
 
Navigating the ADWR Constituent Portal 

Objective 

This SOP provides step-by-step instructions for team members on how to effectively navigate the ADWR 
Constituent Portal in order to perform such actions such as submitting forms and applications. 

Key Steps 

​
1. Accessing the Portal 0:00 

 

●​ Go to the ADWR Constituent Portal. 
●​ Click the red Get Started button or select Submit Forms and Applications Now. 

 

 

 

https://adwrorg1.my.site.com/ConstituentPortal/s/
https://adwrorg1.my.site.com/ConstituentPortal/s/
https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=0


​
2. Submitting a Form or Application 0:16 

 

●​ If you know which form or application to submit: 
○​ Click the drop-down menu to select the appropriate business unit. 
○​ Select the desired form or application. 
○​ Click Start Application.​

 
3. Using the Online Wizard Tool 0:28 

 

 

 

 

 

 

 

 

 

 

https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=16
https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=28


●​ If you need assistance in determining which form or application to submit: 
○​ Utilize the online wizard tool available on the portal to guide you. 

​
4. Viewing Your Workspace 0:40 

 

●​ Your workspace allows you to: 
○​ View submitted forms and applications. 
○​ Access information about your water assets. 
○​ Track any authorizations. 

​
5. Submitting a Statement of Protest 0:56 
 
 
 
 
 
 
 
 
 
 
 

 

 

https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=40
https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=56


●​ To submit or track a statement of protest: 
○​ Navigate to the relevant section for surface water forms or applications. 

​
6. Searching for a Statement of Claimant 1:04 

 

●​ Use the portal to search for a statement of claimant as needed. 

​
7. Viewing Profile and Account Information 1:20 

 

https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=64
https://loom.com/share/cdf980726e064828986a30831dc6bfc0?t=80


●​ Click on the top right icon to: 
○​ View your profile. 
○​ Access your account information. 

Cautionary Notes 

●​ Ensure that you have the correct business unit selected before starting an application to avoid 
submission errors. 

●​ Double-check all information entered in forms to prevent delays in processing. 

Tips for Efficiency 

●​ Familiarize yourself with the layout of the portal to navigate quickly. 
●​ Use the online wizard tool early in the process to save time in identifying the correct forms. 

Link to Loom 

https://loom.com/share/cdf980726e064828986a30831dc6bfc0 

 

https://loom.com/share/cdf980726e064828986a30831dc6bfc0
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