Accessing the PUC Portal

Why register for access to the Public Utility Commission of Texas’ Portal:

The PUC Portal is a new section of the PUC Website (www.puc.texas.gov). It is designed to facilitate
communication and reporting between the PUC and the companies who do business with the PUC.
Currently, the following types of companies can use the Portal to complete their statutorily required

Annual Reports online:

e Automatic Dial Announcing Device Companies (ADAD)
e Competitive Local Exchange Carriers (CLEC)

e Incumbent Local Exchange Carriers (ILEC)

e Interexchange Carriers (IXC)

e Pay Telephone Providers

e Retail Electric Providers (REP)

Companies can track informal complaint information and update the contact information they have on
file with the PUC through the Company Complaints application as well. In the future, the PUC hopes to
expand the functionality of the Portal to include new reporting and communications features.

To access the Portal from the main PUC Website click on Login in the upper right corner.

To begin your registration, click on “I represent a company and need access to PUC Applications”
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Begin creating your account by filling out this form:
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Enter the code from the image at the bottom of the form and click on submit to create your account.
(Note: The characters in the image are not case sensitive.)
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Submit Registration

You should see the following message after you submit your registration
PUC Portal Registration

Membership Successful

Your account has been created.

Your account has been created, but before you can login you must
first verify your email address. A message has been sent to the
email address you provided. Please check your email inbox (or

spam folder) and follow the instructions in that email to verify your
account.

If you do not receive the verification email within the next hour, contact the PUC
Help Desk at HelpDesk@puc.state.te.us for assistance.

After verifying your account, you will have access to all of our public features.

To gain access to secure applications you will need to fill out your profile and
request access.




You will receive an email in your inbox for the email account specified in the registration form. The final
step to completing your registration is to click on the link that email.
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helpdesk@puc.state.tx.us to me 936 AM (4 minutes ago) | 4 Reply | +

Welcome to Public Utility Commission

Hello, I vou are receiving this email because you recently created a ngfv account at Public Utility Commission website. Before you can login, you need to verify your email

address by visiting the following link:

Select the link, or copy the url into your browser address box. After visiting the above link you can log into the site!
If you have any problems verifying your account, please reply to this email to get assistance.
Thank you

Public Utility Commission of Texas
1701 N. Congress Avenue

PO BOX 13326

Austin, TX 78711-3326
helpdesk@puc.state.tx.us

512) 936-7100

“©Reply =¥ Forward

(Note: If you don’t see the email in your inbox, please check your spam folder. You may need to add the email address

helpdesk@puc.texas.gov to your safe sender’s list.)

When you click on the link in the registration email, you should see a screen on the Portal letting you
know that your account has been verified.
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The first time you login, you will see your account profile page.
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Click on the Contact Info tab to complete your profile. You must have completed this portion before you
will be granted access to any of the applications on the Portal.
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When you have completed the Contact Info section, click Update to complete your registration.

This concludes creating your account for accessing the PUC Portal. The remainder of this document
provides instruction for accessing applications on the Portal. The applications provide electronic
methods for companies required to register with the PUC or to file annual reports. Access to
applications requires approval and will be verified with PUC staff.



Requesting Access to PUC Application

Currently PUC Applications are available for the companies doing business with the commission. The
available applications are for company registrations and filing of annual reports.

Login to the Portal with your newly created account. You will be at the main Portal Page:
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At this point, you may click on “Request Access to a PUC Application.” You will see the list of
applications available to companies.
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To request access to an application, click the title of the application.
one for ADAD Renewals.
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You will see a screen similar to this
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Simply click on the Request Access to (Application Name.)

The ensuing screen will have important regarding the PUC Privacy and Security policy. At the end of this
page, you will be asked to provide criteria based on the Application for which you are requesting access.
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* PUC employees are governed by PUC employes polices
Last Updated: 01/23/11

Select & Company from the list provided below.
| - |
If the company you are seeking to gain access to does not exist in the above B\ please enter the company name in the space provided below.

Please enter any additional comments you have that can helps us expidite your reqRgst. Your affiliation with the company you represent mast be
werified before you can be granted access to the system. If you wish to gain acoess  multiple companies please list the addditional companies here.

07001 Public Uity Comemission ' Tron
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Select the company that you represent frorj the drop down box. If the company is not listed, the next
line is provided for you to manually enter yo\ur company’s name. The comment box is provided if you
need to request access to multiple companies\or if you would like to provide additional information.

When you are ready to submit, check the box confirming that you have read the privacy and security
information and click Submit.

After you submit your request, an email is sent to the department responsible for confirming you have
the authority to represent the company for which you are requesting access. When your access has



been approved, you should receive an email letting your know that you now have access to the
application.

If you have any questions or experience any problems associated with the PUC Portal or a PUC
Application, please contact the PUC Help Desk. The Help Desk may be reached by phone at (512) 936-
7100, or use the link on the Portal Login page to email us.

Welcome to the PUC Portal
What would you like to do?
¥ Login to portal
» Register for access to the PUC Portal
» View available PUC Applications
» Find out more about the PUC Portal

¥ Get Support! Email the PUC Help Desk

Note: Questions regarding the filing procedures and rules should be addressed by the Division you
would normally contact for your Reports and Registrations.
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