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1 Introduction 
This document is the User Guide for the OTAQ Fuels Program Registration (OTAQReg) online 
application. It describes the processes a user must follow to register; update their user profile; 
associate to companies as well as create, view, and edit companies. 

If you have any questions about the content, format, or policies for the Office of Transportation 
and Air Quality (OTAQ) please reference the Fuels Program website at 
http://www.epa.gov/otaq/fuels/index.htm. 

If you have any general or technical questions related to the Central Data Exchange (CDX) you 
may contact any of the following: 

• Telephone - Person-to-person telephone support is available from the CDX Help Desk 8:00 
am to 6:00 pm EST. Call our toll-free line at 888-890-1995.  

• Email - Send e-mail to Technical Support at helpdesk@epacdx.net with “Technical Support” 
in the Subject line. 

If you have any questions relating to fuels programs registration, reporting, or OTAQReg, please 
contact the EPA Fuels Programs and EMTS Support Line: support@epamts-support.com.

http://www.epa.gov/otaq/fuels/index.htm
mailto:helpdesk@epacdx.net
mailto:support@epamts-support.com
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2 Registration 
The following sections describe how to register for the Fuels Programs Registration (OTAQReg) 
application. 

2.1 CDX Registration 
The OTAQReg application is hosted by the Central Data Exchange (CDX). CDX is the system 
that EPA has provided to all programs to standardize and centralize the reporting functions and 
data submissions that are required of the various EPA regulated communities. In order to access 
OTAQReg, users must first be registered users of CDX. 

Registration for the OTAQReg application is open to all CDX users. If you are an existing CDX 
user please refer to Section 2.3. 

2.2 OTAQReg Registration for New CDX Users 
If you do not have an existing CDX user account please go to the following URL and complete 
your CDX Registration: https://cdx.epa.gov/Registration/Terms.  

Figure 2-1 displays the Terms and Conditions page.  
Figure 2-1 Terms and Conditions 

 

After accepting the Terms and Conditions you will see the “Request Program Service” page. 
This page will display the full list of CDX program services, make sure to select “OTAQREG: 
Office of Transportation and Air Quality Fuels Registration”, as shown in Figure 2-2. You can 
do this by either typing OTAQReg in the text field or scrolling down through the list of program 
services.  

 
Note: Users should not register for multiple CDX accounts. 

https://cdx.epa.gov/Registration/Terms
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If you are an existing CDX user please refer to Section 2.3. 
Figure 2-2 Add Program 

 

Click on the hyperlinked name to select the program service and navigate to the next step in 
registration. Figure 2-3 will display the Provide User and Organization Information page.  

Figure 2-3 Part I User Information 

 

Enter your personal information and select three security questions. Scroll down to complete the 
organization information section, as shown in Figure 2-4. 
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Figure 2-4 Part 2 Organization Information – Organization Search 

 

Enter an organization name and click the “Search” button. Matching search results will display 
in a table below. If you do not see your organization you can try the advanced search or create a 
new organization through the links located directly below the search results table.  

Select your organization from the table by clicking on the hyperlinked Organization ID. Once 
you have selected an organization, additional fields will display, as shown in Figure 2-5 Part 2 
Organization Information 
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Figure 2-5 Part 2 Organization Information 

 

Enter your email address and phone number in the fields provided. Click the “Submit Request 
for Access” button. Figure 2-6 will display. 

Figure 2-6 Confirmation 

 

After receiving this confirmation message you will need to check your inbox for an email from 
the CDX Help Desk. This email will contain a URL to continue through registration, as shown in 
Figure 2-7. 
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Figure 2-7 Core Registration Email Verification Request 

 
Click on the hyperlink provided in the email. Clicking on this link will open a new browser 
window displaying the CDX log-in page. Enter your log-in credentials created during the 
registration process and click the “Log-in” button. 

After logging into CDX you will be taken to the “Identity Verification” page, as shown in Figure 
2-8.  
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Figure 2-8 Identity Verification Page 

 

This page will provide you with two options: (1) use LexisNexis Identity Proofing to 
electronically validate your identity, allowing you to electronically sign an Electronic Signature 
Agreement (ESA) or (2) move forward to print, sign and mail in a paper ESA. Section 2.2.1 will 
take you through the process of completing LexisNexis and electronically signing your ESA. 
Section 2.2.2 will take you through the process of printing, signing and mailing in your paper 
ESA. 

2.2.1 Proceed to LexisNexis 
This section will take you through the registration steps if you choose to use the LexisNexis 
Identity Proofing process. 

If you choose to proceed with LexisNexis you will need to review all of the information provided 
on the Identity Verification page, as shown in Figure 2-8 above. After you have reviewed the 
information and verified your first and last name, check the checkbox and click the “Proceed to 
Verification” button.  

LexisNexis Identity Proofing will be completed in a separate pop-up window. The first page will 
display an acknowledgement statement. Click the “OK” button. The next screen will require you 
to enter personal information. Figure 2-9 displays the LexisNexis pop-up window and required 
fields. 
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Figure 2-9 LexisNexis  

 

After entering information in each field, click the “Submit” button. After completing this step the 
LexisNexis popup window will display a confirmation message. Click the “OK” button to close 
the popup window and return to the CDX application.  

 
Note: The LexisNexis popup window will pre-populate your first and last name with the information entered 
during core registration. These fields will be read-only.  
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Figure 2-10 LexisNexis Results 

 

Click the “Continue” button to process your LexisNexis score and proceed with registration. 
Figure 2-10 displays the Identity Verification page. If you are successfully identity proofed by 
LexisNexis you will be taken to the Challenge Questions and Answers page, as shown in Figure 
2-12. If you are not successfully identity proofed by LexisNexis you will be taken to the 
Electronic Signature Agreement page to print, sign and mail in your ESA. 

In some cases, you may be eligible to retry LexisNexis validation. If you are eligible for this 
retry you will be taken to the Retry LexisNexis page where you can launch the popup window 
once again. You will also be presented with the opportunity to verify or edit your first name, as 
shown in Figure 2-11. The opportunity to edit your first name will only be presented to you as 
long as you do not have another CDX role with a status of “Awaiting ESA.” At this point you 
may also choose to opt-out of the LexisNexis identity proofing by clicking the “Sign Paper 
Form” button. 
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Figure 2-11 Retry LexisNexis 

 
Click the “Retry LexisNexis” button. You will then be returned to the Identity Verification Page, 
as seen in Figure 2-8, and may begin your verification again. LexisNexis retries may be 
attempted up to five times before the identity proofing will be considered unsuccessful. 

Figure 2-12 20-5-1 Challenge Questions and Answers 

 
Once you have answered your 20-5-1 Challenge Questions you will need to click the “Save 
Answers” button, as seen in Figure 2-13, to be taken to the electronic version of the Electronic 
Signature Agreement. From this page you will click the “Sign Electronically” button, as shown 
in Figure 2-13.  
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Figure 2-13 Electronic ESA 

 

Clicking the “Sign Electronically” button will trigger a popup window which allows you to 
complete the e-signing process. This popup window will prompt you to enter your CDX 
password, answer one of the 5 challenge questions and click the “Sign” button. Please reference 
Appendix B: Using the e-Signature Widget for instructions on signing electronically. 

 

After your e-signature has been processed you will be redirected to the MyCDX Home page. 
Your MyCDX page will now display an active hyperlink to open the OTAQReg application, as 
shown in Figure 2-14.  

Figure 2-14 MyCDX Home Page 
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2.2.2 Print and Sign CDX Electronic Signature Agreement 
This section will take you through the registration steps if you choose to print, sign and mail a 
paper ESA.  

If you choose to opt-out of LexisNexis or you are not successfully identity proofed by 
LexisNexis you will be taken to the Electronic Signature Agreement page to print, sign and mail 
in your ESA. Figure 2-15 displays the paper version of the Electronic Signature Agreement.  

Figure 2-15 Paper ESA 

 

Clicking the “Sign Paper Form” button will trigger a popup window which allows you to print 
the ESA.  

Print, sign and mail the CDX ESA to the Fuels Program Helpdesk at one of the following 
mailing addresses: 

 

Commercial Delivery:  
U.S. Environmental Protection Agency  
William Jefferson Clinton Building - North 
Mail Code 6405A, Room 6520V; (202) 343-9038 
1200 Pennsylvania Ave NW 
Washington, DC 20004 
 

US Mail:  
U.S. Environmental Protection Agency  
Mail Code 6405A 
1200 Pennsylvania Ave NW 
Washington, DC 20460 
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Paper ESAs will be processed and activated by EPA. Once your ESA has been activated you will 
be able to complete the 20-5-1 Challenge Questions, as seen in Figure 2-12.  

New companies, company associations, company updates and RCO updates submitted within the 
OTAQReg application will not be accepted until your CDX ESA is received by the Fuels 
Program. If you have any questions regarding the status of your ESA, please contact the EPA 
Fuels Program Support Line by sending an email to support@epamts-support.com.  

Figure 2-16 MyCDX Home Page 

 

You will be given the “Fuels Programs Registration” program service link, as seen in Figure 
2-16. 

Existing CDX users should refer to Section 2.3 for further details. 

2.3 OTAQReg Registration for Existing CDX Users 
This section is only for existing CDX users who do not have OTAQReg access. New CDX users 
should refer to Section 2.2 for further details. 

After logging into CDX, Figure 2-17 will display. To register for OTAQReg you must first add 
the dataflow to your account. 

Note: When using a commercial delivery service, do not use the U.S. mail address (or vice versa) as your mail 
will be delayed, may be returned to you, or may even never arrive at our offices. Be aware that sending materials 
via US Mail will require an irradiation process and could possibly delay delivery. 

mailto:support@epamts-support.com
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Figure 2-17 MYCDX Home Page 

 

Click the “Manage Your Program Services” link. Figure 2-18 will display. 
Figure 2-18 Manage Program Services 

 

Click the “Add Program Service” button. This button will take you to the Edit Account Profile 
page, as shown in Figure 2-19.  
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Figure 2-19 Edit Account Profile 

 

The “Edit Account Profile” page lists all of the available data flows available for registration. 
You will need to begin typing “OTAQREG” in the text field or scroll down and search for 
OTAQREG within the list. Click on the hyperlinked name to select the program service and 
navigate to the next step. 

After selecting the OTAQREG program service you will be taken to the Organization 
Information page where you can choose from a list of organizations that you already have access 
to or gain access to an additional organization, as shown in Figure 2-20.  

Figure 2-20 Organization Information 
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Select or add an organization and click the “Submit Request for Access” button.  

If you have already been identity proofed or have a paper ESA for that organization you will be 
taken directly to the MyCDX Home page.  

If you have not been identity proofed and do not have an ESA for that organization, you will be 
taken to the Identity Verification page, as shown in Figure 2-21. Here you will have two options; 
print, sign and mail a paper ESA or complete LexisNexis Identity Proofing and e-sign an ESA. 

Figure 2-21 Identity Verification 

 
2.3.1 Proceed to LexisNexis 
This section will take you through the registration steps if you choose to use the LexisNexis 
Identity Proofing process. 

If you choose to proceed with LexisNexis you will need to review all of the information provided 
on the Identity Verification page, as seen in Figure 2-21 above. After you have reviewed the 
information and verified your first and last name, check the checkbox and click the “Proceed to 
Verification” button.  

LexisNexis will be completed through a separate pop-up window. The first page will display an 
acknowledgement statement. Click the “OK” button. The next screen will require you to enter 
personal information. Figure 2-22 displays the LexisNexis pop-up window. 
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Figure 2-22 LexisNexis  

 

After entering information in each field, click the “Submit” button. After completing this step the 
LexisNexis popup window will display a confirmation message. Click the “OK” button to close 
the popup window and return to the CDX application.  
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Figure 2-23 LexisNexis Results 

 

In order to process your LexisNexis score and proceed with registration, click the “Continue” 
button, as seen in Figure 2-23. If you are successfully identity proofed by LexisNexis you will be 
taken to the Challenge Questions and Answers page, as shown in Figure 2-25. If you are not 
successfully identity proofed by LexisNexis you will be taken to the Electronic Signature 
Agreement page to print, sign and mail in your ESA. 

In some cases, you may be eligible to retry LexisNexis validation. If you are eligible for this 
retry you will be taken to the Retry LexisNexis page where you can launch the popup window 
once again. You will also be presented with the opportunity to verify or edit your first name, as 
shown in Figure 2-11. The opportunity to edit your first name will only be presented to you as 
long as you do not have another CDX role with a status of “Awaiting ESA.” At this point you 
may also choose to opt-out of the LexisNexis identity proofing by clicking the “Sign Paper 
Form” button. 
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Figure 2-24 Retry LexisNexis 

 
Click the “Retry LexisNexis” button. You will then be returned to the Identity Verification Page, 
as seen in Figure 2-21, and may begin your verification again. LexisNexis retries may be 
attempted up to five times before the identity proofing will be considered unsuccessful. 

Figure 2-25 20-5-1 Challenge Questions and Answers 

 
Once you have answered your 20-5-1 Challenge Questions and clicked the “Save Answers” 
button, as seen in Figure 2-25, you will be taken to the electronic version of the Electronic 
Signature Agreement. From this page you will click the “Sign Electronically” button, as shown 
in Figure 2-26.  
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Figure 2-26 Electronic ESA 

 

Clicking the “Sign Electronically” button will trigger a popup window which allows you to 
complete the e-signing process. This popup window will prompt you to enter your CDX 
password, answer one of the 5 challenge questions and click the “Sign” button. Please reference 
Appendix B: Using the e-Signature Widget for instructions on signing electronically. 

 

After your e-signature has been processed you will be redirected to the MyCDX Home page. 
Your MyCDX page will now display an active hyperlink to open the OTAQReg application, as 
shown in Figure 2-27.  

Figure 2-27 MyCDX Home Page 
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2.3.2 Print and Sign CDX Electronic Signature Agreement 
This section will take you through the registration steps if you choose to print, sign and mail a 
paper ESA.  

If you are not successfully identity proofed by LexisNexis you will be taken to the Electronic 
Signature Agreement page to print, sign and mail in your ESA. Figure 2-28 displays the paper 
version of the Electronic Signature Agreement.  

Figure 2-28 Paper ESA 

 

Clicking the “Sign Paper Form” button will trigger a popup window which allows you to print 
the ESA.  

Print, sign and mail the CDX ESA to the Fuels Program Helpdesk at one of the following 
mailing addresses: 

Commercial Delivery:  
U.S. Environmental Protection Agency  
William Jefferson Clinton Building - North 
Mail Code 6405A, Room 6520V; (202) 343-9038 
1200 Pennsylvania Ave NW 
Washington, DC 20004 
 

US Mail:  
U.S. Environmental Protection Agency  
Mail Code 6405A 
1200 Pennsylvania Ave NW 
Washington, DC 20460 
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Paper ESAs will be processed and activated by EPA. Once your ESA has been activated you will 
be able to complete the 20-5-1 Challenge Questions, as seen in Figure 2-25 and will then be able 
to e-sign within the OTAQReg application.  

New companies, company associations, company updates and RCO updates submitted within the 
OTAQReg application will not be accepted until your CDX ESA is received by the Fuels 
Program. If you have any questions regarding the status of your ESA, please contact the EPA 
Fuels Program Support Line by sending an email to support@epamts-support.com.  

Figure 2-29 MyCDX Home Page 

 

You will be given the “Fuels Programs Registration” program service link, as seen in Figure 
2-29. 

 
 

Note: You must have a CDX ESA on file in order to electronically sign submissions and letters within the 
OTAQReg application. You will be prompted to sign and submit your CDX ESA upon accessing the OTAQReg 
application until your ESA has been received by the Fuels Program. 

Note: When using a commercial delivery service, do not use the U.S. mail address (or vice versa) as your mail 
will be delayed, may be returned to you, or may even never arrive at our offices. Be aware that sending materials 
via US Mail will require an irradiation process and could possibly delay delivery. 

mailto:support@epamts-support.com
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3 User Profiles 
The following sections describe how to navigate within the OTAQReg application to create and 
edit a User Profile. 

If you are an existing OTAQReg user please proceed to section 3.2. 

Section 3.3 pertains to users that are currently deactivated and restricted from accessing the 
OTAQReg application. Please skip this section if you are a current active OTAQReg user.  

3.1 Create a New User Profile (New OTAQReg Users) 
Figure 3-1 MyCDX Home Page 

 

Click the “Fuels Programs Registration” link on your MyCDX Home page, as seen in Figure 3-1. 
Upon your initial login to OTAQReg, Figure 3-2 will display. 

https://dev.epacdx.net/SSL/CDX/appprofileset.asp?AppUrl=http://devcdxnode64.epacdxnode.net/otaq-reg/otaqInit.do&program=OTAQREG&URL_Desc=Fuels+Programs+Registration
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Figure 3-2 Edit User Profile Page 

 

The page will pre-populate the contact information associated to your CDX account. To edit the 
pre-populated information, click the “Edit Current Account Profiles” link to be taken to the CDX 
Edit Organization Profiles page. 

If no changes to the pre-populated information are needed, enter data into any of the applicable 
textboxes. You must provide data for the “Position or Job Title” field. Click the “Save” button. 
Your user profile will be saved and Figure 3-3 will display. 

Figure 3-3 OTAQ Registration Home Page 
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3.2 Edit Existing User Profile 
The following section describes how to edit your OTAQReg User Profile information. 

Figure 3-4 OTAQ Registration Home Page 

 

Click the “Edit User Profile” link in the left side toolbar of your OTAQ Registration Home page, 
as seen in Figure 3-4. Figure 3-5 will display. 

Figure 3-5 Edit User Page 
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The page will pre-populate with your current OTAQReg User Profile information. To update the 
un-editable CDX user information, click the “Edit Current Account Profiles” link to be taken to 
the CDX Edit Organization Profiles page.  

Edit any of the additional user profile data by updating the data in the textboxes and clicking the 
“Save” button. 

3.3 Deactivated Users  
If you have been deactivated by an EPA Administrator for the OTAQReg application, upon 
clicking the OTAQReg application link on the MyCDX Home page, Figure 3-6 will display.  

Figure 3-6 OTAQ Deactivated Home Page 

 
This screen notifies you that your OTAQReg profile has been deactivated and provides the 
phone number and e-mail address to contact the EPA Fuels Programs for any questions or to 
reactivate your account.  

Click the “CDX Home Page” button to return to the MyCDX Home page.  
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4 Company Associations 
The following sections describe how to add and update company associations within the 
OTAQReg application. 

4.1 Add Company Association 
Figure 4-1 OTAQ Registration Home Page 

 

Click the “Associate to Company: Search for Existing Company” link in the left side toolbar of 
your OTAQ Registration Home page, as seen in Figure 4-1. Figure 4-2 will display. 

Figure 4-2 Associate to Company Search Page 

 
Enter your company specific search criteria into the textboxes and click the “Search” button. A 
list of all companies matching your search criteria will display, as shown in Figure 4-3. 
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Figure 4-3 Associate to Company Search Results 

 

Select the checkbox next to the company with which you wish to associate (if you do not see 
your company listed in the results, click the “Create New Company” button to create your 
company; see Section 5 for further details). Click the “Add Selected” button. Figure 4-4 will 
display. 

 
Figure 4-4 Associate to Company: Create Company Associations Page 

 

You must select at least one role per company prior to submitting your user association request. 
Click the “Select Roles” link to display a pop-up of available roles for the company. Figure 4-5 
will display. 

Note: You may select multiple check boxes if you wish to associate to more than one company. 
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Figure 4-5 Company Roles Pop-Up 

 
Choose the appropriate OTAQ Registration and OTAQ Program Roles by selecting the 
corresponding radio button and checkboxes (reference Appendix A: OTAQ Registration Roles if 
you are unsure which roles to select). You may select only one OTAQ Registration role, 
however multiple OTAQ Program roles are allowed. Click the “Select All” link to select all 
OTAQ Program Roles. 
Click the “Select” button once you have made your selections. Figure 4-6 will display. 

Figure 4-6 Associate to Company: Create Company Associations Page with Roles 

 

Your selected roles will now display beside the selected company. Click the “Review” button to 
continue. Figure 4-7 will display. 
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Figure 4-7 Associate to Company: Review Page 

 

The "Associate to Company: Review" page displays a read-only version of your company 
association details. If the company and role information are correct, click the “Continue” button.  
Figure 4-8 will display.  

Figure 4-8 Further Action Required Pop-up 

 
Click “OK” to Close the pop-up and continue to the next page. Figure 4-9 will display. 
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Figure 4-9 Associate to Company: Submit Request Page 

 

Click the “Submit” button to submit the request. Figure 4-10 will display.  
Figure 4-10 Further Action Required Page 

 
 

Click the “Click here to save copies of your registration forms” link to save a hard copy of your 
registration forms in PDF form. It is required that you save a copy of your registration forms 
after submitting your request. If you attempt to select the “Home” button without first saving a 
copy of your registration forms, a notification window will appear prompting you to first save 
your forms.  
Once you have submitted your Company Association Request, you will receive an email 
notification stating that your Company Association Request is awaiting RCO signature along 



  
 

Office of Transportation and Air Quality Fuels Program Registration User Guide July 29, 2014  
 32  

with a hard copy of your company association registration forms. The Company Association 
request will appear in the Pending Requests section of your OTAQ Registration Home Page, as 
shown in Figure 4-26. 

 
4.2 Update Company Roles 

Figure 4-11 OTAQ Registration Home Page 

 

Click the “Update Existing Company Association” link in the left side toolbar of your OTAQ 
Registration Home Page. Figure 4-12 will display. 

Note: All Company Association requests require a signed RCO Delegation Letter by your Company Responsible 
Corporate Officer. The RCO Delegation Letter is included in the hard copy of your company association 
registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX 
ESA. 
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Figure 4-12 Update Company Associations Page 

 

Select the Roles link for the company you wish to update. Figure 4-13 will display. 
Figure 4-13 Update Roles 

 

Your existing roles will be pre-selected on the page. Update your OTAQ Registration and OTAQ 
Program Roles by selecting a new radio button and/or checkboxes (reference Appendix A: 
OTAQ Registration Roles if you are unsure which roles to select). You may select only one 
OTAQ Registration role however multiple OTAQ Program Roles are allowed. 
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Click the “Select” button once you have made your selections. Figure 4-14 will display. 
Figure 4-14 Updated Company Associations 

 

The Update Company Associations Page will now display your updated roles. Click the 
“Review” button. Figure 4-15 will display. 

Figure 4-15 Confirm Updated Company Association 

 

The page will display the updated icon  for the updated company association. If the updated 
company association is correct, click the “Continue” button. Figure 4-16 will display. 
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Figure 4-16 Further Action Required Pop-up 

 
Click “OK” to Close the pop-up and continue to the next page. Figure 4-17 will display. 

Figure 4-17 Submit Request Page 

 
Click the “Submit” button to submit your request. Figure 4-18 will display. 
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Figure 4-18 Further Action Required Page 

 
 

Click the “Click here to save copies of your registration forms” link to save a hard copy of your 
registration forms in PDF form. It is required that you save a copy of your registration forms 
after submitting your request. If you attempt to select the “Home” button without first saving a 
copy of your registration forms, a notification window will appear prompting you to first save 
your forms.  

 
Once you have submitted your Updated Company Association, you will receive an email 
notification stating your request is awaiting RCO signature along with a hard copy of your 
company association registration forms. The updated company association request will appear in 
the pending requests section of your OTAQ Registration Home Page. Please reference Section 
4.4 for information on viewing pending association requests. 

4.3 Remove Existing Company Association 
To remove an existing company association, navigate to the Update Company Associations page, 
as shown in Figure 4-12. 

Note: All Company Association Update Requests require a signed RCO Delegation Letter by your Company 
Responsible Corporate Officer. The RCO Delegation Letter is included in the hard copy of your company 
association registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a 
valid CDX ESA. 
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Figure 4-19 Remove Company Association 

 

Select the checkbox next to the company association you wish to remove and click the “Remove 
Selected” button. Figure 4-20 will display. 

Figure 4-20 Remove Company Pop-Up 

 
Click the “Yes” button to confirm that you would like to remove the selected company 
association. Figure 4-21 will display. 
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Figure 4-21 Removed Company Association 

 

The removed icon will now display next to the company association you have removed. 
Click the “Review” button. Figure 4-22 will display. 

Figure 4-22 Remove Company Association Confirmation 

 

If the removed company association is correct, click the “Continue” button. Figure 4-23 will 
display. 
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Figure 4-23 Further Action Required Pop-up 

 
Click “OK” to Close the pop-up and continue to the next page. Figure 4-24 will display. 

 
Figure 4-24 Submit Request Page 

 
Click the “Submit” button to submit your request. Figure 4-25 will display. 
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Figure 4-25 Further Action Required Page 

 
 

Click the “Click here to save copies of your registration forms” link to save a hard copy of your 
registration forms in PDF form. It is required that you save a copy of your registration forms 
after submitting your request. If you attempt to select the “Home” button without first saving a 
copy of your registration forms, a notification window will appear prompting you to first save 
your forms.  

 
Once you have submitted your Remove Company Association request, you will receive an email 
notification stating your request is awaiting RCO signature along with a hard copy of your 
company association registration forms. The updated company association request will appear in 
the pending requests section of your OTAQ Registration Home Page. Please refer to section 4.4 
for information on viewing pending association requests. 

4.4 Pending Company Association Requests 
Congratulations! You have successfully submitted your Company Association Request in the 
OTAQReg application. As shown in Figure 4-26, your request will be displayed in your Pending 
Requests queue on your OTAQ Registration Home Page along with its current status. 

Note: All Company Association Removal Requests require a signed User Association Termination Letter by your 
Company Responsible Corporate Officer. The User Association Termination Letter is included in the hard copy 
of your company association registration forms. This letter can be electronically signed by the RCO in OTAQReg 
if they have a valid CDX ESA. 
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Figure 4-26 Pending Company Association Requests 

 
To view a pending Company Association Request, click the Company Name link for a request in 
the Pending Requests Queue with the Company Association icon . Figure 4-27 will display. 

Figure 4-27 Company Association Request 

 

The Company Association Request page displays all request information. To return to the 
OTAQReg Home Page click the “Return” button. 
To cancel the Company Association Request, click the “Cancel Request” button. A notification 
window will appear, prompting you to select the “Yes” button to continue with the request 
cancellation or the “No” button to return to the previous page. The request will be canceled 
immediately and will no longer display in the Pending Requests queue. 
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5 Create New Company 
The following sections describe how to create a new company in the OTAQReg application. 

Figure 5-1 OTAQ Registration Home Page 

 

Click the “Associate to Company” link in the left side toolbar of your OTAQ Registration Home 
Page as seen in Figure 5-1. Figure 5-2 will display. 
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5.1 Verify Company Does Not Exist in OTAQReg 
Figure 5-2 Associate to Company: Search for Existing Company Page 

 

Before you can create a new company, you must first confirm that the company you intend to 
create does not already exist in OTAQReg. Enter search criteria pertinent to your company and 
click the “Search” button, as seen in Figure 5-2. Figure 5-3 will display.   

Please note, search terms act together to narrow results.  For example, searching on the state 
New York and the city New will return all companies located in New York state that have New 
in their city’s name.  It is recommended that companies use broad searches to avoid delays and 
registration issues caused by a user attempting to duplicate a company registration. 

Figure 5-3 Associate to Company: Search for Existing Company Results 

 

The page will return a list of companies matching the provided search criteria. If your company 
is displayed in the search results then please refer to Section 4.1 for instructions on how to 
associate to an existing company. 

If it is determined that your company does not currently exist in OTAQReg, click the “Create 
New Company” button. Figure 5-4 will display. 
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5.2 Create Company Details 
Figure 5-4 Create New Company: Company Details Page 
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The Create New Company: Company Details page displays fields for you to provide the 
Company Name, Location, Responsible Corporate Officer information, Program Types, 
Business Activities, Company Contacts, and other required company details. 

Enter information for all required fields. Required fields are marked with a red star.  

The Business Activities associated to each Program Type are displayed once a Program Type is 
selected, as shown in Figure 5-5. 

Figure 5-5 Program Types and Business Activities 

 

To add a company contact, click the “Add New Contact” button. Figure 5-6 will display. 
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Figure 5-6 Company Contacts 
 

 

Enter information in all required fields by typing in the textboxes. Click the “Save Contact” 
button. The contact will now be listed in the company details. 

After you have provided your complete company details, click the “Next” button. Figure 5-7 will 
display. 

5.2.1 Select Company Roles 
Figure 5-7 Create New Company: Company Roles 

 

As the creator of a company, the Company Editor role is pre-selected for you. Click the 
“Company Editor” link to add additional roles. Figure 5-8 will display. 
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Figure 5-8 Company Roles Pop-Up 

 

Choose the appropriate OTAQ Registration and OTAQ Program roles by selecting the 
corresponding radio button and checkboxes (reference Appendix A: OTAQ Registration Roles if 
you are unsure which roles to select). You may select only one OTAQ Registration role however 
multiple OTAQ Program roles are allowed. Click the “Select All” link to select all OTAQ 
Program Roles. Figure 5-9 will display. 

Figure 5-9 Selected Company Roles  

 

Click the “Next” button. Figure 5-10 will display. 

5.3  Adding Company Facilities 
Your company may or may not require that you add a Facility depending on the Program Types 
and Business Activities selected for your company. 
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Figure 5-10 Create New Company: Facility List 

 
Click the “Review” button. Figure 5-11 will display if your company is required to have at least 
one facility. If your company is not required to have at least one facility then you will be directed 
to the Create New Company Signature page, as shown in Figure 4-12 (continue to Section 5.5). 

Figure 5-11 Create New Company: Facility List Requires Facility 

 

To add a facility to your company click the “Add Facility” button. Figure 5-12 will display. 
Figure 5-12 Create New Company: Facility Type 

 
The Facility Types are pre-populated on the page based on the Program Type(s) and Business 
Activity(s) you selected for your company. Select the radio button next to the appropriate facility 
type you wish to add and click the “Next” button. Figure 5-13 will display. (Note:  if your 
facility processes both diesel/biodiesel and gas/ethanol, it will be necessary to create two 
facilities with the same address and different facility types.) 

 Note: You may cancel adding a facility at any time by selecting the “Cancel Facility” button. 
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Figure 5-13 Create New Company: Facility Activities 

 

The Facility Activities are pre-populated onto the page based on the Program Type(s), Business 
Activity(s), and Facility Type you selected. Click the checkbox next to all applicable facility 
activities and click the “Next” button. Figure 5-14 will display. 

5.4 Verify Facility Does Not Exist in OTAQReg 
Figure 5-14 Create New Company: Search for Existing Facility 

 
Before you can create a new facility, you must first confirm the facility you intend to create does 
not already exist in the OTAQReg application. To confirm whether or not your facility already 
exists in OTAQReg, search for your facility by providing search criteria into the facility search 
fields. Click the “Search” button. Figure 5-15 will display. 

Please note, search terms act together to narrow results.  For example, searching on the state 
New York and the city New will return all facilities located in New York state that have New in 
their city’s name.  It is recommended that companies use broad searches to avoid delays and 
registration issues caused by a user attempting to duplicate a facility registration. 
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Figure 5-15 Facility Search Results 

 
The page will return a list of facilities matching the provided search criteria. If your facility is 
displayed in the search results then please refer to Section 5.4.1.2 for instructions on how to add 
an existing facility.  

If it is determined that your facility does not currently exist in OTAQReg, click the “Create New 
Facility” button. Figure 5-16 will display. 

5.4.1.1 Create New Facility 
Figure 5-16 Create New Company: Basic Facility Details 

 

Enter information for all required fields. Required fields are identified with a red star. Click the 
“Next” button when finished. Figure 5-17 will display. 
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Figure 5-17 Create New Company: Facility Details 

 
Enter information in all required fields by typing in the textboxes and selecting from available 
drop-down menus. The sections and required fields displayed on the Facility Details page will 
vary depending on the Facility Types and Facility Activities you previously selected for the 
facility.  

Note: Address 1 may not be a P.O. Box address. If you are entering an international address that has no postal 
code, enter “00000.” 
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Click the “Save Facility” button when finished. Figure 5-18 will display. 
Figure 5-18 Create New Company: Facility List 

 
If the displayed facility information is correct, click the “Review” button. Figure 5-23 will 
display (continue to Section 5.5).  

5.4.1.2 Add Existing Facility 
Figure 5-19 Select Existing Facility 

 

If it is determined that your Facility exists in OTAQReg, choose the desired facility by selecting 
the corresponding radio button and clicking the “Use Selected Facility” button, as seen in Figure 
5-23. Figure 5-20 will display. 
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Figure 5-20 Existing Facility Details 

 

The existing Facility Name and Location will be pre-populated on the page. The Facility Name 
field is editable however you are not able to edit the facility location for an existing facility. 
Provide information for all required fields and click the “Next” button. Figure 5-21 will display. 
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Figure 5-21 Create Facility Details 

 

Enter information in all required fields by typing in the textboxes and selecting from available 
drop-down menus. The sections and required fields displayed on the Facility Details page will 
vary depending on the Facility Types and Facility Activities you previously selected for the 
facility.  

Click the “Save Facility” button when finished. Figure 5-22 will display. 
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Figure 5-22 Review Facility List 

 
If the displayed facility information is correct, click the “Review” button. Figure 5-23 will 
display. 

5.5 Review and Submit New Company Information 
Figure 5-23 Create New Company: Review 

 

The Create New Company: Review page displays a read-only version of the company and 
facility details provided. If the new company information on the page is correct click the 
“Continue” button. Figure 5-24 will display. 
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Figure 5-24 Further Action Required Pop-up 

 
Click “OK” to Close the pop-up and continue to the next page. Figure 5-25 will display. 

 
Figure 5-25 Create New Company: Submit Request Page 

 
Click the “Submit” button to submit your request. Figure 5-26 will display. 
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Figure 5-26 Further Action Required Page 

 

Click the “Click here to save copies of your registration forms” link to save a hard copy of your 
registration forms in PDF form. It is required that you save a copy of your registration forms 
after submitting your request. If you attempt to select the “Home” button without first saving a 
copy of your registration forms, a notification window will appear prompting you to first save 
your forms.  
Once you have submitted your New Company Request, you will receive an email notification 
stating your new company is awaiting RCO signature. The company request will appear in the 
pending requests section of your OTAQ Registration Home Page, as shown in Figure 5-27.  

 
5.6 Pending New Company Requests 
Congratulations! You have successfully submitted your New Company Request in the 
OTAQReg application. As shown in Figure 5-27, your request will be displayed in your Pending 
Requests queue on your OTAQ Registration Home Page along with its current status. 

Note: All New Company requests require a signed RCO statement by your company’s Responsible Corporate 
Officer. The RCO signature statement is included in the hard copy of your new company registration forms. 
New Company Requests cannot be electronically signed. 
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Figure 5-27 OTAQ Registration Home page: Pending Requests 

 
To view a pending New Company Request, click the Company Name link in the Pending 
Requests Queue for a request identified with the New Company icon . Figure 5-28 will 
display. 
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Figure 5-28 New Company Request 
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The New Company Request page displays all of the company’s information. To return to the 
OTAQReg Home Page click the “Return” button. 
To cancel the New Company Request, click the “Cancel Request” button. A notification window 
will appear, prompting you to select the “Yes” button to continue with the request cancellation or 
the “No” button to return to the previous page. The request will be canceled immediately and 
will no longer display in the Pending Requests queue. 
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6 View Company Details 
The following section describes how to view company details in the OTAQReg application. 

Figure 6-1 OTAQ Registration Home Page 

 

To view a company’s details, navigate to your OTAQ Registration Home Page and click the 
Company Name link for a company with which you have an active role, as seen in Figure 6-1. 
The company details will display, as shown in Figure 6-2. 
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Figure 6-2 Company Information: Company Details 

 
The level of company information displayed depends on your OTAQ Registration role for the 
company. Please reference Appendix A: OTAQ Registration Roles for further information on the 
OTAQ Registration Roles and their designated rights. 
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7 Edit Company Details 
The following sections describe how to edit company details in the OTAQReg application.  

 
7.1 Edit Company Details 

Figure 7-1 OTAQ Registration Home Page 

 

To edit a company’s details, navigate to your OTAQ Registration Home Page and click the 
Company Name link for a company with which you have an active Company Editor role, as seen 
in Figure 7-1. Figure 7-2 will display. 

Note: You MUST have the Company Editor role for your company to edit company details. 
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Figure 7-2 Company Information: Company Details 

 



  
 

Office of Transportation and Air Quality Fuels Program Registration User Guide July 29, 2014 
 65 

The top of the page states, “You are currently in VIEW mode.” Click the “Edit” button located 
on the top right side of the page. Figure 7-3 will display. 

Figure 7-3 Company Details Edit Page 
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The page will now state, “You are currently in EDIT mode.” 

Edit the company information by typing in the textboxes, selecting new checkboxes, and/or 
selecting new radio buttons. The company’s facility details and RCO information may also be 
updated. Information on how to edit these pieces of information can be found in Sections 7.4 and 
7.6 respectively. 

When all updates have been made, click the “Review” button. Figure 7-4 will display. 

 

Note: If the company edits contain changes to the company’s Program Types and Business Activities that have 
specific facility requirements, you will be prompted with an error message to edit the Facility Information 
accordingly. 
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7.2 Review Company Details Changes 
Figure 7-4 Company Information: Review 
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The Company Information Review page displays a read-only version of the updated company 
record. If the information displayed on the review screen is correct, click the “Continue” button. 
Figure 7-5 will display.  
 

Figure 7-5 Further Action Required Pop-up 

 
Click “OK” to Close the pop-up and continue to the next page. Figure 7-6 will display. 

 
Figure 7-6 Company Information: Submit Request Page 

 
Click the “Submit” button to submit your request. Figure 7-7 will display.  
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Figure 7-7 Further Action Required Page 

 

Click the “Click here to save copies of your registration forms” link to save a hard copy of your 
registration forms in PDF form. It is required that you save a copy of your registration forms 
after submitting your request. If you attempt to select the “Home” button without first saving a 
copy of your registration forms, a notification window will appear prompting you to first save 
your forms.  
Once you have submitted your Company Update request, you will receive an email notification 
stating your company update request is awaiting RCO signature along with a hard copy of your 
company update registration forms. 

The request will also be listed in the pending requests section of your OTAQ Registration Home 
Page, as shown in Figure 7-8. Company Updates must be signed by the Company RCO and 
approved by EPA. 

 
 

Note: All Company Update requests require a signed RCO statement by your Company’s Responsible Corporate 
Officer. The RCO signature statement is included in the hard copy of your company update registration forms. 
This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX ESA. 
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7.3 Pending Company Update Request 
Congratulations! You have successfully submitted your Company Update Request in the 
OTAQReg application. As shown in Figure 7-8, your request will be displayed in your Pending 
Requests queue on your OTAQ Registration Home Page along with its current status. 

Figure 7-8 Updated Company Pending Request 

 
To view a pending Company Update Request, click the Company Name link in the Pending 
Requests Queue for a request identified with the Company Update icon . Figure 7-9 will 
display. 
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Figure 7-9 Company Update Request 
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The Company Update Request page displays the current company information as well as a list of 
changes made by the request. To view the active version of the company record, click the “View 
Active Version” button.  
To return to the OTAQReg Home Page, click the “Return” button. 
To cancel the Company Update Request, click the “Cancel Request” button. A notification 
window will appear, prompting you to select the “Yes” button to continue with the request 
cancellation or the “No” button to return to the previous page. The request will be canceled 
immediately and will no longer display in the Pending Requests queue. 
7.4 Edit Facility Details 
To edit Facility Details for a company, click the Facility Details tab, shown in Figure 7-10, while 
in EDIT mode. Figure 7-11 will display. 
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Figure 7-10 Facility Details Tab 
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Figure 7-11 Company Information: Facility List 

 

Click the facility name link. Figure 7-12 will display. 
Figure 7-12 Company Information: Facility Type 

 

The Facility Type page displays the facility’s current facility type. This information is not 
editable for any existing facilities. Click the “Next” button. Figure 7-13 will display. 

Figure 7-13 Company Information: Facility Activities 
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The Facility Activities page displays all possible facility activities. Select the appropriate facility 
activities and click the “Next” button. Figure 7-14 will display. 

Figure 7-14 Company Information: Basic Facility Details 

 

The Basic Facility Details page is pre-populated with the current facility detail information. 
Update the information by typing in the textboxes. When finished click the “Next” button. Figure 
7-15 will display. 
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Figure 7-15 Company Information: Facility Details 

 

The Facility Details page is pre-populated with the current facility information. Make any 
required updates to the facility specific information and click the “Save Facility” button to apply 
the changes. Figure 7-16 will display. 

Figure 7-16 Facility List: Updated Facility 

 

The facility will display with the updated icon . Click the “Review” button and follow the 
steps in Section 7.2 to complete your Company Update submission. 

7.5 Remove Facility  
To remove a Facility from a company, click the Facility Details tab, as seen in Figure 7-3, while 
in EDIT mode. Figure 7-17 will display. 
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Figure 7-17 Company Information: Facility List 

 

Select the checkbox for the corresponding facility and click the “Remove Selected” button. 
Figure 7-18 will display.  

Figure 7-18 Remove Facility Confirmation 

 
Click the “Yes” button to remove the facility. Figure 7-19 will display. 

Figure 7-19 Facility List: Removed Facility 

 

The facility will display with the removed icon . Click the “review” button and follow the 
steps in Section 7.2 to complete your Company Update submission. 
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7.6 Initiate RCO Update Request 
To update the RCO information for your company, click the “Initiate RCO Update Request” 
button shown in while in EDIT mode, as shown in Figure 7-20. Figure 7-21 will display. 

 
Figure 7-20 Initiate RCO Update Request 

 

Note: Clicking the “Initiate RCO Update Request” button will initiate a RCO Update request which is processed 
separately from any company edits. 
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Figure 7-21 RCO Update 

 

The RCO Update page is pre-populated with the current RCO information. Update the RCO 
information by typing in the displayed textboxes. Please note you must enter a reason for the 
RCO update. Once you have completed your RCO updates, click the “Continue” button. Figure 
7-22 will display. 
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Figure 7-22 Further Action Required Pop-up 

 

A popup window will display indicating that further action is required to complete this RCO 
update. Once you have reviewed the message, click the “OK” button. Figure 7-23 will display. 

Figure 7-23 Submit Request 

 

Click the “Submit” button. Figure 7-24 will display. 
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Figure 7-24 Further Action Required Page 

 
Click the “Click here to save copies of your registration forms” link to save a hard copy of your 
registration forms in PDF form. It is required that you save a copy of your registration forms 
after submitting your request. If you attempt to select the “Home” button without first saving a 
copy of your registration forms, a notification window will appear prompting you to first save 
your forms.  
An email will be sent to you, the current company RCO, and the new company RCO (if 
applicable) containing a hardcopy of the request and confirming your RCO update request. The 
request will also be listed in the pending requests section of your OTAQ Registration Home 
Page, as shown in Figure 7-25. 

 
7.7 Pending RCO Update Request 
Congratulations! You have successfully submitted your RCO Update Request in the OTAQReg 
application. As shown in Figure 7-25, your request will be displayed in your Pending Requests 
queue on your OTAQ Registration Home Page along with its current status. 

Note: All RCO Updates must be hand-signed by the existing company RCO and the new company RCO (if the 
RCO is changing) and mailed to the Fuels Program. The signature letter is included in the hard copy of the 
request. RCO Update requests cannot be electronically signed. 
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Figure 7-25 Pending RCO Update 

 

To view a pending RCO Update Request, click the Company Name link in the Pending Requests 
Queue for a request identified with the RCO update icon . Figure 7-26 will display. 
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Figure 7-26 RCO Update Request 

 

The RCO Update Request page displays the current RCO information as well as a list of changes 
made by the request. To return to the OTAQReg Home Page click the “Return” button. 
To cancel the RCO Update Request, click the “Cancel Request” button. A notification window 
will appear, prompting you to select the “Yes” button to continue with the request cancellation or 
the “No” button to return to the previous page. The request will be canceled immediately and 
will no longer display in the Pending Requests queue. 



  
 

Office of Transportation and Air Quality Fuels Program Registration User Guide July 29, 2014  
 84  

8 Appendix A: OTAQ Registration Roles 
8.1 OTAQ Registration Roles 

• Limited Company Viewer: This role has limited read-only access to associated company and 
facility information. Users with this role will not be able to see RCO information. These 
users will also be limited to only basic facility information on the Facility Details page.  

• Company Viewer: This role has full read-only access to associated company and facility 
information. 

• Company Editor: This role has full viewing and editing rights to associated company and 
facility information. 

8.2 OTAQ Program Roles:  

• Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter: Users should select this role if they 
are registering for the Cellulosic Biofuel Waiver Credits Pay.gov application to purchase 
cellulosic biofuel waiver credits on behalf of the company (This role should only be selected 
if the company registered as a gasoline or diesel refiner or a non-renewable fuels importer). 

• DC Fuels Submitter, Third Party Engineering Review: This role applies only if users are 
registering for the DC Fuels data flow and Title 40 CFR Part 80 Subpart M Independent 
Third Party Engineering Review. This will be automatically selected when “Independent 
Third Party Engineer” is chosen. 

• DC Fuels Submitter, Title 40 CFR Part 79 Subparts A,B,C,D, and F: Users should select this 
role if they are registering for the DC Fuels data flow and Title 40 CFR Part 79 Regulation of 
Fuels and Fuel Additives. 

• DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, J, and L: Users should select 
this role if they are registering for the DC Fuels data flow and Title 40 CFR Part 80 
Reformulated Gasoline / Anti-Dumping / Gasoline Toxics / Gasoline Sulfur / Gasoline 
Benzene.  

• DC Fuels Submitter, Title 40 CFR Part 80 Subpart I: Users should select this role if they are 
registering for the DC Fuels data flow and Title 40 CFR Part 80 Motor Vehicle, Nonroad, 
Locomotive, and Marine Diesel Fuel.  

• DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M: Users should select this role if 
they are registering for the DC Fuels data flow and Title 40 CFR Part 80 Renewable Fuel 
Standard.  

• EMTS Viewer: User should select this role if they are requesting view-only access to the 
EMTS data flow. 

• EMTS Submitter: Users should select this role if they are requesting both editing and 
submitting rights to EMTS. 

• Agent: Users should select this role if they are an agent for a company (The definition of an 
agent is a person who is not a direct employee of the company). 

• Independent Third Party Engineer: Users should select this role if they are an independent 
third party engineer. Selecting this role will automatically de-select all other OTAQReg 
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Program roles, and add the DC Fuel Submitter, Third Party Engineering Review and OTAQ 
Registration Company Viewer roles. All other roles will be disabled. 
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9 Appendix B: Using the e-Signature Widget 
Users should refer to the steps outlined in this section to successfully sign their Electronic 
Signature Agreement. For information regarding signing change requests in the OTAQReg 
application, please see the Responsible Corporate Officer (RCO) User Guide. 
Figure 9-1 will display. 

Figure 9-1 Authentication 

 

This page requires you to verify your CDX identity. The page displays your CDX User ID and a 
field to provide your CDX password. If you enter an incorrect password, you will be prompted 
with an error message. After three failed attempts, your CDX account will be locked. To unlock 
your account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net. 

Enter your CDX user account password and click the “Login” button. Figure 9-2 will display. 
Figure 9-2 Answer Secret Question 

 

The next step is to provide the answer to your secret question. The page will display one of the 
five secret questions you chose during your e-Signature PIN verification. 

If you fail to respond or enter an incorrect answer, you will be prompted with an error message. 
Please note that the secret question will not change should you answer incorrectly. After three 
failed attempts, your CDX account will be locked. To unlock your account, contact the CDX 
Help Desk at 888-890-1995 or helpdesk@epacdx.net.  

mailto:helpdesk@epacdx.net
mailto:helpdesk@epacdx.net
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Enter the answer you provided during your e-Signature PIN verification and click the “Answer” 
button. Figure 9-3 will display. 

Figure 9-3 Sign File 

 

Click the “Sign” button. 

Congratulations! You have successfully electronically signed and submitted your Electronic 
Signature Agreement. 
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10 Appendix C: OTAQ Registration Lists 
Users can view and download the OTAQ Registration Lists by clicking any of the hyperlinks 
provided in the Registration Lists section of their OTAQ Registration Home Page as shown in 
Figure 10-1. This list is updated daily. 

Figure 10-1 Registration Lists 
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11 Appendix D: Support Information 
For frequently asked questions about the content, formats, or policies for the Office of 
Transportation and Air Quality (OTAQ) please reference the Fuels Program website at 
http://www.epa.gov/otaq/fuels/index.htm. 

For any general or technical questions related to the Central Data Exchange you may contact any 
of the following: 

• Telephone - Person-to-person telephone support is available from the CDX Help Desk 8:00 
am to 6:00 pm EST. Call our toll-free line at 888-890-1995.  

• Email - Send e-mail to Technical Support at helpdesk@epacdx.net with “Technical Support” 
in the Subject line. 

If you have any questions relating to fuels programs registration, reporting, or OTAQReg, please 
contact the EPA Fuels Programs and EMTS Support Line at support@epamts-support.com. 

 

http://www.epa.gov/otaq/fuels/index.htm
mailto:helpdesk@epacdx.net
mailto:support@epamts-support.com
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[bookmark: _Ref186861589][bookmark: _Toc394393877]Introduction

[bookmark: _Toc172428789]This document is the User Guide for the OTAQ Fuels Program Registration (OTAQReg) online application. It describes the processes a user must follow to register; update their user profile; associate to companies as well as create, view, and edit companies.

If you have any questions about the content, format, or policies for the Office of Transportation and Air Quality (OTAQ) please reference the Fuels Program website at http://www.epa.gov/otaq/fuels/index.htm.

If you have any general or technical questions related to the Central Data Exchange (CDX) you may contact any of the following:

Telephone - Person-to-person telephone support is available from the CDX Help Desk 8:00 am to 6:00 pm EST. Call our toll-free line at 888-890-1995. 

[bookmark: _Toc161544704]Email - Send e-mail to Technical Support at helpdesk@epacdx.net with “Technical Support” in the Subject line.

If you have any questions relating to fuels programs registration, reporting, or OTAQReg, please contact the EPA Fuels Programs and EMTS Support Line: support@epamts-support.com.
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[bookmark: _Ref305657243][bookmark: _Toc394393878]Registration

The following sections describe how to register for the Fuels Programs Registration (OTAQReg) application.

[bookmark: _Toc394393879][bookmark: _Toc161544875]CDX Registration

The OTAQReg application is hosted by the Central Data Exchange (CDX). CDX is the system that EPA has provided to all programs to standardize and centralize the reporting functions and data submissions that are required of the various EPA regulated communities. In order to access OTAQReg, users must first be registered users of CDX.

Registration for the OTAQReg application is open to all CDX users. If you are an existing CDX user please refer to Section 2.3.

[bookmark: _DC_FUEL_Registration][bookmark: _Ref274683360][bookmark: _Ref293480902][bookmark: _Toc394393880]OTAQReg Registration for New CDX Users

If you do not have an existing CDX user account please go to the following URL and complete your CDX Registration: https://cdx.epa.gov/Registration/Terms. 

Figure 21 displays the Terms and Conditions page. 

[bookmark: _Ref359333465][bookmark: _Toc394393918]Figure 21 Terms and Conditions

[image: ]

After accepting the Terms and Conditions you will see the “Request Program Service” page. This page will display the full list of CDX program services, make sure to select “OTAQREG: Office of Transportation and Air Quality Fuels Registration”, as shown in Figure 22. You can do this by either typing OTAQReg in the text field or scrolling down through the list of program services. 

 (
Note
:
 
Users should not register for multiple CDX accounts.
)

If you are an existing CDX user please refer to Section 2.3.

[bookmark: _Ref293388676][bookmark: _Toc394393919]Figure 22 Add Program

[image: ]

Click on the hyperlinked name to select the program service and navigate to the next step in registration. Figure 23 will display the Provide User and Organization Information page. 

[bookmark: _Ref293388746][bookmark: _Toc394393920]Figure 23 Part I User Information

[image: ]

Enter your personal information and select three security questions. Scroll down to complete the organization information section, as shown in Figure 24.

[bookmark: _Ref358963349][bookmark: _Toc394393921]Figure 24 Part 2 Organization Information – Organization Search

[image: ]

Enter an organization name and click the “Search” button. Matching search results will display in a table below. If you do not see your organization you can try the advanced search or create a new organization through the links located directly below the search results table. 

Select your organization from the table by clicking on the hyperlinked Organization ID. Once you have selected an organization, additional fields will display, as shown in Figure 25 Part 2 Organization Information

[bookmark: _Ref358963303][bookmark: _Toc394393922]Figure 25 Part 2 Organization Information

[image: ]

Enter your email address and phone number in the fields provided. Click the “Submit Request for Access” button. Figure 26 will display.

[bookmark: _Ref358964044][bookmark: _Toc394393923]Figure 26 Confirmation

[image: ]

After receiving this confirmation message you will need to check your inbox for an email from the CDX Help Desk. This email will contain a URL to continue through registration, as shown in Figure 27.

[bookmark: _Ref358964029][bookmark: _Ref365643637][bookmark: _Toc394393924]Figure 27 Core Registration Email Verification Request

[image: ]

Click on the hyperlink provided in the email. Clicking on this link will open a new browser window displaying the CDX log-in page. Enter your log-in credentials created during the registration process and click the “Log-in” button.

After logging into CDX you will be taken to the “Identity Verification” page, as shown in Figure 28. 

[bookmark: _Ref358964389][bookmark: _Toc394393925]Figure 28 Identity Verification Page

[image: ]

This page will provide you with two options: (1) use LexisNexis Identity Proofing to electronically validate your identity, allowing you to electronically sign an Electronic Signature Agreement (ESA) or (2) move forward to print, sign and mail in a paper ESA. Section 2.2.1 will take you through the process of completing LexisNexis and electronically signing your ESA. Section 2.2.2 will take you through the process of printing, signing and mailing in your paper ESA.

[bookmark: _Ref358964715][bookmark: _Toc394393881]Proceed to LexisNexis

This section will take you through the registration steps if you choose to use the LexisNexis Identity Proofing process.

If you choose to proceed with LexisNexis you will need to review all of the information provided on the Identity Verification page, as shown in Figure 28 above. After you have reviewed the information and verified your first and last name, check the checkbox and click the “Proceed to Verification” button. 

LexisNexis Identity Proofing will be completed in a separate pop-up window. The first page will display an acknowledgement statement. Click the “OK” button. The next screen will require you to enter personal information. Figure 29 displays the LexisNexis pop-up window and required fields.

[bookmark: _Ref358965177][bookmark: _Ref365643607][bookmark: _Ref365643624][bookmark: _Toc394393926]Figure 29 LexisNexis 

[image: ]

After entering information in each field, click the “Submit” button. After completing this step the LexisNexis popup window will display a confirmation message. Click the “OK” button to close the popup window and return to the CDX application. 

 (
Note
:
 
The LexisNexis popup window will pre-populate your first and last name with the information entered during core registration. These fields will be read-only. 
)

[bookmark: _Ref358965402][bookmark: _Toc394393927]Figure 210 LexisNexis Results
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Click the “Continue” button to process your LexisNexis score and proceed with registration. Figure 210 displays the Identity Verification page. If you are successfully identity proofed by LexisNexis you will be taken to the Challenge Questions and Answers page, as shown in Figure 212. If you are not successfully identity proofed by LexisNexis you will be taken to the Electronic Signature Agreement page to print, sign and mail in your ESA.

In some cases, you may be eligible to retry LexisNexis validation. If you are eligible for this retry you will be taken to the Retry LexisNexis page where you can launch the popup window once again. You will also be presented with the opportunity to verify or edit your first name, as shown in Figure 211. The opportunity to edit your first name will only be presented to you as long as you do not have another CDX role with a status of “Awaiting ESA.” At this point you may also choose to opt-out of the LexisNexis identity proofing by clicking the “Sign Paper Form” button.

[bookmark: _Ref365644769][bookmark: _Ref365644743][bookmark: _Toc394393928]Figure 211 Retry LexisNexis

[image: LexisNexisRetry2]

[bookmark: _Ref358966741]Click the “Retry LexisNexis” button. You will then be returned to the Identity Verification Page, as seen in Figure 28, and may begin your verification again. LexisNexis retries may be attempted up to five times before the identity proofing will be considered unsuccessful.

[bookmark: _Ref366060755][bookmark: _Toc394393929]Figure 212 20-5-1 Challenge Questions and Answers
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Once you have answered your 20-5-1 Challenge Questions you will need to click the “Save Answers” button, as seen in Figure 213, to be taken to the electronic version of the Electronic Signature Agreement. From this page you will click the “Sign Electronically” button, as shown in Figure 213. 

[bookmark: _Ref359232542][bookmark: _Toc394393930]Figure 213 Electronic ESA
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Clicking the “Sign Electronically” button will trigger a popup window which allows you to complete the e-signing process. This popup window will prompt you to enter your CDX password, answer one of the 5 challenge questions and click the “Sign” button. Please reference Appendix B: Using the e-Signature Widget for instructions on signing electronically.



After your e-signature has been processed you will be redirected to the MyCDX Home page. Your MyCDX page will now display an active hyperlink to open the OTAQReg application, as shown in Figure 214. 

[bookmark: _Ref359234004][bookmark: _Toc394393931]Figure 214 MyCDX Home Page
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[bookmark: _Ref358964759][bookmark: _Toc394393882]Print and Sign CDX Electronic Signature Agreement

[bookmark: _Ref305654972]This section will take you through the registration steps if you choose to print, sign and mail a paper ESA. 

If you choose to opt-out of LexisNexis or you are not successfully identity proofed by LexisNexis you will be taken to the Electronic Signature Agreement page to print, sign and mail in your ESA. Figure 215 displays the paper version of the Electronic Signature Agreement. 

[bookmark: _Ref359232122][bookmark: _Toc394393932]Figure 215 Paper ESA
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Clicking the “Sign Paper Form” button will trigger a popup window which allows you to print the ESA. 

Print, sign and mail the CDX ESA to the Fuels Program Helpdesk at one of the following mailing addresses:



Commercial Delivery: 

U.S. Environmental Protection Agency 

William Jefferson Clinton Building - North

Mail Code 6405A, Room 6520V; (202) 343-9038

1200 Pennsylvania Ave NW

Washington, DC 20004



US Mail: 

U.S. Environmental Protection Agency 

Mail Code 6405A

1200 Pennsylvania Ave NW

Washington, DC 20460

 (
Note
:
 
When using a commercial delivery service, do not use the U.S. mail address (or vice versa) as your mail will be delayed, may be returned to you, or may even never arrive at our offices. Be aware that sending materials via US Mail will require an irradiation process and could possibly delay delivery.
)



Paper ESAs will be processed and activated by EPA. Once your ESA has been activated you will be able to complete the 20-5-1 Challenge Questions, as seen in Figure 212. 

New companies, company associations, company updates and RCO updates submitted within the OTAQReg application will not be accepted until your CDX ESA is received by the Fuels Program. If you have any questions regarding the status of your ESA, please contact the EPA Fuels Program Support Line by sending an email to support@epamts-support.com. 

[bookmark: _Ref303847208][bookmark: _Toc394393933]Figure 216 MyCDX Home Page
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You will be given the “Fuels Programs Registration” program service link, as seen in Figure 216.

Existing CDX users should refer to Section 2.3 for further details.

[bookmark: _Ref293388599][bookmark: _Toc303754264][bookmark: _Toc394393883]OTAQReg Registration for Existing CDX Users

This section is only for existing CDX users who do not have OTAQReg access. New CDX users should refer to Section 2.2 for further details.

After logging into CDX, Figure 217 will display. To register for OTAQReg you must first add the dataflow to your account.

[bookmark: _Ref274823480][bookmark: _Ref274727573][bookmark: _Toc303754284][bookmark: _Toc394393934]Figure 217 MYCDX Home Page
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Click the “Manage Your Program Services” link. Figure 218 will display.

[bookmark: _Ref274823506][bookmark: _Ref274727676][bookmark: _Toc303754285][bookmark: _Toc394393935]Figure 218 Manage Program Services
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Click the “Add Program Service” button. This button will take you to the Edit Account Profile page, as shown in Figure 219. 

[bookmark: _Ref274727922][bookmark: _Ref274727774][bookmark: _Toc303754286][bookmark: _Toc394393936]Figure 219 Edit Account Profile
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The “Edit Account Profile” page lists all of the available data flows available for registration. You will need to begin typing “OTAQREG” in the text field or scroll down and search for OTAQREG within the list. Click on the hyperlinked name to select the program service and navigate to the next step.

After selecting the OTAQREG program service you will be taken to the Organization Information page where you can choose from a list of organizations that you already have access to or gain access to an additional organization, as shown in Figure 220. 

[bookmark: _Ref302139339][bookmark: _Ref365644989][bookmark: _Ref301779583][bookmark: _Toc303754287][bookmark: _Toc394393937]Figure 220 Organization Information
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Select or add an organization and click the “Submit Request for Access” button. 

If you have already been identity proofed or have a paper ESA for that organization you will be taken directly to the MyCDX Home page. 

If you have not been identity proofed and do not have an ESA for that organization, you will be taken to the Identity Verification page, as shown in Figure 221. Here you will have two options; print, sign and mail a paper ESA or complete LexisNexis Identity Proofing and e-sign an ESA.

[bookmark: _Ref359242731][bookmark: _Toc394393938]Figure 221 Identity Verification
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[bookmark: _Toc394393884]Proceed to LexisNexis

This section will take you through the registration steps if you choose to use the LexisNexis Identity Proofing process.

If you choose to proceed with LexisNexis you will need to review all of the information provided on the Identity Verification page, as seen in Figure 221 above. After you have reviewed the information and verified your first and last name, check the checkbox and click the “Proceed to Verification” button. 

LexisNexis will be completed through a separate pop-up window. The first page will display an acknowledgement statement. Click the “OK” button. The next screen will require you to enter personal information. Figure 222 displays the LexisNexis pop-up window.

[bookmark: _Ref359406710][bookmark: _Ref365644818][bookmark: _Toc394393939]Figure 222 LexisNexis 
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After entering information in each field, click the “Submit” button. After completing this step the LexisNexis popup window will display a confirmation message. Click the “OK” button to close the popup window and return to the CDX application. 

[bookmark: _Ref359406745][bookmark: _Toc394393940]Figure 223 LexisNexis Results
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In order to process your LexisNexis score and proceed with registration, click the “Continue” button, as seen in Figure 223. If you are successfully identity proofed by LexisNexis you will be taken to the Challenge Questions and Answers page, as shown in Figure 225. If you are not successfully identity proofed by LexisNexis you will be taken to the Electronic Signature Agreement page to print, sign and mail in your ESA.

In some cases, you may be eligible to retry LexisNexis validation. If you are eligible for this retry you will be taken to the Retry LexisNexis page where you can launch the popup window once again. You will also be presented with the opportunity to verify or edit your first name, as shown in Figure 211. The opportunity to edit your first name will only be presented to you as long as you do not have another CDX role with a status of “Awaiting ESA.” At this point you may also choose to opt-out of the LexisNexis identity proofing by clicking the “Sign Paper Form” button.

[bookmark: _Ref365645293][bookmark: _Toc394393941]Figure 224 Retry LexisNexis

[image: LexisNexisRetry2]

Click the “Retry LexisNexis” button. You will then be returned to the Identity Verification Page, as seen in Figure 221, and may begin your verification again. LexisNexis retries may be attempted up to five times before the identity proofing will be considered unsuccessful.

[bookmark: _Ref359406758][bookmark: _Toc394393942]Figure 225 20-5-1 Challenge Questions and Answers
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Once you have answered your 20-5-1 Challenge Questions and clicked the “Save Answers” button, as seen in Figure 2-25, you will be taken to the electronic version of the Electronic Signature Agreement. From this page you will click the “Sign Electronically” button, as shown in Figure 226. 

[bookmark: _Ref359406772][bookmark: _Toc394393943]Figure 226 Electronic ESA
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Clicking the “Sign Electronically” button will trigger a popup window which allows you to complete the e-signing process. This popup window will prompt you to enter your CDX password, answer one of the 5 challenge questions and click the “Sign” button. Please reference Appendix B: Using the e-Signature Widget for instructions on signing electronically.



After your e-signature has been processed you will be redirected to the MyCDX Home page. Your MyCDX page will now display an active hyperlink to open the OTAQReg application, as shown in Figure 227. 

[bookmark: _Ref359406902][bookmark: _Toc394393944]Figure 227 MyCDX Home Page
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[bookmark: _Toc394393885]Print and Sign CDX Electronic Signature Agreement

This section will take you through the registration steps if you choose to print, sign and mail a paper ESA. 

If you are not successfully identity proofed by LexisNexis you will be taken to the Electronic Signature Agreement page to print, sign and mail in your ESA. Figure 228 displays the paper version of the Electronic Signature Agreement. 

[bookmark: _Ref359406983][bookmark: _Toc394393945]Figure 228 Paper ESA
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Clicking the “Sign Paper Form” button will trigger a popup window which allows you to print the ESA. 

Print, sign and mail the CDX ESA to the Fuels Program Helpdesk at one of the following mailing addresses:

Commercial Delivery: 

U.S. Environmental Protection Agency 

William Jefferson Clinton Building - North

Mail Code 6405A, Room 6520V; (202) 343-9038

1200 Pennsylvania Ave NW

Washington, DC 20004



US Mail: 

U.S. Environmental Protection Agency 

Mail Code 6405A

1200 Pennsylvania Ave NW

Washington, DC 20460

 (
Note
:
 
When using a commercial delivery service, do not use the U.S. mail address (or vice versa) as your mail will be delayed, may be returned to you, or may even never arrive at our offices. Be aware that sending materials via US Mail will require an irradiation process and could possibly delay delivery.
)



Paper ESAs will be processed and activated by EPA. Once your ESA has been activated you will be able to complete the 20-5-1 Challenge Questions, as seen in Figure 225 and will then be able to e-sign within the OTAQReg application. 

New companies, company associations, company updates and RCO updates submitted within the OTAQReg application will not be accepted until your CDX ESA is received by the Fuels Program. If you have any questions regarding the status of your ESA, please contact the EPA Fuels Program Support Line by sending an email to support@epamts-support.com. 

[bookmark: _Ref359407574][bookmark: _Toc394393946]Figure 229 MyCDX Home Page
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You will be given the “Fuels Programs Registration” program service link, as seen in Figure 229.

 (
Note
:
 You must have a CDX ESA on file i
n order to electronically sign submissions and letters 
within the OTAQReg application. You will be prompted to sign and submit your CDX ESA upon accessing the OTAQReg application until your ESA has been received by the Fuels Program.
)



[bookmark: _Ref303756549][bookmark: _Toc394393886]User Profiles

The following sections describe how to navigate within the OTAQReg application to create and edit a User Profile.

If you are an existing OTAQReg user please proceed to section 3.2.

Section 3.3 pertains to users that are currently deactivated and restricted from accessing the OTAQReg application. Please skip this section if you are a current active OTAQReg user. 

[bookmark: _Toc394393887]Create a New User Profile (New OTAQReg Users)

[bookmark: _Ref354999347][bookmark: _Toc394393947]Figure 31 MyCDX Home Page
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Click the “Fuels Programs Registration” link on your MyCDX Home page, as seen in Figure 31. Upon your initial login to OTAQReg, Figure 32 will display.

[bookmark: _Ref302126582][bookmark: _Toc394393948]Figure 32 Edit User Profile Page
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The page will pre-populate the contact information associated to your CDX account. To edit the pre-populated information, click the “Edit Current Account Profiles” link to be taken to the CDX Edit Organization Profiles page.

If no changes to the pre-populated information are needed, enter data into any of the applicable textboxes. You must provide data for the “Position or Job Title” field. Click the “Save” button. Your user profile will be saved and Figure 33 will display.

[bookmark: _Ref301781914][bookmark: _Toc394393949]Figure 33 OTAQ Registration Home Page
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[bookmark: _Ref303756658][bookmark: _Toc394393888]Edit Existing User Profile

The following section describes how to edit your OTAQReg User Profile information.

[bookmark: _Ref301782104][bookmark: _Toc394393950]Figure 34 OTAQ Registration Home Page
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Click the “Edit User Profile” link in the left side toolbar of your OTAQ Registration Home page, as seen in Figure 34. Figure 35 will display.

[bookmark: _Ref301782179][bookmark: _Toc394393951]Figure 35 Edit User Page
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The page will pre-populate with your current OTAQReg User Profile information. To update the un-editable CDX user information, click the “Edit Current Account Profiles” link to be taken to the CDX Edit Organization Profiles page. 

Edit any of the additional user profile data by updating the data in the textboxes and clicking the “Save” button.

[bookmark: _Ref354570474][bookmark: _Toc394393889]Deactivated Users 

If you have been deactivated by an EPA Administrator for the OTAQReg application, upon clicking the OTAQReg application link on the MyCDX Home page, Figure 36 will display. 

[bookmark: _Ref354570694][bookmark: _Toc394393952]Figure 36 OTAQ Deactivated Home Page
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This screen notifies you that your OTAQReg profile has been deactivated and provides the phone number and e-mail address to contact the EPA Fuels Programs for any questions or to reactivate your account. 

Click the “CDX Home Page” button to return to the MyCDX Home page. 

[bookmark: _Toc394393890]Company Associations

[bookmark: _Ref274735319]The following sections describe how to add and update company associations within the OTAQReg application.

[bookmark: _Ref302140928][bookmark: _Toc394393891]Add Company Association

[bookmark: _Ref354999381][bookmark: _Toc394393953]Figure 41 OTAQ Registration Home Page
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Click the “Associate to Company: Search for Existing Company” link in the left side toolbar of your OTAQ Registration Home page, as seen in Figure 41. Figure 42 will display.

[bookmark: _Ref301783429][bookmark: _Toc394393954]Figure 42 Associate to Company Search Page
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Enter your company specific search criteria into the textboxes and click the “Search” button. A list of all companies matching your search criteria will display, as shown in Figure 43.

[bookmark: _Ref301783723]





[bookmark: _Toc394393955]Figure 43 Associate to Company Search Results
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Select the checkbox next to the company with which you wish to associate (if you do not see your company listed in the results, click the “Create New Company” button to create your company; see Section 5 for further details). Click the “Add Selected” button. Figure 44 will display.

 (
Note
:
 
You may select multiple check boxes if you wish to associate to more than one company.
)

[bookmark: _Ref301783987][bookmark: _Toc394393956]Figure 44 Associate to Company: Create Company Associations Page
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You must select at least one role per company prior to submitting your user association request. Click the “Select Roles” link to display a pop-up of available roles for the company. Figure 45 will display.

[bookmark: _Ref303847274][bookmark: _Toc394393957]Figure 45 Company Roles Pop-Up

[image: Select Roles popup]

Choose the appropriate OTAQ Registration and OTAQ Program Roles by selecting the corresponding radio button and checkboxes (reference Appendix A: OTAQ Registration Roles if you are unsure which roles to select). You may select only one OTAQ Registration role, however multiple OTAQ Program roles are allowed. Click the “Select All” link to select all OTAQ Program Roles.

Click the “Select” button once you have made your selections. Figure 46 will display.

[bookmark: _Ref303844956][bookmark: _Toc394393958]Figure 46 Associate to Company: Create Company Associations Page with Roles
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Your selected roles will now display beside the selected company. Click the “Review” button to continue. Figure 47 will display.

[bookmark: _Ref301784757][bookmark: _Toc394393959]Figure 47 Associate to Company: Review Page
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The "Associate to Company: Review" page displays a read-only version of your company association details. If the company and role information are correct, click the “Continue” button. 

Figure 48 will display. 

[bookmark: _Ref392758181][bookmark: _Toc394393960]Figure 48 Further Action Required Pop-up
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Click “OK” to Close the pop-up and continue to the next page. Figure 49 will display.

[bookmark: _Ref391281388][bookmark: _Ref354567036][bookmark: _Toc394393961]Figure 49 Associate to Company: Submit Request Page
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Click the “Submit” button to submit the request. Figure 410 will display. 

[bookmark: _Ref391281398][bookmark: _Toc394393962]Figure 410 Further Action Required Page
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Click the “Click here to save copies of your registration forms” link to save a hard copy of your registration forms in PDF form. It is required that you save a copy of your registration forms after submitting your request. If you attempt to select the “Home” button without first saving a copy of your registration forms, a notification window will appear prompting you to first save your forms. 

Once you have submitted your Company Association Request, you will receive an email notification stating that your Company Association Request is awaiting RCO signature along with a hard copy of your company association registration forms. The Company Association request will appear in the Pending Requests section of your OTAQ Registration Home Page, as shown in Figure 426.

 (
Note
:
 
All Company Association requests require a signed RCO Delegation Letter by your Company Responsible Corporate Officer. The RCO Delegation Letter is included in the hard copy of your company association registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX ESA.
)

[bookmark: _Ref301792772][bookmark: _Toc394393892]Update Company Roles

[bookmark: _Toc394393963]Figure 411 OTAQ Registration Home Page
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Click the “Update Existing Company Association” link in the left side toolbar of your OTAQ Registration Home Page. Figure 412 will display.

[bookmark: _Ref301789552][bookmark: _Ref301792730][bookmark: _Toc394393964]Figure 412 Update Company Associations Page
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Select the Roles link for the company you wish to update. Figure 413 will display.

[bookmark: _Ref303767719][bookmark: _Toc394393965]Figure 413 Update Roles

[image: select roles popup 2]

Your existing roles will be pre-selected on the page. Update your OTAQ Registration and OTAQ Program Roles by selecting a new radio button and/or checkboxes (reference Appendix A: OTAQ Registration Roles if you are unsure which roles to select). You may select only one OTAQ Registration role however multiple OTAQ Program Roles are allowed.

Click the “Select” button once you have made your selections. Figure 414 will display.

[bookmark: _Ref301790557][bookmark: _Toc394393966]Figure 414 Updated Company Associations
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The Update Company Associations Page will now display your updated roles. Click the “Review” button. Figure 415 will display.

[bookmark: _Ref301790987][bookmark: _Toc394393967]Figure 415 Confirm Updated Company Association

[image: update company association]

The page will display the updated icon [image: ] for the updated company association. If the updated company association is correct, click the “Continue” button. Figure 416 will display.

[bookmark: _Ref392757857][bookmark: _Toc394393968]Figure 416 Further Action Required Pop-up
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Click “OK” to Close the pop-up and continue to the next page. Figure 417 will display.

[bookmark: _Ref354567531][bookmark: _Toc394393969]Figure 417 Submit Request Page
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Click the “Submit” button to submit your request. Figure 418 will display.

[bookmark: _Ref354567405][bookmark: _Toc394393970]Figure 418 Further Action Required Page

[image: ]



Click the “Click here to save copies of your registration forms” link to save a hard copy of your registration forms in PDF form. It is required that you save a copy of your registration forms after submitting your request. If you attempt to select the “Home” button without first saving a copy of your registration forms, a notification window will appear prompting you to first save your forms. 

 (
Note
:
 
All Company Association Update Requests require a signed RCO Delegation Letter by your Company Responsible Corporate Officer. The RCO Delegation Letter is included in the hard copy of your company association registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX ESA.
)

Once you have submitted your Updated Company Association, you will receive an email notification stating your request is awaiting RCO signature along with a hard copy of your company association registration forms. The updated company association request will appear in the pending requests section of your OTAQ Registration Home Page. Please reference Section 4.4 for information on viewing pending association requests.

[bookmark: _Toc394393893]Remove Existing Company Association

To remove an existing company association, navigate to the Update Company Associations page, as shown in Figure 412.

[bookmark: _Ref302127539][bookmark: _Ref301793056][bookmark: _Toc394393971]Figure 419 Remove Company Association
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Select the checkbox next to the company association you wish to remove and click the “Remove Selected” button. Figure 420 will display.

[bookmark: _Ref301793704][bookmark: _Toc394393972]Figure 420 Remove Company Pop-Up
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Click the “Yes” button to confirm that you would like to remove the selected company association. Figure 421 will display.

[bookmark: _Ref301793960][bookmark: _Toc394393973]Figure 421 Removed Company Association
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The removed icon [image: ]will now display next to the company association you have removed. Click the “Review” button. Figure 422 will display.

[bookmark: _Ref305580240][bookmark: _Toc394393974]Figure 422 Remove Company Association Confirmation

[image: update company association]

If the removed company association is correct, click the “Continue” button. Figure 423 will display.

[bookmark: _Ref392758182][bookmark: _Toc394393975]Figure 423 Further Action Required Pop-up
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Click “OK” to Close the pop-up and continue to the next page. Figure 424 will display.



[bookmark: _Ref354567801][bookmark: _Toc394393976][bookmark: _Ref304187501]Figure 424 Submit Request Page
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Click the “Submit” button to submit your request. Figure 425 will display.

[bookmark: _Ref354567929][bookmark: _Toc394393977]Figure 425 Further Action Required Page
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Click the “Click here to save copies of your registration forms” link to save a hard copy of your registration forms in PDF form. It is required that you save a copy of your registration forms after submitting your request. If you attempt to select the “Home” button without first saving a copy of your registration forms, a notification window will appear prompting you to first save your forms. 

 (
Note
:
 
All Company Association Removal Requests require a signed User Association Termination Letter by your Company Responsible Corporate Officer. The User Association Termination Letter is included in the hard copy of your company association registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX ESA.
)

Once you have submitted your Remove Company Association request, you will receive an email notification stating your request is awaiting RCO signature along with a hard copy of your company association registration forms. The updated company association request will appear in the pending requests section of your OTAQ Registration Home Page. Please refer to section 4.4 for information on viewing pending association requests.

[bookmark: _Ref303951872][bookmark: _Toc394393894][bookmark: _Ref301787016]Pending Company Association Requests

Congratulations! You have successfully submitted your Company Association Request in the OTAQReg application. As shown in Figure 426, your request will be displayed in your Pending Requests queue on your OTAQ Registration Home Page along with its current status.

[bookmark: _Ref302127194][bookmark: _Toc394393978]Figure 426 Pending Company Association Requests
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To view a pending Company Association Request, click the Company Name link for a request in the Pending Requests Queue with the Company Association icon[image: ]. Figure 427 will display.

[bookmark: _Ref303947710][bookmark: _Toc394393979]Figure 427 Company Association Request

[image: Company association request]

The Company Association Request page displays all request information. To return to the OTAQReg Home Page click the “Return” button.

To cancel the Company Association Request, click the “Cancel Request” button. A notification window will appear, prompting you to select the “Yes” button to continue with the request cancellation or the “No” button to return to the previous page. The request will be canceled immediately and will no longer display in the Pending Requests queue.



[bookmark: _Ref305589042][bookmark: _Toc394393895]Create New Company

The following sections describe how to create a new company in the OTAQReg application.

[bookmark: _Ref301794919][bookmark: _Toc394393980]Figure 51 OTAQ Registration Home Page
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Click the “Associate to Company” link in the left side toolbar of your OTAQ Registration Home Page as seen in Figure 51. Figure 52 will display.

[bookmark: _Toc394393896]Verify Company Does Not Exist in OTAQReg

[bookmark: _Ref301795088][bookmark: _Toc394393981]Figure 52 Associate to Company: Search for Existing Company Page
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Before you can create a new company, you must first confirm that the company you intend to create does not already exist in OTAQReg. Enter search criteria pertinent to your company and click the “Search” button, as seen in Figure 5-2. Figure 53 will display.  

Please note, search terms act together to narrow results.  For example, searching on the state New York and the city New will return all companies located in New York state that have New in their city’s name.  It is recommended that companies use broad searches to avoid delays and registration issues caused by a user attempting to duplicate a company registration.

[bookmark: _Ref301795306][bookmark: _Toc394393982]Figure 53 Associate to Company: Search for Existing Company Results
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The page will return a list of companies matching the provided search criteria. If your company is displayed in the search results then please refer to Section 4.1 for instructions on how to associate to an existing company.

If it is determined that your company does not currently exist in OTAQReg, click the “Create New Company” button. Figure 54 will display.

[bookmark: _Toc394393897]Create Company Details

[bookmark: _Ref301795485][bookmark: _Ref302137267][bookmark: _Toc394393983]Figure 54 Create New Company: Company Details Page
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The Create New Company: Company Details page displays fields for you to provide the Company Name, Location, Responsible Corporate Officer information, Program Types, Business Activities, Company Contacts, and other required company details.

Enter information for all required fields. Required fields are marked with a red star. 

The Business Activities associated to each Program Type are displayed once a Program Type is selected, as shown in Figure 55.

[bookmark: _Ref303844660][bookmark: _Toc394393984]Figure 55 Program Types and Business Activities

[image: 10]

To add a company contact, click the “Add New Contact” button. Figure 56 will display.

[bookmark: _Ref302137308][bookmark: _Toc394393985]Figure 56 Company Contacts

 [image: ]

Enter information in all required fields by typing in the textboxes. Click the “Save Contact” button. The contact will now be listed in the company details.

After you have provided your complete company details, click the “Next” button. Figure 57 will display.

[bookmark: _Toc394393898]Select Company Roles

[bookmark: _Ref301795963][bookmark: _Toc394393986]Figure 57 Create New Company: Company Roles

[image: ]

As the creator of a company, the Company Editor role is pre-selected for you. Click the “Company Editor” link to add additional roles. Figure 58 will display.

[bookmark: _Ref302114729][bookmark: _Toc394393987]Figure 58 Company Roles Pop-Up

[image: Select Roles popup]

Choose the appropriate OTAQ Registration and OTAQ Program roles by selecting the corresponding radio button and checkboxes (reference Appendix A: OTAQ Registration Roles if you are unsure which roles to select). You may select only one OTAQ Registration role however multiple OTAQ Program roles are allowed. Click the “Select All” link to select all OTAQ Program Roles. Figure 59 will display.

[bookmark: _Ref302115120][bookmark: _Toc394393988]Figure 59 Selected Company Roles 

[image: ]

Click the “Next” button. Figure 510 will display.

[bookmark: _Toc394393899] Adding Company Facilities

Your company may or may not require that you add a Facility depending on the Program Types and Business Activities selected for your company.

[bookmark: _Ref302115339][bookmark: _Toc394393989]Figure 510 Create New Company: Facility List

[image: ]

Click the “Review” button. Figure 511 will display if your company is required to have at least one facility. If your company is not required to have at least one facility then you will be directed to the Create New Company Signature page, as shown in Figure 412 (continue to Section 5.5).

[bookmark: _Ref303770571][bookmark: _Toc394393990]Figure 511 Create New Company: Facility List Requires Facility

[image: ]

To add a facility to your company click the “Add Facility” button. Figure 512 will display.

[bookmark: _Ref302115517][bookmark: _Toc394393991]Figure 512 Create New Company: Facility Type

[image: ]

The Facility Types are pre-populated on the page based on the Program Type(s) and Business Activity(s) you selected for your company. Select the radio button next to the appropriate facility type you wish to add and click the “Next” button. Figure 513 will display. (Note:  if your facility processes both diesel/biodiesel and gas/ethanol, it will be necessary to create two facilities with the same address and different facility types.)

 (
Note
:
 
You may cancel adding a facility at any time by selecting the “Cancel Facility” button.
)

[bookmark: _Ref302116263][bookmark: _Toc394393992]Figure 513 Create New Company: Facility Activities

[image: ]

The Facility Activities are pre-populated onto the page based on the Program Type(s), Business Activity(s), and Facility Type you selected. Click the checkbox next to all applicable facility activities and click the “Next” button. Figure 514 will display.

[bookmark: _Toc394393900][bookmark: _Ref302116844]Verify Facility Does Not Exist in OTAQReg

[bookmark: _Ref305590616][bookmark: _Toc394393993]Figure 514 Create New Company: Search for Existing Facility

[image: ]

Before you can create a new facility, you must first confirm the facility you intend to create does not already exist in the OTAQReg application. To confirm whether or not your facility already exists in OTAQReg, search for your facility by providing search criteria into the facility search fields. Click the “Search” button. Figure 515 will display.

Please note, search terms act together to narrow results.  For example, searching on the state New York and the city New will return all facilities located in New York state that have New in their city’s name.  It is recommended that companies use broad searches to avoid delays and registration issues caused by a user attempting to duplicate a facility registration.



[bookmark: _Ref302117269][bookmark: _Toc394393994]Figure 515 Facility Search Results

[image: ]

The page will return a list of facilities matching the provided search criteria. If your facility is displayed in the search results then please refer to Section 5.4.1.2 for instructions on how to add an existing facility. 

If it is determined that your facility does not currently exist in OTAQReg, click the “Create New Facility” button. Figure 516 will display.

Create New Facility

[bookmark: _Ref302117510][bookmark: _Toc394393995]Figure 516 Create New Company: Basic Facility Details

[image: ]

Enter information for all required fields. Required fields are identified with a red star. Click the “Next” button when finished. Figure 517 will display.

 (
Note
:
 
Address 1 may not be a P.O. Box address. If you are entering an international address that has no postal code, enter “00000.”
)

[bookmark: _Ref302118093][bookmark: _Toc394393996]Figure 517 Create New Company: Facility Details

[image: ]

Enter information in all required fields by typing in the textboxes and selecting from available drop-down menus. The sections and required fields displayed on the Facility Details page will vary depending on the Facility Types and Facility Activities you previously selected for the facility. 

Click the “Save Facility” button when finished. Figure 518 will display.

[bookmark: _Ref302118332][bookmark: _Toc394393997]Figure 518 Create New Company: Facility List

[image: ]

If the displayed facility information is correct, click the “Review” button. Figure 523 will display (continue to Section 5.5). 

[bookmark: _Ref302117040]Add Existing Facility

[bookmark: _Toc394393998]Figure 519 Select Existing Facility

[image: ]

If it is determined that your Facility exists in OTAQReg, choose the desired facility by selecting the corresponding radio button and clicking the “Use Selected Facility” button, as seen in Figure 523. Figure 520 will display.

[bookmark: _Ref302118881][bookmark: _Toc394393999]Figure 520 Existing Facility Details

[image: ]

The existing Facility Name and Location will be pre-populated on the page. The Facility Name field is editable however you are not able to edit the facility location for an existing facility. Provide information for all required fields and click the “Next” button. Figure 521 will display.

[bookmark: _Ref302119591][bookmark: _Toc394394000]Figure 521 Create Facility Details

[image: ]

Enter information in all required fields by typing in the textboxes and selecting from available drop-down menus. The sections and required fields displayed on the Facility Details page will vary depending on the Facility Types and Facility Activities you previously selected for the facility. 

Click the “Save Facility” button when finished. Figure 522 will display.

[bookmark: _Ref302119664][bookmark: _Toc394394001]Figure 522 Review Facility List

[image: ]

If the displayed facility information is correct, click the “Review” button. Figure 523 will display.

[bookmark: _Ref302129792][bookmark: _Toc394393901]Review and Submit New Company Information

[bookmark: _Ref303846731][bookmark: _Toc394394002]Figure 523 Create New Company: Review

[image: ]

The Create New Company: Review page displays a read-only version of the company and facility details provided. If the new company information on the page is correct click the “Continue” button. Figure 524 will display.

[bookmark: _Ref392757894][bookmark: _Toc394394003]Figure 524 Further Action Required Pop-up

[image: ]

Click “OK” to Close the pop-up and continue to the next page. Figure 525 will display.



[bookmark: _Ref354568518][bookmark: _Toc394394004]Figure 525 Create New Company: Submit Request Page

[image: ]

Click the “Submit” button to submit your request. Figure 526 will display.

[bookmark: _Ref359408548][bookmark: _Toc394394005]Figure 526 Further Action Required Page

[image: ]

Click the “Click here to save copies of your registration forms” link to save a hard copy of your registration forms in PDF form. It is required that you save a copy of your registration forms after submitting your request. If you attempt to select the “Home” button without first saving a copy of your registration forms, a notification window will appear prompting you to first save your forms. 

Once you have submitted your New Company Request, you will receive an email notification stating your new company is awaiting RCO signature. The company request will appear in the pending requests section of your OTAQ Registration Home Page, as shown in Figure 527. 

 (
Note
:
 
All New Company requests require a signed RCO statement by your company’s Responsible Corporate Officer. The RCO signature statement is included in the hard copy of your new company registration forms.
New Company Requests cannot be electronically signed.
)

[bookmark: _Toc394393902][bookmark: _Ref302121441][bookmark: _Ref302121437]Pending New Company Requests

Congratulations! You have successfully submitted your New Company Request in the OTAQReg application. As shown in Figure 527, your request will be displayed in your Pending Requests queue on your OTAQ Registration Home Page along with its current status.

[bookmark: _Ref303941631][bookmark: _Toc394394006]Figure 527 OTAQ Registration Home page: Pending Requests

[image: ]

To view a pending New Company Request, click the Company Name link in the Pending Requests Queue for a request identified with the New Company icon[image: ]. Figure 528 will display.

[bookmark: _Ref303949851][bookmark: _Toc394394007]Figure 528 New Company Request

[image: 11]

The New Company Request page displays all of the company’s information. To return to the OTAQReg Home Page click the “Return” button.

To cancel the New Company Request, click the “Cancel Request” button. A notification window will appear, prompting you to select the “Yes” button to continue with the request cancellation or the “No” button to return to the previous page. The request will be canceled immediately and will no longer display in the Pending Requests queue.

[bookmark: _Ref302123212][bookmark: _Toc394393903]View Company Details

The following section describes how to view company details in the OTAQReg application.

[bookmark: _Ref302122481][bookmark: _Toc394394008]Figure 61 OTAQ Registration Home Page

[image: ]

To view a company’s details, navigate to your OTAQ Registration Home Page and click the Company Name link for a company with which you have an active role, as seen in Figure 61. The company details will display, as shown in Figure 62.

[bookmark: _Ref302122809][bookmark: _Ref302123242][bookmark: _Toc394394009]Figure 62 Company Information: Company Details

[image: ]

The level of company information displayed depends on your OTAQ Registration role for the company. Please reference Appendix A: OTAQ Registration Roles for further information on the OTAQ Registration Roles and their designated rights.

[bookmark: _Toc394393904]Edit Company Details

The following sections describe how to edit company details in the OTAQReg application. 

 (
Note
:
 
You 
MUST
 have the 
Company Editor
 role for your company to edit company details.
)

[bookmark: _Toc394393905]Edit Company Details

[bookmark: _Ref354999487][bookmark: _Toc394394010]Figure 71 OTAQ Registration Home Page

[image: ]

To edit a company’s details, navigate to your OTAQ Registration Home Page and click the Company Name link for a company with which you have an active Company Editor role, as seen in Figure 71. Figure 72 will display.

[bookmark: _Ref303851003][bookmark: _Toc394394011]Figure 72 Company Information: Company Details

[image: ]

The top of the page states, “You are currently in VIEW mode.” Click the “Edit” button located on the top right side of the page. Figure 73 will display.

[bookmark: _Ref302125420][bookmark: _Ref302130346][bookmark: _Toc394394012]Figure 73 Company Details Edit Page

[image: 12]

The page will now state, “You are currently in EDIT mode.”

Edit the company information by typing in the textboxes, selecting new checkboxes, and/or selecting new radio buttons. The company’s facility details and RCO information may also be updated. Information on how to edit these pieces of information can be found in Sections 7.4 and 7.6 respectively.

When all updates have been made, click the “Review” button. Figure 74 will display.

 (
Note
:
 
If the company edits contain changes to the company’s Program Types and Business Activities that have specific facility requirements, you will be prompted with an error message to edit the Facility Information accordingly.
)

[bookmark: _Ref302131375][bookmark: _Toc394393906][bookmark: _Ref302124858]Review Company Details Changes

[bookmark: _Ref302130533][bookmark: _Toc394394013]Figure 74 Company Information: Review

[image: 13]

The Company Information Review page displays a read-only version of the updated company record. If the information displayed on the review screen is correct, click the “Continue” button. Figure 75 will display. 


[bookmark: _Ref392757925][bookmark: _Toc394394014]Figure 75 Further Action Required Pop-up

[image: ]

Click “OK” to Close the pop-up and continue to the next page. Figure 76 will display.



[bookmark: _Ref354568827][bookmark: _Toc394394015]Figure 76 Company Information: Submit Request Page

[image: ]

Click the “Submit” button to submit your request. Figure 77 will display. 

[bookmark: _Ref354568786][bookmark: _Toc394394016]Figure 77 Further Action Required Page

[image: ]

Click the “Click here to save copies of your registration forms” link to save a hard copy of your registration forms in PDF form. It is required that you save a copy of your registration forms after submitting your request. If you attempt to select the “Home” button without first saving a copy of your registration forms, a notification window will appear prompting you to first save your forms. 

Once you have submitted your Company Update request, you will receive an email notification stating your company update request is awaiting RCO signature along with a hard copy of your company update registration forms.

The request will also be listed in the pending requests section of your OTAQ Registration Home Page, as shown in Figure 78. Company Updates must be signed by the Company RCO and approved by EPA.

 (
Note
:
 
All Company Update requests require a signed RCO statement by your Company’s Responsible Corporate Officer. The RCO signature statement is included in the hard copy of your company update registration forms. This letter can be electronically signed by the RCO in OTAQReg if they have a valid CDX ESA.
)



[bookmark: _Toc394393907][bookmark: _Ref302125105]Pending Company Update Request

Congratulations! You have successfully submitted your Company Update Request in the OTAQReg application. As shown in Figure 78, your request will be displayed in your Pending Requests queue on your OTAQ Registration Home Page along with its current status.

[bookmark: _Ref303950686][bookmark: _Toc394394017]Figure 78 Updated Company Pending Request

[image: ]

To view a pending Company Update Request, click the Company Name link in the Pending Requests Queue for a request identified with the Company Update icon[image: ]. Figure 79 will display.

[bookmark: _Ref303950740][bookmark: _Toc394394018]Figure 79 Company Update Request

[image: 14]

The Company Update Request page displays the current company information as well as a list of changes made by the request. To view the active version of the company record, click the “View Active Version” button. 

To return to the OTAQReg Home Page, click the “Return” button.

To cancel the Company Update Request, click the “Cancel Request” button. A notification window will appear, prompting you to select the “Yes” button to continue with the request cancellation or the “No” button to return to the previous page. The request will be canceled immediately and will no longer display in the Pending Requests queue.

[bookmark: _Ref302124505][bookmark: _Toc394393908]Edit Facility Details

To edit Facility Details for a company, click the Facility Details tab, shown in Figure 710, while in EDIT mode. Figure 711 will display.

[bookmark: _Ref305586399][bookmark: _Toc394394019]Figure 710 Facility Details Tab

[image: 15]

[bookmark: _Ref303943118][bookmark: _Toc394394020]Figure 711 Company Information: Facility List

[image: ]

Click the facility name link. Figure 712 will display.

[bookmark: _Ref302126103][bookmark: _Toc394394021]Figure 712 Company Information: Facility Type

[image: ]

The Facility Type page displays the facility’s current facility type. This information is not editable for any existing facilities. Click the “Next” button. Figure 713 will display.

[bookmark: _Ref302126172][bookmark: _Toc394394022]Figure 713 Company Information: Facility Activities

[image: ]

The Facility Activities page displays all possible facility activities. Select the appropriate facility activities and click the “Next” button. Figure 714 will display.

[bookmark: _Ref302126269][bookmark: _Toc394394023]Figure 714 Company Information: Basic Facility Details

[image: ]

The Basic Facility Details page is pre-populated with the current facility detail information. Update the information by typing in the textboxes. When finished click the “Next” button. Figure 715 will display.

[bookmark: _Ref302126354][bookmark: _Toc394394024]Figure 715 Company Information: Facility Details

[image: ]

The Facility Details page is pre-populated with the current facility information. Make any required updates to the facility specific information and click the “Save Facility” button to apply the changes. Figure 716 will display.

[bookmark: _Ref303943646][bookmark: _Toc394394025]Figure 716 Facility List: Updated Facility

[image: ]

The facility will display with the updated icon[image: ]. Click the “Review” button and follow the steps in Section 7.2 to complete your Company Update submission.

[bookmark: _Toc394393909]Remove Facility 

To remove a Facility from a company, click the Facility Details tab, as seen in Figure 73, while in EDIT mode. Figure 717 will display.

[bookmark: _Ref302125454][bookmark: _Toc394394026]Figure 717 Company Information: Facility List

[image: ]

Select the checkbox for the corresponding facility and click the “Remove Selected” button. Figure 718 will display. 

[bookmark: _Ref303942558][bookmark: _Toc394394027]Figure 718 Remove Facility Confirmation

[image: ]

Click the “Yes” button to remove the facility. Figure 719 will display.

[bookmark: _Ref303942655][bookmark: _Toc394394028]Figure 719 Facility List: Removed Facility

[image: ]

The facility will display with the removed icon[image: ]. Click the “review” button and follow the steps in Section 7.2 to complete your Company Update submission.

[bookmark: _Ref302378917][bookmark: _Toc394393910]Initiate RCO Update Request

To update the RCO information for your company, click the “Initiate RCO Update Request” button shown in while in EDIT mode, as shown in Figure 720. Figure 721 will display.

 (
Note
:
 
Clicking the “Initiate RCO Update Request” button will initiate a RCO Update request which is processed separately from any company edits.
)

[bookmark: _Ref305587801][bookmark: _Toc394394029]Figure 720 Initiate RCO Update Request

[image: 16]

[bookmark: _Ref302131533][bookmark: _Toc394394030]Figure 721 RCO Update

[image: 18]

The RCO Update page is pre-populated with the current RCO information. Update the RCO information by typing in the displayed textboxes. Please note you must enter a reason for the RCO update. Once you have completed your RCO updates, click the “Continue” button. Figure 722 will display.

[bookmark: _Ref392757962][bookmark: _Toc394394031]Figure 722 Further Action Required Pop-up

[image: Further action required]

A popup window will display indicating that further action is required to complete this RCO update. Once you have reviewed the message, click the “OK” button. Figure 723 will display.

[bookmark: _Ref359419572][bookmark: _Toc394394032]Figure 723 Submit Request

[image: ]

Click the “Submit” button. Figure 724 will display.



[bookmark: _Ref302131681][bookmark: _Ref359419787][bookmark: _Toc394394033]Figure 724 Further Action Required Page

[image: ]

Click the “Click here to save copies of your registration forms” link to save a hard copy of your registration forms in PDF form. It is required that you save a copy of your registration forms after submitting your request. If you attempt to select the “Home” button without first saving a copy of your registration forms, a notification window will appear prompting you to first save your forms. 

An email will be sent to you, the current company RCO, and the new company RCO (if applicable) containing a hardcopy of the request and confirming your RCO update request. The request will also be listed in the pending requests section of your OTAQ Registration Home Page, as shown in Figure 725.

 (
Note
:
 
All RCO Updates must be hand-signed by the existing company RCO and the new company RCO (if the RCO is changing) and mailed to the Fuels Program. The signature letter is included in the hard copy of the request. RCO Update requests cannot be electronically signed.
)

[bookmark: _Toc394393911]Pending RCO Update Request

Congratulations! You have successfully submitted your RCO Update Request in the OTAQReg application. As shown in Figure 725, your request will be displayed in your Pending Requests queue on your OTAQ Registration Home Page along with its current status.

[bookmark: _Ref302131925][bookmark: _Toc394394034]Figure 725 Pending RCO Update

[image: ]

To view a pending RCO Update Request, click the Company Name link in the Pending Requests Queue for a request identified with the RCO update icon[image: ]. Figure 726 will display.

[bookmark: _Ref303946796][bookmark: _Toc394394035]Figure 726 RCO Update Request

[image: 17]

The RCO Update Request page displays the current RCO information as well as a list of changes made by the request. To return to the OTAQReg Home Page click the “Return” button.

To cancel the RCO Update Request, click the “Cancel Request” button. A notification window will appear, prompting you to select the “Yes” button to continue with the request cancellation or the “No” button to return to the previous page. The request will be canceled immediately and will no longer display in the Pending Requests queue.

[bookmark: _Ref303848785][bookmark: _Ref303850565][bookmark: _Toc394393912]Appendix A: OTAQ Registration Roles

[bookmark: _Toc394393913]OTAQ Registration Roles

Limited Company Viewer: This role has limited read-only access to associated company and facility information. Users with this role will not be able to see RCO information. These users will also be limited to only basic facility information on the Facility Details page. 

Company Viewer: This role has full read-only access to associated company and facility information.

Company Editor: This role has full viewing and editing rights to associated company and facility information.

[bookmark: _Toc394393914]OTAQ Program Roles: 

Cellulosic Biofuel Waiver Credits (Pay.gov) Submitter: Users should select this role if they are registering for the Cellulosic Biofuel Waiver Credits Pay.gov application to purchase cellulosic biofuel waiver credits on behalf of the company (This role should only be selected if the company registered as a gasoline or diesel refiner or a non-renewable fuels importer).

DC Fuels Submitter, Third Party Engineering Review: This role applies only if users are registering for the DC Fuels data flow and Title 40 CFR Part 80 Subpart M Independent Third Party Engineering Review. This will be automatically selected when “Independent Third Party Engineer” is chosen.

DC Fuels Submitter, Title 40 CFR Part 79 Subparts A,B,C,D, and F: Users should select this role if they are registering for the DC Fuels data flow and Title 40 CFR Part 79 Regulation of Fuels and Fuel Additives.

DC Fuels Submitter, Title 40 CFR Part 80 Subparts D, E, F, H, J, and L: Users should select this role if they are registering for the DC Fuels data flow and Title 40 CFR Part 80 Reformulated Gasoline / Anti-Dumping / Gasoline Toxics / Gasoline Sulfur / Gasoline Benzene. 

DC Fuels Submitter, Title 40 CFR Part 80 Subpart I: Users should select this role if they are registering for the DC Fuels data flow and Title 40 CFR Part 80 Motor Vehicle, Nonroad, Locomotive, and Marine Diesel Fuel. 

DC Fuels Submitter, Title 40 CFR Part 80 Subparts K and M: Users should select this role if they are registering for the DC Fuels data flow and Title 40 CFR Part 80 Renewable Fuel Standard. 

EMTS Viewer: User should select this role if they are requesting view-only access to the EMTS data flow.

EMTS Submitter: Users should select this role if they are requesting both editing and submitting rights to EMTS.

Agent: Users should select this role if they are an agent for a company (The definition of an agent is a person who is not a direct employee of the company).

Independent Third Party Engineer: Users should select this role if they are an independent third party engineer. Selecting this role will automatically de-select all other OTAQReg Program roles, and add the DC Fuel Submitter, Third Party Engineering Review and OTAQ Registration Company Viewer roles. All other roles will be disabled.

[bookmark: _Ref303848960][bookmark: _Ref303849219][bookmark: _Toc394393915]Appendix B: Using the e-Signature Widget

Users should refer to the steps outlined in this section to successfully sign their Electronic Signature Agreement. For information regarding signing change requests in the OTAQReg application, please see the Responsible Corporate Officer (RCO) User Guide.

Figure 91 will display.

[bookmark: _Ref304220621][bookmark: _Toc394394036]Figure 91 Authentication

[image: ]

This page requires you to verify your CDX identity. The page displays your CDX User ID and a field to provide your CDX password. If you enter an incorrect password, you will be prompted with an error message. After three failed attempts, your CDX account will be locked. To unlock your account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net.

Enter your CDX user account password and click the “Login” button. Figure 92 will display.

[bookmark: _Ref303848231][bookmark: _Toc394394037]Figure 92 Answer Secret Question

[image: ]

The next step is to provide the answer to your secret question. The page will display one of the five secret questions you chose during your e-Signature PIN verification.

If you fail to respond or enter an incorrect answer, you will be prompted with an error message. Please note that the secret question will not change should you answer incorrectly. After three failed attempts, your CDX account will be locked. To unlock your account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net. 

Enter the answer you provided during your e-Signature PIN verification and click the “Answer” button. Figure 93 will display.

[bookmark: _Ref303848242][bookmark: _Toc394394038]Figure 93 Sign File

[bookmark: _GoBack][image: ]

Click the “Sign” button.

Congratulations! You have successfully electronically signed and submitted your Electronic Signature Agreement.

[bookmark: _Toc394393916]Appendix C: OTAQ Registration Lists

Users can view and download the OTAQ Registration Lists by clicking any of the hyperlinks provided in the Registration Lists section of their OTAQ Registration Home Page as shown in Figure 101. This list is updated daily.

[bookmark: _Ref303866409][bookmark: _Toc394394039]Figure 101 Registration Lists

[image: ]

[bookmark: _Toc394393917]Appendix D: Support Information

For frequently asked questions about the content, formats, or policies for the Office of Transportation and Air Quality (OTAQ) please reference the Fuels Program website at http://www.epa.gov/otaq/fuels/index.htm.

For any general or technical questions related to the Central Data Exchange you may contact any of the following:

Telephone - Person-to-person telephone support is available from the CDX Help Desk 8:00 am to 6:00 pm EST. Call our toll-free line at 888-890-1995. 

Email - Send e-mail to Technical Support at helpdesk@epacdx.net with “Technical Support” in the Subject line.

If you have any questions relating to fuels programs registration, reporting, or OTAQReg, please contact the EPA Fuels Programs and EMTS Support Line at support@epamts-support.com.
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