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1 Introduction

This document is the User Guide for the OTAQ Fuels Program Registration (OTAQReg) online
application. It describes the processes a user must follow to register; update their user profile;
associate to companies, as well as create, view, and edit companies.

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

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.

If you have any questions relating to fuels programs registration, reporting, or OTAQReg, please
contact the EPA Fuels Programs and EMTS Support Line: support@epamts-support.com.
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2 Registration

The following sections describe how to register for the Fuels Programs Registration (OTAQReg)
application.

2.1 CDX Registration

The OTAQReg application 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
OTAQReg, users must first be registered users of CDX.

Registration for the OTAQReg application is open to all CDX users. If you are an existing CDX
user, please refer to Section 2.3.

2.2  OTAQReg Registration for New CDX Users

If you do not have an existing CDX user account please go to the following URL and complete
your CDX Registration: https://cdx.epa.gov/Reqistration/Terms.

Figure 2-1 displays the Terms and Conditions page.

Figure 2-1 Terms and Conditions

Terms and Conditions [ Contact Us

-
The access and use of CDX Registration for the electronic submittal of environmental information require the creation of a user ID and password that | must

maintain and keep confidential. | will review the following steps concerning the creation and maintenance of a user ID and password.

m

Warning Notice

EPA's Central Data Exchange Registration procedure is part of a United States Environmental Protection Agency (EPA) computer system, which is for
authorized use only. Unauthorized access or use of this computer system may subject violators to criminal, civil, and /or administrative action. All information
on this computer system may be monitored, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including law
enforcement. Access or use of this computer system by any person, whether authorized or unauthorized, constitutes consent to these terms.

Privacy Statement

EPA will use the personal identifying information which you provide for the expressed purpose of registration to the Central Data Exchange site and for
updating and correcting information in internal EPA databases as necessary. The Agency will not make this information available for other purposes unless
required by law. EPA does not sell or otherwise transfer personal information to an outside third party. [Federal Register: March 18, 2002 (Volume 67,
Mumber 52)][Page 12010-12013].

Choosing a CDX P. d

For CD¥ renistration nurnnses | anree tn select a nassword which will not he easilv auessed (e a mv name mv children's names  hirthdavs et )

@ | Accept
20 | Decline

After accepting the Terms and Conditions, you will see the Request Program Service page. This
page will display the full list of CDX program services, make sure to select “OTAQREG: Office
of Transportation and Air Quality Fuels Registration”, as shown in Figure 2-2. You can do this
by either typing OTAQReg in the text field or scrolling down through the list of program
services.

Note: Users should not register for multiple CDX accounts.
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If you are an existing CDX user, please refer to Section 2.3.
Figure 2-2 Add Program

Core CDX Registration 4 Contact Us

1. Request Program Service 2. Request Role Access 3. Provide User and Organization Information 4. Confirmation

Begin typing a program service name or related keywords to filter the list of available services (e.g., air quality system, AQS, or Clean Air Act).

Active Program Services List

OTAQRE]

OTAQREG: Office of Transportation and Air Quality Fuels Registration

Cancel

Click on the hyperlinked name to select the program service and navigate to the next step in
registration. The Provide User and Organization Information page will display. The first part of
the page is shown in Figure 2-3.

Figure 2-3 Part | User Information

Part 1: User Information

Description of Fields@

The program you are registering for requires additional proof of identity. Later in the registration process you will be given the option to use LexisMNexis, an
identity proofing service. LexisMNexis will pull your first, middle and last name exactly as it is entered on this page.

UserID * TestlUserd

Title * Miss [=]

First Name * Jane

Middle Initial

Last Name * Smith

Suffix -Please Select—|2|

Password * ssssseee

Re-type Password * [IIITITY]

Security Question 1 * What street did you live on in third grade? |Z| grade
Security Question 2 * In what city does your nearest sibling live? |Z| live
Security Question 3 * What is your least favorite food? |Z| food

Enter your personal information and select three security questions. Scroll down to complete the
Organization Information section, as shown in Figure 2-4.
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Figure 2-4 Part 2 Organization Information — Organization Search

Part 2- Organization Information

Search for your organization using the text box below. You may search by entering the Organization Name or the Organization |ID.

Chemical

Select your organization from the table below.

Organization Id
15600

16068

Organization Name Address
CHEMICAL COMPANY 12338 MAIN 5T.
MARUBENI SPECIALTY CHEMICALS, INC. 8675 HIDDEN RIVER PARKWAY

Can't find your organization1 Use advanced search or request that we add your organization.

Cancel

City State ZIP Code
FAIRFAX VA 22033
TAMPA FL 33637

Enter an organization name and click the “Search” button. Matching search results will display
in a table below. If you do not see your organization you can try the advanced search or create a
new organization through the links located directly below the search results table.

Select your organization from the table by clicking on the hyperlinked Organization ID. Once

you have selected an organization, additional fields will display, as shown in Figure 2-5 Part 2
Organization Information.

Office of Transportation and Air Quality Fuels Program Registration User Guide
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Figure 2-5 Part 2 Organization Information

Part 2: Organization Information

CHEMICAL COMPANY

Mailing Address
12338 MAIN ST.
FAIRFAX, VA, US
22033

Provide Additional Contact Information:

Email *

Re-enter Email *
Phone Number *
Phone Number Ext
Fax Number

Wrong organization information? Back to Search Results, Use advanced search or request that we add your organization.

Submit Request for Access

Cancel

Enter your email address and phone number in the fields provided. Click the “Submit Request
for Access” button. Figure 2-6 will display.

Figure 2-6 Confirmation

Confirmation [ Contact Us

A few more steps...

You will soon receive an email confirmation message (at melissa.kirby@cgifederal.com) asking you to follow a link to activate your user account. Follow that link to
complete your registration. Please contact the help desk if you have any issues at BEE-890-1995 or (970) 494-5500 for callers from Puerto Rico and Guam.

Confirmation Number: d59be894-becc-4a3f-84da-dca3dc014af9

Return to CDX Home

After receiving this confirmation message you will need to check your inbox for an email from
the CDX Help Desk. This email will contain a URL to continue through registration, as shown in
Figure 2-7.
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Figure 2-7 Core Registration Email Verification Request

Click on the hyperlink provided in the email. Clicking on this link will open a new browser
window displaying the CDX log-in page. Enter your log-in credentials created during the
registration process and click the “Log-in” button.

After logging into CDX you will be taken to the Identity Verification page, as shown in Figure
2-8.

Office of Transportation and Air Quality Fuels Program Registration User Guide January 29, 2015
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Figure 2-8 Identity Verification Page

CDX Registration: Additional Verification Al Contact Us

Last Login: 6/14/2013 9:03:47 AM

1. Identity Verification 2. Electronic Signature Agreement

The program you are registering for requires additional proof of identity. Your options are to use LexisNexis®, an independent 3rd-Party electronic identity
proofing service or to print and submit a signed form through U.5. Postal Mail to the U.5. Environmental Protection Agency.

EPA uses third party sites to offer you a way to immediately comply with identity proofing requirements. The alternative paper process may take 10 days or more.
When using these sites, the information provided is consistent with the intended purpose of the EPA website.

Mote: By clicking [Proceed to Verification] you understand the service is totally voluntarily and that you are validating personally identifying information including
last 4 digits of 55N against a 3rd-Party service LexisMNexis®, which will return evidence of validation of your personally identifying information back to the U.S.
Environmental Protection Agency. The U5 EPA will not collect or retain sensitive, personally identifying information such as S5N; however, EPA will receive evidence
of identity validation which may be used to identify you for legal purposes.

You may sign the paper form if you do not want to use the automatic verification process.

MNote: You will receive a limited ber of to c || id ity verification. Please review all personal information carefully prior
to submitting. If you need to modify the personal information listed below, please contact the CDX Help Desk.

First Name: Jane
Last Name: Smith

[C1 1 have reviewed the name presented above and | would like to proceed with LexisNexis. Additional LexisMexis Identity Proofing Guidance

STLTERETNESY Proceed to Verification | Cancel

This page will provide you with two options: (1) use LexisNexis Identity Proofing to
electronically validate your identity, allowing you to electronically sign an Electronic Signature
Agreement (ESA) or (2) move forward to print, sign and mail in a paper ESA. Section 2.2.1 will
take you through the process of completing LexisNexis and electronically signing your ESA.
Section 2.2.2 will take you through the process of printing, signing and mailing in your paper
ESA.

221 Proceed to LexisNexis

This section will take you through the registration steps if you choose to use the LexisNexis
Identity Proofing process.

If you choose to proceed with LexisNexis, you will need to review all of the information
provided on the Identity Verification page, as shown in Figure 2-8 above. After you have
reviewed the information and verified your first and last name, check the checkbox and click the
“Proceed to Verification” button.

LexisNexis Identity Proofing will be completed in a separate pop-up window. The first page will
display an acknowledgement statement. Click the “OK” button. The next screen will require you
to enter personal information. Figure 2-9 displays the LexisNexis pop-up window and required
fields.
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Figure 2-9 LexisNexis

After entering information in each field, click the “Submit” button. After completing this step,
the LexisNexis pop-up window will display a confirmation message. Click the “OK” button to
close the pop-up window and return to the CDX application.

Note: The LexisNexis pop-up window will pre-populate your first and last name with the information entered
during core registration. These fields will be read-only.
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Figure 2-10 LexisNexis Results

CDX Registration: Additional Verification 4 Contact Us
Last Login: 6/14/2013 9:03:47 AM

LexisNexis® Results

1. Identity Verification 2. Electronic Signature Agreement

Your identity verification scores have been received from LexisNexis® and will be processed after you click the Continue button. If your scores do not meet the

minimum requirements set by the program office, then you will be directed to print, sign, and mail the electronic signature agreement (ESA).

Click the “Continue” button to process your LexisNexis score and proceed with registration.
Figure 2-10 displays the Identity Verification page. If you are successfully identity proofed by
LexisNexis, you will be taken to the Challenge Questions and Answers page, as shown in Figure
2-12. If you are not successfully identity proofed by LexisNexis you will be taken to the
Electronic Signature Agreement page to print, sign and mail in your ESA.

In some cases, you may be eligible to retry LexisNexis validation. If you are eligible for this
retry, you will be taken to the Retry LexisNexis page where you can launch the pop-up window
once again. You will also be presented with the opportunity to verify or edit your first name, as
shown in Figure 2-11. The opportunity to edit your first name will only be presented to you as
long as you do not have another CDX role with a status of “Awaiting ESA.” At this point you
may also choose to opt-out of the LexisNexis identity proofing by clicking the “Sign Paper
Form” button.
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Figure 2-11 Retry LexisNexis

CDX Registration: Additional Verification Al Contact Us
Last Login: §/30/2013 4:05:31 FM

LexisNexis® Results

G VAl 2. Electronic Signature Agreement

CDX was unable to verify the personal information provided. Use the *Retry LexisNexis™ button to re-validate the personal information. Be sure to:

* Input your full first name

* Do not provide a nickname

* Input your home phone number

* Input your prior home phone number if moved within last & months

* Input your prior home address if moved within last & months
Flease check your data below, and make any necessary changes, before retrying the LexisMNexis verification process.

First Name: |Jane

Click the “Retry LexisNexis” button. You will then be returned to the Identity Verification Page,
as seen in Figure 2-8, and may begin your verification again. LexisNexis retries may be
attempted up to five times before the identity proofing will be considered unsuccessful.

Figure 2-12 20-5-1 Challenge Questions and Answers

Central Data Exchange [ Contact Us
Last Login: 6/14/2013 9:46:13 AM

CDX Registration: Additional Verification

1. Identity Verification [“]l . Electronic signature Agreement

You are registered for a program that requires eSignature PIN Verification. Please select five (5) challenge questions and answers. The guestions that you select
should be questions that you can remember, but difficult for anyone else to guess.

Select 5 Challenge Questions and Answers

What is your favorite pet's name? |Z| |name |
Where did you graduate from high school? |Z| |5ch00| |
Who is your favorite author? |z| |authur |
What is the last name of your favorite teacher? |Z| |teacher |
What is your favorite song? |Z| |50ng| |

Save Answers

Once you have answered your 20-5-1 Challenge Questions you will need to click the “Save
Answers” button, as seen in Figure 2-13, to be taken to the electronic version of the Electronic
Signature Agreement. From this page you will click the “Sign Electronically” button, as shown
in Figure 2-13.
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Figure 2-13 Electronic ESA

| »

U.S. Environmental Protection Agency
ELECTRONIC SIGNATURE AGREEMENT

m

In accepting the electronic signature credential issued by the U S_ Environmental Protection Agency (EPA) to sign electronic documents submitted
to EPA's Central Data Exchange (CDX), and as a representative for:

Electronic Signature Holder Company Information

Organization Name: CGI FEDERAL
Address: TEST
test
City. State. Zip: TEST, VA 00000
Province:
Country: us
Phone Number: (345)654-7437
E-mail Address: J.Smith@ chemicalco.com
Registrant's Name: Jane Smith -

4 1 3

Sign Electronically

pop-up window, which allows you to

| prompt you to enter your CDX

lick the “Sign” button. Please reference
ons on signing electronically.

directed to the MyCDX Home page.
nk to open the OTAQReg application, as

© <> >Z GO

- me Page

Central Data Exchange [ Contact Us
Last Login: 6/17/2013 11:51:54 AM

MyCDX | Inbox | | My Profile | | Submission History|

A ‘our Proar: Sarvices .
Manage You 00Fam Services g pews/updates.

Status Program Service Name Role(s)

=y OTAQREG: Office of Transportation and Air Quality Fuels Fuels Programs
Registration Registration

Add Program Service
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2.2.2 Print and Sign CDX Electronic Signature Agreement

This section will take you through the registration steps if you choose to print, sign and mail a
paper ESA.

If you choose to opt-out of LexisNexis or you are not successfully identity proofed by
LexisNexis you will be taken to the Electronic Signature Agreement page to print, sign and mail
in your ESA. Figure 2-15 displays the paper version of the Electronic Signature Agreement.

Figure 2-15 Paper ESA

U.S. Environmental Protection Agency
ELECTRONIC SIGNATURE AGREEMENT

m

In accepting the electronic signature credential issued by the U.S. Environmental Protection Agency (EPA) to sign electronic documents submitted
to EPA's Central Data Exchange (CDX), and as a representative for:

Electronic Signature Holder Company Information

Organization Name: CGI FEDERAL

Address: ;[eEstST

City. State. Zip: TEST, VA 00000

Province:

Country: us

Phone Number: (345) 654-7437

E-mail Address: J.Smith@ chemicalco.com

Registrant's Name: Jane Smith =

I 2

' Sign Paper Form I (ancel

Clicking the “Sign Paper Form” button will trigger a pop-up window, which allows you to print
the ESA.

Print, sign and mail the CDX ESA to the Fuels Program Helpdesk at one of the following
mailing addresses:

Commercial Delivery:

U.S. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 6405A, Room 6520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.S. Environmental Protection Agency
Mail Code 6405A

1200 Pennsylvania Ave NW
Washington, DC 20460
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Note: When using a commercial delivery service, do not use the U.S. mail address (or vice versa) as your mail
will be delayed, may be returned to you, or may even never arrive at our offices. Be aware that sending materials
via US Mail will require an irradiation process and could possibly delay delivery.

Paper ESAs will be processed and activated by EPA. Once your ESA has been activated you will
be able to complete the 20-5-1 Challenge Questions, as seen in Figure 2-12.

New companies, company associations, company updates and RCO updates submitted within the
OTAQReg application will not be accepted until your CDX ESA is received by the Fuels
Program. If you have any questions regarding the status of your ESA, please contact the EPA
Fuels Program Support Line by sending an email to support@epamts-support.com.

Figure 2-16 MyCDX Home Page

Central Data Exchange [ Contact Us
Last Login: 6/17/2013 11:51:54 AM

MyCDX | Inbox | | My Profile | Submission History |

News and upates

/ ‘our Program Services
Manage You 00Fam Services g pews/updates.

Status Program Service Name Role(s)

=y OTAQREG: Office of Transportation and Air Quality Fuels Fuels Programs
Registration Registration

Add Program Service

You will be given the “Fuels Programs Registration” program service link, as seen in Figure
2-16.

Existing CDX users should refer to Section 2.3 for further details.
2.3  OTAQReg Registration for Existing CDX Users

This section is only for existing CDX users who do not have OTAQReg access. New CDX users
should refer to Section 2.2 for further details.

After logging into CDX, Figure 2-17 will display. To register for OTAQReg you must first add
the dataflow to your account.
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Figure 2-17 MYCDX Home Page

Central Data Exchange A Contact Us
Last Login: 6/17/2013 11:51:54 AM

MyCDX | | Inbox | | My Profile | | Submission Hislory|

Manage Your Program Services Mo news /updates.
Status Program Service Name Role(s)

&8 DEMO4: Submit Now 2 Certifier

& LEXIS: 3rd Party Validation Test Application Certifier

Add Program Service

Click the “Manage Your Program Services” link. Figure 2-18 will display.

Figure 2-18 Manage Program Services

Central Data Exchange [ Contact Us
Last Login: 6/17/2013 12:09:39 PM

You are here: MyCDX » Manage Program Services

Manage Program Services
Add Program Service | Back to MyCDX

Program Service Role Program ID Status View Details

Collapse/Expand All

BP AAMCO, 1929 MAIN STREET, FAIRFAX, VA, US 22033, (928) 734-9873
b DEMO4: Submit Now 2

Add Program Service | Back to MyCDX

@ Request New Role

Click the “Add Program Service” button. This button will take you to the Edit Account Profile
page, as shown in Figure 2-19.
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Figure 2-19 Edit Account Profile

Edit Account Profile [ Contact Us

Last Login: 6/17/2013 12:09:39 FM
1. Request Program Service 2. Request Role Access 3. Organization Information

Begin typing a program service name or related keywords to filter the list of available services (e.g., air quality system, AQS, or Clean Air Act).

Active Program Services List

OTAQREG]

OTAQREG: Office of Transportation and Air Quality Fuels Registration

Cancel

The “Edit Account Profile” page lists all of the available data flows available for registration.
You will need to begin typing “OTAQREG” in the text field or scroll down and search for
OTAQREG within the list. Click on the hyperlinked name to select the program service and
navigate to the next step.

After selecting the OTAQREG program service you will be taken to the Organization
Information page where you can choose from a list of organizations that you already have access
to or gain access to an additional organization, as shown in Figure 2-20.

Figure 2-20 Organization Information

Edit Account Profile [ Contact Us

Last Login: 6/17/2013 12:09:39 PM

1. Request Program Service @ PN GV =X~ 3. Organization Information

Registration Information

Program Service: Office of Transportation and Air Quality Fuels Registration

Role: Registration

Provide Organization Details

@ Select a Current Organization
) Request to Add an Organization

Select a Current Organization

Select an organization from the dropdown list.

Submit Request for Access
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Select, or add an organization and click the “Submit Request for Access” button.

If you have already been identity proofed or have a paper ESA for that organization you will be
taken directly to the MyCDX Home page.

If you have not been identity proofed and do not have an ESA for that organization, you will be
taken to the Identity Verification page, as shown in Figure 2-21. Here you will have two options;
print, sign and mail a paper ESA or complete LexisNexis Identity Proofing and e-sign an ESA.

Figure 2-21 Identity Verification

CDX Registration: Additional Verification Al Contact Us

Last Login: 6/14/2013 9:03:47 AM

1. Identity Verification 2. Electronic Signature Agreement

The program you are registering for requires additional proof of identity. Your options are to use LexisNexis®, an independent 3rd-Party electronic identity
proofing service or to print and submit a signed form through U.5. Postal Mail to the U.5. Environmental Protection Agency.

EPA uses third party sites to offer you a way to immediately comply with identity proofing requirements. The alternative paper process may take 10 days or more.
When using these sites, the information provided is consistent with the intended purpose of the EPA website.

Mote: By clicking [Proceed to Verification] you understand the service is totally voluntarily and that you are validating personally identifying information including
last 4 digits of 55N against a 3rd-Party service LexisMNexis®, which will return evidence of validation of your personally identifying information back to the U.S.
Environmental Protection Agency. The U5 EPA will not collect or retain sensitive, personally identifying information such as S5N; however, EPA will receive evidence
of identity validation which may be used to identify you for legal purposes.

You may sign the paper form ifyt:ru do not want to use the automatic verification process.

MNote: You will receive a limited ber of to c || id ity verification. Please review all personal information carefully prior
to submitting. If you need to modify the personal information listed below, please contact the CDX Help Desk.

First Name: Jane
Last Name: Smith

[C1 1 have reviewed the name presented above and | would like to proceed with LexisNexis. Additional LexisMexis Identity Proofing Guidance

STLTERETNESY Proceed to Verification | Cancel

231 Proceed to LexisNexis

This section will take you through the registration steps if you choose to use the LexisNexis
Identity Proofing process.

If you choose to proceed with LexisNexis, you will need to review all of the information
provided on the Identity Verification page, as seen in Figure 2-21 above. After you have
reviewed the information and verified your first and last name, check the checkbox and click the
“Proceed to Verification” button.

LexisNexis will be completed through a separate pop-up window. The first page will display an
acknowledgement statement. Click the “OK” button. The next screen will require you to enter
personal information. Figure 2-22 displays the LexisNexis pop-up window.
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Figure 2-22 LexisNexis

After entering information in each field, click the “Submit” button. After completing this step,
the LexisNexis pop-up window will display a confirmation message. Click the “OK” button to
close the pop-up window and return to the CDX application.
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Figure 2-23 LexisNexis Results

CDX Registration: Additional Verification 4 Contact Us
Last Login: 6/14/2013 9:03:47 AM

LexisNexis® Results

1. Identity Verification 2. Electronic Signature Agreement

Your identity verification scores have been received from LexisNexis® and will be processed after you click the Continue button. If your scores do not meet the

minimum requirements set by the program office, then you will be directed to print, sign, and mail the electronic signature agreement (ESA).

In order to process your LexisNexis score and proceed with registration, click the “Continue”
button, as seen in Figure 2-23. If you are successfully identity proofed by LexisNexis, you will
be taken to the Challenge Questions and Answers page, as shown in Figure 2-25. If you are not
successfully identity proofed by LexisNexis you will be taken to the Electronic Signature
Agreement page to print, sign and mail in your ESA.

In some cases, you may be eligible to retry LexisNexis validation. If you are eligible for this
retry, you will be taken to the Retry LexisNexis page where you can launch the pop-up window
once again. You will also be presented with the opportunity to verify or edit your first name, as
shown in Figure 2-11. The opportunity to edit your first name will only be presented to you as
long as you do not have another CDX role with a status of “Awaiting ESA.” At this point you
may also choose to opt-out of the LexisNexis identity proofing by clicking the “Sign Paper
Form” button.
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Figure 2-24 Retry LexisNexis

CDX Registration: Additional Verification Al Contact Us
Last Login: §/30/2013 4:05:31 FM

LexisNexis® Results

G VAl 2. Electronic Signature Agreement

CDX was unable to verify the personal information provided. Use the *Retry LexisNexis™ button to re-validate the personal information. Be sure to:

* Input your full first name

* Do not provide a nickname

* Input your home phone number

* Input your prior home phone number if moved within last & months

* Input your prior home address if moved within last & months
Flease check your data below, and make any necessary changes, before retrying the LexisMNexis verification process.

First Name: |Jane

Click the “Retry LexisNexis” button. You will then be returned to the Identity Verification Page,
as seen in Figure 2-21, and may begin your verification again. LexisNexis retries may be
attempted up to five times before the identity proofing will be considered unsuccessful.

Figure 2-25 20-5-1 Challenge Questions and Answers

Central Data Exchange [ Contact Us
Last Login: 6/14/2013 9:46:13 AM

CDX Registration: Additional Verification

1. Identity Verification [“]l . Electronic signature Agreement

You are registered for a program that requires eSignature PIN Verification. Please select five (5) challenge questions and answers. The guestions that you select
should be questions that you can remember, but difficult for anyone else to guess.

Select 5 Challenge Questions and Answers

What is your favorite pet's name? |Z| |name |
Where did you graduate from high school? |Z| |5ch00| |
Who is your favorite author? |z| |authur |
What is the last name of your favorite teacher? |Z| |teacher |
What is your favorite song? |Z| |50ng| |

Save Answers

Once you have answered your 20-5-1 Challenge Questions and clicked the “Save Answers”
button, as seen in Figure 2-25, you will be taken to the electronic version of the Electronic
Signature Agreement page. From this page you will click the “Sign Electronically” button, as
shown in Figure 2-26.
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Figure 2-26 Electronic ESA

| »

U.S. Environmental Protection Agency
ELECTRONIC SIGNATURE AGREEMENT

m

In accepting the electronic signature credential issued by the U S_ Environmental Protection Agency (EPA) to sign electronic documents submitted
to EPA's Central Data Exchange (CDX), and as a representative for:

Electronic Signature Holder Company Information

Organization Name: CGI FEDERAL

Address: TEST

test

City, State, Zip: TEST, VA 00000

Province:

Country: us

Phone Number: (345)654-7437

E-mail Address: J.Smith@ chemicalco.com

Registrant's Name: Jane Smith -

<

Sign Electronically

I

pop-up window, which allows you to
prompt you to enter your CDX
ick the “Sign” button. Please reference
ons on signing electronically.

directed to the MyCDX Home page.
nk to open the OTAQReg application, as

- me Page

Central Data Exchange [ Contact Us
Last Login: 6/17/2013 11:51:54 AM

MyCDX | Inbox | | My Profile | | Submission History|

A ‘our Proar: Sarvices .
Manage You 00Fam Services g pews/updates.

Status Program Service Name Role(s)

=y OTAQREG: Office of Transportation and Air Quality Fuels Fuels Programs
Registration

Add Program Service

Registration
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2.3.2 Print and Sign CDX Electronic Signature Agreement

This section will take you through the registration steps if you choose to print, sign and mail a
paper ESA.

If you are not successfully identity proofed by LexisNexis you will be taken to the Electronic
Signature Agreement page to print, sign and mail in your ESA. Figure 2-28 displays the paper
version of the Electronic Signature Agreement page.

Figure 2-28 Paper ESA

U.S. Environmental Protection Agency
ELECTRONIC SIGNATURE AGREEMENT

m

In accepting the electronic signature credential issued by the U.S. Environmental Protection Agency (EPA) to sign electronic documents submitted
to EPA's Central Data Exchange (CDX), and as a representative for:

Electronic Signature Holder Company Information

Organization Name: CGI FEDERAL

Address: ;[eEstST

City, State, Zip: TEST, VA 00000
Province:

Country: us

Phone Number: (345) 654-7437

E-mail Address: J.Smith@ chemicalco.com

Registrant's Name: Jane Smith

I 2

Sign Paper Form ' Cancel

Clicking the “Sign Paper Form” button will trigger a pop-up window, which allows you to print
the ESA.

Print, sign and mail the CDX ESA to the Fuels Program Helpdesk at one of the following
mailing addresses:

Commercial Delivery:

U.S. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 6405A, Room 6520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.S. Environmental Protection Agency
Mail Code 6405A

1200 Pennsylvania Ave NW
Washington, DC 20460
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Note: When using a commercial delivery service, do not use the U.S. mail address (or vice versa) as your mail
will be delayed, may be returned to you, or may even never arrive at our offices. Be aware that sending materials
via US Mail will require an irradiation process and could possibly delay delivery.

Paper ESAs will be processed and activated by EPA. Once your ESA has been activated you will
be able to complete the 20-5-1 Challenge Questions, as seen in Figure 2-25 and will then be able
to e-sign within the OTAQReg application.

New companies, company associations, company updates and RCO updates submitted within the
OTAQReg application will not be accepted until your CDX ESA is received by the Fuels
Program. If you have any questions regarding the status of your ESA, please contact the EPA
Fuels Program Support Line by sending an email to support@epamts-support.com.

Figure 2-29 MyCDX Home Page

Central Data Exchange [ Contact Us
Last Login: 6/17/2013 11:51:54 AM

MyCDX | Inbox | | My Profile | Submission History |

News and upates

Mana ’ | r Pr ra Carv 5
Manage You 0OFAM SEVICES  No paws /updates.

Status Program Service Name Role(s)

=y OTAQREG: Office of Transportation and Air Quality Fuels Fuels Programs
Registration Registration

Add Program Service

You will be given the “Fuels Programs Registration” program service link, as seen in Figure
2-29.

Note: You must have a CDX ESA on file in order to electronically sign submissions and letters within the
OTAQReg application. You will be prompted to sign and submit your CDX ESA upon accessing the OTAQReg
application until your ESA has been received by the Fuels Program.
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3 User Profiles

The following sections describe how to navigate within the OTAQReg application to create and
edit a User Profile.

If you are an existing OTAQReg user please proceed to section 3.2.

Section 3.3 pertains to users that are currently deactivated and restricted from accessing the
OTAQReg application. Please skip this section if you are a current active OTAQReg user.

3.1 Create a New User Profile (New OTAQReg Users)

Figure 3-1 MyCDX Home Page

Central Data Exchange [ Contact Us
Last Login: 6/17/2013 11:51:54 AM

MyCDX | Inbox | | My Profile | | Submission History|

A ‘our Proar: Sarvices .
Manage You 00Fam Services g pews/updates.

Status Program Service Name Role(s)

& OTAQREG: Office of Transportation and Air Quality Fuels Fuels Programs
Registration Registration

Add Program Service

Click the “Fuels Programs Registration” link on your MyCDX Home page, as seen in Figure 3-1.
Upon your initial login to OTAQReg, Figure 3-2 will display.
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Figure 3-2 Edit User Profile Page

OTAQ Registration [ Contact Us
MyCDX Edit User Profile

Inbox Mote: Certain fields below are maintained in CDX. Go to th4 Edit Current Account Proﬁle4 page in MyCDX to make changes to fields
- that are not editable here.

OTAQ Registration Home

Associate to Company

r User Information
Update Existing Company

- * - .
Associations Prefix: Miss Position or Job Title: Qwner

First Name: Jane Valid From 05/23/2013
Middle Initial: (MM/DD/YYYY):

Edit User Profile

Valid To [# optional
(MM DD/YYYY):

Last Name:
Suffix:
CDX ESA Status: Received

r Address and Contact Information
Address 1: DEGFDGSFGVFS E-mail: J.Smith@chemicalco.com
Address 2: Alternate E-mail:

City: FAIRFAX Phone: 7032276460

State: Virginia Alternate Phone:

ZIP: 22033 Fax:

Country: United States

Save

The page will pre-populate the contact information associated to your CDX account. To edit the
pre-populated information, click the “Edit Current Account Profiles” link to be taken to the CDX
Edit Organization Profiles page.

If no changes to the pre-populated information are needed, enter data into any of the applicable
textboxes. You must provide data for the “Position or Job Title” field. Click the “Save” button.
Your user profile will be saved and Figure 3-3 will display.

Figure 3-3 OTAQ Registration Home Page

OTAQ Registration [HContact Us

MyCDX OTAQ Registration Home

Inbox

— Pending Requests

OTAQ Registration Home There are currenthy no pending requests.

Associate to Company - -
Legend: l_a Mew Compary LjCompan\.r Update &= Company Association 8 RC0O Update
Update Existing Company
Associations — Company Information

Edit User Profile fou are not currenthy associated with amy companies

— Registration Lists

Flease click one of the lists below for an up-to-date version. All lists are exported as an xls file. These lists are also available at
http: / fwwewe. epa.govf otagffuels freportingf programsregistration. htm.

® EPA Fuels Programs Company and Faciling List
® EPA Fuels Programs Company List

# |ndependent Lab List
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3.2  Edit Existing User Profile
The following section describes how to edit your OTAQReg User Profile information.

Figure 3-4 OTAQ Registration Home Page

OTAQ Registration [HContact Us
MyCDX OTAQ Registration Home

Inbox

— Pending Requests

OTAQ Registration Home There are currently no pending requests.

Associate to Company

Legend: I_a Mew Campary LjCompan\.r Update @ Company Assaciation 8 RCO Update

Update Existing Company
Associations — Company Information

Edit User Profile You are not currenthy associated with amy companies.

— Registration Lists

Please click one of the lists below for an up-to-date wversion. All lists are exported as an xIs file. These lists are also available at
http: f fweneir. epa.govf otagffuels freporting programsregistration. htrm.

® EPA Fuels Programs Company and Facility List
® EPA Fuels Programs Company List

# |ndependent Lab List

Clic Q Registration Home page,
as

OTAQ Registration [ Contact Us
MyCDX Edit User Profile

Inbox Mote: Certain fields below are maintained in CDX. Go to th4 Edit Current Account Proﬁle4 page in MyCDX to make changes to fields
- that are not editable here.

OTAQ Registration Home

Associate to Company

r User Information

Update Existing Company

- * - .
Associations Prefix: Miss Position or Job Title: Qwner

First Name: Jane Valid From 05/23/2013
Middle Initial: (MM/DD/YYYY):
Valid To
(MM /DD/YYYY):

Edit User Profile

Last Name:
Suffix:
CDX ESA Status: Received

r Address and Contact Information
Address 1: DEGFDGSFGVFS E-mail: J.Smith@chemicalco.com

Address 2: Alternate E-mail:

City: FAIRFAX Phone: 7032276460

State: Virginia Alternate Phone:

ZIP: 22033 Fax:

Country: United States

Save
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The page will pre-populate with your current OTAQReg User Profile information. To update the
un-editable CDX user information, click the “Edit Current Account Profiles” link to be taken to
the CDX Edit Organization Profiles page.

Edit any of the additional user profile data by updating the data in the textboxes and clicking the
“Save” button.

3.3 Deactivated Users

If you have been deactivated by an EPA Administrator for the OTAQReg application, upon
clicking the OTAQReg application link on the MyCDX Home page, Figure 3-6 will display.

Figure 3-6 OTAQ Deactivated Home Page

OTAQ Registration 4 Contact Us

OTAQ Deactivated Home

Your OTAQREG profile has been deactivated. Please contact the EPA Fuels Programs at 800-385-6164 or
support@epamts-support com if you have guestions or need your account to be reactivated

CDX Home Page

This screen notifies you that your OTAQReg profile has been deactivated and provides the
phone number and e-mail address to contact the EPA Fuels Programs for any questions or to
reactivate your account.

Click the “CDX Home Page” button to return to the MyCDX Home page.
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4 Company Associations

The following sections describe how to add and update company associations within the
OTAQReg application.

4.1  Add Company Association

Figure 4-1 OTAQ Registration Home Page

OTAQ Registration [HContact Us
MyCDX OTAQ Registration Home

Inbox

— Pending Requests

OTAQ Registration Home There are currently no pending requests

Associate to Company

Legend: l_a Mew Camparny L.;}Compan\.r Update @ Company Association B RZO Update

Update Existing Company
Associations — Company Information

Edit User Profile You are not currently associated with any companies.

— Registration Lists

Please click one of the lists below for an up-to-date version. All lists are exported as an xls file. These lists are also available at
http: f fweneie. epa.govf otaq ffuels freporting programsregistration. hitrm.

® EPA Fuels Programs Company and Facility List
® EPA Fuels Programs Company List

# |ndependent Lab List

Click the “Associate to Company: Search for Existing Company” link in the left side toolbar of
your OTAQ Registration Home page, as seen in Figure 4-1. Figure 4-2 will display.

Figure 4-2 Associate to Company Search Page

OTAQ Registration 4 Contact Us

MyCDX Associate to Company: Search for Existing Company

Inbox To associate to a company, search using at least one of the criteria below. If you need to create a new company, please first search

for existing companies within OTAQ Reg to ensure the company does not already exist.
OTAQ Registration Home

Change Request History

Search Criteria

Associate to Company Company ID: City:

Update Existing Company
Associations

Edit User Profile

Company Name: State: |All

Postal Code:

Enter your company specific search criteria into the textboxes and click the “Search” button. A
list of all companies matching your search criteria will display, as shown in Figure 4-3.
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Figure 4-3 Associate to Company Search Results

OTAQ Registration [ Contact Us

MyCDX Associate to Company: Search for Existing Company

Inbox To associate to a company, search using at least one of the criteria below. If you need to create a new company, please first search

for existing companies within OTACQ Reg to ensure the company does not already exist.
OTAQ Registration Home

Change Request History

r Search Criteria
Associate to Company Company 1D: City:

Update Existing Company Company Name: Last State: |Z|
Associations

Postal Code:

Edit User Profile

Pages: 1
1D % Name % Location £
] 3012 FirstLast Company3 1310 LS. NW 121108 1334

Washington, District of Columbia 20003
United States

Add Selected

If you do not see the company in the above results, you may search again. If you are certain your company does not already exist in
OTAQ Reg, click the "Create New Company” button below.

Create New Company

Select the checkbox next to the company with which you wish to associate (if you do not see
your company listed in the results, click the “Create New Company” button to create your
company; see Section 5 for further details). Click the “Add Selected” button. Figure 4-4 will
display.

Note: You may select multiple check boxes if you wish to associate to more than one company.

Figure 4-4 Associate to Company: Create Company Associations Page

OTAQ Registration [ Contact Us

MycDX Associate to Company: Create Company Associations

Inbox You MUST select at least one role per company prior to submitting this user association request to the following company or

companies.
OTAQ Registration Home

Change Request History Remove? 1D # Name %+ Roles

Associate to Company L) ] oz FirstLast Company3 Select Roles

LD e LD R B | cgend: ®B Added %7 Updated ®B Removed ® Unchanged
Associations

Edit User Profile Add More | Remove Selected @

You must select at least one role per company prior to submitting your user association request.
Click the “Select Roles” link to display a pop-up of available roles for the company. Figure 4-5
will display.
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Figure 4-5 Company Roles Pop-Up

Select Roles for Acme Test Co [3334]

OTAQ Registration: '® Company Editor Company Viewer Limited Company Viewer

OTAQ Program Roles: L Cellulesic Biofuel Warver Credits (Pay.gov) Submitter
(Select all OTAQ (This role should only be selected if the company is registered as a gasoline or diesel refiner, or a
Program Roles) non-renewable fuels importar.)

DC Fuels Submitter Roles: Only select programs your company can submit reports for. If vour
company is not registered or registering for a program do not select that program’s subpart.
! DC Fuels Submitter, RFS Pathway Petitions (40 CFR 80.1418)

) DC Fuels Submitter, Third Party Engineering Review

) DC Fuels Submitter, Title 40 CFR Part 79 Subparts A, B, C, D, and F

) DC Fuels Submitter, Title 40 CFR Part 80 Subpart |

| DC Fuels Submitter, Title 40 CFR Part 80 Subpart O

! DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, ], and L

! DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M

EPA Moderated Transaction System (EMTS) Roles:
) EMTS Fuels AET Submitter
) EMTS Fuels AET Viewer

) EMT5 RF5 Submitter
) EMTS RFS Viewer

Other : ! Agent (An agent is defined as any individual who is not a direct employee of the company.)
! Independent Third Party Enginser

| setece

Choose the appropriate OTAQ Registration and OTAQ Program Roles by selecting the
corresponding radio button and checkboxes (reference Appendix A: OTAQ Registration Roles if
you are unsure which roles to select). You may select only one OTAQ Registration role,
however multiple OTAQ Program roles are allowed. Click the “Select All”” link to select all
OTAQ Program Roles.

Click the “Select” button once you have made your selections. Figure 4-6 will display.

Figure 4-6 Associate to Company: Create Company Associations Page with Roles

OTAQ Registration [ Contact Us

MycDX Associate to Company: Create Company Associations

Inbox You MUST select at least one role per company prior to submitting this user association request to the following company or

companies.
OTAQ Registration Home

-

Change Request History Remove? ID # Name Roles

Associate to Company = 0o 3012 FirstLast Company3 + Company Editor

ULL L LD R L | cgend: ®B Added % Updated ®B Removed ®® Unghafiged
Associations

Edit User Profile Add More | Remove Selected m

Your selected roles will now display beside the selected company. Click the “Review” button to
continue. Figure 4-7 will display.
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Figure 4-7 Associate to Company: Review Page

OTAQ Registration [ Contact Us

MycDX Associate to Company: Review

Inbox OMB: 2060-0637

OTAQ Registration Home D & Name %+ Roles

Change Request History e 3012 FirstLast Company3 + Company Editor

Associate to Company
Legend: &8 Added ¥ Updated 8 Removed *® Unchanged

Update Existing Company Continue

Associations

Edit User Profile

The "Associate to Company: Review" page displays a read-only version of your company
association details. If the company and role information are correct, click the “Continue” button.

Figure 4-8 will display.
Figure 4-8 Further Action Required Pop-up

Further Action Required

In order for this registration to be submitted to EPA, you must click the applicable blue
button on the following screen. EPA will not process registrations if a user fails to click
the applicable button and submit the paperwork either electronically or via mail.

You will not be able to electronically sign within the OTAQReg application until your
CDX ESA is received by the Fuels Program.

If you are not able to have your registration electronically signed, the registration
forms must be printed, signed and mailed to Fuels Program Registration at:

Commercial Delivery:

.5, Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 6405A, Room 6520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

L5, Environmental Protection Agency
Mail Code 6405A

1200 Pennsylvania Ave NW
‘Washington, DC 20460

It is recommended that all registration materials including E5As are sent in the same
package.

Click “OK” to Close the pop-up and continue to the next page. Figure 4-9 will display.
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Figure 4-9 Associate to Company: Submit Request Page

OTAQ Registration [ Contact Us

MycDX Associate to Company: Submit Request

Inbox Please click the Submit button to make the submission request and move on to print the registration forms.

OTAQ Registration Home m

Associate to Company

Update Existing Company
Associations

Edit User Profile

Click the “Submit” button to submit the request. Figure 4-10 will display.
Figure 4-10 Further Action Required Page

OTAQ Registration [ Contact Us
MyCDX Further Action Required

e Click here to save copies of your registration forms.

OTAQ Registration Home
Associate to Company Submission 0pt|0n5:

Update Existing Company

1. H the RCO electronically sign th t.
Associations ave the electronically sign the reques

The RCO of this company must have e-signature capabilities in the OTAQReg application, which will be indicated by this

Edit User Profile request appearing as "Awaiting RCO Electronic Signature” in your "Pending Requests” queue on your OTAQReg homepage.
The RCO will need to log in to OTAQReg and access this request from their "RCO Activation Quewe”. No additional steps are
necessary after the request is electronically signed by the RCO.

OR
2. Print, sign, and mail the form to EPA

Mailing address

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 5403A, Room 6520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 6405A

1200 Pennsylvania Ave NW
Washington, DC 20460

Flease contact support@epamts-support com if you have any guestions.

Click the “Click here to save copies of your registration forms” link to save a hard copy of your
registration forms in PDF form. It is required that you save a copy of your registration forms
after submitting your request. If you attempt to select the “Home” button without first saving a
copy of your registration forms, a notification window will appear prompting you to first save
your forms.

Once you have submitted your Company Association Request, you will receive an email
notification stating that your Company Association Request is awaiting RCO signature along
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with a hard copy of your company association registration forms. The Company Association
request will appear in the Pending Requests section of your OTAQ Registration Home Page, as
shown in Figure 4-26.

Note: All Company Association requests require a signed RCO Delegation Letter by your Company Responsible
Corporate Officer. The RCO Delegation Letter is included in the hard copy of your company association
registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX
ESA.

4.2 Update Company Roles
Figure 4-11 OTAQ Registration Home Page

OTAQ Registration [ACantact Us
MyCDX OTAQ Registration Home

Inbox

— Pending Requests

OTAGQ Registration Home

Requested

1D # Request For # Created On # Status

Associate to Company By
@ CR-1007 MARATHOMN PETROLEUM COMPARY LF 10/05/2011 11:44  Joe Test Auvaiting RCO Wet Ink

Update Existing Compan
e 4 Sampany [4258] AM Signature

Associations

= = o
Edit User Profile Legend: l_a Mew Company & Company Update = Compary Association a RCO Update

— Company Information

One itern found.

-

Company ID 3 Company Name + ERoles

1024 Kurt's Test Campany o Cellulosic Biofuel Waiver Credits (Pay.gow)

Submitter

» DC Fuels Submitter, Title 40 CFR Part 80
Subpart |

o O Fuels Submitter, Title 40 CFE Part 80
Subparts A, B, C, D, and F

#» DC Fuels Submitter, Title 40 CFE Part 80
Subparts O, E, F, H, J, and L

e EMTS Submitter

* EMTS Viewesr

#» DC Fuels Submitter, Title 40 CFE Part 80
Subparts K and M

® Company Editor

— Registration Lists

Flease click ane of the lists below for an up-to-date version. All lists are exported as an xls file. These lists are also available at
http: f fwannie. epa.govfotagffuels freportingf programsregistration. htm.

® EPA Fuels Programs Company and Facility List
& EPA Fuels Programs Compary List

# |ndependent Lab List

Click the “Update Existing Company Association” link in the left side toolbar of your OTAQ
Registration Home Page. Figure 4-12 will display.
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Figure 4-12 Update Company Associations Page

OTAQ Registration [ Contact Us

MyCDX Update Company Associations

e Remove? 1D % Name % : Roles

OTAQ Registration Home B 6157 Pentane Test Co - Company Editor

= Cellulosic Biofuel Waiver Credits (Pay.gov)

Associate to Company Submitter

Update Existing Company + DC Fuels Submitter, Title 40 CFR Part 79

Associations Subparts A, B, C, D, and F

- DC Fuels Submitter, Title 40 CFR Part 80 Subpart

Edit User Profile |

OTAQ Form Submissions - DC Fuels Submitter, Title 40 CFR Part 80 Subpart
o

- DC Fuels Submitter, Title 40 CFR Part 80
Subparts D, E,F, H, ], and L

= DC Fuels Submitter, Title 40 CFR. Part 80
Subparts K and M

- EMTS Submitter

+ EMTS Viewer

Legend: OB Added T Updated ®8 Removed ™ Unchanged

Remove Selected m

Select the “Roles” link for the company you wish to update. Figure 4-13 will display.
Figure 4-13 Update Roles

Select Roles for Pentane Test Co [6157]

OTAQ Registration: '® Company Editor ' Company Viewer ' Limited Company Viewer

OTAQ Program Roles: ¥/ Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter
(Select all OTAQ (This role should only be selected if the company is registered as a gasoline or diesel refiner, or a
Program Roles) non-renewable fuels importer.)

DC Fuels Submitter Roles: Only select programs your company can submit reperts for. If yvour
company is not registered or registering for a program do not select that program’s subpart.
|| DC Fuels Submitter, RFS Pathway Petitions (40 CFR 80.1416)

|| DC Fuels Submitter, Third Party Engineering Review

1#/ DC Fuels Submitter, Title 40 CFR Part 79 Subparts A, B, C, D, and F

#/ DC Fuels Submitter, Title 40 CFR Part 80 Subpart |

1#/ DC Fuels Submitter, Title 40 CFR Part 80 Subpart O

#/ DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, ], and L

1#/ DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M

EPA Moderated Transaction System (EMTS) Roles:
| EMTS Fuels ABT Submitter
) EMTS Fuels AET Viewer

#| EMTS RFS Submitter
[#| EMTS RFS Viewer

Other - | Agent (An agent is defined as any individual who is not a direct employvee of the company.)
| Independent Third Party Engineer

Your existing roles will be pre-selected on the page. Update your OTAQ Registration and OTAQ
Program Roles by selecting a new radio button and/or checkboxes (reference Appendix A:
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OTAQ Registration Roles if you are unsure which roles to select). You may select only one
OTAQ Registration role however multiple OTAQ Program Roles are allowed.

Click the “Select” button once you have made your selections. Figure 4-14 will display.
Figure 4-14 Updated Company Associations

OTAQ Registration 4 Contact Us

MycDX Update Company Associations

= Remove? 1D % Name % : Roles

OTAQ Registration Home [} 6157 Pentane Test Co + Company Editor
- Cellulosic Biofuel Waiver Credits (Pay.gov)
Associate to Company

Submitter
Update Existing Company - DC Fuels Submitter, Title 40 CFR. Part 79
Associations Subparts 4, B, C, D, and F
= DC Fuels Submitter, Title 40 CFR. Part 80 Subpart
|
OTAQ Form Submissions - DC Fuels Submitter, Title 40 CFR. Part 80 Subpart
o}
- DC Fuels Submitter, Title 40 CFR. Part 80
Subparts D, E, F, H, J,and L
- DC Fuels Submitter, Title 40 CFR. Part 80
Subparts K and M
- Agent

Edit User Profile

Legend: B Added T Updarted ®8 Removed *® Unchanged

Remove Selecle

The Update Company Associations Page will now display your updated roles. Click the
“Review” button. Figure 4-15 will display.

Figure 4-15 Confirm Updated Company Association

OTAQ Registration [54] Contact Us

MyCDX Update Company Associations

Inbox OME: 2060-0277

OTAQ Registrati 3!
TSR T ID # Name % Roles

Associate to Company & 6157 Pentane Test Co + Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter

Update Existing Company - DC Fuels Submitter, Title 40 CFR. Part 79 Subparts A, B, C, D, and F
Associations - DC Fuels Submitter, Title 40 CFR. Part 80 Subpart |

- DC Fuels Submitter, Title 40 CFR Part 80 Subpart O

- DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, ], and L
OTAQ Form Submissions - DC Fuels Submitter, Title 40 CFR. Part 80 Subparts K and M

Edit User Profile

- Agent
- Company Editor

o ?"Updmed 8 Removed @Unchanged

The page will display the updated icon T for the updated company association. If the updated
company association is correct, click the “Continue” button. Figure 4-16 will display.
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Figure 4-16 Further Action Required Pop-up

Further Action Required

In order for this registration to be submitted to EPA, you must click the applicable blue
button on the following screen. EPA will not process registrations if a user fails to click
the applicable button and submit the paperwork either electronically or via mail.

You will not be able to electronically sign within the OTACQReg application until your
CDX ESA is received by the Fuels Program.

If you are not able to have your registration electronically signed, the registration
forms must be printed, signed and mailed to Fuels Program Registration at:

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 6405A, Room 8320V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 6403A

1200 Pennsylvania Ave NW
Washington, DC 20460

It is recommended that all registration materials including ESAs are sent in the same
package.

Click “OK” to Close the pop-up and continue to the next page. Figure 4-17 will display.

Figure 4-17 Submit Request Page

OTAQ Registration [ Contact Us

MyCDX Submit Request

Inbox Please click the Submit button to make the submission request and move on to print the registration forms.

OTAQ Registration Home

Associate to Company

Update Existing Company
Associations

Edit User Profile

Click the “Submit” button to submit your request. Figure 4-18 will display.
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Figure 4-18 Further Action Required Page

OTAQ Registration [ Contact Us

Mycox Further Action Required

= Click here to save copies of your registration forms.

OTAQ Registration Home
Associate to Company Submission options:

Update Existing Company

1. Have the RCO electronically sign the request.
Associations v d

The RCO of this company must have e-signature capabilities in the OTAQReg application, which will be indicated by this

Edit User Profile request appearing as "Awaiting RCO Electronic Signature” in your "Pending Requests” queue on your OTAQReg homepage.
The RCO will need to log in to OTAQReg and access this request from their "RCO Activation Queue”. Mo additional steps are
necessary after the request is electronically signed by the RCO.

OR
2. Print, sign, and mail the form to EPA
Mailing address

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 640354, Room 6520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 64034

1200 Pennsylvania Ave NW
Washington, DC 20460

Please contact support®@epamts-support.com if you have any questions.

Click the “Click here to save copies of your registration forms” link to save a hard copy of your
registration forms in PDF form. It is required that you save a copy of your registration forms
after submitting your request. If you attempt to select the “Home” button without first saving a
copy of your registration forms, a notification window will appear prompting you to first save
your forms.

Note: All Company Association Update Requests require a signed RCO Delegation Letter by your Company
Responsible Corporate Officer. The RCO Delegation Letter is included in the hard copy of your company
association registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a
valid CDX ESA.

Once you have submitted your Updated Company Association, you will receive an email
notification stating your request is awaiting RCO signature along with a hard copy of your
company association registration forms. The updated company association request will appear in
the pending requests section of your OTAQ Registration Home Page. Please reference Section
4.4 for information on viewing pending association requests.

4.3 Remove Existing Company Association

To remove an existing company association, navigate to the Update Company Associations page,
as shown in Figure 4-19.
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Figure 4-19 Remove Company Association

OTAQ Registration [HAContact Us
MyCDX Update Company Associations

Inbox & &

Femove? ID # Name % Roles

OTAQ Registration Home Kurt's Test Company ® Cellulosic Biofuel Waiver Credits (Pay.gow)
Submitter
RSSOEFR HD EET Ny DC Fuels Submitter, Title 40 CFR Part 80

Update Existing Company Subpart |

Associations DC Fuels Submitter, Title 40 CFR Part 80
Subparts &, E, C, D, and F
DiC Fuels Submitter, Title 40 CFE Part 80
Subparts D, E, F, H, ], and L
DiC Fuels Submitter, Title 40 CFE Part 58
Subpart LL
OiZ Fuels Submitter, Title 40 CFRE Part 58
Subpart MM
EMTS Submimer
EMTS Viewer
DiC Fuels Submitter, Title 40 CFE Part 80
Subparts K and K

» Company Editor

Edit User Profile

Legend: & Added T Updated B Removed = Unchanged

l Remove Selected I Raview

Select the checkbox next to the company association you wish to remove and click the “Remove
Selected” button. Figure 4-20 will display.

Figure 4-20 Remove Company Pop-Up

Remove Company Associations?

Are you sure you want to remove the selected company associations?

Click the “Yes” button to confirm that you would like to remove the selected company
association. Figure 4-21 will display.
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Figure 4-21 Removed Company Association

OTAQ Registration [Acontact Us

MyCDX Update Company Associations

Inbox -

Remove? D ¥ HName * Roles

OTAQ Registration Home ) O 1024 Kurt's Test Camparny Cellulosic Eiofuel Waiver Credits {Pay.gow)

Submitter
RASEEINE WD EOMEERRy DC Fuels Submitter, Title 40 CFR Part 80
Update Existing Company Subpart |
Associations D Fuels Submitter, Title 40 CFR Part 80
Subparts A B, C, O, and F
OC Fuels Subritter, Title 40 CFE Part 80
Subparts D, E, F, H, |, and L
D Fuels Submitter, Title 40 CFE Part 80
Subparts K and M
EMTS Submitter
EMTS Viewer
Company Editor

Edit User Profile

Legend: & Added T Updated %8 Removed = Unchanged

Remove Selected l Review '

e —

The removed icon “® will now display next to the company association you have removed.
Click the “Review” button. Figure 4-22 will display.

Figure 4-22 Remove Company Association Confirmation

OTAQ Registration [ Contact Us

MycDX Update Company Associations
Inbox OMB: 2060-0277

OTAQ Registration Home ID ¢ Name %+ Roles

SR D Ly & 3384 Company with Multiple Facilities + Cellulosic Biofuel Waiver Credits {Pay.gov) Submitter

Update Existing Company + DC Fuels Submitter, Title 40 CFR. Part 79 Subparts A, B, C, D, and F
Associations + DC Fuels Submitter, Title 40 CFR Part 80 Subpart |

+ DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, ], and L

+ DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M

- EMTS Submitter

-+ EMTS Viewer

- RCO

+ Company Editor

Edit User Profile

% Updated %8 Removed = Unchanged

If the removed company association is correct, click the “Continue” button. Figure 4-23 will
display.
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Figure 4-23 Further Action Required Pop-up

Further Action Required

In order for this registration to be submitted to EPA, you must click the applicable blue
button on the following screen. EPA will not process registrations if a user fails to click
the applicable button and submit the paperwork either electronically or via mail.

You will not be able to electronically sign within the OTAQReg application until your
CDX ESA is received by the Fuels Program.

If you are not able to have your registration electronically signed, the registration
forms must be printed, signed and mailed to Fuels Program Registration at:

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 64034, Room 8320V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 64034

1200 Pennsylvania Ave NW
Washington, DC 20460

It is recommended that all registration materials including ESAs are sent in the same
package.

Click “OK” to Close the pop-up and continue to the next page. Figure 4-24 will display.

Figure 4-24 Submit Request Page

OTAQ Registration [ Contact Us

MyCDX Submit Request

Inbox Flease click the Submit button to make the submission request and move on to print the registration forms.

OTAQ Registration Home

Associate to Company

Update Existing Company
Associations

Edit User Profile

Click the “Submit” button to submit your request. Figure 4-25 will display.
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Figure 4-25 Further Action Required Page

OTAQ Registration [ Contact Us
MycDX Further Action Required

inbox Click here to save copies of your registration forms.

OTAQ Registration Home

e Submission options:

Update Existing Company

1. Have the RCO electronically sign the request.
Associations v = a

The RCO of this company must have e-signature capabilities in the OTAQReg application, which will be indicated by this

Edit User Profile request appearing as "Awaiting RCO Electronic Signature” in your "Pending Requests™ queue on your OTAQReg homepage.
The RCO will need to log in to OTAQReg and access this request from their "RCO Activation Queue”. No additional steps are
necessary after the request is electronically signed by the RCO.

OR
2. Print, sign, and mail the form to EPA
Mailing address

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 6403A, Room 6520V, (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 64054

1200 Pennsylvania Ave NW
Washington, DC 20460

Please contact support@epamts-support.com if you have any questions.

Click the “Click here to save copies of your registration forms” link to save a hard copy of your
registration forms in PDF form. It is required that you save a copy of your registration forms
after submitting your request. If you attempt to select the “Home” button without first saving a
copy of your registration forms, a notification window will appear prompting you to first save
your forms.

Note: All Company Association Removal Requests require a signed User Association Termination Letter by your
Company Responsible Corporate Officer. The User Association Termination Letter is included in the hard copy
of your company association registration forms. This letter can be electronically signed by the RCO in OTAQReg
if they have a valid CDX ESA.

Once you have submitted your Remove Company Association request, you will receive an email
notification stating your request is awaiting RCO signature along with a hard copy of your
company association registration forms. The updated company association request will appear in
the pending requests section of your OTAQ Registration Home Page. Please refer to section 4.4
for information on viewing pending association requests.

4.4  Pending Company Association Requests

Congratulations! You have successfully submitted your Company Association Request in the
OTAQReg application. As shown in Figure 4-26, your request will be displayed in your Pending
Requests queue on your OTAQ Registration Home Page along with its current status.
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Figure 4-26 Pending Company Association Requests

OTAQ Registration Home

— Pending Requests

OTAQ Registration Home ID # Request For % Created On % Requested By # Status

® 763 Biofuel Test D [0002] 08/22/2011 02:12FM Mike Seavey Awaiting RCO Wet Ink Signature
Associate to Company
Update Existing Legend- LE jew Comoa A Comppany Update e Company Association a RCO Update
Company Associations

Edit User Profile — Company Information
You are not currently associated with any companies.

r— Registration Lists
» EPA Fuels Programs Company and Facility List

» EPA Fuels Programs Company List

® Independent Lab List

To view a pendin on Request, click the “Company Name” link for a request
in the Pending R Company Association icon “ . Figure 4-27 will display.

- mpany Association Request

OTAQ Registration [ Contact Us
MycDX Company Association Request

Inbox
e [a] View printer—friendly version
OTAQ Registration Home — Request Information

Associate to Company

Request ID : CR-4937 Created On : 06/19/2013 01:53 FM
Update Existing Company

Request Type : Company Association Modified On : 06/19/2013 01:53 FM
Associations

Request Status : Awaiting RCO Wet Ink Signature Requested By : Jane Smith
Username : JSMITH2201

Edit User Profile

List of Changes
* Added PROGRAM role "DC Fuels Submitter, Title 40 CFR Part 79 Subparts A, B, C, D, and F" for user “Jane Smith”
* Added OTAQREG role "Company Editor” for user "Jane Smith"

* Roles
& 4695  Jane Smith ® DC Fuels Submitter, Title 40 CFR Part 79 Subparts A, B, C, D, and F
* Company Editor

Legend: B Added & Updated 8 Removed = Unchanged

m Cancel Request

The Company Association Request page displays all request information. To return to the
OTAQReg Home Page click the “Return” button.

To cancel the Company Association Request, click the “Cancel Request” button. A notification
window will appear, prompting you to select the “Yes” button to continue with the request
cancellation or the “No” button to return to the previous page. The request will be canceled
immediately and will no longer display in the Pending Requests queue.
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5 Create New Company
The following sections describe how to create a new company in the OTAQReg application.
Figure 5-1 OTAQ Registration Home Page

OTAQ Registration [AContact Us

MyCDX OTAQ Registration Home

Inbox

— Pending Requests

OTAGQ Registration Home

Fequested
1D ¥ Request For ¥ Created On * “ ¥ Status

Associate to Company By
@ CR-1007 MARATHOM PETROLEUM COMPANY LF T0/05/2071 11:44  Joe Test Awvaiting RCO Wet Ink

Update Existing Compan
e g Sompany [4268] AM Signature

Associations

Edit User Profile Legend: I_a Mew Compamy L,j Company Update &= Campany Association B RCO Update

— Company Information

One itern found.

Company ID # Company Name % Roles

1024 Kurt's Test Comparny » Cellulosic Eiofuel Waiver Credits (Pay.gow)

Submitter
DC Fuels Submitter, Title 40 CFE Part 80
Subpart |
DC Fuels Submitter, Title 40 CFE Part 80
Subparts A B, C, D, and F
DC Fuels Submitter, Title 40 CFE Part 80
Subparts O, E, F, H, |, and L

» EMTE Submitter

e EMTS Viewer

» DC Fuels Submitter, Title 40 CFR Part 80
Subparts K and M
Company Editor

— Registration Lists

Flease click one of the lists below for an up-to-date version. All lists are exported as an xls file. These lists are also available at
http: f fwewene. epa.govf otagffuelsfreportingf programsregistration. htrm.

#® EPA Fuels Programs Company and Facility List
® EPA Fuels Programs Comparny List

# |ndependent Lab List

Click the “Associate to Company” link in the left side toolbar of your OTAQ Registration Home
Page as seen in Figure 5-1. Figure 5-2 will display.
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5.1  Verify Company Does Not Exist in OTAQReg
Figure 5-2 Associate to Company: Search for Existing Company Page

OTAQ Registration [ Contact Us

MycDX Associate to Company: Search for Existing Company

Inbox To associate to a company, search using at least one of the criteria below. If you need to create a new company, please first search

for existing companies within OTAQ Reg to ensure the company does not already exist.
OTAQ Registration Home

Change Request History

Search Criteria
Associate to Company Company 1D: City:

Update Existing Company
Associations

Edit User Profile

Company Name: Test Company PLC State: |All

Postal Code:

Before you can create a new company, you must first confirm that the company you intend to
create does not already exist in OTAQReg. Enter search criteria pertinent to your company and
click the “Search” button, as seen in Figure 5-2. Figure 5-3 will display.

Please note, search terms act together to narrow results. For example, searching on the state New
York and the city New will return all companies located in New York State that have New in
their city’s name. It is recommended that companies use broad searches to avoid delays and
registration issues caused by a user attempting to duplicate a company registration.

Figure 5-3 Associate to Company: Search for Existing Company Results

OTAQ Registration [ Contact Us

MyCDX Associate to Company: Search for Existing Company

Inbox To associate to a company, search using at least one of the criteria below. If you need to create a new company, please first search

for existing companies within OTACQ Reg to ensure the company does not already exist.
OTAQ Registration Home

Change Reguest History

r Search Criteria

Associate to Company Company 1D: City:

Update Existing Company
Associations

Edit User Profile

Your search returned no companies.

Company Name: Test Company PLC State: |All

Postal Code:

If you do not see the company in the above results, you may search again. If you are certain your company does not already exist in
OTAQ Reg, click the "Create New Company” button below.

Create New Company

The page will return a list of companies matching the provided search criteria. If your company
is displayed in the search results then please refer to Section 4.1 for instructions on how to
associate to an existing company.

If it is determined that your company does not currently exist in OTAQReg, click the “Create
New Company” button. Figure 5-4 will display.
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5.2

Create Company Details

OTAQ Registration

Inbox

OTAQ Registration Home
Associate to Company

Update Existing Company
Assodations

Edit User Profile

OTAQ Form Submissions

Figure 5-4 Create New Company: Company Details Page

[ Contact Us

Create New Company: Company Details

Basic Information

— Company Name and Location

Mote: Address 1 may not be a PO Box. If you are

* Company Name:
* Created On (MM/DD 09/24/2014
IYYYY):
Valid From (MM/DD g9,24,2014 ﬁ
IYYYY):
Valid To (MM/DD
IYYYY):

[ optional

that has no postal code, enter "000007.

* Address 1:

Address 2:

* City:

* State:  Please Select From List

* Postal Code:

* Country:  United States

— Responsible Corporate Officer (RCO) Info

RCO CDX User ID:

* RCO Name:

* RCO Title:

The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee (with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

* RCO E-mail:

* Confirm RCO
E-mail:

* RCO Pheone:

RCO Fax:

Program Type and Business Activities

— Program Type and Business Activities

[Tl Gasaline
[[ Diesel
[C1 Renewable Fuel Standard

0o Quality Assurance Provider

— Company Foreign Bond

For each Program Type selected above, indicate if:

applicable

if applicable

# Domestic company with only domestic facility or facilities, please put "No"

#® RFS - Your company has met the bonding requirements of Title 40 CFR Parts 80.1465, 801466, or 801467
# Casoline/RFG - Your company has met the bonding requirements of Title 40 CFR Parts 80.94(k)
# Casoline/Tier 2 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts B0.410(k), if

# Gasoline /Benzene - Your company has met the bonding requirements of Title 40 CFR Parts 80.1363(k), if applicable
# Casoline/Tier 3 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.1666(k),

# Diesel - Your company has met the bonding requirements of Title 40 CFR Parts 80.620(k), if applicable

Company Contacts

There are currently no company contacts.

Add New Contact Remove Selected
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The Create New Company: Company Details page displays fields for you to provide the
Company Name, Location, Responsible Corporate Officer information, Program Types,
Business Activities, Company Contacts, and other required company details.

Enter information for all required fields. Required fields are marked with a red star.

The Business Activities associated to each Program Type are displayed once a Program Type is
selected, as shown in Figure 5-5.

Figure 5-5 Program Types and Business Activities

Program Type and Business Activities -

— Program Type and Business Activities

[¥] Gasoline
[C] Refiner
[C Non-Renewable Fuels Importer
DOxvgenate Blender (Reformulated Gasoline Program)
[l Independent Lab
[C] small Refiner
[ paDD Importer
[C] Pentane Producer
Diesel
[C] Refiner
[T Non-Renewable Fuels Importer
[ Refiner (Biodiesel Producer)
] Pipeline/Pass-Through Terminal
[C] Transmix
[C] small Refiner
[ Truek Loading Terminal/Locomaotive Marker Facility
[ClpaDD Importer
[CI Mobile Facility
[C] Refiner - ECA Marine Fuel
O Importer - ECA Marine Fuel
[T ECA Marine Fuel Terminal
Renewable Fuel Standard
[C] Renewable Fuel Producer
[ Renewable Fuels Importer
[ Renewable Fuels Exporter
[l Foreign Undenatured Ethanol Producer
[CIRIN Owner Only (Blenders, Marketers, Traders)
[ papD Importer (Renewable Fuel Impaorter)
[C] Small Blender (Blenders in 40 CFR 80.1440)
CIrrs Pathway Petition Submitter (80.1416)

O Quality Assurance Provider
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To add a company contact, click the “Add New Contact” button. Figure 5-6 will display.
Figure 5-6 Company Contacts

Company Contacts =

There are currently no company contacts.

Add New Contact | Remove Selecred

- Contact
* Name: John Smith * E-mail: john@smith_com
* Title: |Other (=] * Phone: 555-867-3309  x
* Title: Operational Manager Fax:
Contact For:  Gasoline CDX Web User ID:

Enter information in all required fields by typing in the textboxes. Click the “Save Contact”
button. The contact will now be listed in the company details.

After you have provided your complete company details, click the “Next” button. Figure 5-7 will
display.

5.2.1 Select Company Roles

Figure 5-7 Create New Company: Company Roles

OTAQ Registration EContact Us
MyCDX Create New Company: Company Roles

Inbox

Select Roles

OTAQ Registration Home To add additional roles, click the link below.

Associate to Company

Update Existing Company

Associations m

Edit User Profile

As the creator of a company, the Company Editor role is pre-selected for you. Click the
“Company Editor” link to add additional roles. Figure 5-8 will display.
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Figure 5-8 Company Roles Pop-Up

Select Roles

OTAQ Registration: ® Company Editor Company Viewer Limited Company Viewer

OTAQ Program Roles: | Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter
(Select all OTAQ (This role should only be selected if the company is registered as a gasoline or diesel refiner, or a
Program Roles) non-renewable fuels importer.)

DC Fuels Submitter Roles: Only select programs your company can submit reports for. If your
company is not registered or registering for a program do not zelect that program’s subpart.
| DC Fuels Submitter, RF5 Pathway Petitions (40 CFR 80.1416)

I DC Fuels Submitter, Third Party Engineering Review

1 DC Fuels Submitter, Title 40 CFR Part 79 Subparts &4 B, C, D, and F

) DC Fuels Submitter, Title 40 CFR Part 80 Subpart |

1 DC Fuels Submitter, Title 40 CFR Part 80 Subpart O

) DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, ], and L

) DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M

EPA Moderated Transaction System (EMTS) Roles:
) EMTS Fuels ABT Submitter
[ EMTS Fuels ABT Viewer

| EMTS RFS Submitter
) EMTS RFS Viewer

Other : L Agent (4n agent is defined as any individual who is not a direct employee of the company.)
! Independent Third Party Engineer

Choose the appropriate OTAQ Registration and OTAQ Program roles by selecting the
corresponding radio button and checkboxes (reference Appendix A: OTAQ Registration Roles if
you are unsure which roles to select). You may select only one OTAQ Registration role however
multiple OTAQ Program roles are allowed. Click the “Select All” link to select all OTAQ
Program Roles. Figure 5-9 will display.

Figure 5-9 Selected Company Roles

OTAQ Registration A Contact Us
Create New Company- Company Roles

Select Roles

‘OTAQ Registration Home To add additional reles, click the link below.
Assodate to Company
+» Company Editor
Update Existing Company + Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter
Assodations » DC Fuels Submitter, Title 40 CFR Part 79 Subparts A, B, C, D, and F

Edit User Profile + EMTS RFS Submitter
+ EMTS RFS Viewer

OTAQ Form Submissions

Click the “Next” button. Figure 5-10 will display.
5.3 Adding Company Facilities

Your company may or may not require that you add a Facility depending on the Program Types
and Business Activities selected for your company.
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Figure 5-10 Create New Company: Facility List

OTAQ Registration [ Contact Us

MycDX Create New Company: Facility List
Inbox There are currently IIE.II.H.I
Add Facility Review Back

OTAQ Registration Home
Associate to Company

Update Existing
Company Associations

Edit User Profile

Click the “Review” button. Figure 5-11 will display if your company is required to have at least
one facility. If your company is not required to have at least one facility then you will be directed
to the Create New Company Review page, as shown in Figure 5-23 (continue to Section 5.5).

Figure 5-11 Create New Company: Facility List Requires Facility

OTAQ Registration [EAContact Us

MyCDX Create New Company: Facility List

Inbox

® The business activities you have selected require that at least ane facility be created.

OTAGQ Registration Home L

The a-are-y ently no facilities.
‘ Add Facility l Review
Update Existing Company [

Associations

Associate to Company

Edit User Profile

To add a facility to your company click the “Add Facility” button. Figure 5-12 will display.
Figure 5-12 Create New Company: Facility Type

OTAQ Registration [FContact Us
MyCDX Create New Company: Facility Type

Inbox

Facility Type

OTAQ Registration Home 2] Gas/Ethanol

Associate to Company O Diesel/Bindiesel

Update Existing Company

= = e
Associations
‘ MNext I Cancel Facility
Edit User Profile —

The Facility Types are pre-populated on the page based on the Program Type(s) and Business
Activity(s) you selected for your company. Select the radio button next to the appropriate facility
type you wish to add and click the “Next” button. Figure 5-13 will display. (Note: if your
facility processes both diesel/biodiesel and gas/ethanol, it will be necessary to create two
facilities with the same address and different facility types.)

Note: You may cancel adding a facility at any time by selecting the “Cancel Facility” button.
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Figure 5-13 Create New Company: Facility Activities

OTAQ Registration [EAContact Us
MyCDX Create New Company: Facility Activities

Inbox

Facility Activities

OTAQ Registration Home Select all facility activities that are performed at this facility.

Associate to Company

Fefiner

Update Existing Company
MNon Eenewahble Fuels Imparter

Associations

Oxygenate Blender (Reformulated Gasoline Program)

Cancel Facility

Edit User Profile

The Facility Activities are pre-populated onto the page based on the Program Type(s), Business
Activity(s), and Facility Type you selected. Click the checkbox next to all applicable facility
activities and click the “Next” button. Figure 5-14 will display.

5.4  Verify Facility Does Not Exist in OTAQReg
Figure 5-14 Create New Company: Search for Existing Facility

Create New Company: Search for Existing Facility

Before creating a new facility, you must search the existing facilities in OTAQ Reg to ensure the facility location does not already
exist. To search for existing facilities, search using at least one of the criteria below.

OTAQ Registration Home

Associate to Company — Search Facilities
Update Existing Facility 1D: I City: |
Company Associations Facility Name: | State: |

Edit User Profile Postal Code: I

—

Cancel Facility

Before you can create a new facility, you must first confirm the facility you intend to create does
not already exist in the OTAQReg application. To confirm whether or not your facility already
exists in OTAQReg, search for your facility by providing search criteria into the facility search
fields. Click the “Search” button. Figure 5-15 will display.

Please note, search terms act together to narrow results. For example, searching on the state New
York and the city New will return all facilities located in New York State that have New in their
city’s name. It is recommended that companies use broad searches to avoid delays and
registration issues caused by a user attempting to duplicate a facility registration.
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Figure 5-15 Facility Search Results

OTAQ Registration [ Contact Us

Create New Company: Search for Existing Facility

Before creating a new facility, you must search the existing facilities in OTAQ Reg to ensure the facility location does not already
exist. To search for existing facilities, search using at least one of the criteria below.

OTAQ Registration Home

Associate to Company — Search Facilities
Update Existing Facility ID: I City: JAlberta

Company Associations Facility Name: ITest State: I

Edit User Profile Postal Code: I
Search

Your search returned no facilities.

Create New Facility ’

Cancel Facility

The page will return a list of facilities matching the provided search criteria. If your facility is
displayed in the search results then please refer to Section 5.4.1.2 for instructions on how to add
an existing facility.

If it is determined that your facility does not currently exist in OTAQReg, click the “Create New
Facility” button. Figure 5-16 will display.

5411 Create New Facility
Figure 5-16 Create New Company: Basic Facility Details

OTAQ Registration [HAContact Us
MyCDX Create New Company: Facility Details

Inbox

— Facility Name and Location

OTAQ Registration Home Note: Address 1 may not be a PO Box. If you are entering an international address that has no postal code,

Associate to Company enter “00000°

Update Existing Company * Facility Mame: | * Address 1: |

Associations
* Walid From (MM/DD |70/5/11 ﬂ Address 2: |
AT * City: |

vaidToMoD [ |[E optional * State

PO

Edit User Profile

: | Please Select From List

* Country: |United States

— Facility Contact

* Contact Mame: | * Contact E-mail:

* Contact Title: | * Contact Phone:

Cancel Facility

Contact Fax:

Enter information for all required fields. Required fields are identified with a red star. Click the
“Next” button when finished. Figure 5-17 will display.
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Note: Address 1 may not be a P.O. Box address. If you are entering an international address that has no postal
code, enter “00000.”

Figure 5-17 Create New Company: Facility Details

OTAQ Registration A Contact Us
MyCOX Create New Company: Facility Details

e Record Storage

OTAQ Registration Home — Record Storage

Assodate to Company = ]
- * Records for this facility are stored : L On Site || Off Site

Update Existing Company
Assodations

Edit iser Profile Renewable Facility Information

— Renewable Facility

With your registration forms, please include the following Producer Supplemental Documents (required pursuant to 40 CFR
80.1450 (b)):
* Updated CDX facility registration
* Independent third party engineering review
Process heat fuel supply plan
Air permits (if applicable)
Production records (if applicable)
Separated food waste plan (if applicable)
Supporting documentation for Nameplate Capacity (if applicable)
Supporting documentation for Biogas| Electricity - Contracted Volume (if applicable)
Any other documentation required pursuant to 40 CFR 80.1450(b)

* Facility not subject to the Fuels and Fuel Additive Registration (FFARS Part 79) because fuel preduced is for off road
use only

|Please Select From List ¥ |

* Facility not subject to the 20% GHG Threshold (Title 40 CFR 80.1403)

|Please Select From List v |

Fuels Created & Pathways

— Facility Totals

* Permitted Capacity (gallons): I:I Note: Renewable fuel production facility registrations anly
40 CFR 80.1401 require cne type of capacity. Enter "N/A" if not applicakble. Do

t ent in th ity fields.
* Actual Peak Capacity (gallons): I:I net enter commas in the capacity islds
40 CFR 80.1401

* Nameplate Capacity (gallons): l:l

40 CFR 80.1401

*, Biogas/Electricity - Contracted I:I

Volume (gallons per 80.1415(b)):

There are currently no fuels.

Add RF5 Fuel Pathway J| Remove Selecred
e e

Enter information in all required fields by typing in the textboxes and selecting from available
drop-down menus. The sections and required fields displayed on the Facility Details page will
vary depending on the Facility Types and Facility Activities you previously selected for the
facility.
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Click the “Save Facility” button when finished. Figure 5-18 will display.
Figure 5-18 Create New Company: Facility List

OTAQ Registration [ Contact Us
Create New Company: Facility List

Remove? Name %+ Type % Location

J.ca; - Test Facility Gas Ethanaol 1234 Any Street
OTAQ Registration Home Any Town, Massachusetts 01863

Associate to Company United States

e N
Update Existing Add Facility Remove Selected ' Review ' Back
Company Associations S—

Edit User Profile

If the displayed facility information is correct, click the “Review” button. Figure 5-23 will
display (continue to Section 5.5).

5.4.1.2 Add Existing Facility
Figure 5-19 Select Existing Facility

Create New Company: Search for Existing Facility

Before creating a new facility, you must search the existing facilities in OTAQ Reg to ensure the facility location does not already
exist. To search for existing facilities, search using at least one of the criteria below.

OTAQ Registration Home

Associate to Company — Search Facilities

Update Existing Facility D: I iy I
Company Associations Facility Name: lAugustine Test State: I j

Edit User Profile Postal Code: I
Search

2 items found, displaying all items. Pages: 1
ID # Name * Type + Location *
* 80033 Augustine Test Diesel/Biodiesel - Pipeline 12345 Test Way
A : :
Co. St. Augustine, Florida
a0424
United States
[ 50009 Augustine Test ~ GHGRP Refiner that is not a Gas/Ethanol or Diesel/Biodiesel 12345 Test Way
Co. Facility 5t. Augustine, Florida
Q0424

United States

Use Selected Facility I Create New Facility

Cancel Facility

If it is determined that your Facility exists in OTAQReg, choose the desired facility by selecting
the corresponding radio button and clicking the “Use Selected Facility” button, as seen in Figure
5-19. Figure 5-20 will display.
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Figure 5-20 Existing Facility Details

OTAQ Registration [HContact Us
MyCDX Create New Company: Facility Details

Inbox

— Facility Name and Location

OTAQ Registration Home Hote: Address 1 may not be a PO Box. If you are entering an international address that has no postal code,

Associate to Company enter "00000"

Update Existing Company * Facility Name: |[Reserved2SGL TEST Address 1: Test

* Valid From (MM/DD [1075711 = Address 2:
PO

City: Test

Walid To (MM/DD I:Ilﬂ Optional State: Tennessee

Associations

Edit User Profile

proe: Fostal Code: 12345

Country: United States

— Facility Contact

* Contact Mame: | * Contact E-rail:

* Contact Title: | * Contact Phone:

Contact Fax:

The existing Facility Name and Location will be pre-populated on the page. The Facility Name
field is editable however you are not able to edit the facility location for an existing facility.
Provide information for all required fields and click the “Next” button. Figure 5-21 will display.
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Figure 5-21 Create Facility Details

OTAQ Registration A Contact Us

MyCOX Create New Company: Facility Details
e Record Storage

OTAQ Registration Home Record Storage

Assodate to Company = ]
- * Records for this facility are stored : ) on site L Off Site

Update Existing Company
Assodations

Edit iser Profile Renewable Facility Information

— Renewable Facility

With your registration forms, please include the following Producer Supplemental Documents (required pursuant to 40 CFR
80.1430 (b)):
* Updated CDX facility registration
* Independent third party engineering review
Process heat fuel supply plan
Air permits (if applicable)
Production records (if applicable)
Separated food waste plan (if applicable)
Supporting documentation for Nameplate Capacity (if applicable)
Supporting documentation for Biogas| Electricity - Contracted Volume (if applicable)
Any other documentation required pursuant to 40 CFR 80.1450(b)

* Facility not subject to the Fuels and Fuel Additive Registration (FFARS Part 79) because fuel preduced is for off road
use only

|Please Select From List v |

* Facility not subject to the 20% GHG Threshold (Title 40 CFR 80.1403)

|Please Select From List v |

Fuels Created & Pathways

— Facility Totals

* Permitted Capacity (gallons): I:I Note: Renewable fuel production facility registrations anly
40 CFR £0.1401 require one type of capacity. Enter "N/A" if not applicable. Do

5 not enter commas in the capacity fields.
* Actual Peak Capacity (gallons): l:l P ¥

40 CFR 80.1401

* Mameplate Capacity (gallons): I:I

40 CFR 80.1401

*, Biogas/Electricity - Contracted
Volume (gallons per 80.1415(b)):

There are currently no fuels.

Add RF5 Fuel Pathway J| Remove Selecred

Enter information in all required fields by typing in the textboxes and selecting from available
drop-down menus. The sections and required fields displayed on the Facility Details page will
vary depending on the Facility Types and Facility Activities you previously selected for the
facility.

Click the “Save Facility” button when finished. Figure 5-22 will display.
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Figure 5-22 Review Facility List

Create New Company: Facility List

-

Remove? Name # Type % Location

u;]; - Test Facility Gas /Ethanal 1234 Any Street
OTAQ Registration Home Any Town, Massachusetts 01865

Associate to Company United States

1-:2: - Augustine Test Co. Gas/Ethanal 12345 Test Way
St. Augustine, Florida 90424
United States

Update Existing
Company Associations

Edit User Profile

Add Facility Remove Selected ' Review '

If the displayed facility information is correct, click the “Review” button. Figure 5-23 will
display.

5.5 Review and Submit New Company Information

Figure 5-23 Create New Company: Review

OTAQ Registration [AContact Us

MyCDX Create New Company: Review

(b Company Info
OTAQ Registration Home

Basic Information
Associate to Company

[T — Company Name and Location

Associations
Company 1D Address 1 3400 Test Street

Edit User Profile Company Name: Test Company A Address 2
Created On (MM/DD 09/15/2011 City: Test
1Y)

Valid Fram (MM/DD 09/15/2011
F7)

Valid To (MM/DD
F7Y)

State: Alabama
Fostal Code: 12345

Country. United States

— Responsible Corporate Officer (RCO) Info

The responsible corporate officer (RCOY of the company must be an official officer (Fresident, Vice President, CEQ, etc) or
employee (with an apprapriate title) of the company registering wha is legally liable for the infarmation submitted far the
company. The RCO may not be an agent or third parmy who is not directly employed by the company,

RCO Mame: Jonathan Test
RCO Title: RCO

The Create New Company: Review page displays a read-only version of the company and
facility details provided. If the new company information on the page is correct click the
“Continue” button. Figure 5-24 will display.
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Figure 5-24 Further Action Required Pop-up

Further Action Required

In order for this registration to be submitted to EPA, you must click the applicable blue
butten on the following screen. EPA will not process registrations if a user fails to click
the applicable button and submit the paperwork either electronically or via mail.

You will not be able to electronically sign within the OTAQReg application until your
CDX ESA is received by the Fuels Program.

If you are not able to have your registration electronically signed, the registration
forms must be printed, signed and mailed to Fuels Program Registration at:

Commercial Delivery:

.5, Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 5405A, Room 8520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U5, Environmental Protection Agency
Mail Code 54054

1200 Pennsylvania Ave NW
Washington, DC 20460

It is recommended that all registration materials including ESAs are sent in the same
package.

Click “OK” to Close the pop-up and continue to the next page. Figure 5-25 will display.

Figure 5-25 Create New Company: Submit Request Page

OTAQ Registration [ Contact Us

MyCDX Create New Company: Submit Request

Inbox Flease click the Submit button to make the submission request and move on to print the registration forms.

OTAQ Registration Home m

Associate to Company

Update Existing Company
Associations

Edit User Profile

Click the “Submit” button to submit your request. Figure 5-26 will display.
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Figure 5-26 Further Action Required Page

OTAQ Registration [ Contact Us

MycDX Further Action Required

= Click here to save copies of your registration forms.

OTAQ Registration Home

R — Submission method:

Update Existing Company

e 1. Print, sign, and mail the form to EPA
Associations

Edit User Profile Mailing address

Commercial Delivery:

U_S_ Environmental Protection Agency

William Jefferson Clintan Building - North

Mail Code 6405A, Room 6320V, (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

Us Mail:

U.5. Environmental Protection Agency
Mail Code 640354

1200 Pennsyhania Ave NW
Washington, DC 20480

Please contact support®epamts-support.com if you have any questions.

Click the “Click here to save copies of your registration forms” link to save a hard copy of your
registration forms in PDF form. It is required that you save a copy of your registration forms
after submitting your request. If you attempt to select the “Home” button without first saving a
copy of your registration forms, a notification window will appear prompting you to first save
your forms.

Once you have submitted your New Company Request, you will receive an email notification

stating your new company is awaiting RCO signature. The company request will appear in the
pending requests section of your OTAQ Registration Home Page, as shown in Figure 5-27.

Note: All New Company requests require a signed RCO statement by your company’s Responsible Corporate
Officer. The RCO signature statement is included in the hard copy of your new company registration forms.
New Company Requests cannot be electronically signed.

5.6 Pending New Company Requests

Congratulations! You have successfully submitted your New Company Request in the
OTAQReg application. As shown in Figure 5-27, your request will be displayed in your Pendin
Requests queue on your OTAQ Registration Home Page along with its current status.

g
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Figure 5-27 OTAQ Registration Home page: Pending Requests

OTAQ Registration [ Contact Us

OTAQ Registration Home

— Pending Requests

OTAQ Registration Home Pages: 1
Assodiate to Company D - st For Created On ¢ Requested By ¢ Status s
LE CR-12094 TestCo 3 09/19/2014 05:23 PM Joseph Flynn Awaiting RCO Wet Ink Signature

Update Existing Company
Assodations @ CR-12087 76 PRODUCTS COMPANY [4014] 09/19/2014 01:38 PM Joseph Flynn Awaiting RCO Wet Ink Signature

Edit User Profile

Legend: La New Company Lj Company Update ® Company Association B RCO Update Q AAD Letter

OTAQ Form Submissions

— Company Information

Pages: 1
Company ID % Company Name * Roles % Actions
6157 Pentane Test Co *® DC Fuels Submitter, Title 40 CFR Part 80
Subpart O
* Company Editor

— Registration Lists
Please click one of the lists below for an up-to-date version. All lists are exported as an xls file. These lists are also available
at http:/ /www.epa.gov/otaq/fuels/reporting/ programsregistration htm.

® EPA Fuels Programs Company and Facility List

® EPA Fuels Programs Company List

® |ndependent Lab List

To view a pending New Company Request, click the Company Name link in the Pending
Requests Queue for a request identified with the New Company icon 2. Figure 5-28 will
display.
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OTAQ Registration

L

Inbox

OTAQ Registration Home
Associate to Company

Update Existing Company
Associations

Edit User Profile

OTAQ Form Submissions

Figure 5-28 New Company Request

4 Contact Us

Company Request

You are currently in VIEW mode.

@ View printer-friendly version

Request Information

Request ID: CR-12094 Created On : 09/19/2014 05:23 PM

Request Type : New Company Modified On : 09/19/2014 05:23 PM
Request Status : Awaiting RCO Wet Ink Signature Requested By - Joseph Flynn

Company Name : Test Co 5 Username : JOEFLYNN376

j Company Del.ails| Roles | Fadility Details

Basic Information

— Company Name and Location

Company ID: Address 1: 1250 Adams Ct

Company Name: Test Co 5 Address 2:
Created On (MM/DD 09/19/2014 City: Arlington
IYYYY):
Valid From (MM/DD 09/19/2014
TYYYY):
Valid To (MM/DD
1YYYY)

State: Virginia
Postal Code: 22201

Country: United States

— Responsible Corporate Officer (RCO) Info

The responsible corporate officer (RCQ) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee (with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCO CDX User ID:
RCO Name: Joe Flynn
RCO Title: CEQ
RCO E-mail: otagregrco®gmail.com
RCO Phene: 5353535353
RCO Fax:

Program Type and Business Activities

— Program Type and Business Activities

Gasoline

Refiner

— Company Foreign Bond

For each Program Type selected above, indicate if:

# Domestic company with only domestic faci es, please put "No”

* RFS - Your company has met the bonding requirements of Title 40 CFR Parts 80.1465, 80.1466, or 80.1467

* Gasoline/RFG - Your company has met the bonding requirements of Title 40 CFR Parts 80.94(k)

# Gasoline/Tier 2 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.410(k), if
applicable

# Gasoline/Benzene - Your company has met the bonding requirements of Title 40 CFR Parts 80.1363(k), if applicable

® Cascline/Tier 3 Gascline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.1666(k),
if applicable

® Diesel - Your company has met the bonding reguirements of Title 40 CFR Parts 80.620(k), if applicable

Gasoline : Yes

— Refiner C | e Level

Pursuant te 80.1406(c)(1), an obligated party may comply with its annual compliance requirements for all of its refineries in
the aggregate, or for each refinery individually. However, if the obligated party carries a deficit from one year to the next,
then the party must maintain the same approach to aggregation in the next calendar year. Please indicate the compliance
level below:

Aggregation of Refineries

Company Contacts

There are currently no company contacts.

m Cancel Request

[ —_
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The New Company Request page displays all of the company’s information. To return to the
OTAQReg Home Page click the “Return” button.

To cancel the New Company Request, click the “Cancel Request” button. A notification window
will appear, prompting you to select the “Yes” button to continue with the request cancellation or
the “No” button to return to the previous page. The request will be canceled immediately and
will no longer display in the Pending Requests queue.
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6 View Company Details
The following section describes how to view company details in the OTAQReg application.

OTAQ Registration

OTAQ Registration Home
Associate to Company

Update Existing
Company Associations

Edit User Profile

Figure 6-1 OTAQ Registration Home Page

OTAQ Registration Home

[ Contact Us

— Pending Requests
ID ¢ Request For 4 Created On 4 Requested By
I_E B4 Test Company PLC Q8/26/2011 11:22 AM Mike Seavey

Legend: LE MNew Company Lj Company Updarte = Company Association B RCO Updarte

# Status

Awaiting EFA Review

— Company Information
One item found.
C # Roles

» Company Editor

Fages: 1

-
¥

— Registration Lists
» EPA Fuels Programs Company and Facility List

» EPA Fuels Programs Company List

® Independent Lab List

To view a company’s details, navigate to your OTAQ Registration Home Page and click the
Company Name link for a company with which you have an active role, as seen in Figure 6-1.
The company details will display, as shown in Figure 6-2.
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Figure 6-2 Company Information: Company Details

OTAQ Registration [ Contact Us

Mycox Company Information: Company Details

Inbox

SRR You are currently in EDIT mode. m
OTAQ Registration Home

Associate to Company

J Company Details | | Faaility Details

Update Existing Company
Assocations Basic Information

Edit User Profile .

— Company Name and Location

OTAQ Form Submissions

Note: Address 1 may not be a PO Box. If you are ing an internati that has no postal code, enter "00000™.

Company 1D: 0002 * Address 1: 3000 Test Street

* Company Name: Biofuel Test D Address 2-
* Created On (MM/DD 07/29/2011
YYYY):
* State: i
Valid From (MM/DD 07/29,2011 M ate:  South Carclina
FYYYY): * Postal Code: 12345

Valid To (MM/DD [ Optional * Country:
TYY:

* City: Springfield

United States

— Responsible Corporate Officer (RCO) Info

The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee (with an appropriate title} of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCO Name: Jennifer Pai
ame: Jennifer Paine Initiate RCO Update Request
RCO Title: Presidemt

RCO E-mail: aaa@aa.com
RCO Phone: 333-333-3333
RCO Fax: 111-111-1111

Program Type and Business Activities

— Program Type and Business Activities

Renewable Fuel Standard

Renewable Fuel Producer

— Company Foreign Bond

For each Program Type selected above, indicate if:
e Domestic company with only domestic facility or facilities, please put "No™

® RFS - Your company has met the bonding requirements of Title 40 CFR Parts 80.1465, 80.1466, or 80.1467

® Gasoline/RFG - Your company has met the bonding requirements of Title 40 CFR. Parts 80.94(k)

® Gasoline/Tier 2 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.410(k), if
applicable

® Gasoline/Benzene - Your company has met the bonding requirements of Title 40 CFR Parts 80.1363(k), if applicable

® Gasoline/Tier 3 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts B0.1666(k),
if applicable

® Diesel - Your company has met the bonding requirements of Title 40 CFR Parts 80.620(k), if applicable

Renewable Fuel Standard : Yes

Company Contacts

There are currently no company contacts.

The level of company information displayed depends on your OTAQ Registration role for the
company. Please reference Appendix A: OTAQ Registration Roles for further information on the
OTAQ Registration Roles and their designated rights.
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7 Edit Company Details
The following sections describe how to edit company details in the OTAQReg application.

Note: You MUST have the Company Editor role for your company to edit company details.

7.1  Edit Company Details

Figure 7-1 OTAQ Registration Home Page

OTAQ Registration [ Contact Us

OTAQ Registration Home

— Pending Requests
ID ¢ Request For 4 Created On 4 Requested By 4 Status

LE Test Company PLC 08/26/2011 11:22 AM Mike Seavey Awaiting EFA Review

OTAQ Registration Home

Associate to Company

Update Existing Legend: I_E MNew Company Lj Company Updarte = Company Association B RCO Updarte

Company Associations

Edit User Profile — Company Information

One item found.
Ci * Roles /

» Company Editor

— Registration Lists
» EPA Fuels Programs Company and Facility List

» EPA Fuels Programs Company List

® Independent Lab List

To edit a company’s details, navigate to your OTAQ Registration Home Page and click the
Company Name link for a company with which you have an active Company Editor role, as seen
in Figure 7-1. Figure 7-2 will display.
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Figure 7-2 Company Information: Company Details

OTAQ Registration A Contact Us

Company Information: Company Details

Inbox . \
SN You are currently in VIEW mode. ﬁ

OTAQ Registration Home

Assodate to Company

Update Existing Company
Assodations

J Company Detajls| | Fadility Details

Edit User Profile Basic Information

OTAQ Form Submissions — Company Name and Location

Company ID: 0002 Address 1: 6000 Test Strest

Company Name: Biofuel Test D Address 2: Suit C-1
Created On (MM/DD 07/29/2011 City: Burmingham
JYYYY):
Valid From (MM/DD 07,/29/2011
JYYYY):
Valid To (MM/DD
JYYYY):

State: Alabama
Postal Code: 15555

Country: United States

— Responsible Corporate Officer (RCO) Info

The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEO, etc.) or
employee (with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCO Mame: Jennifer Paine

RCO Title:
RCO E-mail:
RCO Phone:

RCO Fax:

President
aaa@aa.com
333-333-3333
11-111-1111

Program Type and Business Activities

— Program Type and Business Activities

Gasoline

Independent Lab

— Company Foreign Bond

For each Program Type selected above, indicate if:
® Domestic company with only domestic facility or facilities, please put "Mo”

* RFS - Your company has met the bonding requirements of Title 40 CFR Parts 801465, 80.1466, or 80.1467

® Casoline/RFG - Your company has met the bonding requirements of Title 40 CFR Parts 80.94(k)

® Casoline/Tier 2 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.410(k), if
applicable

® Casoline/Benzene - Your company has met the bonding requirements of Title 40 CFR Parts 80.1363(k), if applicable

® Casoline/Tier 3 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.1666(k),
if applicable

® Diesel - Your company has met the bonding requirements of Title 40 CFR Parts 80.620(k), if applicable

Gasoline : No

— Refiner Compliance Level

Pursuant to 80.1406(c)(1), an obligated party may comply with its annual compliance requirements for all of its refineries in
the aggregarte, or for each refinery individually. However, if the obligated party carries a deficit from one year to the next,

then the party must maintain the same approach to aggregation in the next calendar year. Please indicate the compliance
level below:

Refinery-by-refinery

Company Contacts

There are currently no company contacts.
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The top of the page states, “You are currently in VIEW mode.” Click the “Edit” button located
on the top right side of the page. Figure 7-3 will display.

Figure 7-3 Company Details Edit Page

OTAQ Registration [ Contact Us

Company Information: Company Details

You are currently in EDIT mode. mm

J Company Details | | Fadility Details |

Basic Information

The page will now state, “You are currently in EDIT mode.”

Edit the company information by typing in the textboxes, selecting new checkboxes, and/or
selecting new radio buttons. The company’s facility details and RCO information may also be

updated. Information on how to edit these pieces of information can be found in Sections 7.4 and
7.6 respectively.

When all updates have been made, click the “Review” button. Figure 7-4 will display.

Note: If the company edits contain changes to the company’s Program Types and Business Activities that have

specific facility requirements, you will be prompted with an error message to edit the Facility Information
accordingly.
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7.2  Review Company Details Changes

Figure 7-4 Company Information: Review

o

OTAQ Registration

[ Contact Us

Company Information: Review

You are currently in EDIT mode. Cancel
OTAQ Registration Home

Associate to Company Company Info

Update Existing

Company Associations = o

Basic Information v
Edit User Profile

— Company Name and Location

Company ID: 0002 Address 1: 3000 Test Road
Company Name: Biofuel Test D Address 2:

Created On 07/29/2011 City: Springfield
MM/ DD /YYYY):
¢ 4 State: South Carolina
Valid From 07/29/2011 Postal Code: 12345
(MM/DD/YYYY):
Country: United States
Valid To

(MM /DD /YYYY):

— Responsible Corporate Officer (RCO) Info
The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee (with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCO Name: Jennifer Paine
RCO Title: President

RCO E-mail: aza@aa.com

RCO Phone: 333-333-3333
RCO Fax: 111-111-1111

Program Type and Business Activities e

— Program Type and Business Activities

Gasoline

Independent Lab

— Company Foreign Bond
For each Program Type selected abowve, indicate yes if your company is:

# Foreign Qwned with Domestic Facilities, or

# Your company has met the bonding requirements of Title 40 CFR Parts 80.1465, 80.1466, or 801467
Gascline © No

Company Contacts V

There are currently no company contacts.

Facility List
D * Name * Type % Locarion Ed
J.é 80032 ABC Facility Gas/ Ethanol 1200 @ Strest

San Dlego, California 22222
United States
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The Company Information Review page displays a read-only version of the updated company
record. If the information displayed on the review screen is correct, click the “Continue” button.
Figure 7-5 will display.

Figure 7-5 Further Action Required Pop-up

Further Action Required

In order for this registration to be submitted to EPA, you must click the applicable blue
button on the following screen. EPA will not process registrations if a user fails to click
the applicable button and submit the paperwork either electronically or via mail.

You will not be able to electronically sign within the OTAQReg application until your
CDX ESA is received by the Fuels Program.

If you are not able to have your registration electronically signed, the registration
forms must be printed, signed and mailed to Fuels Program Registration at:

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 64034, Room 6520V, (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 54054

1200 Pennsylvania Ave NW
Washington, DC 20460

It is recommended that all registration materials including ESAs are sent in the same
package.

Click “OK” to Close the pop-up and continue to the next page. Figure 7-6 will display.

Figure 7-6 Company Information: Submit Request Page

OTAQ Registration [ Contact Us

MyCDX Company Information: Submit Request

Inbox

OTAQ Registration Home

Flease click the Submit button to make the submission request and move on to print the registration forms.

Associate to Company

Update Existing Company

Associations m
Edit User Profile -

Click the “Submit” button to submit your request. Figure 7-7 will display.
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OTAQ Registration

MyCDX

Inbox

OTAQ Registration Home

Associate to Company

Update Existing Company
Associations

Edit User Profile

Figure 7-7 Further Action Required Page

[ Contact Us

Further Action Required

Click here to save copies of your registration forms.

Submission options:

1. Have the RCO electronically sign the request.
The RCO of this company must have e-signature capabilities in the OTAQReg application, which will be indicated by this
request appearing as "Awaiting RCO Electronic Signature” in your "Pending Requests” queue on your OTAQReg homepage.
The RCO will need to log in to OTAQReg and access this request from their "RCO Activation Queue”. No additional steps are

necessary after the request is electronically signed by the RCO.

OR

2_ Print, sign, and mail the form to EPA

Mailing address

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 64054, Room 6520V, (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 54054

1200 Pennsylvania Ave NW
Washington, DC 20460

Please contact support@epamts-support.com if you have any questions.

Click the “Click here to save copies of your registration forms” link to save a hard copy of your
registration forms in PDF form. It is required that you save a copy of your registration forms
after submitting your request. If you attempt to select the “Home” button without first saving a
copy of your registration forms, a notification window will appear prompting you to first save

your forms.

Once you have submitted your Company Update request, you will receive an email notification
stating your company update request is awaiting RCO signature along with a hard copy of your

company update registration forms.

The request will also be listed in the pending requests section of your OTAQ Registration Home
Page, as shown in Figure 7-8. Company Updates must be signed by the Company RCO and

approved by EPA.

Note: All Company Update requests require a signed RCO statement by your Company’s Responsible Corporate
Officer. The RCO signature statement is included in the hard copy of your company update registration forms.
This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX ESA.
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7.3  Pending Company Update Request

Congratulations! You have successfully submitted your Company Update Request in the
OTAQReg application. As shown in Figure 7-8, your request will be displayed in your Pending
Requests queue on your OTAQ Registration Home Page along with its current status.

Figure 7-8 Updated Company Pending Request

To view a pending Company Update Request, click the Company Name link in the Pending

Requests Queue for a request identified with the Company Update icon' . Figure 7-9 will
display.
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Figure 7-9 Company Update Request

>
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The Company Update Request page displays the current company information as well as a list of
changes made by the request. To view the active version of the company record, click the “View
Active Version” button. To return to the OTAQReg Home Page, click the “Return” button.

To cancel the Company Update Request, click the “Cancel Request” button. A notification
window will appear, prompting you to select the “Yes” button to continue with the request
cancellation or the “No” button to return to the previous page. The request will be canceled
immediately and will no longer display in the Pending Requests queue.

7.4  Edit Facility Details

To edit Facility Details for a company, click the Facility Details tab, shown in Figure 7-10, while
in EDIT mode. Figure 7-11 will display.
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Figure 7-10 Facility Details Tab

OTAQ Registration [ Contact Us

Company Information: Company Details

Inbax

S You are currently in EDIT mode. M
OTAQ Registration Home /

Associate to Company

J Company Details ‘ | Fadility Details |

Update Existing Company
Associations

Basic Information
Edit User Profile ~
— Company Name and Location

OTAQ Form Submissions

Mote: Address 1 may not be a PO Box. If you are ing an internati that has no postal code, enter "000007.

Company ID: 3230 * Address 1: G000 Test Street

* Company Name: Pentane Test Co Address 2: Syjte C-1

* Created On (MM/DD 01/12/2011
[YYYY)
- * State:  Alabama
Valid From (MM/DD o1/12/2011 B S —
FYYYY) * Postal Code: 15555

Valid To (MM,/DD 7 optional * Country:
1YYYY)

* City: Burmingham

United States

— Responsible Corporate Officer (RCO) Info

The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee (with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCON Charls
ame ariey Initiate RCO Update Request
RCO Title: McTest
RCO E-mail: test@example.com

RCO Phone: 123-123-1234x12345
RCO Fax: 123-123-1234

Program Type and Business Activities
— Program Type and Business Activities

Gasaoline
Refiner
MNon-Renewable Fuels Importer

Oxygenate Blender (Reformulated Casocline Program)
Independent Lab
Small Refiner
PADD Importer
Pentane Producer
Diesel
Renewable Fuel Standard
Quality Assurance Provider

— Company Foreign Bond

For each Program Type selected above, indicate if:
® Domestic company with only domestic facility or facilities, please put "No"

® RFS - Your company has met the bonding requirements of Title 40 CFR Parts 80.1465, 80.1466, or 80.1467

® Gascline/RFG - Your company has met the bonding requirements of Title 40 CFR Parts 80.94(k)

® Gascline/Tier 2 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.410(k), if
applicable

* Gascline/Benzene - Your company has met the bonding requirements of Title 40 CFR Parts 80.1363(k), if applicable

* Gascline/Tier 3 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.1666(k),
if applicable

® Diesel - Your company has met the bonding requirements of Title 40 CFR Parts 80.620(k), if applicable

* Gasoline ) Yes

Company Contacts

There are currently no company contacts.

Add New Contact § Remove Selected
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Figure 7-11 Company Information: Facility List

OTAQ Registration EAContact Us

MyCDX Company Information: Facility List

Inbox :
—_ You are currently in EDIT mode. m

OTAQ Registration Home

Associate to Compan
[y Company Details Facility Details |

Update Existing Company

Associations &

Remove? 1D %+ Name % Tvpe Location

Edit User Profile Ll 10002 ILP Test LLC - PADD 2 CasfEthanal - PADD 3200 Test 5t Ste. 145
Ealtimore, Maryland 22222
Add Facilivy Remove Selected

United States

Click the facility na lay.

- ormation: Facility Type

OTAQ Registration [FContact Us

MyCDX Company Information: Facility Type

Inbox B
—_ You are currently in EDIT mode.

OTAQ Registration Home

A iate to C
SIDEICR WD (S oy Company Details Facility Details

Update Existing Company
Associations Facility Type
Edit User Profile

Mate: Far assistance regarding PADD Regions, consult the DOE's PADD map. [EXIT Disclaimer>

GasfEthanol - PADD
PADD Eegion: 2

‘ Next I keturn to Facility List

The Facility Type p ent facility type. This information is not
editable for any exis t” button. Figure 7-13 will display.

- mation: Facility Activities

OTAQ Registration EAContact Us

MyCDX Company Information: Facility Activities

Inbox :
—_ You are currently in EDIT mode.

OTAQ Registration Home

Associate to Compan
Ly Company Details Facility Details

Update Existing Company
SeenEintions Facility Activities
Edit User Profile

Select all facility activities that are performed at this facility.

[10002] Mon Eenewable Fuels Importer

m m Return to Facility List
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The Facility Activities page displays all possible facility activities. Select the appropriate facility
activities and click the “Next” button. Figure 7-14 will display.

Figure 7-14 Company Information: Basic Facility Details

OTAQ Registration [HContact Us
MyCDX Company Information: Facility Details

Inbox B
—_ You are currently in EDIT mode.

OTAQ Registration Home

Associate to Compan
e Company Details Facility Details

Update Existing Company
Associations

— Facility Name and Location
(=i sty (ieie Hote: Address 1 may not be a PO Box_ If you are entering an international address that has no postal code,
enter "00000"

* Facility Mame: JLP Test LLC - PADD 2 Address 1: 3200 Test 5t

* Valid From (MM/DD 841411 = Address 20 Ste. 145
SO

City: Baltimare
WValid To (MM/DD l:l = Optional State: Maryland
FARRRIR
Fostal Code: 22222

Country: United States

— Facility Contact

* Contact Mame: |Mike Aguenza * Contact E-mail: |mike@test.com

* Contact Tile: [Manager * Contact Phone: [333-333-3333 | x|

Contact Fax: |222-222-2222

The Basic Facility Details page is pre-populated with the current facility detail information.
Update the information by typing in the textboxes. When finished click the “Next” button. Figure
7-15 will display.
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Figure 7-15 Company Information: Facility Details

OTAQ Registration [HContact Us
MyCDX Company Information: Facility Details

Inbox
—_ You are currently in EDIT mode.
OTAQ Registration Home

Associate o Compan
pany Company Details Facility Details

Update Existing Company
Associations Record Storage

Edit User Profile

* Eecords for this facility are stored : on Site [ Off Site

|7 Record Storage

Independent Lab

Independent Lab

* Does this facility produce Eeformulated Gasoline (RFG) andfor Reformulated Gasoline Elendstock for Oxygenate
Elending (REOE)?

Cves ® Mo

e —
‘ Save Facility ' EBack Return to Facility List
s

The Facility Details page is pre-populated with the current facility information. Make any
required updates to the facility specific information and click the “Save Facility” button to apply
the changes. Figure 7-16 will display.

Figure 7-16 Facility List: Updated Facility

OTAQ Registration EContact Us
MyCDX Company Information: Facility List

Inbox
- You are currently in EDIT mode. m Cancel
OTAQ Registration Home

Associate to Compan
pany Company Details Facility Details

Update Existing Company
Associations

Remove? 1D %+ HName % Type Location

Edit User Profile : 10002 ILP Test LLC - PADD 2 GasfEthanaol - PADD 3200 Test 5t Ste. 145
Baltimore, Maryland 22222
United States

Add Facility Remove Selected

The facility will display with the updated icon’ . Click the “Review” button and follow the
steps in Section 7.2 to complete your Company Update submission.

7.5 Remove Facility

To remove a Facility from a company, click the Facility Details tab, as seen in Figure 7-3, while
in EDIT mode. Figure 7-17 will display.
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Figure 7-17 Company Information: Facility List

OTAQ Registration [ Contact Us

Company Information: Facility List

You are currently in EDIT mode.
OTAQ Registration Home
T s (e Company Details Facility Details

Update Existing

o Remove? ID # Name % Type % Location *
Company Associations
Ird 00013 Augustine Test Co. Gas/Ethancol 12345 Test Way
Edit User Frofile / St. Augustine, Flaorida 90424
United States
—
Addfaciity (|  Remove Selected '
~

Select the checkbox for the corresponding facility and click the “Remove Selected” button.
Figure 7-18 will display.

Figure 7-18 Remove Facility Confirmation

Remove Facility?

Are you sure vou want to remove the selected facilities?

= 0

Click the “Yes” button to remove the facility. Figure 7-19 will display.
Figure 7-19 Facility List: Removed Facility

OTAQ Registration 4 Contact Us

Company Information: Facility List

You are currently in EDIT mode.

OTAQ Registration Home
eETEeT BT Company Details Facility Details

Update Existing
Company Associations

Remove? 1D 4 Name 4+ Type Location

J.u; - Qo013 Augustine Test Co. Gas/ Ethanol 123435 Test Way
St. Augustine, Florida 90424
United States

Edit User Profile

Add Facility Remove Selected

The facility will display with the removed icon"“%. Click the “review” button and follow the
steps in Section 7.2 to complete your Company Update submission.
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7.6 Initiate RCO Update Request

To update the RCO information for your company, click the “Initiate RCO Update Request”
button shown in while in EDIT mode, as shown in Figure 7-20. Figure 7-21 will display.

Note: Clicking the “Initiate RCO Update Request” button will initiate a RCO Update request which is processed
separately from any company edits.
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Figure 7-20 Initiate RCO Update Request

OTAQ Registration

Company Information: Company Details

Inbax .
You are currently in EDIT mode.
OTAQ Registration Home

Associate to Company
J Company Details | | Fadility Details

[ Contact Us

|

Update Existing Company
Asseciations Basic Information

Edit User Profile ~

— Company Name and Location

OTAQ Form Submissions
Note: Address 1 may not be a PO Box. If you are

Company ID: 0006

* Company Name: Pentane Test Co
* Created On (MM/DD 08/01/2011
1OYYY):
Valid From (MM/DD gg;01/2011 [F)
1OYYY):
Valid To (MM/DD
1OYYY):

[ET] optional

* Address 1:
Address 2-

* City:

* State:

* Postal Code:

* Country:

that has no postal code, enter "00000™.

3200 Test St

Ste. 143

Baltimare

Maryland

22222

United Srates

— Respaonsible Corporate Officer (RCO) Info

RCO Mame: Jenny Paine

RCO Title: CEQ
RCO E-mail: jennifer.paine2 1 @gmail.com
RCO Phone: 123-123-1234

RCO Fax: 222-222-2222

The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee (with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

ite RCO Update Request

Program Type and Business Activities

— Program Type and Business Acti

Gasoline
efiner
lon-Renewable Fuels Importer
Oxvgenata Blender (Reformulated Gasoline Program)
Independenl Lab
mall Refiner
'ADD Importer
Pentane Producer
Diesel
Renewable Fuel Standard

Quality Assurance Provider

— Company Foreign Bond

For each Program Type selected above, indicate if:

# Domestic company with only domestic facility or facilities, please put "No”

* RFS - Your company has met the bonding requirements of Title 40 CFR Parts 80.1465, 80.1466, or 80.1467

# Gasocline/RFG - Your company has met the bonding requirements of Title 40 CFR Parts 80.94({k)

* Gascline/Tier 2 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.410(k), if
applicable

* Gascline/Benzene - Your company has met the bonding requirements of Title 40 CFR Parts 80.1363(k), if applicable

* Gascline/Tier 3 Gasoline Sulfur - Your company has met the bonding requirements of Title 40 CFR Parts 80.1666(k),
if applicable

* Diesel - Your company has met the bonding requirements of Title 40 CFR Parts 80.620(k), if applicable

Yes O No

Company Contacts

There are currently no company contacts.
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Figure 7-21 RCO Update

OTAQ Registration [ Contact Us

RCO Update

— Company Name and Location

OTAQ Registration Home Company ID: 0002 Address 1: 3000 Test Street

Company Name: Biofuel Test D Address 2:
Associate to Company

City: Springfield
Update Existing ty- spring
Company Associations State: South Carolina
Edit User Profile Postal Code: 12345

Country: United States

— Responsible Corporate Officer (RCO) Info
The responsible corporate officer (RCO) of the company must be an official officer (President, Vice President, CEQ, etc.) or
employee {with an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCO CDX User ID: |mpsea\.'ey * RCO E-mail: |aaa@aa.com

% RCO Name: [lennifer Faine * Confirm RCO E-mail: [aaa@aa.com

& RCO Title: |Presic|ent * RCO Phone: |333—333—3333 xl

RCO Fax: [1191-111-1111

* Reason for RCO Update

N
Cancel Continue

The RCO Update page is pre-populated with the current RCO information. Update the RCO
information by typing in the displayed textboxes. Please note you must enter a reason for the
RCO update. Once you have completed your RCO updates, click the “Continue” button. Figure
7-22 will display.
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Figure 7-22 Further Action Required Pop-up

Further Action Required

In order for this registration to be submitted to EPA, vou must click the applicable blue
button on the following screen. EPA will not process registrations if a user fails ta click
the applicable button and submit the paperwork either electronically or via mail.

You will not be able to electronically sign within the OTACQReg application until your
CDX ESA is received by the Fuels Program.

If you are not able to have your registration electronically signed, the registration
forms must be printed, signed and mailed to Fuels Frogram Registration at:

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - Narth

Mail Code 5403A, Room 6520V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.5. Environmental Protection Agency
Mail Code 64034

1200 Pennsylvania Ave NW
Washington, DC 20460

It is recommended that all registration materials including ESAs are sent in the same
package.

A pop-up window will display indicating that further action is required to complete this RCO
update. Once you have reviewed the message, click the “OK” button. Figure 7-23 will display.

Figure 7-23 Submit Request

OTAQ Registration [ Contact Us

MyCDX Submit Request

Inbox Flease click the Submit button to make the submission request and move on to print the registration forms.

OTAQ Registration Home

Associate to Company

Update Existing Company
Associations

Edit User Profile

Click the “Submit” button. Figure 7-24 will display.
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Figure 7-24 Further Action Required Page

OTAQ Registration = Contact Us
MyCDX Further Action Required

inbox Click here to save copies of your registration forms.

OTAQ Registration Home

S — Submission method:

Update Existing Company

Associations 1. Print, sign, and mail the form to EPA

Edit User Profile Mailing address

Commercial Delivery:

U.5. Environmental Protection Agency

William Jefferson Clinton Building - North

Mail Code 6405A, Room 6320V; (202) 343-9038
1200 Pennsylvania Ave NW

Washington, DC 20004

US Mail:

U.S. Environmental Protection Agency
Mail Code 64034

1200 Pennsylvania Ave NW
Washington, DC 20480

Flease contact support@epamts-support.com if you have any questions.

Click the “Click here to save copies of your registration forms” link to save a hard copy of your
registration forms in PDF form. It is required that you save a copy of your registration forms
after submitting your request. If you attempt to select the “Home” button without first saving a
copy of your registration forms, a notification window will appear prompting you to first save
your forms.

An email will be sent to you, the current company RCO, and the new company RCO (if
applicable) containing a hardcopy of the request and confirming your RCO update request. The
request will also be listed in the pending requests section of your OTAQ Registration Home
Page, as shown in Figure 7-25.

Note: All RCO Updates must be hand-signed by the existing company RCO and the new company RCO (if the
RCO is changing) and mailed to the Fuels Program. The signature letter is included in the hard copy of the
request. RCO Update requests cannot be electronically signed.

7.7 Pending RCO Update Request

Congratulations! You have successfully submitted your RCO Update Request in the OTAQReg
application. As shown in Figure 7-25, your request will be displayed in your Pending Requests
queue on your OTAQ Registration Home Page along with its current status.
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Figure 7-25 Pending RCO Update

OTAQ Registration [ Contact Us

OTAQ Registration Home

— Pending Requests
ID % Reguest For % Created On + R d By % Status

Biofuel Test D [0002] 08/26/2011 02:18 FM Mike Seavey Awaiting EPA Review

OTAQ Registration Home

Associate to Company

Test Company PLC 08/26/2011 11:22 AM Mike Seavey Awaiting EPA Review
Update Existing

ST SR RS Legend: LE Mew Company L:} Company Update &= Company Association a RCO Update

Edit User Profile

— Company Information
One item found. Fages: 1

Ci ID+ C Name ¥ Roles ¥

Qoo2 Biofuel Test D » Company Editor

r— Registration Lists
» EPA Fuels Programs Company and Facility List

#» EPA Fuels Programs Company List

® Independent Lab List

To view a pending RCO Update Request, click the Company Name link in the Pending Requests
Queue for a request identified with the RCO update icond Figure 7-26 will display.
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Figure 7-26 RCO Update Request

OTAQ Registration AContact Us

MyCDX RCO Update Request

Inbox

OTAQ Registration Home

@ Wiew printer-friendly version

Associate to Company — Request Information

Update Existing Company Request ID: CR-2097 Created On: 10/05/2017 02:22 PM

Associations

FEeguest Type : RCO Update Modified On: 1070572017 02:22 PM
Edit U Profil
1EESEr FrOTie FEequest Status @ Awaiting RCO Wet Ink Signature Fequested By : Ceorge Castanza

List of Changes
* ECO E-mail changed from “jennifer.paine2 1@gmail. com” to "otagregrco@gmail . com”
* ECO Title changed from "CEQ" to "Responsible Corporate Official”
* ECO Mame changed from "lenny Paine” to "|lennifer Test"

— Company Name and Location

Company [D: Q006 Address 1: 3200 Test 5t
Comparny Mame: JLP Test LLC Address 2: Ste. 145
City: Ealtimore
State: Maryland
Postal Code: 22222

Country: United States

— Responsible Corporate Officer (RCO) Info

The responsible corporate officer {(RCO) of the company must be an official officer (President, Vice President, CED, etc.) or
employee fwith an appropriate title) of the company registering who is legally liable for the information submitted for the
company. The RCO may not be an agent or third party who is not directly employed by the company.

RCO COX User ID: OTAQRegRCO2
RECO Mame: Jennifer Test
RCO Title: Responsible Corporate Official
RCO E-mail: otagregrco@grmail. com
RCO Phone: 123-123-1234
RCO Fax: 222-222-2222

Eeasan for RCO Update:
Updated e-rail address and title.

m Cancel Request
I~

The RCO Update Request page displays the current RCO information as well as a list of changes
made by the request. To return to the OTAQReg Home Page click the “Return” button.

To cancel the RCO Update Request, click the “Cancel Request” button. A notification window
will appear, prompting you to select the “Yes” button to continue with the request cancellation or
the “No” button to return to the previous page. The request will be canceled immediately and
will no longer display in the Pending Requests queue.
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8 Appendix A: OTAQ Registration Roles
8.1 OTAQ Registration Roles

e Limited Company Viewer: This role has limited read-only access to associated company and
facility information. Users with this role will not be able to see RCO information. These
users will also be limited to only basic facility information on the Facility Details page.

e Company Viewer: This role has full read-only access to associated company and facility
information.

e Company Editor: This role has full viewing and editing rights to associated company and
facility information.

8.2 OTAQ Program Roles:

e Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter: Users should select this role if they
are registering for the Cellulosic Biofuel Waiver Credits Pay.gov application to purchase
cellulosic biofuel waiver credits on behalf of the company (This role should only be selected
if the company registered as a gasoline or diesel refiner or a non-renewable fuels importer).

e DC Fuels Submitter, Third Party Engineering Review: This role applies only if users are
registering for the DC Fuels data flow and Title 40 CFR Part 80 Subpart M Independent
Third Party Engineering Review. This will be automatically selected when “Independent
Third Party Engineer” is chosen.

e DC Fuels Submitter, RFS Pathway Petitions (40 CFR 80.1416): Users should select this role
if they are registering for the DC Fuels data flow to submit RFS Pathway Petitions as
described in Part 80.1416.

e DC Fuels Submitter, Title 40 CFR Part 79 Subparts A,B,C,D, and F: Users should select this
role if they are registering for the DC Fuels data flow and Title 40 CFR Part 79 Regulation of
Fuels and Fuel Additives.

e DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, J, and L: Users should select
this role if they are registering for the DC Fuels data flow and Title 40 CFR Part 80
Reformulated Gasoline / Anti-Dumping / Gasoline Toxics / Gasoline Sulfur / Gasoline
Benzene.

e DC Fuels Submitter, Title 40 CFR Part 80 Subpart I: Users should select this role if they are
registering for the DC Fuels data flow and Title 40 CFR Part 80 Motor Vehicle, Nonroad,
Locomotive, and Marine Diesel Fuel.

e DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M: Users should select this role if
they are registering for the DC Fuels data flow and Title 40 CFR Part 80 Renewable Fuel
Standard.

e DC Fuels Submitter, Title 40 CFR Part 80 Subpart O: Users should select this role if they are
registering for the DC Fuels data flow and Title 40 CFR Part 80 Gasoline Sulfur (Tier 3).

e EMTS Fuels ABT Viewer: Users should select this role if they are requesting view-only
access for all Gasoline Sulfur and Benzene Averaging, Banking, and Trading (ABT)
transactions under the Tier 3 Gasoline Sulfur Program within the EMTS data flow.
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e EMTS Fuels ABT Submitter: Users should select this role if they are requesting both editing
and submitting rights for all Gasoline Sulfur and Benzene Averaging, Banking, and Trading
(ABT) transactions under the Tier 3 Gasoline Sulfur Program within the EMTS data flow.

e EMTS RFS Viewer: Users should select this role if they are requesting view-only access for
all RIN transactions under the RFS Program within the EMTS data flow.

e EMTS RFS Submitter: Users should select this role if they are requesting both editing and
submitting rights for all RIN transactions under the RFS Program within the EMTS data
flow.

e Agent: Users should select this role if they are an agent for a company (The definition of an
agent is a person who is not a direct employee of the company).

e Independent Third Party Engineer: Users should select this role if they are an independent
third party engineer. Selecting this role will automatically de-select all other OTAQReg
Program roles, and add the DC Fuel Submitter, Third Party Engineering Review and OTAQ
Registration Company Viewer roles. All other roles will be disabled.
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9 Appendix B: Using the e-Signature Widget

Users should refer to the steps outlined in this section to successfully sign their Electronic
Signature Agreement. For information regarding signing change requests in the OTAQReg
application, please see the Responsible Corporate Officer (RCO) User Guide.

Figure 9-1 will display.

Figure 9-1 Authentication

eSignature Widget close

1. Login into CDX
User:
OTAQREGTESTERL

Password:

C=D

This page requires you to verify your CDX identity. The page displays your CDX User ID and a
field to provide your CDX password. If you enter an incorrect password, you will be prompted
with an error message. After three failed attempts, your CDX account will be locked. To unlock
your account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net.

Enter your CDX user account password and click the “Login” button. Figure 9-2 will display.

Figure 9-2 Answer Secret Question

eSignature \Widget close
1. Login into CDX 2. Answer Secret Question
User: Question:
OTAQREGTESTERL What was your first pet's name?
Password: Answer:

&5

The next step is to provide the answer to your secret question. The page will display one of the
five secret questions you chose during your e-Signature PIN verification.

If you fail to respond, or enter an incorrect answer, you will be prompted with an error message.
Please note that the secret question will not change should you answer incorrectly. After three
failed attempts, your CDX account will be locked. To unlock your account, contact the CDX
Help Desk at 888-890-1995 or helpdesk@epacdx.net.
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Enter the answer you provided during your e-Signature PIN verification and click the “Answer”

button. Figure 9-3 will display.

Figure 9-3 Sign File

eSignature Widget

1. Login into CDX
User:
OTAQREGTESTERL
Password:

2. Answer Secret Question 3. Sign File
Questian: -

What was your first pet's name?
ANswer:

Test

Click the “Sign” button.

Congratulations! You have successfully electronically signed and submitted your Electronic

Signature Agreement.
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10 Appendix C: OTAQ Registration Lists

Users can view and download the OTAQ Registration Lists by clicking any of the hyperlinks
provided in the Registration Lists section of their OTAQ Registration Home Page as shown in
Figure 10-1. This list is updated daily.

Figure 10-1 Registration Lists

EPA a
\’ United States Environmental Protection Agency Logged in as MPSEAVEY3 (Logout)

OTAQ Registration

OTAQ Registration Home
Associate to Company

Update Existing
Company Associations

Edit User Profile

Help Desk: (888) 890-1995

4 Contact Us

OTAQ Registration Home

— Company Information
You are not currently associated with any companies.

r Registration Lists
Flease click one of the lists below for an up-to-date version. All lists are exported as an xls file. These lists are also available at
http:/ /www.epa.gov/otaq/fuels reporting/programsregistration_htm.

= EPA Fuels Programs Company and Facility List

= EPA Fuels Programs Company List

» Independent Lab List

EPA Home | Privacy and Security Motice | Terms and Conditions | Contact Us

Office of Transportation and Air Quality Fuels Program Registration User Guide January 29, 2015

88



11  Appendix D: 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/index.htm.

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.

If you have any questions relating to fuels programs registration, reporting, or OTAQReg, please
contact the EPA Fuels Programs and EMTS Support Line at support@epamts-support.com.
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