
   

 
  

Office ofTransportation andAir 
Quality Fuels Registration 

(OTAQREG) 

JobAid 

How to Update Company Name or Address in 
OTAQREG 
This job aid is designed to provide a high-level overview of this task so that you can start using the redesigned OTAQREG 

system as quickly as possible. 

Before you begin: 
1. You must have a Central Data Exchange (CDX) account 

2. You must be logged into the CDX OTAQREG program service 

3. You must have the Company Editor role in OTAQREG on behalf of the company for which you 

intend to perform this task 

For help with these steps, see the documentation on EPA’s Fuels Registration, Reporting, and Compliance 

Help website: 

https://www.epa.gov/fuels-registration-reporting-and-compliance-help 
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My Companies 

Show 10 ., entries 

View Company Information 

Edit Roles 

Mana e User Associations 

Edit Company Information 

h Company Name 

Company ABC 

Edit Program Types and Activities 

Manage Faci lities 

OAP Associations 

Manage Reports 

RCO Update Request 

Filter Companies : 

Address My Roles t 

1200 ABC St, • Ell/ITS RFS Viewer 
Fairfax, VA 22030 , US 

• Company Editor 

• RCO 

Previous ■ Nexl 

Initiate the request 

1. Click the Company ID 

2. Select Edit Company Information 

Steps continue on next slide… 
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Company Name and Location 

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

~------------------
Company Name: * 

Company ABC 

Strnet Address : * 
1200ABC St 

Street Address (Line 2): 

Unit A 

City: * 
Fairfax 

Postal Code: * 
11 22030 

State: * 
] [ Virg inia 

-----~ 

Countlry: * 
[ UNITED STATES 

Save & Continue M 

Edit company name and 
location 

1. Edit the following company information 

(as applicable): 

▪ Company Name 

▪ Street Address 

▪ Street Address (Line 2) 

▪ City 

▪ State 

▪ Postal Code 

▪ Country 

2. Click Save and Continue 

Steps continue on next slide… 
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Update Co~ny Request 

Requesl lnformalion 

Request ID: COM-14931 

Request Type: Update Company 

Request Status : Draft 

Requestor Name: 

Requesled Changes 

Add ress 2 changed from null lo Untt A 

l Reason for Change: • [ Olhe, (No Ellgtneering Rel'iew) 

Comments: • New company address 

Requesled Company Details 

Company ID: 2220 

Company Name·: Company ABC 

Street Address: 1200 ABC SI 

Street Address 2: Unit A 

Requesl Hislory 

Show 10 ..- entries 

Date!Time 

07/03/2019 10:42 AM 

Sh owing 1 to 1 of 1 enlries 

Description 

Requesl status ch anged from NONE to Draft by 

Created On: 07 /0312019 

Modified On: 07/03/2019 

Requestoc ID: 

Submission: Initial 

City: Fairfax 

State: VA 

Postal Code : 22030 

Country: US 

i:fi@hi 

Eort Company lnformalion 

Filler Hislory 

Previous ■ Next 

Review and submit 
request 

1. Review the Update Company Request 

2. Select Reason for Change 

3. Add Comments 

4. Click Sign and Submit 

Steps continue on next slide… 
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JohnSmithCDXID 
John Smith 

JohnSmithCDXID 
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I certify, 111nrler penally of law that Ille in ormation provided iin 
lhis clocumBflt is, to the best of my knowledge and befief, true, 
accurate, and complete_ I am aware th at lllere are sig nific,m1 
pe;n allies or submitting false inf01malio111, i111cludi11g lhe 
possibrlily otfines a111d irnrprisoome111t for knowing violatiofliS_ 

eSig11ahne Widget 

·1. Authentication 
Log into CDX 

2. Verification 
Question: 

User: What is the fi rst and middle name of 
your oldest sibl ing? 

Passworrl: 

••••••••••••• 
Show Passworrl D 

Welcome 

My Peodilg Requests 

S!tlow 10 

Request ID 

COM-14961 

• entries 

S!h.a,wing 1 to 1 of 1 entries 

Request li!,'Jpe 

Update Company 

Al15Wer: ... •·• 
Show Answer D 

Correct Answer 

Request Subject 

Compa:ny ABC 

S1Jbmil.ilecl By 

3. Sign File 

MH,M 

Filler ReqUJe-sts: 

Date !Last Updated 

(17l'03.IW 19 Awaiting l111iUal 
Re'llie\'I' 

Previous ■ Next 

Review and submit 
request (cont.) 

5. Click Accept 

6. Use the eSignature Widget to sign the 

request 

5 

7. The request will appear in the My Pending 

Requests section of your home page with 

the status Awaiting Initial Review 

JohnSmithCDXID 

You will receive an email notification 

regarding any status changes to your request. 

John Smith 
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JohnSmithCDXID 
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