
     

     

        
    

      

           

  
  

      
  

        

 

Office of Transportation and Air 
Quality Fuels Registration 

(OTAQREG) 

Job Aid 

How to Change Program Types and Business 
Activities 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 

Ed1it Roles 

Manage User Associations 

Ed1it Company Information 

J.f Company Name 

Company ABC 

Edit Program Types and Activities 

Manage Facilities 

QAP Associations 

Manage Reports 

RCO Update Request 

Filter Companies: 

Add ress My Roles 

1200 ABC St, • EMTS RFS Viewer 

Fairfax, VA 22030, US 
• Company Editor 

• RCO 
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Initiate the request 

 If company program types/business 
activities are correct and only facility 
program types/business activities need to 
be updated, please refer to the below job 
aids accordingly 

 “How to Add a New Facility to an 
Existing Company in OTAQREG” 

 “How to Update a Renewable Fuel 
Producer Facility in OTAQREG” 

1 

2 

Please proceed to the below steps to edit 
program types/business activities at the 
company level 

1. Click the Company ID 

2. Select Edit Program Types and Activities 

Steps continue on next slide… 
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Program Type and BIISDess Actillities 

A.re yo u a n im l ep end esn t th ir d p ar ty t hat will cono ,uc t au d1ls of r en ew able f l!le l pr od'.ulc fio n u nd etr t he Qu al ity 
A.ss111ra nce P lan ( QA.Pl Pro g ram? 

A.re you a n i nd ep endesn t th ir d p ar ty t hat co:nd'l!lct !> su rvey·!> on lbeh a[f o r athesr compan1e·s u:nd e1r· 40 CFR Pa rt 
10,90 ? 

A.re you a n i rnd ep endesn t th ir d p ar ty t hat co:nd l!lct !> a.t f:est au d ils cm ~ ha lf o·f o lher con1pan fes l!ln d er ,t.(11 CFR 
Pa rt 1090 ? 

D o yo u p ro d u ce o ir ·import Ga s.a li ne. Reforrn ulafed G asolin e, Pesnta ne. Elh a no l D en aru ra nt o r Oxygen ates,; o r 
d o y o u !blend Oxygen ates? 

D o yo u p ro d u ce o ir import [) i-esel ~uel t ha.t i s u se.a t o p ower hrg h way velh i c!es and /o r no n -roa.d en.gj n es a nd 
eq ui p m ent? 

D o you produ ce. i m p a rt. expon o .- o thetWrs.e ha nd le Ren ew abl e Fu el s a s defin ed u n der lhe R en ewab.le Fuel 
Sta nd ar d! Pr ogram ? 

Bu ;;i e ;;s Activi:ies or Renewable FUEi Stand;;•rd P rogram Typ e 

Forei g n Und en ahl1red Ethan a'I Pro d u cer 0 

PA IDD l m po:rtesr (Ren-ew alb l-e F u.e l tmportetrl 0 

R IF S Pa th way Petil io n Su'bmi tter (80.1416,) 8 

RIM Owner O nl 'f ( B len d er!>, Mlar ket er s . Trad er !> I 0 

R en.e·walble Fu el Pr od ucer 0 

R en.ewalble Fu el !> Importe r D 

Sm all Bl en der (B le nd er s i n 40 CFR 8(11_ 14401 0 

No 

No 

No 

No 

No 

No 

O Yes @ N o 

O Yes @ N o 

O Yes @ N o 

O Yes @ N o 

O Yes @ N o 

@ Yes O N o 
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Edit program types and 
business activities 

1. Make changes to program types/business 
activities at the company level 

2. Click Save and Continue 

Changing program types/business 
activities at the company level may 
require updating program types/business 
activities for one or more facilities 

Steps continue on next slide… 
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Foreign Bond Information 

Does your company own or operate any foreign facil ities? • 

Foreign Bond Determination 

Gasoline 

Renewable Fuel standard 

FacIIIty Management 

Show 10 ., entries 

ID J,~ Name 

OTAQREG10034443 TEST FACILITY 1 

OTAQREG 10034480 TEST FACILITY 2 

Showing 1 to 2 of 2 entries 

am 
am 

Type 

• Gas/Ethanol 

• Gas/Ethanol 

Status 

Active 

Active 

0 Yes @ No 

Filler Facilities 

Location Actions 

1122 TEST ST 

FAIRFAX, VA 22030 

3344 TEST ST 

FAIRFAX, VA 22030 

,+ 

,+ 

(?j 

iim 

,+ 

,+ 

(?j 

iim 

View 

View 

Edit 

Delete 

View 

View 

Edit 

Delete 

Add Facility 

Reporting IDs 

Reporting IDs 
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Edit program types and 
business activities (cont.) 

3. Select the appropriate Foreign Bond 
Information 

4. Click Save and Continue 

 If a new facility needs to be added, please 
refer to job aid “How to Add a New 
Facility to an Existing Company in 
OTAQREG” 

 If a registered facility needs to be 
updated, please refer to job aid “How to 
Update a Renewable Fuel Producer 
Facility in OTAQREG” 

 If changes in program types/business 
activities require a facility to be removed, 
please proceed to slide 5 

5. If changes in program types/business 
activities do not require adding, 
updating, or removing a facility, click 
Save and Review and proceed to slide 7 

4 

5 
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Facility Management 

Add Facility 

Sllow 10 ., entries Filter Faci lit ies 

ID l~ Name Type Status Location Actions 

OTAQREG 10034443 TEST FACILITY 1 • Gas/Ethanol Active 1122 TEST ST ,+ View 
FAIRFAX, VA 22030 ,+ View Reporting IDs 

0 Edit 

Olli Delete 

OTAQREG10034480 TEST FACILITY 2 • Gas/Ethanol Active 3344 TEST ST ,+ View 
FAIRFAX, VA 22030 ,+ View Reporting IDs 

Sil owing 1 to 2 of 2 entries Previous ■ Next 

l:■:llfii◄ Save and Review H 

Are you sure you want to delete this facility? 

No Yes, delete facility 

  

           

 

 

Removing a registered 
facility 

1. Click Delete 

2. Click Yes delete facility 

Steps continue on next slide… 

1 

2 
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FacIlIty Management 

Show 10 ., entries 

ID l~ Name Status 

0 TAOREG10034443 TEST FACILITY 1 • Gas/Ethanol Active 

Showing 1 to 1 of 1 entries 

Add Facility 

Filter Facili ties 

Location 

1122 TEST ST 

FAIRFAX, VA 22030 

Actions 

,.. View 

,.. View Reporting IDs 

(?j Edit 

ilm Delete 

Previous ■ Next 

  

           

 

Removing a registered 
facility (cont) 

3. Click Save and Review 

Steps continue on next slide… 
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1 Reason for Change: * [ Olher (No Engineering Review) 

[ Comments: *· Changing business activity 

I 

Request History 

Show 10 T entries Filter History 

Date/Time Description 

07/15/2019 1 :59 PM Request Status changed from NONE to Draft by 

Showing 1 to 1 of 1 entries Previous ■ Next 

M Home Page X cancel Request 

  
 

           

 

Indicate reason for change 
and submit your request 

1. Select Reason for Change 

2. Enter Comments 

3. Click Sign and Submit 

1 

2 

Steps continue on next slide… 

JohnSmithCDXID 

3 
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I certify, under penalty of law that the information provided in 
this document is, to the best of my knowledge and belief, true, 
accurate, and complete. I am aware that there are significant 
penalties for submitting false information , including the 
possibil ity of fines and imprisonment for knowing violations. 

eSignalure Widget 

1 . Authentication 
Log int o CDX 

2. Verification 
Question : 

User: What is the first and m iddle name of 

your oldest sibling? 

Passw ord: 

•••••••••••••• 
Show Passw ord D 

Welcome 

My Pending Requests 

Show 10 -. entries 

Request ID 

CPT-14987 

Showing 1 to 1 of 1 entries 

Request Type 

Answ er: 

••••• 
Show Answ er D 

Correct Answer 

Request Subject 

Update Company Program Company ABC 

Type 

Submitted By 

3. Sign File 

Filter Requests: 

Date Last Updated 

07/1612019 

!f Status 

Awaiting Initial 

Review 

Previous ■ Next 

  
 

           

   

  
 

  

 
   

Indicate reason for change 
and submit your request 

(cont.) 
3. Click Accept 

4. Use the eSignature Widget to sign the 
request 

5. The request will appear in the My 
Pending Requests section of your home 
page with the status Awaiting Initial 
Review 

You will receive an email notification 
regarding any status changes to your 
request. 

3 

4 

JohnSmithCDXID 

John Smith 

5 
JohnSmithCDXID 
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