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OVERVIEW

The Data Submission Portal is a secure website for electronically
submitting data to the California Energy Commission This user guide
provides step-by-step instructions for using the portal.

Version

-

DATA SUBMISSION PORTAL

PIIRA Reports Submission — User Guide




Create an Account

1. Navigate to https://datasubmission.energy.ca.gov/ and click 3. Check your email for an account verification code.
“Register” to create your account.

[CalEnergy DataDashboard] Your verification code
e T

CALIFORNIA 2] no-reply@verificationemail.com
ENERGY COMMISSION )
P To @ Lee, Jane@Energy

Retention Policy 90 Day Mailbox (90 days) Expires 9/11/2023
@ If there are problems with how this message is displayed, click here to view itinaw

CAUTION: This email originated from outside of the organization. Do not click links
attachments unless you recognize the sender and know the content is safe.

Data Submission Portal

Your verification code for CalEnergy DataDashboargl is 393231,

SIGN UP FOR AN ACCOUNT

4. Enter verification code and click “Confirm Account”
to complete registration.

. ) . A @ CALIFORNIA f
2. Fill out the Account details and click “Register”. ENERGY COMMISSION Apos

CALIFORNIA [2]
ENERGY COMMISSION s

o You've been emailed a six digit code! Enterit here to
confirm your new account.
[
=
Code
P s e
] a

‘:""'u"" Canfirm Account

. A ] [ 5. Set up Two-Factor Authentication (2FA)
> v . (View 2FA instructions on the next page.)

Password



https://datasubmission.energy.ca.gov/

Set Up Two-factor Authentication

1. Login to the Data Submission Portal. 4. Enter your portal account password, then click the “Confirm
(You will be prompted to set up 2FA) Password” button.
2. Click the Profile Page button.

@ Log Out £} Settings

ALIF

CALIFORNIA
ENERGY COMMISSION

@ Log Out £} Settings

Apps Profile Contact

CALIFORNIA
ENERGY COMMISSION

Two-Factor Authentication - Enter Password

Two-Factor Authentication Required

Password

Security policies require that your account has Two-Factor Authentication (2FA) enabled.

Please go to your profile page and enable Two-Factor Authentication.

Confirm Password |

Thankyou.

Profile Page

v

Follow the instructions on the Configure Authenticator App page.

. » L For additional help, view the portal user video tutorial at
3. Click the “Enable Two-Factor Authentication (2FA) button.

https://youtu.be/0scK9s90iRE.

@ Log Out £} Settings

@logout G Settings

LIFORNIA
ERGY COMMISSION
Contact ALIFORNIA
ENERGY COMMISSION s Prodl Py

Configure Authenticator App

Profile

Security

© Enable Two-Factor Authentication (2FA)

[ Change Password

6 Digit Code


https://youtu.be/0scK9s9OiRE

Request Access to PIIRA Reports Submission Application

1.

N

Log in to the portal to access the Apps list.

CALIFORNIA
-@ ENERGY COMMISSION

Q  What are you looking for?

Showing 110 5of 5 entries
Access' -+ Application

a
stewarpPOWer Source Disclosure

a
stewaroBUILD

.
vser QFERIntake

& Residential Solar Permit
USER Reporting

Click the “Show hidden apps”

My Apps

Show hidden apps

Function
2 Active [ = e
= Activ ® Hide
e Activ [ we |
e ey || e |

Reports Submission” App.

CALIFORNIA
ENERGY COMMISSION

Q  what are you looking for?

Showing 105 of 5 entries
Access” - Application

a
srewarn POWer Source Disclosure

2 BUILD

STEWARD

2
vser QFERIntake

& Residential Solar Permit
USER Reporting

x [EYPIIRAReports
NONE Sybmission

Apps

My Apps

show hidden apps

Function

[ ey [ = |

2 Activity | Hide |

| # reqvestaccess

®logout  GS

Contact

Description

Building Initiative for
Low-Emissions.

Development

{BUILD}

button to display the “PIIRA

@ LlogOut  {¥Setting

Contact

Description

Building Initiative for
Low-Emissions
Development

(BUILD)

PIIRA Reports
Submission

w

Click “Request Access”. (An Energy Commission PIIRA staff member
will need to approve your request before you can submit forms).

CALIFORNIA
ENERGY COMMISSION

Apps Profile Contact

My Apps

Q@ What are you looking for? Show hidden apps

Showing 110.50f 5 entries

Access’ - Application Function Description
L powersourceDisclosure [ ey | S |
STEWARD L

Building Initiative for

A ,BUILD wram [ s Low &misions
STEWARD === Development
(BUILD)

2
user QFERIntake

2 ResidentialSolarPermit l—“ e |

USER  Reporting

x BP”HA REPGﬂS m PIIRA Reports

NONE Submission Submission

4. You will receive an email confirmation when your request is
approved.

From: caenergytest@outlook.com <caenergytest@outlook.com>
Sent: Thursday, March 16, 2023 12:25 AM

To: Lee, lane@Energy <Jane.lee@eneargy.ca.gov>

Subject: Data Submission Portal - User Access Request

CAUTION: This email originated from outside of the organization. Do not click links or
attachments unless you recognize the sender and know the content is safe.

Application: PIIRA Forms Submission

Your Access Request has been granted.

Please contact us if you need any further assistance.



Submit PIIRA Forms

1. Login tothe portal to access the Apps list.
2. Click the “PIIRA Forms Submission” App from the list.

CALIFORNIA
@ ENERGY COMMISSION

HeyUser! EblogOut O

My Apps

Q  What are you looking for?

Showing 110 5 of 5 entries

Show hidden apps

Description

Building Initiative for
Low-Emissions
Development
(BUILD)

PIIRA Reports

Access’ - Application Function
' i 8 Aty 1l
stewaro Power Source Disclosure k2 et =
a £
stewanpBUILD K2 acthity ™ rade
2 = activit H
user QFERIntake e | S
& Residential Solar Permit - =
USER Reporting
£ PlIRA Reports Submissi M e | S |
USER eports Submission N

Submission

3. Select the Reporter Type that applies to you.

CALIFORNIA
ENERGY COMMISSION

Hey Jane! @ LogOut £ Settings

Apps Profile Contact

PIIRA Reports Submission

Submit all PIIRA related forms here. (Previously sent to
PIIRA Email Inbox), Select the Form Submission page based
on your stakeholder status. Forms required by each
stakeholder are listed

Visit the PIIRA page for forms and instructions for reports.

Producers, Refiners, Storers, Terminals:
AD4, AD8, A14

MO8, M13, M800, M810, M900, M1322, EIAB10
W08, W800, W900, EIAS00

Importer, Exporters, Transporters
Other - D354_, EDR_m1, EDR_m4_A, EDR_m4_B
Annual - ADG M700, W700, W700_96]

Marketers, Contractors, Others
D354_|

E Reporter Type
> Refiners

> Importers/Exporters

> Marketers, Contractors, Others

Click here for more information or to contact PIIRA staff.

4. Drag and drop your files into the File Upload box. You can click to
open file explorer and select a file separately. Note: Only XLS, XLSX,
PDF, and CSV files are allowed.

HeyUserl GbLogOut  £F Settings

@ CALIFORNIA
ENERGY COMMISSION Apps Profile Contact

PIIRA Reports Upload

File Upload Attestation

File Upload

Drag and drop files or click here to upload file(s)

20 File maximum, 6MB Filesize limit,

5. Click “Next” when all your files are uploaded.
6. Click “Submit” to agree to the Attestation and submit your Forms.

File Upload

Attestation Form

Drag and deop Fles o1 click here ta upload flels)
W Fom e

Only K15, X1 Sx, POF, snd 5 Rles allowed
i, M8 Filesize bt




View PIIRA Forms Submission Activity

1. Select the “Activity” button for the PIIRA Reports Submission 2. The Activity page will display your submission activity. You can sort
by date and time range, Reporter Type, etc.. Click the B icon

to view the list of files uploaded for each submission.

app.

Ko # @logOut  L¥Settings
@ CALIFORNIA
ENERGY COMMISSION Aoas profle Comat CALIFORNIA
ENERGY COMMISSION 2 orofile .
Apps profile Contact
My Apps
Activity | PIIRA Reports Submission
Q  What are you looking for Show hidden apps
Show 10 v entries Search:
Showing 1o of 5 entries
Access ~ Application Function Description Seectatime v
& Power Source Disclosure \ 2 Activity | Hide . ) Con Ar F lin Com t
USER Timestamp pany hadid i Actions
N - Building Initiative for 2023/06/22  janedsptester@gmail.com DSP Test Inc PIIRA  REF 1 Form ID: n
user BUILD [ sy ™ Hide Low-Emissions 20:49:27 1000204
Development (BUILD)
& 2023/06/22  janedsptester@gmail.com DSP Test Inc PIIRA  IE 1 Form ID: ﬂ
usen QFERIntake EEETE YT 20:49:42 1000205
2023/06/22  janedsptester@gmail.com DSP TestInc PIIRA  MCO 1 Form ID: a
20:49:55 1000206
uia Residential Solar Permit [ s -
Reporting Showing 1 to 3 of 3 entries Previous | 1 | Next
Submission for -

Petroleum Industry

s -
veer PIIRAReports Submission B actiny | W bide e

Reporting Act (PIIRA)
Forms



Change Account Password

3. Enter your current and new password, then click “Change your

1. Loginto the portal, then click the “Profile” icon. "
password”.

fiogOut ¥ Settings

( .'r.ém L & Log Out £} Settings

CALIFORNIA
ENERGY COMMISSION

CALIFORN

1A
ENERGY COMMISSION

Apps Profile Contact

Change password

Q  What are you looking for? | Show hidden apps

Showing 1to 5 of S entries
Change your password.
Access » Application Function Description

& PowerSource Current password

e e =
USER Disclosure
Building Initiative
° for Low- New password
- e b |
=t Emission:
user BUILD = = an ?ow
evelopment
BUILD)
2 -— Confirm password
B2 Activit =
user QFERIntake

2 resdentalsol o
L » = . 2 ange your passwort
USER permit Reporting —

2. Click the “Change Password” button.

& Log Out £ Settings

CALIFORNIA
ENERGY COMMISSION

Profile
Profile
Security
[ Change Password J © Enable MFA
BasicInformation
Name Job Title Company
. ane Test 8 Ten B DpsPTes
Email Phone Number
B janedsptest@gmail com o
Address 1 Address 2
A 123 Main Street A
city State. Zip Code
ik Ssacramento = alifornia v & esals



