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1.  User management 

Grid Operations Customer Portal users with a role of Admin can perform user management 
activities on behalf of their organisation. 

1.1 Add a user 

1. From the Grid Operations Customer 
Portal, navigate to the Users section 
using the left navigation. 

 
2. In the top right corner, select Create. 

 
3. Complete the fields as follows. 

• User email address 

• Full name 
 
Communication Types and 
Permissions 

• Select Admin if they will 
manage users and distribution 
lists. By default, the admin will 
get access to Edit DOR and 
Outage Notifications. 

• For all other users, select 
Respond to Notifications to 
grant permission to view and 
respond to outage 
notifications. 

 

4. Select Save. 
 
The user will be granted access to the 
Grid Operations Customer Portal in 2-
3 business days. They will receive an 
email from Transpower when to 
complete their account set-up once 
the account is created.  
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1.2 Edit user permissions 

1. From the Grid Operations Customer 
Portal, navigate to the Users section 
using the left navigation. 

 
 
 
 
 
 

 
 

2. Select Edit next to the user you would 
like to manage. 

 
 

3. Communication Types and 
Permissions 

• Select or deselect Admin to 
manage users and distribution 
lists. By default, the admin will 
get access to Edit DOR and 
Outage Notifications. 

• Select or deselect Respond to 
Notifications to grant 
permission to view and 
respond to outage 
notifications. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select Save to immediately apply your 
changes. 
  

 

 

1.3 Remove a user 

1. From the Grid Operations Customer 
Portal, navigate to the Users section 
using the left navigation. 

 
 
 
 
 
 
 
 

2. Select Edit next to the user you would 
like to manage. 

 
 

3. Select Delete on the bottom right and 
then Confirm.  

  



 

TRANSPOWER NEW ZEALAND   |   DOCUMENT TITLE 3 

2.  View and respond to outage notifications 

Users who have the Respond to Notifications permission can view and respond to outage 
notifications through the Grid Operations Customer Portal. 

2.1 Receiving an outage notification 

An email notification will be sent to the shared mailbox provided to Transpower when your 
organisation was set-up. If you need this to be changed, you can email 
grid_customer_portal@transpower.co.nz. 

 

2.2 View and respond to outage notifications 

1. Once you receive an 
email advising you of an 
outage notification, you 
can select the link to 
take you directly to the 
outage notification. 

 

2. This screen displays all 
outage notifications 
received by your 
organisation. 
 
From this screen you 
can: 

• Use the quick 
filters at the top 
to filter by 
status, type, 
dates or 
responded by. 

• Select a column 
to filter by. 

 
Select View or Respond 
(depending on the 
notification type) to 
view more detail about 
the outage. 

 

mailto:grid_customer_portal@transpower.co.nz
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3. If the outage requires a 
response, you can select 
Acceptable or 
Discussion Required 
(and include a 
comment). Then select 
Send Response in the 
top right. 
 
The response, and the 
user who responded, 
will be recorded against 
the notification. 

 

4. Select Download PDF in 
the top right to 
download a PDF of the 
selected version of this 
outage. 

 
 

 

 

 


