
    

    
 

    
   

   
  

   
    

  
  

 

        

  
  

     
        

Office of Transportation and Air 
Quality Fuels Registration 

(OTAQREG) 

Job Aid 

How to Edit Delegated User Roles 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: Skip to instructions for: 
1. You must have a Central Data Exchange • Delegated user of the company 

(CDX) account • RCO or Delegated RCO of the company 
2. You must be logged into the CDX 

OTAQREG program service 

3. You must be the Responsible Corporate 
Officer (RCO), Delegated RCO, or a 
delegated user of a registered company 
with a 4-digit EPA Company ID 

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 B entries 

Company ID Company Name Address 

Company ABC 1200ABC St, 

Fairfax, VA 22030, US 

Edit Company Information 

Edit Program ypes and Activities 

Manage Faclll es 

Manage Fuel Products 

OAP ASsocialions 

Ma.nag@ Reports 
aaitional company/User Role Associations 

RCO Update Request 

MaF!age Al esllER Su missions 
Will you ALSO be SUBMITTING ABT credit transaction via the EMTS application ? 

Will you be viewing RFS RIN transaction via the EMTS application? 

Will you ALSO be SUBMITTING RFS RIN transaction via the EMTS application? 

Filter Companies: 

My Roles 

EMTS RFS Viewer 

EMTS RFS Sllbmmer 

Company Editor 

Previous ■ Next 

No 

No 

No 

WIii you be submitting compllonc,e reports and other Information on behall of this company? II you have questions about what these 
reports entail, please see the OTAQ help page here. 

Will you need to just view this company's information? No 

Will you need to edit this company's information? m 

DisassoclateC• 

- - Save & Continue ,,_ ______ _ 

 
 

 

  

 
  

    
   

 

 

 

        

Submit Updated User 
Association Request as 

Delegated User 1 

2 
1. Click the Company ID 

2. Select Edit Roles 

3. Select or remove the appropriate roles 

4. If you desire to disassociate from the 
company, please click the Disassociate 
button. (This option is only available for 
current Delegated Users and Delegated 
RCOs, not for RCOs) 

5. Click Save and Continue 

Steps continue on next slide… 
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Confirm 

Are you sure you want to disassociate from Test Company 1? 

Cancel 

 
 

 

 
   

 

   
   

 

        

Submit Updated User 
Association Request as 
Delegated User (cont.) 

6. If you selected the Disassociate button on 
the previous screen, confirm by selecting 
OK on this confirmation screen. 

7. If you did not select the Disassociate 
button on the previous screen, skip to 
next slide. 

Steps continue on next slide… 
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R.eason fur C halllilrge: • Other (No Engi n eeri n g1 Reviev.r) 

Cornme1nts : * New rdle 

Home Page Submit and Notify RCO 

My Pending Requests 

Show 10 E] entries Filter Requests 

Request ID Request Type Request Subject Submitted By Date Last Updated Status 

II USR-14872 Update User 04/09/201 9 Awaiting RCO I 
II Signature ---========-----

Showing 1 to 1 of 1 entries Previous ■ Next 

My Companies 

Show 10 E] entries Filler Companies: 

Company ID Company Name Address My Roles 

2220 T Company ABC 1200ABC St, • EMTS RFS Viewer 

Fairfax, VA 22030, US 
• Company Editor 

Showing 1 to 1 of 1 entries Previous ■ Next 

 
 

 

 
  

 

 

  
  

  

    
  

  
   

  

  

        

Submit Updated User 
Association Request as 
Delegated User (cont.) 

8. Select Other (No Engineering Review) in 
the required Reason for Change field 

9. Add comment (required) 

10.Click Submit and Notify RCO 

11.The request will appear in the My 
Pending Requests section on your 
OTAQREG home page with the status 
“Awaiting RCO Signature” 

12.Once the RCO or the Delegated RCO of 
the company activates the user 
association request, the requested role 
changes will be reflected under My Roles 
in the My Companies section of your 
OTAQREG home page. 
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11 
John Smith User ID John Smith User ID 
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My Companies 

Show 10 ,,, entries 

Com pany ID la Company Name 

View Company Information 

Edit Roles 

Manage User Associations 

s Edit Company Information 

Company ABC 

Edit Program Types and Activities 

Manage Faci lities 

OAP Associations 

Manage Reports 

RCO Update Request 

A<lsociated Users for Company ABC [2220] 

User ID Name 

Filter Companies: 

Address My Roles 

1200 ABC St, • EMTS RFS Viewer 
Fa irfax, VA 22030, US 

• Company Editor 

• RCO 

Previous ■ Next 

Assoc iated Roles 

• EMTS RFS Viewer 
• Company Editor 
• RCO 

Edit Roles 

• EMTS RFS Viewer 
• Company Editor 

Edit Roles 

    
 

   
    

   
     

    
  

 

 

  
   

   

 

 

  

        

Manage User Roles as RCO 
or Delegated RCO 

Note: One of the new features of the 
enhanced version of OTAQREG is the ability 
for a company to identify a single individual 
as a Delegated RCO. The Delegated RCO can 
perform the same functions as the RCO 
within the EPA Fuels Program services. 

1. Click the Company ID 

2. Select Manage User Associations 

3. Click Edit Roles 

RCO or Delegated RCO can manage roles 
for ALL delegated users. Please select the 
user whose roles you want to change. 

Steps continue on next slide… 
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RCO CDX  User ID RCO Name 

Delegated User CDX User ID Delegated User Name 
3 
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Edit Roles for User 

Fu e Product And Ack1r ive Ed1tor 

Cellul o sic Bioiuel Waiver Cred1ts (Pay.go¥] Submitter 

EMlli S Fue/1-s ABT V.iewer 

EMlli S Fuells ABT Sub mi lter 

EMT S RF S Viewer 

EMlli S RFS Subm- fer 

Part 80/109 0 Re;poirl: Su mi tter 

Compa111,y Viewer 

Company Ed1tor 

eSignalure Widget 

1 . Authentication 
Log into CDX 
User: 

PaSS\I\IOrd: 

•••••••••• 
Show Password D 

Welcome guchenwu jia 

ltlii:H• Save & Continue IH 

2. Verification 
Question: 
What was your first pet's name? 

An5Wer: 

•••• 
Show Answer D 

Correct Answer 

I cerl!ify, under penalty of law that ffl1e information provided in 
this document is, to the best of my lmowl&dge and belief , true, 
accurate, an d complete. I am aware that there are significant 
penalties for submitting false information, including the 
possibility of fines and imprisonment for knowing violations_ 

3. Sign File 

FH:M 

    
  

  

 

    

 

   

        

John Smith 

Manage User Roles as RCO 
or Delegated RCO (cont.) 

4. Select or remove the appropriate roles 

5. Click Save and Continue 

6. Click Accept 

7. Sign the request using the eSignature 
Widget 

Steps continue on next slide… 
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RCO CDX User ID 
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Users 

Show 10 ..- entries 

User ID h Name Roles 

Showing 1 to 2 of 2 entries 

Filter Users 

Fuel Prod1JCC Afld Add-.i•e 

Ed:itor 

Company Editor 

Part 8011090 Reporl Submitter 

RCO 

Fuel Prod ire,: Afld Add-: i• e 
Ed. or 

Comp3ny Editor 

Part 80i 1090 Repo Submitter 

RCO 

Previous ■ Next 

    
  

   
   

   

   
  

  

 

  

        

Manage User Roles as RCO 
or Delegated RCO (cont.) 

 After signing the request, the requested 
role changes will be reflected under Roles 
in the Users section on the Company 
Information page. 

 Any changes in roles related to EMTS will RCO CDX  User ID RCO Name 

not be reflected until a sync occurs 
between the OTAQREG and OTAQEMTS 
program services overnight. Delegated User CDX User ID Delegated User Name 
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