45 
 

To add any documents associated with this response click the Carrot and select Upload Files. Once 

document is successfully uploaded, click Submit. 
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Following the submission, the Response Status of that Discovery Request will update to “All Responses 

Provided.” 
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Amend a Discovery Request Response 
Navigate to the User drop down menu and click My Organization Discovery Requests. 
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To amend a response to a Discovery Request, click the Carrot than select View Details. 
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Next, at the bottom of the page, select the Discovery Request Line item you wish to amend. 

 

To amend this item, click the + Create button at the bottom of the page. 
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Choose “Amended” as the Response Type and input the Associated Response or Amendment. Then, 

click Next. 
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Enter your Response in the provided text box and click Next. 

 

 

To add any documents associated with this response click the Carrot and select Upload Files. Once 

document is successfully uploaded, click Submit. 
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Organization Administrator 

Approve Access Requests for Your Organization 
Any Access Requests submitted by members of your organization will require your approval, unless they 

are requests for the Organization Administrator role, which is approved by PUC. To see if you have any 

access requests that require approval for your organization, navigate to Organization Access Requests 

and Select Organization Access Requests Pending Approval. 

 

  



53 
 

The grid below displays all the organizations access requests pending approval. To view a record, click 

the Carrot and select View Request. 

 

Review the Access Request. Once reviewed, scroll down to Approve Request and Granted Access Role 

and input your decision. Click Submit. 
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Edit Organization Contact Information 
Navigate to the User drop down menu and click My Organizations. 
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Click on the Carrot and select Administrator Details to view the organization’s contact information. 
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The organization’s contact information can be edited to meet the desired specifications. 
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Edit Contacts in your Organization 
Navigate to the User drop down menu and click My Organizations. 
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Click on the Carrot and select Administrator Details to view the organization’s contact information. 
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Scroll to bottom of the page and click on a contact in the Company Contacts grid. 
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Make Changes to the Contact record and click Save Changes. 
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Remove a Contact’s Access to your Organization 
Organization Administrators have the ability to remove contacts from their organization entirely, or 

remove a particular role from a contact at their organization. 

Navigate to the User Name drop down menu and click My Organizations. 

 

  



62 
 

Click on the carrot and select Administrator Details to view the organization’s contact information. If 

you do not see Administrator Details as an option, this means you require Administrator access to this 

organization before you can remove contacts from your organization. 
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Scroll to bottom of the page, click on the carrot in the Company Contacts grid beside the contact/role 

you wish to remove, and select Remove Contact. 

If a contact appears in the grid more than once, this means they have multiple roles at your 

organization. You can remove a specific role from a contact by only removing that line item, or you can 

remove the contact entirely by removing all line items for that contact. 
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Consumer Comments 

Submit a Consumer Comment 
Click the Consumer Comments tab. 
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Click on Submit A Comment. 

 

 

On the record, update the Type to General and if this comment is related to a PUC Activity, you can 

specify here. Input your comment, and click Next. 
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Once submitted, Comment will display in the My Comments grid. 

 

 

Submit a Consumer Comment Related to a Public Meeting 
Click the Consumer Comments tab. 
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Click on Submit A Comment. 

 

On the record, update the Type, Public Meeting, and PUC Activity. Once added, input your comment, 

and click Next. 
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Once submitted, the comment will display in the My Comments grid. 
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Create Email List 
Click Email Lists from sitemap. 
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Click New from Ribbon. 
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A new Email List record will open. Input the name, type, industry (if applicable), description, and tagging 

information. 
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Click Save. Once the Email List is saved, contacts can be added to the list.  
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Click + New List Contact to add a new contact to this Email List.  
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A quick create form will appear. Input contact information and then click Save and Close.
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Once added to the email list, the contact will appear in the grid below. Now this contact will receive any 

emails sent to this list.  
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Subscribing to an Email list via Portal 
If the Email list created is a Custom Subscription List or Industry List, the list can be subscribed to by the 

public via the OPUC Portal. 

Navigate to the Email List Tab on the OPUC Portal. 

 

Click the Carrot and select View Details. 
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Next, click Subscribe.

 

 


