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Orange & Rockland Commercial Demand Response                                                                        
Online Portal Application Center User Guide 

 
The purpose of this document is to provide participating customers with instructions on how to enter 
applications and utilize the O&R Commercial Demand Response Online Portal Application Center.  Program 
portal instructions and SAMPLE screenshots of Application Center projects are included in this training 
documentation.   

Customers can Log-into the O&R site at:  http://oru.programprocessing.com  
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1. Portal Application Center –Overview 
 

 
 
 
 

1. To access the O&R Commercial 
Demand Response Online Portal, 
enter the 
URL: https://oru.programprocessing.co
m.  
 

2. Customers will be navigated to the 
Portal Home Page for the Portal which 
includes Enrollment Deadlines and 
links to the following: 

• Apply Now (where to enter 
new applications) 

• Manage Applications (where 
existing applications are viewed 
and managed) 

• Contact Us (where you can 
email O&R program 
administrators) 

• Application Help Guide (User 
guide for Online Portal) 
 
 
 
 

3. The   link displays the 
Application Checklist page view and    

         button to                    

      begin the application entry process. 

 

 

 

NOTE:  Users can download instructions for 
using the Online Portal by selecting the 
Application Help Guide link located here.  
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4.     The    link displays 
the Account Login page for New and 
Returning Customers.   
 
NOTE:  New Customers must first create 
an Account in order to access the O&R 
Online Portal (See Section 3 below).   

 

 

 

 

 

 

 

 

 

 

 

5. The  link displays the 
Contact Us email comment section as 
shown.   
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6. The  link allows 
users to Open or Download/ Save a PDF 
version of this O&R Demand Response 
Program Portal Application User 
Guide.   
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2. Application Entry Process 
 

  
 

 

1. Select the APPLY NOW link from the 
drop down menu located on the left 
side of the home page to display the 
Application Checklist page view. 

NOTE:  All new applications must be 
entered here. 

 

 

2. Select the  
button to enter the ACCOUNT LOGIN 
page. 

 
 

 

3. RETURNING Customers must enter 
their Email Address and Password, 

then select the  
button to access their account. 

 
 

4. NEW Customers must create a ‘new’ 
account by selecting the 

 button as 
shown. 

 
 
 

NOTE:  Returning Customers with an 
existing account may select the Manage 
Applications link instead to go directly to 
the Log-in page & by-pass the Application 
Checklist page.    

We recommend that you bookmark the 
Customer Log-in page for future use.   
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5. For New Customers:  After selecting 

the   button, the 
Account Details Profile will display as 
shown:  

 
• First Name 
• Last Name 
• Email * 
• Utility Account Number 
• Password 
• Re-enter Password 

NOTE:  Required fields are marked with a 
red asterisk. * 
  

6. Select the  button. 
 

7. The CUSTOMER APPLICATION form is 
now displayed and includes the 
following sections: 
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8. Please complete all applicable and 
required sections with available 
customer & project information. 
 
You must submit a new application for 
each customer and program option. If 
you plan to submit multiple 
applications, make sure you check 
“Yes, save this as a new contact in my 
profile contact list” to save the contact 
for later use in applications.  
 
When you start a new application, you 
can prefill the form with saved data by 
choosing the contact under “Select 
Existing Contact.” 

 

 

 

NOTE:  All fields marked with a red 
asterisk * here and throughout the 
Application Form are REQUIRED FIELDS in 
the online portal.   
 

 

 
 

9. Create a unique name for each project 
to make it easier to search through 
your applications. 
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10. If the customer is using ON-SITE 
GENERATION, the remaining fields in 
this section are required.  
 
If the customer is not using on-site 
generation and providing curtailment 
only, then you can proceed directly to 
the “Secondary Event Notification 
Information” section. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  Applications must be electronically 
signed and the ‘I Agree’ checkbox entered 
before application submission.   

 

 

11. Select the  button to 
submit the application in the online 
portal.   
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2. View and Manage Applications  
 

 
 

Upon arrival in your MANAGE 
APPLICATIONS page view, you will be able 
to access information regarding all current 
and newly submitted applications in the 
following four sections:  
 

• Quick Actions 

• Analytics 

• New Tasks * 

• Applications by Status 

  

 

Important Note:                                         
Click the link to the New Project 

application in the     
section to complete all tasks displayed in 
the CURRENT TASKS section as shown.   

  

 

 

Customers MUST complete the entire list 
of tasks for their type of project to submit 
the application for Program review.  

 

 

NOTE:  To begin a NEW application, you 
must return to Apply Now on the online 
Portal Home Page. 
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3. Application Center Features 

3.1 HOME Page 

Your Application Center HOME PAGE includes an overview of all project applications you submitted in a single 
page view.  Applications details are displayed by clicking the links in the various sections, like the ones circled in 

the illustration below.  You can use the navigation arrows   to toggle back and forth between page views.   

 

 

 

You can utilize the Blue Scroll Bar located to the right of the Tasks and Applications by Status sections to 
scroll down and view all applications submitted.   
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3.2 Quick Actions 
 

The QUICK ACTIONS menu section provides you with immediate access to commonly used items including 
My Applications, My Contacts, My Account and Log Out. You can select the My Applications link to display and 
view all your submitted applications to the O&R Commercial Demand Response Program. 

 

 

 

You may click on the MENU LINKS in the blue navigation bar shown to return to the Home Page  or 
toggle back and forth between other Quick Actions features.      
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The My Contacts section in Quick Actions displays a list of all current Premise, Primary and Contractor 
contacts for program applications entered through the Portal. Users may also Add New Contacts which can 
then be selected from a drop-down menu when entering a new application.   
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The My Account section in Quick Actions is where Users can Manage Account Details, including changing 
Passwords.   
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3.3 Analytics 
 

The ANALYTICS section of the portal provides quick statistics including total number of applications, 
paid incentives and electric reductions and event performance as applicable for all programs a 
customer has participated in.   
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3.4 New Tasks  
 
The TASK section indicates when there are project tasks which need to be completed for one or more of your 
applications.  The box is highlighted in ORANGE indicates the number of tasks to be completed.   Use the Blue 
Scroll Bar to select the desired Project Name link as shown to open the application in the Project Status view.    

 

 

 

 

  

 

 

Selecting  to view current tasks will take you to 
the ‘Current Tasks’ section near the bottom of the 
page view, as shown below.     
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3.5 Applications by Status 
 

The APPLICATIONS BY STATUS list give you quick access to applications based on Status.  Use the Blue Scroll 
Bar to select the desired STATUS link as shown to display all applications in the selected status which can then 
be individually viewed.   
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3.6 New Messages 
 
The MESSAGE center box highlighted in ORANGE displays all messages related to the application.   

Selecting  to view new messages will take you to the ‘Messages’ section of the page view, as shown 

below.    You may also select the button to respond, if desired.   Your sent message will also 
be displayed in the ‘Messages’ section.   
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3.7 Application Detail View  
 

The APPLICATION VIEW displays the entire project on a single page.   

The grey  menu bar provides quick access to various sections of the application including Forms, 
Documents, Files and Equipment.  The highlighted orange sections alert you to new Tasks and Messages posted 

and provide quick links to each.  Customers can select the  icon to print applications and supporting 
documentation.  

 

 

(The bright green information displays one or more utility messages, efficiency tips or banner advertising for 
other programs.)  
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You can click the Back to the Top 
button to return to the top of the 
Project Application page view.  
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4. Contact Information 
 

 
For questions regarding VisionDSM and the O&R Commercial Demand Response Portal Application Center, 
please contact Program Administrator Meridith Nierenberg at 845-577-3266 or by utilizing the Portal 
Message Center (see page 17).   
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