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This guide provides step-by-step instructions to help you update your contact details in 
our system. Keeping your information accurate ensures you receive important updates, 
notifications, and service support without interruption. 
 
This manual is for all clients who need to review or update their email address, phone 
number, physical address, or other contact information. 
 
You will need:  
1. Your username and password 
2. Access to the client portal  
3. A stable internet connection 
 
 
 
 
 
 
 
 



1. Signing into the Portal 

 
Go to: https://nrcsproductionportal.powerappsportals.com/ 

 

• Go to Register/Sign In on the top right of the screen.  

• Go to Sign In. 

• Enter your Email & Password.  

• Click on Sign in button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://nrcsproductionportal.powerappsportals.com/


2. Home page 

2.1. Registration Tab 

• Click on the registration tab to update all your account details. 

 
                     Click Next after updating your account details. 
 

3. Business Unit 
 

Add business and click next. 
 

 
 
 
 
 



4. ADD/REMOVE COMMODITIES 

 
 
Add/remove commodities to update changes and press Next to move on to the next 
page. 
 
 
5. CIPC DOCUMENTS 

 

• Select files to be uploaded from your computer 

• Click next after uploading 
 
 
 
 



6. Proof of Address 

• Upload Proof of Address documents. 

 

7. Supporting Documents 

• Upload Supporting documents if there are more documents to be uploaded. 



 

• Press Next on all pages at the bottom and o 

• Click Submit. 
 
 

 
 

• After clicking Submit you will receive via email and message pop up on the screen 
that the account is successfully updated. 

 
   
 
 

                                      THE END. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


