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NY-Sun Contractor Portal 
Welcome to the NYSERDA NY-Sun Contractor Portal Reference Guide.  This document includes 
step-by-step instructions on how to login to and navigate through the Portal in the current 
Sandbox: UAT (test) environment. This environment will only exist temporarily until this new 
system is active. 

1. Login to the portal using the username and password you were provided at 
nyserda-portal.force.com/login. 
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2. Navigating to existing projects. 
a. Click on the “Projects” Tab 

 

 

 

b. To look for an existing project, click the dropdown menu next to “View” to select 
the category you are looking for. 
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c. To review existing project information, click on a project. 
1. To return to the initial application page click the “Application Wizard” 

button. 
2. To cancel the project, click on the “Request for Cancellation” button. 
3. To request a change, click on the “Project Modification Request” button. 

 

d. To create and send an invoice, click on or scroll down to the “Project Invoices” 
related list, then click on “New Project Invoice”. 

 

 

 

3. To start a new application, click on the “Submit a New Application” tab. 
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4. Each member of your organization is required to have a unique username and 
password. To manage Portal users within your organization, click on the “Manage 
Users” tab. 

a. To add a user, click on the “Add a New User” button. 

 

b. That user will receive an email to create a password and access the portal. 

 

5. To manage your Contractor/ Builder relationships, click on the “Relationship” tab. 
a. Click on the dropdown menu under “Filter By Status” to choose. 
b. Click on the “Add a Request” button to request another relationship. 
c. For a more comprehensive walk-through, please refer to the “NY-Sun Contractor-

Builder Relationship Reference Guide”. 
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