
 
   

  

  
  

     
  

   

        
  

 

     

  
  

      
        

  

    
   
     

    

 
    

       

Office of Transportation and Air How to Update Facilities for Renewable Natural Gas (RNG) 
Quality Fuels Registration 

This job aid is designed to provide an overview of the process for updating an existing Renewable Fuel Producer (OTAQREG) 

Job Aid 

facility with Renewable Natural Gas (RNG) pathways. 

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 a registered Renewable Fuel 
Producer company in OTAQREG 

4. You must have the Company Editor or RCO 
user role 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 

Important Notes: 
 These instructions are intended for 

companies that are already registered as 
Renewable Fuel Producers and plan to update 
registered facilities with RNG pathways. 

Disclaimer: 
 Screenshots may vary slightly from what you 

see in OTAQREG. This is due to the variances 
in selected business and facility activities. 
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Manage Facilities 

1. Click the Company ID 

2. Select Manage Facilities 
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 Steps continue on next slide… 
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Facility Management 

You will be brought to the Facility Management 
screen, which will list your registered facilities. 

3. Under Actions, click Edit for the 
appropriate facility 

NOTE: 

If you would like to review steps on how to add a 
facility to your company registration, you may 
refer to steps 17 - 57 in the “How to Update 
Company Program Type to an RNG Producer” job 
aid. 

OTAQREG10012345 Renewable Fuel 
Facility 

123 MAIN ST 
FAIRFAX, VA 20030 3 

 
 

     

        
   

  

 

      
    

      
       

 Steps continue on next slide… 
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Facility Management: 
Facility Contact Information 

Once you select a facility to edit, you will be 
brought to the Facility Contact Information 
screen. 

4. Verify the contact information and 
update if applicable 

 Name 

 Title 

 Phone 

 Email 

 Fax 

5. Click Save & Continue 

RENEWABLE FUEL FACILITY 

123 MAIN ST 

FAIRFAX VA 

22030 

Joe Johnson 

Manager 

Joe.Johnson@company.com 

703-123-4567 
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Facility Management: 

Program Types/Activities and 
Recordkeeping 

Once you have confirmed/updated the Facility 
Contact Information, you will be brought to the 
Facility Program Types and Activities screen. 

6. Verify the program types and subsequent 
facility activities. Update the information, if 
applicable. 

7. Once the information has been 
verified/updated, click Save & Continue 

Once you have confirmed/updated the Facility 
Program Types and Activities information, you will 
be brought to the Facility Record Storage screen. 

8. Verify the records storage information. 
Update the information, if applicable. 

9. Once the information has been 
verified/updated, click Save & Continue 
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Steps continue on next slide… 
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Facility Management: 
GHG Question and RNG Information 

On the next screen, you will verify the GHG Threshold 
Information. You will also see the new Renewable Natural 
Gas Information question. 

10. Answer Yes to “Does the facility produce Renewable 
Natural Gas?” 

11. Enter Capacity Information details 

NOTE: Nameplate Capacity must be greater than zero. 

NOTE: The start and end dates for the Historical Capacity entries 
are required and must be prior to the current date. The start and 
end date for each instance must be within the same year. 

NOTE: (Historical Capacity (Current Year)), or Year One, must 
either be this year or last year. 

 Do you have a permitted capacity? 

 If Yes, proceed to step 12 

 If No, skip to step 14 (next slide) 

12. Answer Yes to the permitted capacity question 

13. Enter the ‘Permitted Capacity’ quantity and then 
select the unit of measurement 

Steps continue on next slide… 
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Facility Management: 
RNG Information (cont’d) 

Next, you will enter the information pertaining to 
the commercial pipeline system and the pipeline 
interconnect. 

14.Enter Commercial Pipeline System 
Name 

15.Click Select Facility 

14 
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Steps continue on next slide… 
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Facility Management: 
Pipeline Interconnect Location 

A new window will appear. 

Here, you will search for the facility where the 
pipeline interconnect is located. 

16.Enter search criteria 

17.Click Search Facilities 

123 Main St 

Fairfax 

Virginia 

22030 

16 
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Steps continue on next slide… 
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Facility Management: 
Pipeline Interconnect Location 

(cont’d) 

18.Select the appropriate facility 

19.Click Proceed with Selection 

A new window will appear with the selected 
facility. 

20.Click Save Selected Facility 

999912345678 PIPELINE INTERCONNECT 123 MAIN ST 
FAIRFAX, VA 22030 OTAQREG10012345 

123 MAIN ST, FAIRFAX, VA 22030 

999912345678 OTAQREG10012345 PIPELINE INTERCONNECT 
123 MAIN ST 
FAIRFAX, VA 22030 
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Facility Management: 
RNG Information (cont’d) 

You will be returned to the Renewable Facility 
Information screen. 

The Location Name will automatically be populated. 
This field is editable. The Location FRS ID will 
automatically be populated. This field is not editable. 

21.Answer question “Do you transfer RNG to 
the interconnect prior to injection (e.g. via 
truck)?” 

NOTE: 
If you answer Yes to this question, please be 
advised that RNG producers are required to 
maintain records of the date of injection and the 
volume and energy content of the RNG injected 
into the natural gas commercial pipeline system. 

22 

21 
Pipeline Interconnect 

999912345678 

For specific cases where RNG is trucked to an 
interconnect, the RNG producer is to measure when 
loading and unloading each truck. 

22.Click Save & Continue 

Steps continue on next slide… 
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Facility Management: 
RFS Pathway 

23.Click Add RFS Pathway 
23 

Steps continue on next slide… 
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Facility Management: 
RFS Pathway (cont’d) 

A new window will appear. 

Here, you will fill out the Pathway Information for 
the Renewable Natural Gas (RNG) pathway. 

24.Enter the Pathway Information 

 Fuel Code 

 Process Code 

 Feedstock Codes 

 Fuel Type Code 

 Co-Product Codes 

25.Enter the Capacity Information 

 Permitted Capacity (gallons) (if appropriate) 

 Nameplate Capacity (gallons) 

26.Click Save 
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Facility Management: 
RFS Pathway (cont’d) 

You will be brought back to the Facility 
Pathways screen. 

If you wish to add another pathway: 

 Repeat steps 23 – 26, as appropriate 

If you do not wish to add another pathway: 

27.Click Save & Continue 

27 

Steps continue on next slide… 
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Facility Management 

You will be brought back to the Facility 
Registrations screen. 

If you wish to edit another facility: 

 Repeat steps 3 – 27, as appropriate 

If you do not wish to edit another facility: 

28.Click Save and Review 

NOTE: 

If you would like to review steps on how to add a 
facility to your company registration, you may refer 
to steps 17 - 57 in the “How to Update Company 
Program Type to an RNG Producer” job aid. 

This concludes the process to update your 
Renewable Fuel Producer company with an RNG 
pathway. 

Steps continue on next slide… 

OTAQREG10012345 Renewable Fuel 
Facility 

123 MAIN ST 
FAIRFAX, VA 20030 
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Review and Submit 
Request 

29.Review Facility Request details for 
accuracy 

30.Select a Reason for Change 

If you are the RCO of the company: 

31. Click Sign and Submit 

 Please skip to step 33 (next slide) 

If you are not the RCO of the company: 

32.Click Submit and Notify RCO 

This concludes the Update Facility process. 

NOTE: The RCO will need to approve the request 
before it is queued for EPA review. 

30 
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John Smith 
User_name   
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Facility Management 

If you are the RCO of the company: 

33.Click Accept 

34.Use the eSignature Widget to sign the 
request 

35.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. 

User_Name The Best Renewable 
Fuel Co 

JohnSmithCDXID 

John Smith 

User_Name 
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