
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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quickly as possible.
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1. Click the Company ID

2. Select Edit Program Types and Activities

 NOTE:  Changing program types/business
activities at the company level may require
updating program types/business activities for
one or more facilities
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If updating from Initial Registration Submissions

If you are making changes to program types/business 
activities after the activation of your New Company under 
business activity "Initial Registration Submissions"

 Proceed to step 3

If updating from other program type/business activity

 Skip step 3 and proceed to step 4

3. Answer NO to question "Are you required to submit 
Engineering Reviews (ER) via ER Webform and/or 
documents via DCFuels in order to register your 
company activities?“

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

5. Answer YES to “Do you produce, import, export or 
otherwise handle Renewable Fuels or Biointermediate
Products as defined under the Renewable Fuel 
Standard Program?” 

6. Click Save & Continue
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6. Select the appropriate Foreign Bond 
Information

7. Click Save & Continue

8. Select the appropriate 40 CFR Part 79 
Company Information

 If you answer YES to question “Has the fuel 
or fuel additive product that is managed by 
this company been assigned a nine-digit 
product ID through the submission of paper 
forms?” 
Please proceed to step 10 (next slide)

9. Otherwise, click Save & Continue and 
proceed to slide 6 (skip slide 5)
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10.Click Add Company Association

11.Enter the Company ID

12.Click Search

13.Click Add

14.Click Save

15.Click Save & Continue
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If changes in program types/business 
activities require a facility to be…

added

 Please proceed to step 16 (next slide)

removed

 Please proceed to step 54 (skip to slide 20)

updated

 Please proceed to step 35 (skip to slide 14)
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16.Click Add Facility

Steps continue on next slide…

How to Add a Renewable Fuel 
Production Facility to a 
Registered Company
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17. Enter facility information

18.Click Search Facilities

If facility is found:

19. Select appropriate facility

20.Click Proceed with Selection

21. Click Save Selected Facility

 Please proceed to step 28  (skip to slide 12)

If no facilities found:

 Please proceed to step 22 (next slide)

Steps continue on next slide…
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If no facilities found:

22.Click Can’t find your facility? Click here 
to create it
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23.Enter the following facility information

 Facility Name

 Facility Address

24.Answer as appropriate to question “Is 
Mailing Address Same as Facility 
Address?”

25.Click Map Facility

26.Click Submit
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27.Click Save Selected Facility
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28.Enter the following Facility Contact 
Information

 Name

 Title

 Phone

 Email

29.Click Save and Continue

28

29

Steps continue on next slide…

How to Add a Renewable Fuel 
Production Facility to a 
Registered Company

How to Change Program Types and Business Activities in OTAQREG | February 2023



13

30. Answer as appropriate to question “Does this 
facility produce or import Gasoline, 
Reformulated Gasoline, Pentane, Certified 
Ethanol Denaturant, Oxygenates, or 
renewable fuel (such as Ethanol), or blend 
Oxygenates (such as Ethanol)?”

31. If YES, select the appropriate business 
activities

32. Answer as appropriate to question “Does this 
facility produce or import Diesel fuel that is 
used to power highway vehicles and/or non-
road engines and equipment, including 
renewable diesel fuel (such as Biodiesel)?”

33. If YES, select the appropriate business 
activities

34. Click Save & Continue

 Proceed to step 40 (skip to slide 15)

Steps continue on next slide…
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35.Click Edit

36.Update Facility Contact Information as 
appropriate

37. Click Save & Continue

38.Update Facility Program Types and 
Activities as appropriate

39.Click Save & Continue
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40.Answer as appropriate to question “Are 
facility records stored on-site, off-site, or 
both as defined in 80.76?”

41.Click Save & Continue

Steps continue on next slide…
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42.Answer as appropriate to question “Is 
this facility subject to the 20% GHG 
Threshold as referenced in 80.1403?”

43.Click Save & Continue

Steps continue on next slide…

How to Add a Renewable Fuel 
Production Facility to a 
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44.Click Add RFS Pathway

45.Enter the following pathway information, 
as applicable:

 Fuel Code

 Process Code

 Feedstock Code

 Fuel Type Code

 Co-Product Codes

 Capacity details

46.If applicable, click Add FFARS Product

 Proceed to step 48 (next slide)

47.Otherwise, click Save

 Proceed to step 53 (skip to slide 19)

Steps continue on next slide…
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48.Select the appropriate Product Type

49.Enter one of the following details:

 FFARS ID

 FFARS Product Name

50.Click Search

51.Click Select next to the appropriate 
product

52.Click Save

Steps continue on next slide…

How to Add a Renewable Fuel 
Production Facility to a 
Registered Company 48
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You will be brought back to the Facility 
Pathways screen.

 Repeat steps 44 – 52, as appropriate

53.Click Save & Continue

 Proceed to step 56 (skip to slide 21)

Steps continue on next slide…

How to Add a Renewable Fuel 
Production Facility to a 
Registered Company
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54.Click Delete

55.Click Yes, delete facility
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You will be brought back to the Facility 
Management screen.

 Repeat steps 16 - 53, as appropriate

56.Click Save & Review
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57.Select the appropriate Reason for 
Change which indicates the submission 
of an Engineering Review

58.Click Sign and Submit
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JohnSmithCDXID

JohnSmithCDXID

John Smith

59.Click Accept

60.Use the eSignature Widget to sign the 
request

61.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.
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