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1. Introduction

The Commerce Commission Data Portal has been created to allow industry participants to securely submit
their disclosures and requests for information to the Commerce Commission.

This user guide will cover the Industry Resources Functionality for users who are required to submit
disclosures to the Commission, it does not cover the Annual Return functionality for users invited to
complete a return via email. Please note that some sections of this guide may not be relevant to your
industry.

For any troubleshooting, please contact your industry email listed on the help page.
We will be happy to assist.

2. Requesting a New User

Each Industry Participant may request a number of portal users. Users can be requested via the Commerce
Commission Data Portal Onboarding Form. Completed onboarding forms should be sent to your industry
email listed on the help page.

Once user requests have been processed, each user will receive an invitation email (see below 3. Getting Set
Up).

3. Getting Set Up

# Step Screenshots (if applicable)

1 Once access is approved, you will receive a Sy
Microsoft invitation email to your company email . & o e s ' ‘ °
address. Click ‘Accept Invitation’. To request N i
access, please email your industry email listed on = e B

the help page.

2 Check your email and look for the email from e R SR e R B
Microsoft containing the security code. Enter this =5 - s
code in the Microsoft Portal and click ‘Next’.



You will be redirected to the Microsoft Portal. Select
‘Next’ and fill in your password to verify your email.
(This is the password associated with your company
email account).

You will be prompted to solve a robot puzzle and
asked if you would like to stay signed in. Select ‘Yes’.

Microsoft will ask you to review your permissions,
select ‘Accept’. The Portal will then say More
Information is Required, click ‘Next’.

You will also require Microsoft Authenticator on your
smart phone to keep your account secure. To
download this app click here. Alternatively, search
for ‘Microsoft Authenticator’ on your mobile phone -
Google Play (Android) or App Store (iPhone).

BE Microsoft

Verify email

€ Commerce Commission camcom cnmicroso con

This resource is not shared by Microsoft.

Cancel Accept

Keep your account secure




Once you have downloaded the Microsoft
Authenticator app, click ‘Next’ on your computer. To
set up your account click ‘Next’ again.

Open the Authenticator app and scan the unique
code. Click ‘Next’ on your computer

In the Authenticator app, click ‘Approved’. You will
then see a ‘Notification approved’ screen on your
computer. Click ‘Next’. Then, when the computer
screen shows ‘Success!’, click ‘Done’.

Keep your account secure

Your organisation requires you 1o set up the following methads of proving who you are.

Microsoft Authenticator

Set up your account

i prompted, allow nofifications. Then add an account, and select "Work or schaol

:

g
©,

Keep your account secure

Scan the QR code

Laact 12360400 dffceet method

Keep your account secure

Vour crganisation requires you to set up the following metheds of proving who you are.

Microsoft Authenticator

Let's try it out

v

Approva the natification wa're sanding 10 your app

Keep your account secure

Your arganisation recuires you 10 58t up the following methods of proving wheo you are,

Micrasoft Authenticator

Netification aopraved

v

Back Nm

Keep your account secure

Your QTGaNISMIN requires you 10 set up the following methads of proving who you are.

Success

Great job! You have successully set up your security info. Choose “Done” to continue signing in.

Default sign-in method:

® Microsoft Authenticator



10  You may see the below ‘No apps to show’ screen. -
You can close this and enter the portal web address
https://disclose.comcom.govt.nz/ . You are now
ready to log in.

4. How to Log In

Before attempting to log in, you must have completed Steps 2 and 3 above.

# Step Screenshots (if applicable)

1 Navigate to the Sign in Page, and click ‘Sign in using (&} &
Single Sign On’ under the Recurring Disclosure — ==
PO rta l U sers se Ctl on. Temporary Access Portal Users Recurring Disclosure Portal Users.

One Time Access Sign In To Account

2 Click on the account you would like to sign in with
and follow the prompts to sign in with your account
details.

This should be the email address that your invitation
email was sent to.

Use ancther account



https://disclose.comcom.govt.nz/
https://disclose.comcom.govt.nz/

Common Log In Error Messages

Error Message 1

This error message occurs if your account has not been fully set up. Please contact your industry email listed
on the help page for assistance.

Error Message 2

This error message occurs if your account is not active.

Please contact your industry email listed on the help page for assistance.

(O B P —
Register your external account

* The usenarme Gleadd 1643044255 Se0s- SIS s sy taken
o The e “Shtey: e oy tkon.




5. Upcoming Disclosures

5.1 How to Download Disclosure Templates

Once signed in, follow the instructions below to download blank disclosure templates.

# Step Screenshots (if applicable)

1 Navigate to the Templates for Submissions page
using the top navigation by clicking Industry SCUS  industry Resources - |

Resources then Templates for Submissions.

Industry Resources

Note: ‘Upcoming Requests for Information’ and

‘Self-report a Disclosure’ pages shown in the _ Templates for Submissions
screenshot will only be visible to you if your industry Upcoming Disclosures
requires you to submit these types of disclosures. g Upcoming Requests for Information

Self-report a Disclosure

Previous Submissions
1

2 Use the action menu for the specific disclosures and

juency Modified On ¥
click View Attachments. - 24/07/2023 421 P
ual 21/07/2023 3:05 PM | e avachments
21/07/2023 1:08 PM
1i-Annual 21/07/2023 12:56 PM
ual 19/07/2023 9:02 AM
3 To download the attachment click the file name. Feaured fles

Data File Required

Modified On

21/07/2023 1:08 P

Template Files

Guidance File

Sample Attachment.pof

Data Template File




5.2. How to Submit an Upcoming Disclosure

Once you have downloaded, completed, and saved your template, you are ready to submit the disclosure

document. Please see below for instructions on how to submit.

# Step Screenshots (if applicable)
1 Navigate to the Upcoming Disclosures using the top
navigation by clicking Industry Resources, then s ||
Upcoming Disclosures.
Note: ‘Upcoming Requests for Information’ and
‘Self-report a Disclosure’ pages shown in the Templates for Submissions
screenshot will only be visible to you if your industry dprn Bt
requires you to submit these types of disclosures. %3 Upcoming Requests for Information
r‘l Self-report a Disclosure
_#¥  Previous Submissions
- :
2 The Disclosures table displays a list of upcoming
disclosures.
3 To submit adisclosures, click the action menu, then
Submit a Disclosure.
© View details
Check the details for the disclosures you are _ _
o ‘ Submit a Disclosure
submitting. You are also able to download any
disclosure templates that you will be required to Submit Nl Return
submit against. Then click Next. \Ll
4 If this disclosure requires a data file, then the

Upload Data file screen will be shown and uploading
a file (template) will be mandatory.

Click Upload File and select the data file. The file
name should be shown on the screen.

Click Next to proceed to the upload supporting files
screen.

Data file upload
Please upload any disclosure documents that are Excelfiles (in alsx format),
Any supporting files ean be uploaded in the next step.

Chaose File | No file chosen



On the Upload Supporting Files screen, upload a
supporting file if required. To upload multiple files,
click the Upload File button, then select multiple
files while holding down the Ctrl key.

If you wish to submit multiple supporting files,
please ensure that the files are saved in the same
folder before uploading.

Click Next to proceed to the confirmation screen,
then click Next.

Review the confirmation screen then click Submit to
mark the disclosure as Complete. Uploaded files
can be reviewed and updated by returning to the
previous pages.

You will be shown a Submission Confirmation page
and can click Return to the Upcoming Disclosures

page.

To resubmit a disclosure, follow the same steps
above 1-7.

When the form is submitted, the status of the
disclosure will be updated to Completed. The
original submission will not be available to edit.

Note: The table of disclosure requirements on the
Upcoming Disclosures page only shows records
with a status of Due or a due date after today. If you
need to resubmit a previously completed disclosure
after the due date, please contact your industry
email listed on the help page.

Supporting file upload

If required, please upload a

Complete submissi

Flease click sul

Uplaaded files

ion Confirmation

has been completed successhull

Retuen to Upcoming Disclosures




5.3. Review Previous Disclosure

Should you wish to view any of the disclosures previously submitted on behalf of your company, please
follow the steps below.

# Step Screenshots (if applicable)

1 Navigate to the Previous Submissions page using
the top navigation by clicking Industry Resources, LS Industry Resources - |

then Previous Submissions.

Industry Resources

Note: ‘Upcoming Requests for Information’ and

‘Self-report a Disclosure’ pages shown in the ; Templates for Submissions
screenshot will only be visible to you if your Upcoming Disclosures
industry requires you to submit these types of _ Upcoming Requests for Information

disclosures. g Self-report a Disclosure

Previous Submissions
|

2 Locate the submission in the table, using the wo |4

search bar if required.

Click the action menu and then View Details. Submitted By ~Submission Date &
21/07/2023 3:23 PM

@ view detalls
21/07/2023 11:00 AM m

20/07/2023 8:38 AM

3 Click the file name/s to download and view the

@ view details *

submission.

Disclosure Submission Details
Disclosure Submission Number
SUB-2286
Company Name

z

Uploaded Files
LELG: )
i S2mple Attachmentxsk [11.61 K8!



6. Upcoming Requests For Information

The Request for Information feature allows groupings of disclosures that a given industry is required to
submit against.

Note: Requests for Information are not required for all industries —if your industry is required to submit
requests for information you will see the ‘Upcoming Requests For Information’ page under the Industry
Resources top navigation. If you do not see this page under the Industry Resources top navigation, this
section is not relevant to you, please skip to section 7.

6.1. How to Download Disclosure Templates

Once signed in, follow the instructions below to download blank disclosure templates.

# Step Screenshots (if applicable)

1 Navigate to the Templates for Submissions page
using the top navigation by clicking Industry LS industry Resources - |

Resources then Templates for Submissions.

Industry Resources

Note: ‘Self-report a Disclosure’ page shown in the

Templates for Submissions

screenshot will only be visible to you if your industry

requires you to submit this type of disclosure. Upcoming Disclosures
Upcoming Requests for Information

Self-report a Disclosure

Previous Submissions
[

2 Use the action menu for the specific disclosures and ~
Juency Modified On ¥

click View Attachments. - S —
ual 21/07/2023 3:05 PM | MView Attachments
21/07/2023 1:08 PM
1i-Annual 21/07/2023 12:56 PM
ual 19/07/2023 %:02 AM
3 To download the attachment click the file name. Reauired files

Data File Required

Modified On

21/07/2023 1:08 PM

Template Files

Data Template File




6.2. How to Submit a Request for Information

Once you have downloaded, completed, and saved your template, you are ready to submit the disclosure
document. Please see below for instructions on how to submit.

# Step Screenshots (if applicable)

1 Navigate to the Upcoming Requests for Information
. R s Home | Industry Resources - |

using the top navigation by clicking Industry

Resources, then Upcoming Requests for

Note: ‘Self-report a Disclosure’ page shown in the _ Templates for Submissions
screenshot will only be visible to you if your industry Upcoming Disclosures

requires you to submit this type of disclosure. 53 Upcoming Requests for Information
f‘l Self-report a Disclosure

4  Previous Submissions
- .

2 The Due Requests for Information table displays a
list of upcoming disclosures.

3 To view the RFlI details and associated
requirements, click the action menu, and then View
RFI details. Jue Date #  RFI Status

17/05/2024  Due

View RFI Details

4 The Associated Disclosure Requirements table
displays a list of requirements that require  Associated Disclosure Requirements

submission. Disclosure Requirement Disclosure Template Disclosure
Number Number Type
REG-2322 DIS-1139 TGP offer price

Are SAne e Aana T

5 To submit a disclosure, click the action menu, then
Submit a Disclosure.

& View details
Submit a Disclosure
Submit Nil Return

[+]

Click the details for the disclosure you are ‘
submitting, then click Next.



6 Page 1 will ask you to verify your disclosure details.
You are also able to download any disclosure
templates that you will be required to submit.

7 If this disclosure requires a data file, then the puuaiite uptoad

Upload Datafile screen will be shown and uploading s e e an s sisssedin e et e
a file (template) will be mandatory.

Chaose File | No file chosen

Click Upload File and select the data file. The file
name should be shown on the screen.

Click Next to proceed to the upload supporting files
screen.

5 On the Upload Supporting Files screen, upload a
supporting file if required. To upload multiple files,
click the Upload File button, then select multiple
files while holding down the Ctrl key.

Supporting file upload
¥

wments in dac, doc, pd, zip, -eml, xlsx, .cov, png, jpg, jpeg or txt format (multiple documents can be

amber of supporting files, how  the files upload e 125M. Should you
i 125M8 in size, please notify your industry contact at the Commerce Commission and they will provide an

If you wish to submit multiple supporting files,
please ensure that the files are saved in the same
folder before uploading.

Click Next to proceed to the confirmation screen,
then click Next.

6 Review the confirmation screen then click SUbMIttO0  complete submission

mark the disclosure as Complete. Uploaded files  rmmedsecm s o upied by ctaning o he i pges
can be reviewed and updated by returning to the

previous pages.

=

7 You will be shown a Submission Confirmation page  submission confirmation

hank you - has been completed successhul

and can click Return to the Upcoming Disclosures s

REQ- 1834

page.

270212024 340 P

Retuen to Upcoming Disclosures



To resubmit a disclosure within a request for
information, follow the same steps above 1-7.

When the form is submitted, the status of the
disclosure will be updated to Completed. The
original submission will not be available to edit.

Note:
completed disclosure

If you need to resubmit a previously
the

information is completed, please contact your

after request for

industry email listed on the help page.

6.3. Review Previous Request for Information

A completed request for information occurs when every requirement associated with a request for

information is completed. Should you wish to view any of the completed requests for information previously

submitted on behalf of your company, please follow the steps below.

#

Step

Screenshots (if applicable)

Navigate to the Upcoming Request for Information
Page using the top navigation by clicking Industry
Resources, then Upcoming Requests for
Information.

Note: ‘Self-report a Disclosure’ page shown in the
screenshot will only be visible to you if your
industry requires you to submit this type of
disclosure.

Locate the Completed RFl in the table, using the
search bar if required.
Click the action menu and then View RFI Details.

Home | Industry Resources ~ |
Industry Resources

Templates for Submissions

Upcoming Disclosures

' Upcoming Requests for Information
. =51
r‘l Self-report a Disclosure

4  Previous Submissions

: Download Completed RFI Log

Submission Date
RFl Status ¥

22/02/2024 3:18

PM

Completed

View RFI Details

21/02/2024 6:07 m
PM

Completed



3 The Associated Disclosure Requirements table
displays a list of requirements that were submitted Submission
against. Date

L . 22/02/2024 3:18
Locate the submission in the table, using the PN’; /

search bar if required. View Details
Click the action menu and then View Details

3 Click the file name/s to download and view the

@ View details *

submission.

Disclosure Submission Details
Disclosure Submission Number

SUB-2286

Company Name

z

Uploaded Files

13 g a0g
i Sample Attachmentxds (1161 K8

Should you wish to view any of the disclosures that are associated to a request for information previously
submitted on behalf of your company, please follow the steps below. This may include disclosures that are
still associated with a Due request for information.

# Step Screenshots (if applicable)

1 Navigate to the Previous Submissions page using
the top navigation by clicking Industry Resources, SLEE  Industry Resources - |

then Previous Submissions.

Industry Resources
Note: ‘Self-report a Disclosure’ page shown in the
screenshot will only be visible to you if your industry _ Templates for Submissions

requires you to submit this type of disclosure. Upcoming Disclosures
Upcoming Requests for Information

Self-report a Disclosure

Previous Submissions
- :

2 Locate the submission in the table, using the we [a]

search bar if required.

Click the action menu and then View Details. submitiedf SubmissionDate
21/07/2023 3:23 PM

@ yiew details
21/07/2023 11:00 AM m

20/07/2023 8:38 AM



3 Click the file name/s to download and view the

@ View details

submission.

Disclosure Submission Details

Disclosure Submission Number

SUB-2286

Company Name

z

Uploaded Files

REECIE )
i Semole Attachmentudsx (1161 K8)



7. Self-report a Disclosure

Self-reported Disclosure functionality allows industry participants to report information to the Commission
when an event occurs that requires disclosure.

Note: Self-reported disclosures are not required for all industries — if your industry is required to self-report
disclosures you will see the ‘Self-report a Disclosure’ page under the Industry Resources top navigation. If
you do not see this page under the Industry Resources top navigation, this section is not relevant to you.

7.1. How to Download Disclosure Templates

Once signed in, follow the instructions below to download blank disclosure templates from the self-report a
disclosure page.

# Step Screenshots (if applicable)

1 Navigate to the Self-report a Disclosure page using
the top navigation by clicking Industry Resources, SLEE  Industry Resources - |
then Self-report a Disclosure.

Note: ‘Upcoming Requests for Information’ page

shown in the screenshot will only be visible to you if Templates for Submissions

your industry requires you to submit this type of Upcoming Disclosures
disclosure. _* Upcoming Requests for Information

|
"I.I Self-report a Disclosure

4  Previous Submissions
- :

2 The Self-reported Disclosure Templates table
displays a list of templates your industry is able to Self-reported Disclosure Templates

submit a self-reported disclosure against.
Disclosure Template Number

DIs-1157
MIS_1N2&
3 Use the action menu for the specific disclosures and B
juency Modified On ¥
click View Templates. s 2470772023 421 P
ual 21/07/2023 3:05 PM o
21/07/2023 1:08 PM
1i-Annual 21/07/2023 12:56 PM

ual 19/07/2023 9:02 AM



3

To download the attachment click the file name.

Required Files

Data File Required

Modified On

21/07/2023 1:08 PM

Template Files

Guidance File

Data Template File

7.2. How to Submit a Self-reported Disclosure

Sample Attachment.pdf

Once you have downloaded, completed, and saved your template, you are ready to submit a self-reported

disclosure. Please see below for instructions on how to submit.

# Step Screenshots (if applicable)
1 Navigate to the Self-report a Disclosure page using
the top navigation by clicking Disclosures, then Self- GCUC  industry Resources - |
report a Disclosure.
Industry Resources
Note: ‘Upcoming Requests for Information’ page
shown in the screenshot will only be visible to you if Templates for Submissions
your industry requires you to submit this type of Upcoming Disclosures
disclosure Upcoming Requests for Information
. . ===
f"ll Self-report a Disclosure
4 Previous Submissions
- .
2 To submit a disclosure, click the action menu, then
Begin Submission. Oon ¥
You are also able to view or download any templates 4 8:42 AM
by clicking the action menu, then View Templates. L4 975 AM Begin Submission
Check the details for the self-reported disclosures View Templates
- _ _ 14 9:25 AM -~
you are submitting. Then click Submit.
3 You will be redirected to the Due Self-reported

Disclosure Requirements page.

The table will display your newly created disclosure
requirement. To submit against it, click the action
menu, then Submit Self-reported Disclosure.

Please note that incomplete self-reported
disclosure requirements (including those created in
error) are automatically deleted after 48 hours.

Self-disclosure

Yes

Yes

Submit Self-reported Disclosure

| View Templates



If you are logged out or navigate away from the Due
Self-reported Disclosure page, you are also able to
view vyour Due Self-reported Disclosures by
navigating to Self-reported Disclosures by clicking
Disclosures, then Self-reported Disclosures, then
viewing the Due Self-reported Disclosures table.

Check the details for the disclosures you are
submitting. You are also able to download any
disclosure templates that you will be required to
submit against. Then click Begin Submission.

If this disclosure requires a data file, then the
Upload Data file screen will be shown and uploading
a file (template) will be mandatory.

Click Upload File and select the data file. The file
name should be shown on the screen.

Click Next to proceed to the upload supporting files
screen.

On the Upload Supporting Files screen, upload a
supporting file if required. To upload multiple files,
click the Upload File button, then select multiple
files while holding down the Ctrl key.

If you wish to submit multiple supporting files,
please ensure that the files are saved in the same
folder before uploading.

Click Next to proceed to the confirmation screen,
then click Next.

Review the confirmation screen then click Submit to
mark the disclosure as Complete. Uploaded files
can be reviewed and updated by returning to the
previous pages.

Data file upload
Please upload any disclosure documents that are Excel file (in xsx format),
Any supporting files can be uploaded in the next step.

Chaose File | No file chosen

Hest

Supporting file upload
re

ients in docx, dos, po, 2ip, emi, xlsx, .csv, g, pg. jpeg or txt format (multiple documents can be

of supparting files, however, the total size of the files uploaded canno exceed 12SMB. Should you
han 125M8 in size, please notify your industry contact at the Commerce Commissian and they wil provide an

Complete submission
Please clck subit 1o mark hi disclosure s Complete

Uplaaded files can be reviewed and updated by returning to the previous pages.




8 You will be shown a Submission Confirmation page  submission confirmation

Thank you - your submission has been completed successfully

and can click Return to the Self-reported — suomesmmmms

REQ-1834

Disclosures page. Submiion Dae

27/02/2024 340 PM

7.3. Review Previous Self-reported Disclosures

Should you wish to view any of the self-reported disclosures previously submitted on behalf of your
company, please follow the steps below.

# Step Screenshots (if applicable)

1 Navigate to the Self-report a Disclosure Page using
the top navigation by clicking Industry Resources, LS Industry Resources - |

then Self-report a Disclosure.

Industry Resources
Note: ‘Upcoming Requests for Information’ page
shown in the screenshot will only be visible to you if _  lemplates for Submissions

your industry requires you to submit this type of Upcoming Disclosures
disclosure. _ Upcoming Requests for Information

Self-report a Disclosure

Previous Submissions
|

2 Scroll to view the Completed Self-reported I@

Disclosures submissions table.

Locate the submission in the table, using the Submitted By, Submission Date &
search bar if required. 21/A7/2028 323 EM

@ view details
21/07/2023 11:00 AM m
Click the action menu and then View Details.

20/07/2023 8:38 AM

3 Click the file name/s to download and view the

© View details x

submission.
Disclosure Submission Details
Disclosure Submission Number
Sus-2286
Company Name
z

Uploaded Files
REECEETTY



