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1 Introduction

This document is the Quick Registration Guide for the OTAQ DC FUEL online application. It
describes the process a user must follow to register for the DC FUEL application in the Central
Data Exchange, CDX.

If you have any questions about the content, formats, or policies for the Office of Transportation
and Air Quality (OTAQ) please reference the Fuels Program website at
http://www.epa.gov/otag/fuels.htm.

You may also contact the EPA Fuels Program Support Line at 202-343-9755 or by sending an
email to EPAFuelsPrograms@epa.gov.
If you have any general or technical questions related to the Central Data Exchange, CDX, you
may contact any of the following:
e Telephone - Person-to-person telephone support is available from the CDX Help Desk 8:00
am to 6:00 pm EST. Call our toll-free line at 888-890-1995.
e Email - Send e-mail to Technical Support at helpdesk@epacdx.net with “Technical Support”
in the Subject line.

e Fax - Assistance requests are accepted 24 hours a day at 703-227-4199. Support personnel
will respond to faxed requests Monday through Friday from 8:00 am to 6:00 pm EST.
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2 Registration
The following section describes how to register for the DC FUEL application.

Note: Existing DC FUEL users will be automatically migrated to the new application and will not be
required to re-register.

2.1 CDX Registration

The OTAQ DC FUEL system is hosted by the Central Data Exchange (CDX). CDX is the
system that EPA has provided to all programs to standardize and centralize the reporting
functions and data submissions that are required of the various EPA regulated communities. In
order to access DC FUEL, users must first be registered users of CDX.

Registration for the OTAQDCFUEL: OTAQ DCFUEL Application dataflow is open to all CDX
users. If you are an existing CDX user please refer to Section 2.3.

2.2 DC FUEL Registration for New CDX Users

If you do not have an existing CDX user account please go to the following URL and complete
CDX Registration: http://cdx.epa.gov/regwarning.asp?Referer=registration. You may also
contact the CDX Help Desk at helpdesk@epacdx.net or 888-890-1995 for further assistance with
CDX Registration.

Existing CDX users should refer to Section 2.3.

After entering your user specific information you will see to the “CDX Registration Add
Program” page. Make sure to select “Office of Transportation Air Quality DC FUEL Program
(OTAQDCFUEL).”

1. Select the “Office of Transportation Air Quality DC FUEL Program (OTAQDCFUEL)”
radio button.

2. Click the “Next” button.
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Figure 2-1 Add Program

CDX Registration: Add Program

Assessment Cleanup and Redevelopment Exchange System (ACRES):
CROMERR Test Sandhox (CROMERRTEST):

Environmental Appeals Board (EAB):

Audit Reporting System (eDisclosure):

Federal Bridge Interoperahility Test (FBIT):

Facility Registry System - Update Service (FRS-US):

Great Lakes Environmental Database Query Systern (GLEMDA)
High Production Yalume (HPY):

Exchange Netwark Grant Semi-Annual Reporting Forms (IEPB):
Lead-Based Paint Program (LEAD])

LT2: LT2, Stage 2, and IDSE Plan/Report Entry (LT2).

MNational Environmental Methods Index Contaminants (NEMI-CBR)

Ozone Depleting Substances (ODS)

Office of Transportation Air Guality DG FUEL Program (OTAGQDCFUEL):

Office of Transportation and Air Quality EPA Moderated Transaction System (OTAQEMTS):
Office: of Transportation and Air Quality Fuels Registration (OTAQREG):
Cellulosic Biofuel Walver Credits Pay.gov Application (OTAQWalverCredits):
Public Health Air Serveillance Evaluations (PHASE):

Radionuclide NESHAPS (RAD):

Radiation Metwark (RADMNET):

Risk Management Plan (RMPESUBMIT):

STORET File Transfer (STORET):

Storrmwater Motice of Intent (WO (SWENOI):

Taxic Release Inventary Made Easy Web (TRIMEwek):

TRI State Data Exchange (TRISDX):

TSCA (TSCA):

Toxic Substance Control Act- HaSD Form (TSCA-HASD):

Compliance Information Systems (YERIFY):

Reguest Manufacturer Code for OTAQ Compliance (YERIFY MFR REG):

Water Contaminant Information Tool (ACIT):

You are in an encrypted secure session.

Figure 2-2 New User CDX Registration Add Program 1D

CDX Reqistration: Add Program ID

Use the TAB key to move from field to field. % = REQUIRED FIELD

Role: | A SUBMITTER v |
PrugramlDType:|Subm\tter V|

|N£A |*

Program ID:%
Flease enter MiA.

Subrnission Method:|WEElFORM V|

‘ FINISHED ’

[elsleNeNeNeoNeNeNeNe NeoNe e NN Ne fol sleNeNe oo NoNe NN NN N

3. Select “Submitter” from the drop down menus for both Role and Program ID Type.
4. Enter “N/A” into the Program ID field.

5. Click the “Finished” button. You must provide data for all required fields.
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Figure 2-3 New User Registration Confirmation

U.S. Environmental Protection Agency
Registration

Recent Announcemerts | Contact Us Logged in &, BIOFLELTESTS.

MyCDX = Registration

Congratulations! You have successfully cormpleted the online portion of COX registration. ¥ou should receive an e-rmail confirmation shorly confirming receipt of your infarmation

Congratulations on the completion of your online portion of CDX registration for the OTAQ DC
FUEL application. You will receive an e-mail confirmation of your registration for the OTAQ
program in CDX.
6. Click the “Finished” button.
Figure 2-4 MyCDX Home Page

U.S. Environmental Protection Agency

Logged in &5, BIOFLUELTESTS,

Central Data Exchange-MyCDX

Welcome, Last Login
Mr. Tester McTest Renistered Since: February 2, 2011
Recettification Date February 2, 2011

CD¥ Registration Status:  Active

You have 1 new message in your inbox

Change System Edit Personal Edit Current Add New

Password Information Account Profiles Profile

Available Account Profiles:

| * OTAGREG: Fuels Programs Redistration |

You will automatically be given the “OTAQReg: Fuels Programs Registration” dataflow after
registering for DC FUEL. You must then complete a user profile within OTAQReg prior to
gaining access to DC FUEL. Refer to Section 2.4 for details on OTAQReg: Fuels Programs
Registration.

Reminder: You will not be able to access the DC FUEL application until your registration request
has been activated by the OTAQ Proagram. Please refer to Section 3 for further details.

2.3 DC FUEL Registration for Existing CDX Users

This section is only for existing CDX users who do not already have DC FUEL access. To
register for the DC FUEL dataflow you must first add the dataflow to your account.

Note: Existing DC FUEL users will be automatically migrated to the new application and will not be
required to re-register.
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Figure 2-5 MYCDX Home Page

U.S. Environmental Protection Agency

Logged in as, PAINEJ21

Central Data Exchange - MyCDX

Welcome, Last Lagin: Septernber 30, 2010
Mr. Jenny Paine Registerad Since: Septermber 30, 2010
Recettification Date Septermber 30, 2010

CD¥ Registration Status:  Active

‘fou have 1 new messgoedinyanr inbox

Change System Edit Personal Edit Current Add Hew
Password Information Accou ofiles Employer Profile

Available Account Profiles:

® OTAGREG: Fuels Programs Redistration

1. Click the “Edit Current Account Profiles” link.
Figure 2-6 Edit Organization Profiles

U.S. Environmental Protection Agency
Edit Organization Profiles

Recent Announcements | Contact Us Logged in as, PAINEJ21
My COH = Edit Crganization Profiles

About CDX Organization Program Status

MyCDX CGl » Edit Organization Contact Infarmation

Inbox

Change Password »ListRales

ntly Asked » Add MWew Prograrm
Add additional programs for CGl

Help & Support

CDX Ho

Terms & Conditions

Logout

<< BACK
H (13 7 H
2. Click the “Add New Program” link.
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Figure 2-7 Add Program

Add Program

Assessment Cleanup and Redevelopment Exchange System (ACRES)
CROMERR Test Sandbox (CROMERRTEST)

Erviranmental Appeals Board (EABR)

Audit Reporting System (eDisclasure)

Federal Bridge Interoperability Test (FBIT)

Facility Registry Bystem - Update Service (FRS-US)

Great Lakes Environmental Datahase Query System (GLEMDA)
High Production Yalume (HPY)

Exchange Metwaork Grant Semi-Annual Reporing Forms (EPB)
Lead-Based Paint Program (LEAD)

LT2: LT2, Stage 2, and IDSE PlaniReport Entry (LT2)

Mational Enviranmental Methods Index Contaminants (NEMI-CBR)

Czone Depleting Substances (ODS)

oo Ne!

o0

ol eoNe]

[eeNe]

Office of Transportation Air Quality DC FUEL Program (OTAQDCFUEL)

Cffice of Transportation and Air Guality EPA Moderated Transaction System (OTAQEMTS)
Public Health Air Serveillance Evaluations (PHASE)

Radionuclide MESHAP s (RADY

Radiation Metwaork (RADMET)

Risk Management Plan (RMPESUBMIT)

STORET File Transfer (STORET)

Starmwater Motice of Intent (eMNOl) (SYWENOI)

Toxic Release Inventory Made Easy Weh (TRIMEweh)

TR State Data Exchange (TRISDH)

TSCA (TSCA)

Toxic Substance Control Act- HaSD Form (TSCA-HASD)

Compliance Information Systems VERIFY)

Request Manufacturer Code for OTAQ Compliance (WERIFY MFR REG)
Water Cantaminant Information Tool dVCIT)

—
You are in an encrypted secure session.

ol eoNe]

00

o NeNeNeNe]

o

ool [o]] oXe]

3. Select the “Office of Transportation Air Quality DC FUEL Program (OTAQDCFUEL)”

4.

radio button.
Click the “Add” button.

Figure 2-8 ADD OTAQDCFUEL Role (DCFUEL Registration)

stration CDX Registration: Add Program ID
ntly Asked
S

Help & Support Uze the TAB keyto move fram field to field. % = REQUIRED FIELD

CDX Ho

Terms & Conditions

Role:| A SUBMITTER v |

Program 1D Type: | Subm\t‘tw/
| %

Program ID:& |N"IIA
Flease enter N/A.

Subrnission Method:|WEEIFORM V|

FINISHED
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5. Select “Submitter” from the drop down menu for both Role and Program ID.
6. Enter “N/A” into the Program ID field.
7. Click the “Finished” button.

Figure 2-9 Registration Confirmation

U.S. Environmental Protection Agency
Registration

Recent Announcemerts | Contact Us Logoed in as, TESTUSERA,

iy CL = Registration

Congratulations! You have successfully completed the online portion of CO¥ registration. You should receive an e-mail confirmation shortly
confirming receipt of your information.

ppo
CDX Home
Terms & Conditions

Congratulations on the completion of your online portion of CDX registration for the OTAQ DC
FUEL application. You will receive an e-mail notification confirming your registration for the
OTAQ program in CDX.

8. Click the “Finished” button.
Figure 2-10 Return to MyCDX Home Page

U.S. Environmental Protection Agency

Recent Announcements | Contact Us Logged in as, TESTUSERA,

About CDX Central Data Exchange-MyCDX

My(_ZDX Welcome, Last Login:
Inbox hir. Jenny Paine Registered Since: May 5, 2011
, Recertification Date: hay &, 2011

CDX Registration Status:  Active

P
CDX Home

VSN o BT You have 1 new message in your nbox

Logout
Change eim Edit Personal Edit Current Add New
Password Information Account Profiles Employer Profile

Available Account Profiles:

| ® OTAQREG: Fuels Programs Renistration |

If you are not already an existing “OTAQReg: Fuels Programs Registration” user, you will
automatically be given the “OTAQReg: Fuels Programs Registration” dataflow after registering
for DC FUEL. You must complete a user profile within OTAQReg prior to gaining access to DC
FUEL. Please refer to Section 2.4 for further details on OTAQReg: Fuels Programs Registration.

Office of Transportation and Air Quality DC FUEL Registration Quick Start Guide August 3, 2011
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If you are an existing OTAQReg user, EPA will review your delegations to ensure you have the
proper access to EPA Fuels Programs.

Reminder: You will not be able to access the DC FUEL application until your registration request
has been activated by the OTAQ Program. Please refer to Section 3 for further details.

2.4  OTAQ Registration

You must have an active user profile and company association with the Submitter role in
OTAQReg prior to being able to submit reports in the DC FUEL application. Additionally,
OTAQ must have received your signed Electronic Signature Agreement (provided during
registration for OTAQReg) and Delegation Letter. EPA will review your delegations to ensure
you receive the appropriate access to EPA Fuels Programs.

For additional information or assistance in completing OTAQ Registration, please refer to the
Fuels Programs registration pages
http://www.epa.gov/otag/fuels/reporting/programsregistration.htm and the User Manual for
Fuels Programs Registration (OTAQREG) and the Central Data Exchange (CDX)
http://www.epa.gov/otaqg/regs/fuels/420b10022.pdf or contact the EPA Fuels Program Support
Line at 202-343-9755 or EPAFuelsPrograms@epa.gov.

Office of Transportation and Air Quality DC FUEL Registration Quick Start Guide August 3, 2011
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3 DC FUEL Access
3.1  Activation of your Role

To access the DC FUEL application and submit reports, the OTAQ Program must activate your
role in CDX. The “OTAQDCFUEL: OTAQ DC FUEL Application” dataflow link will not
appear under your Available Account Profiles until your role is activated.

You will receive an e-mail confirmation with the subject “CDX Registration Status Change”
once your role has been activated.

3.2 eSignature PIN Verification

Upon first logging into CDX after your DC FUEL role has been activated, you will be prompted
to complete your eSignature PIN Verification.

Figure 3-1 eSignature PIN Verification Questions and Answers

U.S. Environmental Protection Agency

CDX

Recent Announcements | Contact Us Logged in 2=, DCFUELD
My CO = CDX

You are registered for a program that requires eSignature PIM Verification. Please select exactly 5 questions. The gquestions thatyou select
About CDX should be questions thatvou can remember, but difficult for anyane else to guess.
MyCDX
(T hat is the first and middle namroldest sibling?
A K |

Angwer |

What is your favorite vacation destination?

Answer: |
ferms & Conditions What vear and model ¢aary-name) was your first car?
Logout Answer: | 2009 v |- |
What is your favorite TV show?
Answer: | |

‘Where did you first meet your spouse?
Answer:
[] What is your favorite hook?

[] wwhatwas your first pet's name?

[] What is your favorite mavie?

[] wrhat streetwas your high schoal located an?

[] What is the name of your home town newspaper?
[ What is yvour favorite hobby?

[] What is the name of the hospital where you were harn?
[ Wha is your favorite all-time entertainer?

[] Whatwas your high school's mascot?

[] What is your favorite song?

[] What is your best ftiend's last name?

[] Whatis the last name of your favorite teacher?

[] Where did you graduate from high school?

[ What is your favorite pet's name?

[] Who is your favatite author?

Save Answers [ Reset ]

You are in an encrypted secure session.

1. Select five questions by clicking the check box next to each question. Enter your answers
into the corresponding text boxes.

2. Click the “Save Answers” button.

Office of Transportation and Air Quality DC FUEL Registration Quick Start Guide August 3, 2011
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Reminder: The questions you select should be questions that you can easily remember, however
should be difficult for anyone else to guess.

Figure 3-2 eSignature PIN Confirmation

U.S. Environmental Protection Agency

Logged in &5, DCFUELOT

Recent Announcements | Contact Us

My CO = COX

Thankyou! You have entered answers to your eSIG-PIN gquestions. You should receive an e-mail nofification and receive a MyCDx Inbox
About CDX message.

MyCDX

||_1|1'3'X To help you remember your questions & answers, the MyCDX Inhox message contains the questions thatyou selected. If you ever forget your
Change Password guestions and answers, you may contact the DX Help Desk to receive an eSIG-PIN Reset Authorization Code.

You may now proceed to MyCDX by clicking the continue button below.

CDX Home
Terms & Conditions
Logout

You have now successfully completed your eSignature PIN Verification.
3. Click the “Continue” button.
3.3  Access DC FUEL Dataflow
Figure 3-3 OTAQ DC FUEL Dataflow Link

U.S. Environmental Protection Agency

Recent Announcemerts | Contact Ls Logged in &, DCFUELTESTOS

Central Data Exchange-MyCDX

Welcame, Last Login: Septernber 7, 2010
Mr. Test Users Registered Since: September 3, 2010
Recetification Date: September 3, 2010

CD¥ Registration Status:  Active

Conditions You have 5 New ressages in vour nbex
Change eim Edit Personal Edit Current Add New
Password Information Account Profiles Employer Profile

Available Account Profiles:

j OTAQDCFUEL: OTAQ DC FUELAnnI\catiDnI

Congratulations! The “OTAQDCFUEL: OTAQ DC FUEL Application” dataflow should now
appear on your MyCDX home page. You may now access the OTAQ DC FUEL application and
submit reports to EPA.

Office of Transportation and Air Quality DC FUEL Registration Quick Start Guide August 3, 2011
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4 Support Information

For frequently asked questions about the content, formats, or policies for the Office of
Transportation and Air Quality (OTAQ) please reference the Fuels Program website at
http://www.epa.gov/otag/fuels.htm.

You may also contact the EPA Fuels Program Support Line at 202-343-9755 or by sending an
email to EPAFuelsPrograms@epa.gov.

For any general or technical questions related to the Central Data Exchange you may contact any
of the following:

e Telephone - Person-to-person telephone support is available from the CDX Help Desk 8:00
am to 6:00 pm EST. Call our toll-free line at 888-890-1995.

e Email - Send e-mail to Technical Support at helpdesk@epacdx.net with “Technical Support”
in the Subject line.

e Fax - Assistance requests are accepted 24 hours a day at 703-227-4199. Support personnel
will respond to faxed requests Monday through Friday from 8:00 am to 6:00 pm EST.

For complete OTAQ DC FUEL user instructions, please reference the OTAQ DC FUEL User
Guide.

Office of Transportation and Air Quality DC FUEL Registration Quick Start Guide August 3, 2011
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