
Self-Report Form: 
Portal Training

Learn how to self-report possible violations of NERC 
Reliability Standards for your organization on the secure 

Texas Regional Entity Portal. 
portal.texasre.org

To submit a self-report, your organization must have the following roles set up in 
your Master Account:

Master Account Administrator, Primary Compliance Contact, and/or Contributor
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Your Portal Account

Self-Report Form Training
October 2009 

Log into the Texas Regional Entity Portal: https://portal.texasre.org. 

(If you do not know your username, contact your Master Account Administrator (MAA) to 
obtain your username.  Then click “I forgot my password” at the login page to have a 
temporary password emailed to you.)

1. Your contact name displays. Security Reminder: Do not share usernames or accounts. 

2. Your organization’s Master Account name also displays. 

If you have access to more than one organization’s Master Account, you will see a drop-down 
menu at the top.  If you have access to multiple Master Accounts, when filling out compliance 
forms, you must first use the drop-down menu to select the correct organization.

https://portal.texasre.org/�
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Submitting Self-Reports via the Portal

● The Self-Report Form on the portal may be 
used by entity to self-report possible 
violations of NERC Reliability Standards to 
Texas RE.

● At this time, personnel who have security 
permissions to an entity’s Master Account (for 
example, Master Account Administrator, 
Primary Compliance Contact, or Contributor) 
also have permission to create and submit a 
self-report.

● Reminder: A self-report is considered a 
mitigating factor when Texas RE determines 
an appropriate penalty or sanction.
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Locate Self-Report

To create or locate self-report forms, select Self-Report.

Select Add New to create a new self-report. 

Self-Report Form Training
October 2009 

Important: Self-report forms cannot be deleted.
Do not create a self-report form unless the entity 
actually intends to complete a submission.
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Create a New Self-Report

(1) Select Function.

Then (2) select Standard, and (3) select Create Self-Report Form.

Self-Report Form Training
October 2009 



6

Self-Report Form Due Date and Preparation

● The form must be 
completed in order 
for it to be saved.

● The form may be 
edited before it is 
submitted.

● Return to a saved 
form by selecting 
“Self-Report” and 
“In Progress.”

● When the self-report form is created by the entity, it is due in 
14 days.

● Self-report forms cannot be deleted.
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Self-Report Form Overview

● Technical contact
● Whether the 

possible violation 
has been 
previously 
identified to Texas 
RE

Provide the following information on the form:
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Self-Report Form Overview (continued)

● Requirements or 
sub-requirements 
for which entity 
was not in 
compliance

● An explanation
● The date and time 

of the alleged 
violation

● The date that 
alleged violation 
was discovered

Click to select date with the 
calendar function.
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Self-Report Form Overview (continued)

● Reason for the 
non-compliance

● Reliability Impact 
Statement

● Whether the 
mitigation plan is 
included

● Additional 
comments
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Submitting a Mitigation Plan with Self-Report

● Fill out a mitigation plan form, available on 
http://www.texasre.org/enforcement/nerc/mitplan/
-- the mitigation plan form may be attached to the 
electronic self-report form.

● On the self-report form, in answer to “Mitigation 
Plan Included,” click “Yes.”

● Save the self-report form.
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Submitting a Mitigation Plan with Self-Report 
(continued)

(1) Select Attachments.

(2) Select New Item.
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Submitting a Mitigation Plan with Self-Report 
(continued)

(3) Use Select to browse to your mitigation plan.

(6) Attachments (1) displays at top of self-report form. Delete or add 
attachments at any time before submitting to Texas RE. 

(5) Select Return to Item Page to return to 
self-report form.

(4) Select Submit to attach the mitigation plan to the self-report form.
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Submitting a Mitigation Plan with Self-Report 
(continued)

● While submittal of a mitigation plan is not 
required until after a determination of a 
violation is confirmed, early submittal of a 
mitigation plan to address and remedy an 
identified deficiency is encouraged.

● Do not delay the submission of a self-report in 
order to complete a mitigation plan. 
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Submission of the Self-Report

Important: Once the self-report form has been 
submitted to Texas RE, the portal 
automatically notifies Texas RE. The form will 
be locked to the entity.

Check Submit to Texas Regional Entity, then Save Item.

A warning box will pop up. Click OK.  
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Locate Submitted Form/Understand Search 
Results 
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Locate the form(s) by going to Self-Report, then In Progress.

A date in green indicates when that the form was officially submitted to Texas RE. Green does not indicate the 
status of the possible violation or that an attached mitigation plan has been approved.  

The green highlight is your indication that the form was successfully submitted. If the date is not highlighted 
in green, the form has not been submitted to Texas RE.
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Final Notes on Self-Reports via the Portal

● The entity will receive confirmation from Texas 
RE staff that the self-report has been received.

● The entity may be requested by Texas RE staff 
to provide additional information.

● Reminder: A self-report is considered a 
mitigating factor when Texas RE determines 
an appropriate penalty or sanction.
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Date Meeting Title 
(optional)

For questions, contact 
selfreporting@texasre.org
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