
 

 

 

 

27/01/2023 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Connection Portal 
User Guide 
Step by Step Portal Guide 



  User Guide | 27/01/2023 

 2 

 

Table of Contents 

Introduction...............................................................................................................................................3 

New Account Registration......................................................................................................................4 

Important information .................................................................................................................................... 4 

Parent Company and Child/SPV Company ..................................................................................................... 4 

Register new account.................................................................................................................................... 4 

Standard User Management ........................................................................................................................ 10 

User login help ........................................................................................................................................... 12 

Pre-Application ..................................................................................................................................... 14 

Creation of  Pre-application .......................................................................................................................... 14 

Submission of Pre-application...................................................................................................................... 19 

Deletion of Pre-application........................................................................................................................... 20 

Withdrawal of  Pre-application ...................................................................................................................... 21 

Application ............................................................................................................................................. 23 

Creation of  application – BCA, BEGA & BELLA ............................................................................................ 23 

Creation of  application – Modif ication, SOW & PP......................................................................................... 29 

Submission of Application ........................................................................................................................... 29 

Deletion of Application ................................................................................................................................ 31 

Application Progress ................................................................................................................................... 32 

Projects .................................................................................................................................................. 34 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  User Guide | 27/01/2023 

 3 

 

Introduction 

As part of  our RIIO-2 ambition, the Connections Portal is being designed to transform the Connections Journey 

and account management for all Customers. 

The Portal will provide a single point of  contact for all ESO connections customers looking to either connect to or 

make use of  the transmission system. The initial release will look at the digitisation of the application process 

and include the following high-level functionalities: 

• Apply for connections and other agreements online 

• Monitor live applications and track progress 

• Access to signed contract documents 

• View of  key milestones / milestone management 

• Communicate directly with your connections contract manager 

 

This guide is created to help the users with step-by-step process of using the Portal for the Connections 

Journey. 
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New Account Registration 

Important information 

1. Please note the f irst person registered on the portal f rom an organisation, will be assigned ‘Super User’ 

status. 

2. Super user will be managing the registration requests of  other users f rom the organisation. This provides 

the control to the organisation to manage their users.   

3. Up-to 5 users (1 Super user and 4 Standard users) can be registered under an account. 

4. An individual email Id can only be used once to register. 

5. Users will need Salesforce authenticator app to support the secure login process 

Parent Company and Child/SPV Company 

1. To ensure that your account is set up correctly in the Connection Portal , it is essential that registration 

request is submitted under the appropriate Parent/Child/SPV set up.  

2. If  you are the user, who want to have the visibility of all the information across all of  your sub companies 
/ SPVs which are under the umbrella of  parent company, you need to select the company which is a 

parent company while submitting the registration request.  

3. If  you only want to manage an individual Sub Company/SPV, please select the relevant while registering 

for an account. 

Register new account 

1. To access the Customer Portal, you will need to register new account.  

2. Before starting the registration process, please note that first user registering for a company will 

be assigned ‘Super User’ status. Super user will have full access of the account and will manage 

the registration of ‘Standard Users’ of the company.  

3. Super User will also have to complete Super User registration form. Instruction will be provided 

via email sent as part of registration process. 

4. Also ‘Standard Users’ will not be able to register until the ‘Super User’ registration has been 
completed and active. Customer Portal will automatically check this during registration process 
and will display the message if another user tries to register while Super User registration still in 

progress. 

 

5. Please follow the below steps for registering new account. 

6. Go to Customer Portal webpage and click on ‘Register new account’.  
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7. The f irst step is to search for your company for which you want to register. You can search either by 

company name or registration number. As you will start searching, relevant results will be displayed. 

 

8. Select your organisation f rom the result list, system will show the below screen 

 

9. Click ‘Next’ to move to the next step. You can also search again by clicking on ‘Remove Company’ if  

needed. 

10.  Now you will need to enter your details as shown below. Please note all f ields are mandatory except the 

Landline number f ield. 
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11.  System will prompt you about the ‘Super User’ as advised in point 2 above, once an email Id is entered. 
If  you are happy with it, please complete the remaining f ields and proceed to next step. Otherwise have 

a conversation in your team/department about it.  

 

 

12.  Once all f ields are completed, ‘Submit’ button will become active to submit the registration request.  

13.  You will receive an onscreen conf irmation as below and email to verify your email address used for 

registration process. 
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14.  Please follow the instructions in the email. There are two steps to complete, and these can be completed 

in any order. 

15.  First step is to f ill the Super User Authorisation form, print on company letter headed paper, get it signed 
by company authorised signatory and send to transmissionconnections@nationalgrideso.com. This will 

be reviewed by Connection Team to assess the registration request so to ensure that right user is 

registered against the company. 

16.  Second step is to verify your email id. Please click on the relevant link in the email for this. Once you 

have verif ied the email id, you will see the below message.  

 

17.  Once both of  the steps are completed by you and Super User Authorisation form has been processed by 
the Connection Team, you will receive another email containing your username and explaining the 

process of  setting up password. Please follow the instructions in the emails. 

 

18.  Please note you will need to download the Salesforce Authenticator application on your mobile device to 

help with the login process. This also helps with keeping your account safe and secure. 

19.  You will not need to login into the app by using any email id. Please follow the instruction and app will 

automatically detect your system login. 

20.  Once you have downloaded the app, click on the ‘Create Your Password’ link. Please make sure it 

meets the minimum requirement as stated and as you start typing, you will see the tick box against 

these requirements. 

                   

21.  Once all required information has been completed, ‘Create password’ button become active, click to 

create the password. On successful completion you will be get the following message.  

mailto:transmissionconnections@nationalgrideso.com
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22.  Once you are on login screen, enter your username and password that you have just created and click 

‘Sign in’. You will get the below screen to connect your account to the Sales Force Authenticator app. 

This will add another layer of  security to avoid the risk of  unauthorised activities.  

 

23.  Open the app. Please note if  you are using this app f irst time, you may get the promotional screen 

providing you the tour of  the app etc. This can be skipped as required.  

24.  You will then see the below screen. Once you click on ‘Add an Account’, you will see two words as 

shown in 2nd picture below. 

                                                      

25.  Enter these two words in the Portal screen and click ‘Connect’. You will then see the 2nd picture as 

below. 
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26.  Go back to the app in your phone and click ‘Connect’. You will note that app has automatically has your 

details to connect to. Once connected, you will see the conf irmation as shown in 2nd picture. 

                                              

27.  App also provide an option to automatically approve the login by tracking your location. This can be 

switched on as needed. Please see some pictures below.  

                                        

28.  You are all set up and ready to use the Connection Portal.  

29.  Please note that currently an email address can only be used once for registration. So, if  you try to 

register again using an email address, that has already been used, you will see the below error 

message.’ 

 

30.  Once Super User is active for an organisation, other users can submit the registration requests  following 

the same steps as mentioned above. These requests will be reviewed and approved by Super User of  

the organisation. 

31.  Please see the below section how Super User can process these requests. 
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Standard User Management 

32.  Super user will see all the pending requests f rom other users under the ‘User’ sections of  the portal as 

shown below (1st picture).  

 

 

 

 

 

 

 

 

 

 

33.  Super user will also receive an email (2nd picture above) about this and click on the link in the email to go 

to the request. 

 

34.  To Approve/Reject the registration request, click on the three-dot menu on the top right of  tile and then 

select the relevant option. 

 

 

 

 

 

 

 

 

 

 

35.  To approve the registration, select ‘Approve’ and you will see the below message. Click ‘Approve’ to 

proceed or ‘Cancel’ to go back 

 

36.  Once approved, you will see the conf irmation message and advise about remaining licences. User will 

also receive an email for to complete the registration process e.g., password creation etc. 
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37.  Super user will also be able to view all the users registered under ‘Active User(s)’ 

 

 

 

 

 

 

 

 

 

38.  When you click ‘Reject’, you will see the following window to add the reason for rejection. 

 

39.  Select the reason f rom the drop-down list. There are currently two options in this dropdown as below 

a. Insuf f icient licences available – This is when you already have total of  5 user (including super 

user) registered for the account. 

b. Other – This will open a new f ree text box f ield for you specify the reason. 

 

40.  Please select appropriate option and click ‘Submit’ to complete the process. 



  User Guide | 27/01/2023 

 12 

 

 

41.  You will receive conf irmation message as below. This will advise how many licences are still available. 

This will also send an email to user advising the rejection. 

 

User login help 

 

42.  If  you need to request password, please use the ‘Forgot Password?’ link. 

 

 

 

 

 

 

 

 

 

43.  Enter the email address and click ‘Email me a recovery link’. Once you have received an email, follow 

the instruction to reset your password. 
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44.  If  you need help with the Customer Portal, you can use the ‘Need help ?’ function. Click on it will create 

an email which can be used to explain the area of  help. 
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Pre-Application  

Creation of Pre-application 

 

1. To create a new Pre-Application, click on ‘Application’ tab as shown in below 

 

 

 

2. Then select ‘Pre-application’ and then click on ‘New pre-application’ 

 

 

 

 

 

 

 

 

 

3. Enter the ‘Project name’ and click ‘Create’ which will become active on completion of  the project name. 

 

 
 

4. You will come to a form to complete as shown below. This has four sections. Please note the f ields 

marked as “*” are mandatory f ields.  
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5. To help you to complete the form f ully, there is section on the lef t which act as traf f ic light system and 

helps you understand if  all the required f ields in an individual section have been completed or not.  

6. For a partly f ield section, you will see orange warning as below – 

 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

7. Once all the required f ields are completed, this will turn green as shown below – 

 

 

 

 

 

 

 

 

8. Please expand the relevant section by clicking on “+” icon to complete.  Please see details below for 

each section. 
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 Section 1 – Project Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select the correct option 

based on connection. 

Select the correct option based on 

your project type. Please note you 

can only select one. 

Select the plant types and click on the ‘right 
arrow’ to move to the box on the right-hand side 

to complete the selection. You need to select at 
least one.  If  you make an incorrect selection, 
select it in the right-hand box & click ‘lef t arrow’ to 

remove this selection. Please note you will need 
to select the correct one f irst before removing the 

incorrect option. 

Please enter the Project Capacity 

up to three decimal places. 

Please enter the connection date. 

Please use this f ield to add details of  

the land. 

Please use this f ield to provide details of  

Planning consent status etc. 
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Section 2 – Developer company details 

 

 

Complete this f ield by searching the company 
by name or registration number. This f ield 
search for company f rom the Company House 

portal and extract the details. 

Similarly search of  developer parent company 

if  required. 

Enter the Developer company website 

address. 

Use this function to add the contact details of  the 

individual(s) regarding this application. You can add more 

than one contact and specify who will be primary contact. 

Clicking this button will open the form as shown below. 

Please f ill the required details and click ‘Save’. 
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Section 3 – Site location 

 

 

 

 

 

 

 

 

 

 

 

 

Section 4 – Notes and Terms of reference 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the f ree text f ield to add any 
additional information to help with 

the pre-application. 

You will need to read the Terms of  
Reference and tick the box to 

conf irm. Click on the down arrow to 

view the full list. 

Please search and select the potential 
substation/GSP where you would like to 

connect. 

Please provide site coordinates if  available. 
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9. You can save the form as draf t to review and complete later. To save as draf t, click on ‘Save draf t’ 

button as the bottom lef t side of the form. 

 

10.  All the pre-application that has been created, submitted or withdrawn will be available to view on the 

‘Application’ home screen as individual tiles as shown below – 

 

 

Submission of Pre-application 

11.  Once all the required f ields have been completed, ‘Submit’ button as the bottom of  the pre-application 

page become active and you can click it to submit the pre-application. 
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12.  On submission, you will get a pop-up message as shown below and will also receive an email 

conf irmation of  the submission. 

 

13.  Please click ‘Go back to Pre-application’ to return to the home screen. You will notice that pre-

application status is now showing as ‘Submitted’. You can view the pre-application by clicking ‘View 

details’ button on the Pre-Application tile. 

Deletion of Pre-application 

14.  A pre-application that has not been submitted can be deleted if  needed. You can do this by following 

ways. 

15.  You can click on ‘Three dots’ at the top right corner of  the pre-application tile and click ‘Delete’   

 

 

 

 

 

 

 

 
 
 

 
 

 

or you can click on ‘View details’ and then scroll down to the bottom of  the page and click ‘Delete pre-application’ 

 

 

 

               

 

16.  You will then get a pop message as shown below, click ‘Delete’ to delete the application or you can click 

‘Cancel’ to go back to home screen. 
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17.   Please note as mentioned in the pop message above, deletion of  pre-application will result in loss of  all 

data and deleted pre-application will disappear f rom home screen. 

Withdrawal of Pre-application 

18.  Withdrawal of  submitted pre-application can be carried out by either clicking on three dots menu on the 

pre-application card and then clicking ‘Withdraw’  

 

 
 
 

 
 
 

 
 
 

 
 
 

 

 

Or by clicking on ‘View details’ and selecting ‘Withdraw pre-application’ 

 
 
 

 
 
 

 
 
 
 

 
 

19.  When you withdraw by using one of  the two options mentioned above, you will see a pop-up message 

as below, click ‘Withdraw’ to proceed or ‘Cancel’ to go back to the pre-application. 

 

20.  When you click ‘Withdraw’, you will get a conf irmation message of  the withdrawal as below. You will also 

receive an email about this. 
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21.  The status of  pre-application will also change to ‘Withdrawn’ as shown below- 

 

 

 

 

 

 

 

 

 

 

 

22.  Users can view the progress of  the pre-applications by reviewing the statuses in the pre-application tiles 

as shown in the above picture.  
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Application   

Creation of application – BCA, BEGA & BELLA 

 

1. Login into the Customer Portal. 

2. To create a new Application, click on ‘Application’ tab as shown in below. 

 

 

 

3. Then select ‘Applications’ and then click on ‘New application’ 

 

 

 

 

 

 

 

4. You will see the below pop-up window, asking to f ill initial information before proceeding to full 

application form based on the selection made. 

 

 

 

 

 

 

 

 

Please select the relevant Application Type f rom the dropdown list.  Depending upon the selection made, 

subsequent question will change accordingly. Please see screen prints for dif ferent Application Types – 
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For this guidance we will select the ‘Directly Connected’ Application type. Selections of  other application types 

will also follow the same process. 

  

5. On selection of  the ‘Application type’ as Directly Connected, you will see below screen asking to make 

selection f rom ‘Onshore’ and ‘Of fshore’ options. Then select the Connection location and provide the 

Project name. 

 

 

 

 

 

 

 

 

 

6. Once all the f ields are completed, ‘Create’ button will become active. Click to create the application and 

complete the rest of  the application form. 

7. Clicking ‘Create’ button will take you to the f irst section of  the application form.  

8. From here onwards, you can complete the whole application in one instance or save it in draf t form to 

complete it in more than one attempts. For this, scroll down to the bottom of  the page and click ‘Next’ to 

go the next section or click ‘Save and Close’ to save the application as draf t.  

 

9. On saving the application, you will see the below screen, providing an overview of  the application. 
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10.  You can complete any section in any order by clicking on the relevant section.  

11.  Each individual section has its own progress bar, showing the progress . This will be very helpful while 

completing the application form.  

 

 

12.  You will also be prompted about unanswered questions in individual sections with system showing 

orange warning symbol against these questions. 

 

13.  There is a guidance available against each question to help with the requirement/information needed . 

 

14.  Where required by questions, there is an option to upload multiple documents. For this you can either 

click on ‘Upload Files’, browsing & selecting the required document or drag & drop the f iles.  

You can upload most of  the f ile types e.g., docx, pdf etc. Either you can upload individual multiple f iles or 

as a zip folder.  

There is also an option to delete the uploaded document and reupload if  required. 



  User Guide | 27/01/2023 

 27 

 

 

15.  You can download the DRC form f rom the Section F directly and upload it here again once completed.  

 

 

16.  Once you download the form, the option to upload the completed form become available. Again, you can 

upload multiple f iles here also. 

 

 

17.  Once all the sections of  the application form have been completed, application overview page shows the 

green tick against each section and progress bar at the top will show 100%.  

 

At this stage ‘Submit Application’ button will also become active.  
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18.  You can return to Application home page by using either ‘Back’ button or clicking on ‘Application as 

highlighted in below picture. 

 

 

 

 

 

19.  All application that has been created will be available to view on the ‘Application’ home screen as 

individual tiles as shown below.  
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Creation of application – Modification, SOW & PP 

20.  Login into the Customer Portal. 

21.  To create an application, click on ‘Projects’ tab. This will list all the projects as individual projects’ tiles.  

22.  Go to the project for which a Modif ication, SOW (Statement of  Work) or PP (Project Progression) 

application need creating and click on ‘View Details’ link on the tile.  

23.  Then click on ‘Modify contract’ button, you will be presented with the below pop-up screen, select the 

relevant option f rom the drop-down list and click ‘Create’. 

 

 

 

 

 

 

 

  

24.  Please note that SOW & PP applications are only available if  you are a DNO.  

25.  For Non DNO customers, clicking on ‘Modify contract’ will take you straight to the modif ication 

application. 

26.  The relevant application form then can be completed similarly as advised in previous section. 

Submission of Application 

27.  You can submit the application once it has been fully completed. Application completion will be visible on 

the progress bar (horizontal blue line) on the application home screen or on each application also. 
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28.  To submit a completed application, click on ‘View details’ on the application tile, then click on ‘Submit’ 

button on the top right hand of  the screen. You can always review the application again before 

submitting. 

 

 

 

 

 

 

 

 

 

29.  You will get the screen conf irmation of  submission of  the application. Click on ‘Go back to Applications’ 

button to return to Application home screen. 

 

 

 

 

 

 

 

30.  You will also receive an email conf irmation of  the application submission.  

31.  Application’s tile will also the status as ‘Submitted’. 

 

 

 

 

 

 

 

 

 

 

32.  You can download the completed application form in pdf format by clicking on ‘View details’ and clicking 

‘Download application’ under Actions. 
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Deletion of Application  

33.  Application that has not been submitted can be deleted if  needed. You can do this by following ways.  

34.  You can click on ‘Three dots’ at the top right corner of  the application tile and select ‘Delete’ or you click 

on ‘View details’ and click ‘Delete application’ under ‘Application details’ section. 

   

     

                

 

 

 

 

 

 

35.  You will then get a pop message as shown below, click ‘Delete’ to delete the application or you can click 

‘Cancel’ to go back to home screen. 

 

36.  Please note as mentioned in the pop message above, deletion of  application will result in loss of  all data 

and deleted application will disappear f rom home screen. 

37.  Below conf irmation message will appear once you click the ‘Delete’ button 
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Application Progress 

38.  You will be able be view the application progress on the individual application’ tile or by viewing details 

of  the application. 

           

 

 

 

 

 

 

      

39.  Status of  application will change to ‘Processing’ when the Connection team start working on the 

application i,e, raising invoice, sharing details with TOs etc. 

 

 

 

 

 

 

 

40.  You will receive an email notif ication when the invoice is ready in the connection portal. This will be 

available in the application which can be accessed by clicking on ‘View details’ link on the application tile 

and then scrolling to the ‘Application Documents’ section. You can access it either by clicking on ‘View 

all documents’ or ‘Download invoice’. 

 

 

 

 

 

 

 

41.  Once an invoice has been paid and processed, it will ref lect in the application also. 
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42.  Once an application is clock started, the status on the application tile changes to ‘Of fer in Progress’. You 

will also receive a clock start email notif ication 

 

 

 

 

 

 

43.  Once an of fer has been sent to you, the status will change to ‘Customer Review’. 

44.  Status will change to ‘Contracted’ when an of fer has been signed by you and ESO. 
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Projects 

45.  Once an application has been closed as Contracted i.e. of fer has been signed by Customer and ESO, a 

Project record will be created which will be accessible under the ‘Project’ tab as an individual tiles. 

 

46.  Clicking on ‘View details’ link will provide details information such as related applications, documents, 

timeline and contact details of  CCM etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

47.  As marked above, clicking on individual tabs e.g. Timeline, Documents, Related application etc. will 
provide relevant information. There will also be links such as ‘View’ as shown in above picture against 

the application, which will help you take to that record directly. 

48.  From this screen, you can create modif ication application as required. More information on this can be 

found under section “Creation of  application – Modif ication, SOW & PP”. 

 

 



 

 

 

 

Faraday House, Warwick Technology Park, 
Gallows Hill, Warwick, CV346DA 

nationalgrideso.com 

 


