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Superseded Information

This CITSS User Guide Volume Il, released in December 2012, provides guidance on the account
application and account management processes conducted in CITSS. Since release of the CITSS
User Guides Volumes I-1ll, the Cap-and-Trade Regulation (Regulation) has been amended and
CITSS has been updated to incorporate changes and new functionality.

The account application and management process presented in the CITSS User Guide Volume Il,
Account Application and Account Management, describes a registration process in which every
covered facility would have an account in CITSS. The application process required that a
representative from a company with multiple facilities submit an application that includes entity
information, contact information, and designate CITSS representatives for each facility.

Release 3.0 of CITSS altered the application process. Recognizing that an entity (business,
company, corporation, etc.) may own several facilities, the application process in CITSS has been
revised to allow arepresentative to submit a single application on behalf of an entity that
identifies associated facilities. When approved, the entity will be provided a single account that
recognizes the facilities as consolidated under the entity account.

Information in CITSS User Guide Volume II, Application and Account Management that describes
the account application process has been superseded. Users consulting this User Guide should
also refer to User Reference CITSS Version 3.0, available on the ARB CITSS Information webpage
at:

http://www.arb.ca.gov/citss

User Reference CITSS Version 3.0 does not replace the CITSS User Guide Volume I, but rather
supplements the information with updated screenshots and guidance for the improved
application process released on August 1, 2013.

References to the CARB CITSS Help Desk were updated in September 2017.



http://www.arb.ca.gov/citss
http://www.arb.ca.gov/citss
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Introduction - Account Application

Compliance Instrument Tracking System Service User Guide

1.0 User Guide Introduction

The Compliance Instrument Tracking System Service (CITSS) User Guide has been
developed to support individuals and entity representatives that are participating in
California’s Cap-and-Trade Program. The CITSS is a market tracking system that will
support the implementation of greenhouse gas (GHG) cap-and-trade programs for
California and other jurisdictions.

The CITSS provides accounts for market participants to hold and retire compliance
instruments and to participate in transactions of compliance instruments with other
account holders. The CITSS will be used to: record ownership of compliance
instruments and information related to accounts; enable and record compliance
instrument transfers; facilitate compliance verification; and support market oversight
through the collection of relevant information.

This CITSS User Guide is organized in volumes specific to the types of activities that
users may conduct in the CITSS. As of December 2012, there are three volumes in the
CITSS User Guide:

Volume | User Registration and Profile Management
Volume Il Account Application and Account Management
Volume Il Conducting Transfers in the CITSS

Additional volumes and updated versions will be released as needed.

If you would like to obtain more information about California’s Cap-and-Trade Program,
including the Cap-and Trade Regulation (Regulation), CITSS, or Cap-and-Trade
Auctions, please refer to the following California Air Resources Board (CARB) websites:

e Cap and Trade
e CITSS
e Auction

CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5 p.m.,
Pacific Time), Monday through Friday excluding holidays. If you have questions
regarding the use of CITSS, contact the CARB CITSS Help Desk by email at:
CACITSSHelpdesk@arb.ca.gov or by phone at: 916-324-7659.

California Environmental Protection Agency
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1.1 User Guide Volume
This volume includes content to support the following activities:
e Applying for Accounts on behalf of the following:
o Covered or Opt-in Entity
o General Market Participant — Organization
o General Market Participant — Individual
e Managing the Profile Information for an Entity

e Adding and Updating Account Representatives and Account Viewing Agents

1.2 Accessing the CITSS
You can access the CITSS at https://www.wci-Citss.org.

You can also find links to the CITSS on the ARB webpage at:
http://www.arb.ca.gov/Citss.

The CITSS Home Page is the point of entry for any action in the CITSS. To begin an
account application, you must have an approved CITSS User ID. Using this approved
User ID, you will click Login and enter your User ID and Password to gain access to the
secure content of the CITSS, including the ability to submit an account application.

California Environmental Protection Agency
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Figure 1 - CITSS Sign in Page

English - Francais

Sign In

‘You must Login to the CITSS. In order to Login, you must have a User ID and a password. If you need to create a User ID and password, proceed to the User
User Registration Registration page.

‘Your password is case-sensitive

Notice: The CITSS is for use by authorized users. Use is monitored and/or may be restricted at any time. Confidential information may not be accessed or
used without authorization. Unauthorized or improper use of this system may result in administrative, civil, andfor criminal penalties. Use of this system,
authonzed or unauthonzed, constitutes consent to monitoring and information retrieval. By accessing this system you are acknowledging and consenting to

these terms and conditions. Leave this site immediately if you are not an authorized user or do not agree to the conditions in this notice.

User ID:

Password:

Forgot password?

General Guidelines:

e The CITSS is compatible with the following web browsers: Explorer 7, 8, and 9,
Firefox, Safari, Chrome, and Opera, Certain functions will operate with slight
differences, depending on the browser.

e As a security measure, delete your browser history if multiple people can access
the same computer used to create the CITSS account.

e The CITSS is typically available for access 24 hours a day, 7 days a week
(except for periodic maintenance).

e CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5
p.m., Pacific Time), Monday through Friday excluding holidays. If you have
guestions regarding the use of CITSS, contact the CARB CITSS Help Desk by
email at: CACITSSHelpdesk@arb.ca.gov or by phone at: 916-324-7659.
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1.3 CITSS User Registration and Account Application Process

To participate in California’s Cap-and-Trade Program, an individual or entity must have
a CITSS account or set of accounts to hold, transfer, and retire compliance instruments.
To obtain CITSS account(s), an individual or entity must complete a two-step process:
apply for a CITSS User ID and submit an account application. Figure 2 provides an
overview of the process.

1. Complete User Registration to receive CITSS User IDs. All individuals who
will be representatives on an individual or entity’s account(s) must complete user
registration to receive an approved CITSS User ID. Except for a general market
participant applying as an individual, an account must have at least two
representatives: the Primary Account Representative (PAR) and an Alternate
Account Representative (AAR). Both representatives must complete user
registration before an account application can be completed in the CITSS.

To complete user registration, an individual provides information in the CITSS
and subsequently submits hard-copy documentation. At the end of the electronic
submission, the CITSS provides three forms that must be printed to support
submittal of the additional information and required documentation. Every
individual requesting CITSS user registration must meet Know-Your-Customer
requirements that involve the verification of personally identifiable information.
CITSS user registration is subject to review and approval by ARB, and User IDs
are only issued to natural persons, not entities. CITSS User Registration is
covered in Volume | of the CITSS User Guide.

2. Submit an Account Application. After an individual has been approved as a
CITSS User and the User ID is active, that individual will be able to apply for
accounts on behalf of an entity or individual that has authorized them to do so.
Creating an account to hold compliance instruments in the CITSS includes
completing an electronic application in the CITSS and mailing required
information and attestations to the California Registrar. After completing the
electronic Account Application, the CITSS provides three forms that are printed
to support submittal of the additional information and attestations. The forms
require the signatures of the PAR, the AAR(s), and an officer or director of the
entity. CITSS account applications are subject to review and approval by ARB.
Account Application is covered in this volume, Volume Il of the CITSS User
Guide.

California Environmental Protection Agency
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Figure 2 —User Registration and Account Application

User Registration and Account Application — CITSS
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1.4 Roles on Accounts

When submitting an account application, the individual entering electronic data must
identify the account representatives. Therefore, individuals must understand the role
they will serve on an entity or individual’s accounts. On any CITSS account or set of
accounts, the following roles exist:

Primary and Alternate Account Representatives

Account Representatives are individuals with the authority to represent the entity in
the CITSS. The Account Representatives can edit entity information, propose to
change representatives, and report the transfer of compliance instruments. Except
for individual general market participant accounts, each account must have at least
two representatives, the Primary Account Representative (PAR) and one Alternate
Account Representative (AAR). Individual general market participant accounts only
require a PAR but are allowed to designate AARs if they choose. All accounts may
have up to four AARs. The PAR and the AARs must be different individuals and
must have active CITSS User IDs.

Account Viewing Agents

Account Viewing Agents (AVAS) are individuals with the capability to view the entity
registration, account holdings, and transfer data in the CITSS. AVAs cannot edit
entity information, propose to change representatives, or report the transfer of
compliance instruments. Each account may have up to five AVAs. Account viewing
agents are added after an account has been approved.

On any one entity’s accounts, a user may not be assigned multiple roles. A user may
be assigned different roles on different entities’ accounts (for instance, a user may be a
PAR on one entity’s account and be an AVA on an account held by a different entity).

The PARs and at least one AAR must be designated during account application and
representatives can be added, removed, or changed after account approval. AVAs can
only be added after an application is approved.

California Environmental Protection Agency
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1.5 Cap-and-Trade Program Participants — Entity Types
When applying for an account in the CITSS, there are three entity type selections:

e Covered Entity, Covered Source, and Opt-In Entity
e General Market Participant - Organization
e General Market Participant - Individual

A Covered Entity is defined in the Cap-and-Trade Regulation (Regulation) as an
entity within California that has one or more of the processes or operations and has a
compliance obligation as specified in subarticle 7 of the Regulation; and that has
emitted, produced, imported, manufactured, or delivered in 2009 or any subsequent
year more than the applicable threshold level specified in section 95812 (a) of the
Regulation. Starting in 2012, major GHG-emitting sources, such as electricity
generation (including imports), and large stationary sources that emit more than
25,000 MTCOze per year have to comply with the Cap-and-Trade Program. The
program expands in 2015 to include additional sources. Covered Source is a term
used in other jurisdictions’ programs and has been included in the CITSS to support
these programs.

An Opt-in Entity, also called an Opt-in Covered Entity in the Regulation, is an entity
that voluntarily elects to participate in the Cap-and-Trade Program and surrender
allowances for each metric ton of GHGs it emits. To become an opt-in covered entity,
the entity must fall under one of the sectors covered under the Cap-and-Trade
Program, must not already be a covered entity, and must request approval from ARB’s
Executive Officer. Information on becoming an opt-in entity is available on the ARB
website under “Regulatory Guidance.” An opt-in entity is subject to all reporting,
verification, enforcement, and compliance obligations that apply to covered entities.

General Market Participant, or Voluntarily Associated Entity (VAE) - Individual or
Organization, as defined in the Regulation, is any entity (organization or an individual)
which does not meet the requirements of a Covered Entity or an Opt-in Covered Entity
and that intends to purchase, hold, sell, or voluntarily retire compliance instruments. A
VAE is not obligated to surrender any allowances or offset credits to ARB in order to
comply with the Cap-and-Trade Program. A VAE is referred to in the CITSS as a
General Market Participant, and can be any of the following:

e An entity (including an individual) that intends to purchase, hold, sell, clear, or
voluntarily retire allowances or offset credits, but is not a covered entity or an opt-
in covered entity.

e An entity operating an offset project or early action offset project that is registered
with ARB pursuant to the Regulation.

e An entity providing clearing services in which it takes only temporary possession
of compliance instruments for the purpose of clearing transactions between two
entities registered with the Cap-and-Trade Program. A qualified entity must be a
derivatives clearing organization as defined in the Commaodities Exchange Act
(7 U.S.C. 8 1a(9)) that is registered with the U.S. Commodity Futures Trading
Commission pursuant to the Commodities Exchange Act (7 U.S.C. § 7a-1(a)).

California Environmental Protection Agency
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2.0 Account Application Overview

Once an individual has an approved CITSS User ID, that individual can apply for
compliance instrument accounts in the CITSS on behalf of an entity or individual who
has authorized them to do so. The individual completing the online data entry is not
required to be a PAR or AAR on the account. Similar to CITSS User registration, the
account application involves the submittal of information electronically and completion of
additional forms and documentation. The forms are generated from the CITSS and are
provided for your convenience to submit the information.

The forms include signed original attestations from the designated AAR and PAR, and if
the entity is an organization, from an officer or director of the entity. In addition, the
applicant must provide information describing officers and directors, individuals with
voting rights, and corporate associations and corporate structure. Upon receipt of
complete electronic information and hard-copy documentation, the California Registrar
will review the account application. ARB will notify the PAR and AARs for the entity via
emalil if the application was approved or denied, or if further information is required.

Each compliance instrument account or set of accounts is subject to the following
requirements:

e The account application must be completed by a person with an active CITSS
User ID.

e Entities may designate up to five (5) Account Viewing Agents (AVA) who are
authorized to view the information in the account but not take action on the
account.

e The account application must designate one Primary Account Representative
(PAR) and at least one Alternate Account Representative (AAR). Entities may
designate up to four AARs. The PAR and AARs will act on behalf of the legal
entity and are the managers of the account(s). An individual applying for an
account as a general market participant - individual is allowed to act as both the
PAR and AAR on their account.

2.1 Account Consolidation

Per the Regulation, ARB will provide a consolidated set of accounts for entities that
have a direct corporate association with one or more additional entities participating in
the California Cap-and-Trade Program. If an entity chooses to not be part of a
consolidated set of accounts, each such entity must formally request to opt-out of the
consolidated account. Guidance and necessary forms related to consolidation of
accounts are provided on the ARB Website at: http://www.arb.ca.gov/citss.

California Environmental Protection Agency
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2.2 Preparing to Complete an Account Application

The information listed below will be needed to apply for compliance instrument accounts
in the CITSS. Program participants are encouraged to gather the listed information and
develop necessary documentation to prepare for completing a CITSS account
application:

e Legal and operating names of the entity

e Physical and mailing addresses of the entity

e California GHG emissions reporting number (covered and opt-in entities)
e Contact information (telephone numbers and email addresses)

e Incorporation number, date, and place of incorporation (if applicable)

e North American Industry Classification System (NAICS) code

e A business number assigned by a California state agency (e.g., the California
Secretary of State) if one has been assigned

e U.S. Federal Tax Employer ID Number
e Data Universal Numbering System (DUNS) number

e User Reference Codes for a Primary Account Representative (PAR) and at least
one (1) and up to four (4) Alternate Account Representatives (AAR) (must be
approved CITSS users)

e Website address, if any

Account Application Forms and Information

To complete a CITSS account application, each applicant will print three (3) forms that
are generated in the CITSS after completing the online data entry. The first form
provides a checklist and the California Registrar’s address for the individual’s reference.
The second and third forms must be completed and submitted as directed. The forms
are:

1. Account Application Checklist (for your reference)

2. Account Application with Attestation Form (review, sign, and submit)

3. Corporate Associations and Structure Form (complete, sign, and submit)
Applicants also need to submit the following information to complete the Corporate

Associations and Structure Form. Additional guidance on completing the form and a
sample completed form are available on the ARB website.

e Names and addresses of the entity’s directors and officers

e Names and contact information for persons controlling over 10 percent of voting
rights attached to the outstanding voting securities of the entity

e Description of corporate associations and parent and subsidiary companies.

California Environmental Protection Agency

€= Air Resources Board December 2012 Vol. Il - Page 9



http://www.arb.ca.gov/
file://///HQCSSSD/Branch/CCPPMB/Shared/Market%20Operations/Compliance%20Instrument%20Tracking%20System%20Service%20(CITSS)/Help%20Desk%20and%20User%20Guide%20Development/Forms%20and%20Documents%20referenced/3_corporate_associations_form.pdf
file://///HQCSSSD/Branch/CCPPMB/Shared/Market%20Operations/Compliance%20Instrument%20Tracking%20System%20Service%20(CITSS)/Help%20Desk%20and%20User%20Guide%20Development/Forms%20and%20Documents%20referenced/3_corporate_associations_form.pdf

Account Application — Online Data Entry

3.0 Completing a CITSS Account Application

Applying for CITSS accounts requires individuals with active CITSS User IDs who are
submitting an application for themselves or have been authorized to submit an account
application on behalf of a covered entity, opt-in covered entity, or a general market
participant organization, to access and complete the online portion of the account
application in the CITSS system. Forms and documentation must also be completed
and submitted. Upon receipt of complete electronic information and hard-copy
documentation, the California Registrar will review the documentation before approving
or denying the account application. ARB will notify the PAR and AARs for the entity via
emalil if the application was approved or denied, or if further information is required. If
approved, the entity’s accounts will be established.

3.1 Accessing the Account Application

To complete the electronic portion of a new CITSS Account Application, you will first log
in to the CITSS using your approved User ID and password. You will access the
account application from the User Home Page, titled “Welcome to WCI CITSS,” shown
in Figure 3.

CITSS Users can submit applications on behalf of entities that have authorized them to
do so, but the individual submitting the information is not required to be one of the
account representatives. If you are submitting an application but will not be a
representative on the accounts, the application will show in the “Account Applications”
section of your CITSS Home Page while pending, but after approval the accounts will
only be shown on the Home Pages of the account representatives.

STEP 1 On the left navigation menu, click “Account Registration” to access the
first page of the account application.

IMPORTANT: Before completing an account application for your business or
organization, please ensure that an application has not already been submitted by
another user.

Figure 3— CITSS User Home Page

‘ I I SS - Frangais + LOGGED IN AS: cjones123

Welcome to WCI CITSS

My Accounts
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3.1.1 Account Application: Account Type

The “Account Application: Jurisdiction and Account Type” screen illustrated in Figure 4
is the first screen of electronic data entry in an account application. The individual
completing the data entry will first need to identify the appropriate entity type. The three
entity types are determined based on the nature of the entity or individual’s participation
in the Cap-and-Trade Program. After completing this page, the data entry pages
become specific to the entity type.

The entity types include the following:

Covered Entity, Covered Source, and Opt-in Entity
Only California Covered Entities and Opt-in Entities will select this option. These
entities have compliance obligations, and following application approval will be
issued holding accounts and compliance accounts. Publicly owned utilities that
do not have a compliance obligation but will be receiving free allowance
allocations will also select this option.

General Market Participant — Individual
An individual who wishes to participate in the Cap-and-Trade Program through
acquiring, holding, trading, and/or retiring compliance instruments will select this
option. The individual must reside in the United States.

General Market Participant — Organization
Any business entity or organization that wishes to participate in the Cap-and-
Trade Program but is not a covered entity or an opt-in entity will select this
option. The organization must be located in the United States.

The first part of submitting an account application requires that the individual
completing the account application select the appropriate entity type for the
entity applying for a CITSS account. Itis very important that the correct entity type
be selected since the type of accounts established for each entity are dependent in part
on the entity type. For instance, compliance accounts and limited use holding accounts
can only be established for covered entities. In addition, the application screens are
different for each type of entity.

If you have any difficulty determining which type of entity to select, contact the CARB
CITSS Help Desk by email at: CACITSSHelpdesk@arb.ca.gov or by phone at: 916-324-
7659.

Please move to the appropriate section of this guide for instructions on the
electronic data entry for an account application for your specific entity type:

Section 3.2 Covered and Opt-in Entity Account Application

Section 3.3 General Market Participant - Individual Account Application

Section 3.4 General Market Participant - Organization Account Application

California Environmental Protection Agency
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3.2 Covered and Opt-in Entity Account Application

Section 3.2 is specific to completing the online data entry for an account
application for a Covered Entity or Opt-in Entity. If you are completing an account
application on behalf of a general market participant (voluntary associated entity),
please skip this section and proceed to Section 3.3 for an individual or Section 3.4 for
organizations.

All Covered Entities and Opt-in Entities must apply through the CITSS for compliance
instrument accounts to be able to hold compliance instruments. Covered Entities and
Opt-in Entities should have also completed Cap-and-Trade Program registration
through the online registration form on the ARB website by January 31, 2012 and
should also have completed CITSS account application by October 1, 2012. Data from
the January program registration and emissions reporting conducted pursuant to the
Mandatory Reporting Regulation (MRR) has been imported into the CITSS to support
account applications. All entities will need to document that the information is correct
during the account application process.

Covered Entities and Opt-in Entities must:

e Complete user registration in the CITSS (account representatives and viewing
agents);

e Complete an account application for compliance instrument account(s), meeting
all requirements and receiving approval from the California Registrar;

e Report information related to directors and officers, individuals with voting rights
and corporate associations through the account application process;

e Report any changes in information such as ownership, representatives, and
corporate associations in a timely manner, as specified in the Regulation;

e Report emissions annually under the MRR; and

e Meet their compliance obligations according to regulatory requirements.

Notes on Deadlines for Opt-in Entities

The deadlines for Opt-in Entities to complete an opt-in request form are:

e Entities wishing to opt in and receive free allocation of allowances during their
first year of participation should submit the form to the Executive Officer by
certified mail, to be received by ARB by March 1 of the calendar year preceding
the first calendar year the entity wants to participate in the program.

e For entities not intending to receive free allocation of allowances, the information
contained in the form must be submitted by November 30 of the calendar year
prior to the year it desires to voluntarily participate in the program.

California Environmental Protection Agency
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3.2.1 Account Application: Jurisdiction and Account Type

STEP 1 Select California as the Jurisdiction from the drop-down menu. Covered
entities and opt-in entities from anywhere in the United States must select
California as the jurisdiction.

STEP 2 Select Covered Entity, Covered Source, or Opt-in Entity from the Entity
Type drop-down menu.

STEP 3 Click on “Continue.”

Figure 4 — Account Application: Jurisdiction and Account Type
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Account Application: Jurisdiction and Account Type
Log Out

Home
Contact Us
My User Profile

Creating an account to hold compliance instruments in the CITSS is a multiple-step process that includes electronic registration and mailing required
ion and i to the Jurisdiction Registrar. An account must have at least two representatives, the Primary Account Representative (PAR)
and an Alternate Account Representative (AAR). These individuals must be registered users inthe CITSS.

After completing the electronic Account Application, your information will be electronically submitted to the Jurisdiction Registrar. The electronic
submission must be supported by printed copies, signed by the PAR and each AAR, and additional documents that are mailed to the Registrar for
approval. If you make your requestto the Government of Quebec, you must designate a PAR domiciled in Quebec. You will be provided instructions and
additional forms to complete the submittal of the electronic account application.

Account Registration

Transfer History

The Jurisdiction Registrar will approve or deny account applications based upon review of the account application, cerificates of representation for the
PAR and AAR, and any other documentation required by the account application process

Should you have any questions regarding completing this Account Application, you may contact the CITSS Help Desk

WCI, Inc. CITS S Help Desk:
Email: help@wci-citss.org
Phone number: 1-868-882-7561

Selectthe appropriate information below to begin the Account Application process.

Jurisdiction California -

Entity type — Select - M

— Select —

Covered Entity, Covered Source, or Opt-in Entity
General Market Participant - In
General Market Parti

2rn Climate Initiative, Inc. (Wi
Wl provide administrative and technical semvices
Cl.Inc. implementation of state and provinci =enhol a q ® A Internat
ANl rinhts resen
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3.2.2 Account Application: Entity Information

On the “Account Application: Entity Information” page (Figure 5), the User must select
either “Option A: Search for Covered Entity, Covered Source, or Opt-in Entity” or
“Option B: Start a New Covered Entity, Covered Source, or Opt-in Entity.” Data from
the MRR reporting database and the online Cap-and-Trade Program registration
completed in January 2012 has been pre-loaded into the CITSS to the greatest degree
possible to support Option A.

Figure 5 — Account Application: Entity Information
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Account Application: Entity Information

Log Out
Home
Contact Us

My User Profile

Compliance Instrument sccounts are associated with an entity such as a facility, business., or organization, each of which would typically have one general
holding account. Users can either search for am preloaded entity record or start & new applicetion for compliance instrument accounts from this page.
IMPORTANT: Eefore creating a new account, please ensure that an account for your facility, business, or organization hasn't already been created
by another user.

Account Registration Legal Name of Entity
Enter the legal name that is on record with the California Secretary of State. Legal names can be found at: http-/'kepler sos.ca gov. If this does not apply to
your enfity, please enter the operating or frade name (same walue that is requested in the following field).

Transfer History

Operating / Trade Name of Entity

Enter the name of the entity that is used for the ARE Mandatory Greenhouse Gas Emission Reporting Regulation (MRR), if applicable. If the legal name and

the operating/trade name are the same, enter that name in both fields. If you are unsure of any of the information used for reporting under MRR, please

hitp: fwww.arb ca govicolreporting/ghg -repdghg-rep. htm

Search

We may alresdy have your entity registration information preloaded in the CITSE. You can search for entities that have slready been preloaded in the CITSS
using either Legal Name or GHG |dentifier (ARB GHG Reporting I0). To check. please enter either your Legal Mame or GHG Reporting ldentifier in the
Option A fields and select Search. The GHG Reporting ID can be up to six digits. For shorter numbers, precede the ID number by zeros to fill the six digit
fiekd. e.g. 001224

If the search does not locate an existing account for your entity, you should apply for & new account by entering the information under Option B below.

Entity Information
Jurisdiction California

Entity Type Covered Entity, Covered Source, or Opt-in Entity

Option A: Search for a Covered Entity, Covered Source, or Opt-In Entity.
Legal Hame
Operating Name

GHG Emissions Reporting ID

Search

Option B: Start a new Covered Entity, Covered Source, or Opt-In Entity.
Legal Name i Jenkins Entity

Operating Name . Jenkins Entity|

Continue Back
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Entity Information — Option A

To locate an entity, you can enter the legal name, its operating name, or the ARB GHG
Emissions Reporting ID number. You can enter a partial entry, and the system will
generate a list of potential matches. If you are unsure of any of the information used for
reporting under MRR, please confirm it by checking the “Reported Emissions Data”
information at: http://www.arb.ca.gov/cc/reporting/ghg-rep/ghg-rep.htm.

STEP 1

STEP 2

STEP 3

Enter known entity data and Click on “Search.” As an example, “San
Diego” is entered into the “Legal Name” field in Figure 6 to generate a list of
potential matches. You can use any of the following:

e The legal name of the entity
e The operating name of the entity as reported in the MRR
e The GHG Emissions Reporting ID number

If a list of potential matches is provided, find the correct entity and click
on its legal name. You will automatically be directed to the next page of
data entry. You will not be able to update the legal or operating name. If your
entity’s legal or operating name have changed from that provided in the MRR
or January Program Registration, you will need to provide data under Option
B and enter the current legal and operating names for your entity.

Review the prepopulated fields. If the entity selected is incorrect, select
the back button at the bottom of the page to move back to the “Entity
Information” page.

Figure 6 — Option A: Search for a Covered Entity, Covered Source, or Opt-In

Entity
Entity Information
Jurisdiciion Califomia
Eriity Typs Covered Enlity. Cowversd Source, or Opi-in Endily

Option A: Search for a Covered Entity, Covered Source, or Opt-in Entity

Legal Hame San Déego
GHG Emissions Reportng 10
it Dby & Elect gy 004
ary D) & | P 101401
10002
5o
10139

Search
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Entity Information — Option B

Figure 7 displays the “Account Application: Entity Information” page with Option B
circled. Option B was selected with sample information inserted into the required fields
as an example. In this example, a “Legal Name” and an “Operating Name” for the entity
were entered into the fields.

STEP 1 Enter the entity’s legal name and the entity’s operating name. Enter the
name that is used for reporting under MRR, if applicable. If the legal name
and the operating name are the same, enter that name in both fields.

STEP 2 Click on the “Continue” button.

Figure 7 — Option B: Start a New Covered Entity, Covered Source, or Opt-In Entity
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WL, Inc

[RESSSSSSSSSS==S Account Application: Entity Information

Log Out
Home Compliance Instrument sccounts are associated with an entity such as a facility, business, or organization, each of which would typically have one genersl
Contact Us holding account. Users can either search for an preloaded entity record or start 2 new ication for i ir accounts from this page.
My User Profile IMPORTANT: Before creating a new account, please ensure that an account for your facility, business, or organization hasn't already been created
by another user.

Account Registration Legal Name of Entity

X Enter the legal name that is on record with the California Secretary of State. Legal names can be found at: hitp://kepler sos.ca gov. If this does not apply to
Transfer History your entity, please enter the operating or trade name (same value that is requested in the following field).

Operating ! Trade Name of Entity

Enter the name of the entity that is used for the ARB Mandatory Greenhouse Gas Emission Reporting Regulation (MRR), if applicable. If the legal name and
the operating/trade name are the same, enter that name in both fields. If you are unsure of any of the information used for reporting under MRR, please

hitp:/iwww.arb.ca govicelreporting/ghg-rep/ghg-rep. him

Search

We may already have your entity registration information preloaded in the CITSS. You can search for entities that have already been preloaded in the CITSS
using either Legal Mame or GHG Identifier (ARB GHG Reporting I0). To check, please enter sither your Legal Mame or GHG Reporting |dentifier in the
Owption A fields and select Search. The GHG Reporting ID can be up to six digits. For shorter numbers, precede the ID number by zeros to fill the six digit
field, e.g. 001224,

If the search does not locate an existing account for your entity, you should apply for s new account by entering the information under Option B below.

Entity Information
Jurisdiction California

Entity Type Covered Entity, Covered Source, or Opt-in Entity

Option A: Search for a Covered Entity, Covered Source, or Opt-ln Entity.
Legal Name
Operating Name

GHG Emissions Reporting ID

Search

Option B: Start a new Covered Entity, Covered Source, or Opt-In Entity.
Legal Name Jenkins Entity

erating Name Jenkins Emirﬂ

: Continue | | Back |
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3.2.3 Account Application: Identifiers

Figure 8 displays the “Account Application: Identifiers” page. As an example, sample
information and IDs have been entered into the required fields. As with user
registration, all required fields are identified with an asterisk (*). This page will be
partially complete if the system was able to locate an existing entity under “Option A:
Search for a Covered Entity, Covered Source, or Opt-in Entity.” In this instance, you will
need to verify that each entry is accurate, change any entries that are not accurate, and
add any data needed.

STEP 1 Select the appropriate NAICS code from the drop-down list. The North
American Industry Classification System (NAICS) is used to classify
businesses according to a type of economic activity. If your entity’s NAICS
code is not in the drop-down list, select “other.”

STEP 2 Verify or Enter the GHG Emissions Reporting ID for the Covered or Opt-
in Entity. The number can be up to six digits in length.

STEP 3 Enter the ID Number for this entity that was provided by the
incorporating agency (if the entity is incorporated). This is a required field; if
the entity is not incorporated or is a public agency, enter a zero in this field.

STEP 4 Enter the incorporation state, country, and date in the appropriate fields,
if applicable (if the entity is incorporated). These are required fields; if the
entity is not incorporated or is a public agency, then enter California as the
State, United States as the country and the current date in the date field.

STEP 5 Enter the Federal Tax Employer Identification Number. All entities must
enter this number, which is used by the Internal Revenue Service.

STEP 6 Enter the ORIS Identifier if assigned. The U.S. Energy Information Agency
(EIA) of the U.S. Department of Energy (DOE) assigns an ORIS (Office of
Regulatory Information Systems) identifier to electricity generating units (i.e.,
primarily facilities with a Standard Industrial Classification code of 4911).
Information about ORIS ID numbers is available at: www.eia.doe.gov.

STEP 7 Enter the ID Number assigned to the entity by the Secretary of State
(SOS). If a business entity is a California corporation; nonprofit; association;
limited liability company; or a general, limited, or limited liability partnership
the entity is required to register with the California SOS business office.
Although not required by the CITSS, providing this number will assist the
California Registrar and will support a rapid review of your application.

STEP 8 Enter the entity’s Data Universal Numbering System (DUNS) Number.
The DUNS number is a nine-digit number, issued by Dun & Bradstreet (D&B),
assigned to each business location in the D&B database, having a unique,
separate, and distinct operation for the purpose of identifying them.

You will not enter the Numéro d’entreprise du Québec, which is provided in
the CITSS to support other programs in other jurisdictions.

STEP 9 Click on the “Continue” button.

California Environmental Protection Agency
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Figure 8 — Account Application: Identifiers
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The Morth American Industry Classification System (NAICS) code and an ARB GHG Emissions Reporting ID are used to identify andlor classify each entity.
Additional identifiers include the Office of Regulatory Information Systems {ORIS) identifier and the Data Universal Mumbering System {(DUNS) number.

ARE GHG Reporting ID

If your entity has reported emissions in the ARB Mandstory Reporting Regulstion (MRR), the ARS GHG Emissions Reporting |0 used in the CITSS is the
same as that in MRR. The GHG Reporting ID can be up to six digits in length. For shorter numbers, precede the |10 number with zeros to fill the six digit field,
e.g. 001224 If you do not have a GHG Reporting ID you may enter all zeros in the field.

If you have not historically reported emissions under MRR or you are an opt-in entity, leave this field blank.

NAICS Code

Tha MAICE code is typically same as that used in MRR. If you have not historicslly reported emissions under MRR, are an opt-in entity, or are unsure of your

MAICS code, you can look up your entity's six digit MAICS code at hitp:/(fwww.census. gov/eos'wwawnaics.
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3.2.4 Account Application: Contact Information

The “Account Application: Contact Information” page (Figure 9) contains the fields for
entity information, including Physical Address, Mailing Address, and Entity Contact
Information. Sample entity information has been entered into the required fields in
Figure 9. If a covered entity was identified during your initial search for an entity,
information will be pre-populated. Verify all information, change any errors, and enter
any missing data.

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5
STEP 6

STEP 7

Enter or verify the physical address for the covered entity. Please use
the same physical address of the entity used for reporting under the MRR.

Enter or verify the proper mailing address for receiving information specific
to the Cap-and-Trade Program, the CITSS, and the entity’s CITSS accounts.
You can select the option of using the physical address as the mailing
address by clicking on the box prior to the Mailing Address fields.

Enter the entity contact information for general communication and to
reach account representatives regarding questions on the CITSS accounts.

Enter a phone number for a person or department that should be contacted.
Enter only numbers for phone numbers, with no spaces or dashes (-).

Enter a mobile phone number and fax number, if available.

Enter an email address that can be associated with general
communication related to the CITSS. Official notifications for account
actions will NOT be sent to this email address unless it is also associated with
an account representative.

Click on “Continue.”
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Figure 9— Account Application: Contact Information
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3.2.5 Account Application: Account Representatives

The “Account Application: Account Representatives” page (Figure 10) includes a
summary of data entered to this point in the application process and an area for data
entry of account representatives.

Once you have reached this page, the data entered will be saved. You can move
back to prior pages without losing any data. You can also change or add new data as
needed. You can exit the CITSS and return to complete the account application at a
later time. Any account applications that have not been completed will show in the
home page of the individual who entered the application under the “Account
Applications” section.

Near the top of this page are four navigation buttons: Entity Data, Contact Information,
Representatives, and Review and Submit. The text below each button, with the
exception of the “Review and Submit” button, indicates the steps you have completed
(green text) and the information you still need to complete (red text). You can use these
navigation buttons to move among the pages to enter or revise the information.

Figure 10 displays the upper portion of the “Account Application: Account
Representatives” page with the navigation buttons. At this point in the account
application, the “Representatives” button has red text below it indicating “PAR Required”
and “AAR Required.” This information is needed to complete the account application.
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Figure 10— Account Application: Account Representatives (upper portion)

Account Application: Account Representatives

Log Out

Home Account representatives are individuals with the authority to represent the entity in the CITSS and can edit entity information, propose to change

Contact Us representatives, and report the transfer of compliance instruments. Each account must have at least two representatives, the Primary Account

My User Profile Representative (PAR) and the Alternate Account Representative (AAR). The PAR and the AARs must be different individuals. You must designate one PAR
and between one and four additional AARs. Account Viewing Agents (Avis), with limited view only access to your accounts, can be assigned to an account
after the account ication has been i and by the Registrar.

B You must the account below. An account representative is identified by their unique User Reference Code obtained during
individual registration. To ensure that the correct User Reference Code has been entered, you should review the names of the PAR and the AAR on the

Transfer History Review and Submit screen

Note Regarding General Market Participants - Individuals: Individual account holders are only required to designate themselves as a PAR. For additional
account access and security, an individual account holder may optionally designate AARs.

Call your Jurisdi Help Desk for '] ing account
~ g d

Upon reaching this screen, you have the abllity to switch between the key pages required to complete account registration. The pages, represented by the
four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit The CITSS will automatically progress to each page,
but the buttons allow you to go back or skip forward as may be needed to complete or correct information. The CITSS will show completed status (¥) as
you complete the information on each page.

Atthis point, you may exit the account application process and your information will be saved, but not submitted to the Registrar. This allows you to return
at a later time to enter additional information, print documentati i ed application to the Registrar. Once the application has been
submitted e odified until the Registrar has acted upon the application

Entity Data > Contact Information | > | Representatives ] > | Review and Submit

7 Required Data Complete  Required Data Complete PAR Required

AAR Requited
Entity Information
Jurisdiction California
Entity Type Covered Entity, Covered Source, or Opt-in Entity
Legal Name Perry Plants Power
Operating Name P3 Power

Account Representatives
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Designating Account Representatives and an Alternate Contact

Figure 11 displays the lower portion of the Account Representatives page, where the
individual entering data will designate the PAR and AARs. The PAR and AARs are the
individuals with the authority to purchase, transfer, and sell compliance instruments on
behalf of the entity, and to manage the entity’s accounts. A PAR and one (1) AAR must
be designated for each entity during account application. An entity may designate up to
four (4) AARs. Individual general market participants are allowed to act as both the
PAR and the AAR on their account or designate up to 4 AARs.

All designated account representatives must be approved CITSS Users. To enter the
information for representatives, the person entering data in the CITSS will need the User
Reference Codes for each representative.

At this point in the account application, the individual entering data can also identify an
additional point of contact for the entity that is not one of the account representatives.
These are not required fields, but it may be helpful to have another individual to contact
in the event that there is a question or issue and the CITSS staff is unable to reach the
account representatives. No confidential information will be conveyed to the alternate
contact, and no emails related to compliance instruments transactions will be sent to
this email address.

STEP 1 Designate the PAR for the account(s). Select yourself as the PAR or a
different registered CITSS User by selecting the appropriate button. The
person completing the application is not required to be either the PAR or the
AAR. If you have identified another CITSS User as the PAR, enter the
12-digit User Reference Code in the appropriate field.

STEP 2 Designate the AARs for the account(s) and enter the 12-digit User
Reference Codes in the appropriate field. If you are not designated as the
PAR you can select yourself as one of the AARs by selecting the first AAR
button. If designating a different registered CITSS user(s) as the AAR(Ss),
select the second button. Individual account holders that do not want to
designate additional AARs select the second button but do not enter any User
Reference Codes.

STEP 3 Enter the name, position, phone numbers, and email address of the
additional account contact in the appropriate fields.

STEP 4 Click on “Continue” to proceed.

If an error code is displayed stating that one of the User Reference Codes entered could
not be verified, it may be that the individual’s user registration has not been approved
yet or that a typographical error was entered in the User Reference Code field. If you
are having any difficulty completing the representatives entry, contact the CARB CITSS
Help Desk by email: CACITSSHelpdesk@arb.ca.gov or phone: 916-324-7659.

NOTE: An entity can also add or change representatives and can designate up to five
(5) Account Viewing Agents after the account application has been approved.
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Figure 11— Account Application: Account Representatives (lower portion)
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Current Representative(s) <M current representatives
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Add additional Alternate Account Representative (AAR) by entering the User ID Application Reference Codes below.

User ID Application Reference DFTRVBJSHR

Code for AAR #1

User ID Application Reference I

Codle for AAR #2

User ID Application Reference

Code for ARR #3

User ID Application Reference

Code for AAR #4
Alternate Contact Person - Optional

If desired, you may also designate an additional point of contact for this account or set of accounts. The PAR and AARS will remain the primary points of
contact for any secure actions, such as transfers or changes in representatives, related to this account.

Contact First Name li
Contact Last Name li
Contact Position I—
Contact Telephone li
Contact Mobile Number [—
Contact Email Address !—

Continue
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3.2.6 Account Application: Review and Submit

The “Account Application: Review and Submit” page (Figure 12) displays the same four
(4) navigation buttons as the prior Account Representatives page, as well as the status
of data entry on each page. After the PAR and AAR have been added, the status will
indicate that the representative information was successfully added and that the
account registration is in progress, and it will display a “CITSS Entity ID.” This unique
entity ID number can be used to identify the application while in progress and will be
associated with the entity’s account(s) following approval. This page also summarizes
the information entered in the entity’s account application. Review the information
entered to ensure that it is correct.

STEP 1 Review the data. If there is a need to make any edits, select the
appropriate navigation buttons (Entity Data, Contact Information, or
Representatives) and correct the information. NOTE: If you navigate to
another page and make changes, you will need to click on “Continue” at the
bottom of the page where you have entered changes for those changes to be
saved.

STEP 2 When the data entry is complete, return to the Review and Submit page
by either clicking “Continue” on all prior pages or clicking on the
“Review and Submit” button at the top of any page.

STEP 3 Click the “Submit Application” button located at the bottom of the page.
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Figure 12 — Account Application: Review and Submit
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Account Application: Review and Submit

Log Out
Home
Contact Us
My User Profile

© Representative information successfuly added

d Date

Ceommen TG

Account Registration Reasiratonin Procress 2012-10-08

Transfer History Upon reaching this screen, you have the ability to the key complete The page: bythe
four buttons below, are Entity Data, ¥ progs :
butthe buttons allow you to go back or skip forward as may be needed fo camplete The CITSS will status (v) as

you complets the information on each page.

Atthis point, you may exitthe account application process and your information will be saved, but not submitted to the Registrar. This allows you to return
atalater time to enter additanal infomation, print documentation, and submitthe completed application to the Registrar. Once the application has been
submitted 10 the Registrar, it cannot be modified ntilthe Registrar has acted upon the application.

Entitypata | > [ Contact ] > | | > [ Review and submit ]

¥ Required Data Complete. ¥ Required Data Complete v PaR

< AnR

‘This screen summarizes the information entered to create an account.

CITSS Extity 1D
Legal Name
Operating Naime

Cca1021
Perty Plants Power

Jurisdiction

Entity Type. Covered Entity, Covered Source, o Opt-in Entity
NAICS Code 000000 Otner or Notin This List

Entity Status Registration in Progress

Created by Perry Plants

Date Created 2012-10-09

Entity Identification

GHG Emissions Reporting ID 123456

1D Number Assigned by the 123456

California Sectetary of State

U.S. Federal Tax Employer 123456

Identification Number (EIN)

10 Number Assigned by 123456
Incorporating Agency

Incotpot ation Province of State California
Incorpotation Country United States
Date of Incorporation 2012-10-09
DUNS Number 123456
ORIS Number 123456
Numéro dentreprise du Ouéhec 123456
Physical Address

Address Line 1 123 Main 8t
Address Line 2

city Any Town
Province of State California
Postcode or Zip Code 123456789
Country United States
Mailing Address

Address Line 1 123 Main 5t
Address Line 2

city Any Town
Province or State California
Postcode of Zip Code 12345-6789
Country United States
Entity Contact Information

Telephone 1234567890
Telephone Extension

Mobile phone

Facsimile Number

E peryplants@sra-deveom

Website Address

Account Representatives
Primary Account Represer

Atternate Account
Representative(s)

Perry Plants, Union Pacific

Jerry Jenkins, Union Pacific

Alternate Contact Person - Optional

Contact First Hame
Contact Last Name
Contact Position
Contact Telephone
Contact Mobile Number
Contact Email Address

[[submit apptication | ¢

esten Climate Initiative, Inc. (WCI, Inc.) is a non-profit corporation
v and tachnical services to support the
n of state and provincial greenhouse gas emissions

trading programs
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3.2.7 Account Application: Terms and Conditions

The “Account Application: Terms and Conditions” page (Figure 13) contains the Terms
and Conditions that must be accepted prior to submitting the electronic portion of the
account application.

STEP 1 Read the Terms and Conditions statement on this page.

STEP 2 To accept the Terms and Conditions, re-enter your password in the
Password field. This entry is required, and you will not be able to submit the
application without re-entering your password.

STEP 3 Click the “Submit Application” button.

At this point, the online submittal of information for an account application for a
covered entity or opt-in entity has been completed.
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Figure 13— Account Application: Terms and Conditions

‘ I I SS English - Francais - LOGGED IN AS: jienkins
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Account Application: Terms and Conditions
Log Out
Home
Contact Us Please read the following terms and conditions, enter your password and click Submit Application to submit your application for review
My User Profile * = Required field
A t Registrati By clicking the Submit Application button, | certify under penalty of perury under the laws of the State of California that the statements and information
SRR R submitted to ARB are true, accurate, and complete. | consent to the jurisdiction of the State of Califormia and its courts for purposes of enforcement of the
_ laws, rules and regulations, including but not limited to those pertaining to title 17, arficle 5, sections 95800 et seq., and | am aware that there are significant
Transfer History penalties for submitting false statements and information or omitting required statements and information.
Password T —

e (o] (=)

@
Email - An email confirmation will be sent to the user and the assigned account
representative(s) indicating that the account application was successfully submitted.
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3.2.8 Account Application Submitted

The “Account Application Submitted” page (Figure 14) will be displayed after the Terms
and Conditions have been accepted and indicates that the electronic data entry portion
of your account application has been submitted to the California Registrar. The
“Account Application Submitted” page includes the 6-character Entity Code (e.g., CA-
1000) specific to your submitted account application (circled on Figure 14).

To complete the account application, the required forms that are accessed from the
navigation buttons on this page need to be printed, completed, and submitted to the
California Registrar. The address is provided on the Account Application Checklist

Figure 14 highlights the navigation buttons that access the forms - the (1) Account
Application Checklist, (2) Account Application with Attestations Form, and (3) Corporate
Associations and Structure Form. The Account Application Checklist provides a
summary of the information that must be completed and the address of the California
Registrar. The Account Application with Attestations Form and the Corporate
Associations and Structure Form must be completed, signed, and mailed to the
California Registrar along with any additional documentation used to provide the
information described on the Corporate Associations and Structure Form. Each
account applicant, regardless of entity type, must provide the information contained in,
the Account Application with Attestations Form, and the Corporate Associations and
Structure Form to the California Registrar.

REMINDER: The individual who completed the online portion of the account
application will be able to return to the CITSS to print these forms if you exit the
CITSS at this time. Guidance to help you complete the Corporate Associations and
Structure Form and blank copies of these forms are available on the ARB website. DO
NOT submit forms using the blank forms prior to submitting the online portion of the
CITSS account application.

STEP 1 Click on each Form Button. Each form opens in a new browser tab.

STEP 2 Print each Form and then return to the Account Application Submitted
page by navigating back to the original browser tab where the Registration
Submitted page is displayed. You can do this by either closing the tab that
displays the form or clicking on the tab for the Registration Submitted page.

STEP 3 Continue until all forms have been printed.
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Figure 14— Account Application Submitted
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Account Application Submitted

Log Out
Home
Contact Us @ Account application submitted successfully. An e-mail confirmation has been sent for your submitted application.

My User Profile
Your application for an account has been electronically submitted to the Jurisdiction Registrar. Your application has been g€8igned CITSS Entity ID CA1000.

R T Please keep this number in a safe place as it is the unique identifier of your account application.

You have successfully submitted your Account Application online to the CITSS, but you aren't finished yet.

Transfer History Creating a compliance instrument account in the CITSS is a multiple-step process that includes both electronic submission and mailing of required information
to the Jurisdiction Registrar. The forms below are provided for your convenience to submit the information. Print and mail the Account Application Checklist
the completed Account Application with Aftestations Form and the pleted Corporate Associations and Structure Form to the Jurisdiction Registrar. You

- must provide original signatures on the Account Application with Attestations Form and the Corporate Associations and Structure Form. If you do not want to
.| usethe forms that are provided for your convenience, you may submit the required information in a letter, with signatures, and mail to the address provided in

the Account Application Checklist. If the information provided is inaccurate or incomplete, or the Jurisdiction Registrar cannot verify receipt of all hard copy
documents, your account application will be denied.

The following butfons open a new browser window or tab with the forms that must be printed and mailed to the Junisdiction Registrar. Print each of these
forms using your browser print function. After printing, you should close the window / tab (not your browser) fo refum fo this page.

1. Account Application 2. Account Application with 3. Corporate Associations
Checklist Attestations Form and Structure Form

Should you have any questions regarding your Account Application, you may contact the CITSS Help Desk for your Jurisdiction.

California Help Desk:
Email: CACITSSHelpDesk@arb.ca.gov
Phone number: 916-324-7659

Upon review of the submitted materials, the Jurisdiction Registrar will send an email to the email address you have registered in CITSS notifying you of
approval, denial, or pending status of your account application

Instructions to assist you as you complete the required forms are provided in
Section 3.5 of this volume of the User Guide. Please move forward to Section 3.5
now.
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3.3 General Market Participant - Individual Account Application

Section 3.3 is specific to the data entry required to complete an account
application for individuals who will act as general market participants.

General Market Participants:

Must complete user registration in the CITSS (account representatives and
viewing agents);

Must complete an account application for compliance instrument account(s),
meeting all requirements and receiving approval from the California Registrar;
Must report any changes in information such as representatives, and
corporate associations in a timely manner, as specified in the Regulation;

May hold compliance instruments in a holding account; and

May transfer compliance instruments according to all established policies and
procedures.
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3.3.1 Account Application: Jurisdiction and Account Type

STEP 1 Select California as the Jurisdiction from the drop-down menu. General
Market Participants are applying to participate in California’s program and
therefore select California.

STEP 2 Select the Entity Type from the drop-down menu. Individuals applying for
an account for their own use, not on behalf of an organization, select general
market participant — individual.

STEP 3 Click on “Continue.”

Figure 15 — Account Application: Jurisdiction and Account Type

English - Francais + LOGGED IN AS: jjenkins

Account Application: Jurisdiction and Account Type
Log Out

Home

Creating an account to hold compliance instruments in the CITSS is a multiple-step process that includes electrenic registration and mailing required
My User Profile i

inf ion and ions to the Jurisdiction Registrar. An account must have at least ftwo representatives, the Primary Account Representative (PAR) and
an Alternate Account Representative (AAR). These individuals must be registered users in the CITSS

Account Registration After completing the electronic Account Application, your information will be electronically submitted to the Jurisdiction Registrar. The electronic submission

must be supported by printed copies, signed by the PAR and each AAR, and additional decuments that are mailed to the Registrar for approval. If you make
your request to the Government of Quebec, you must designate a PAR domiciled in Quebec. You will be provided instructions and additional forms to
complete the submittal of the electronic account application.

The Jurisdiction Registrar will approve or deny account applications based upon review of the account application, certificates of representation for the PAR
and AAR. and any other documentation required by the account application process

Should you have any questions regarding completing this Account Application, you may contact the CITSS Help Desk for your Jurisdiction.

California Help Desk:
Email: CACITSSHelpDesk@arb.ca.gov
Phone number: 916-324-7659

Select the appropriate information below to begin the Account Application process.

Jurisdiction * | califomia []
Entity type *

Covered Entity, Covered Source, or Opt-in Entity
General Market Participant - Individual
General Market Participant - Organization

Continue
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3.3.2 Account Application: Additional Information

The “Account Application: Additional Information” page shown in Figure 16 is specific to
a General Market Participant — Individual account application.

STEP 1 Select the appropriate button to identify the use of the compliance
instrument account. “Commercial use” is selected if the account will be
used in the course of business activities, such as activity conducted by an
independent broker.

“Personal use” should be selected if you intend to acquire, transfer, and/or retire
compliance instruments as an individual for your own investment or other
purposes.

STEP 2 Select a classification for yourself from the available options. The
classification should be related to the purpose for the compliance accounts for
which you are applying. Offset Project Verifiers are ineligible for compliance
accounts.

STEP 3 If you select “Other,” you must enter more detail in the data field below
the button.

STEP 4 Click on “Continue.”
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Figure 16 — Account Application: Additional Information

W(Cl,Inc

English =« Francais = LOGGED IN AS:

Log Out

Home

Contact Us

My User Profile

Account Registration

Transfer History

WCl, Inc.

Account Application: Additional Information

General Market Participant accounts can be opened for a facility, business, organization, or natural person who are not covered entities. Before creating a
new account, please ensure that an account for your facility, business, organization, or natural person hasn't already been created by another user.

Entity Information
Jurisdiction California

Entity Type General Market Participant - Individual

What is the purpose of this account? *

Commercial use

Personal use

How would you classify yourseliz *

() Authorized Project Designee

() Offset Project Operator
() Offset Project Verifier
(@) Other (Please specify)

a non-prafit corporation formed
to vort the
implementation of & d provincial greenhou: ns trading ® temational, Inc
programs Sp———

California Envir | Protection Agency

©E Air Resources Board December 2012 Vol. Il - Page 35


http://www.arb.ca.gov/

Account Application - General Market Participant (Individual)

3.3.3 Account Application: Contact Information

The “Account Application: Contact Information” page (Figure 17) will be pre-populated
with the information provided during User Registration. In the example, the CITSS User
has selected the option to have the mailing address the same as the physical address
during User Registration, and that is repeated in the account application.

STEP 1

STEP 2
STEP 2

STEP 3

STEP 4

STEP 5
STEP 6

STEP 7

Review the pre-populated data. Enter any changes necessary for the
account(s).

Enter or verify the physical address for the individual.

Enter or verify the proper mailing address for receiving information specific
to the Cap-and-Trade Program, the CITSS, and the individual’s CITSS
accounts. You can select the option of using the physical address as the
mailing address by clicking on the box prior to the Mailing Address fields.

Enter additional contact information for general communication and to
reach account representatives regarding questions on the CITSS accounts.

Enter a phone number for a person or department that should be contacted.
Enter only numbers for phone numbers, with no spaces or dashes (-).

Enter a mobile phone number and fax number, if available.

Enter an email address that can be associated with general
communication related to the CITSS. The pre-populated email will be the
one associated with the individual during user registration. If the email is
changed from the pre-populated one, official notifications for account actions
will not be sent to that email address unless it is also associated with an
account representative.

Click on “Continue.”
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Figure 17— Account Application: Contact Information
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Account Application: Contact Information
Log Out
Home
Contact Us
My User Profile

Entity Information
Account Registration

Jurisdiction California
5 Entity Type General Market Participant - Individual
Transfer History
Legal Name Chris Jones

Physical Address

~ If applicable, please use the same physical address of the entity used for reporting under MRR.

Address Line 1 100 Main Street

Address Line 2

City - Anytown

Province or State - California -
Postcode or Zip Code * 90000

Country “ United States +

Mailing Address
Enter the address that you would like mail correspondence sent fo.

Is the mailing address the same (=]
as the physical address?
"

Address Line 1 200 Industry Way

Address Line 2

City © Downtown

Province or State - California M
Postcode or Zip Code * ew00 0

Country “ United States +

Entity Contact Information
Enter any additional contact information here for the entity

Telephone © 9163247659
Telephone Extension

Mobile phone 9163247600
Facsimile Number

E-mail Address “ cjones@email com

Website Address

Western Climate Initiative, on-profit corporation formed
to provide i to support the
WCl, Inc. implementation of vine > > frading SO
% p—
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3.3.4 Account Application: Account Representatives

The “Account Application: Account Representatives” page (Figure 18) includes a
summary of data entered to this point in the application process and an area for data
entry of account representatives.

Once you have reached this page, the data entered will be saved. You can move
back to prior pages without losing any data. You can also change or add new data as
needed. You can exit the CITSS and return to complete the account application at a
later time. Any account applications that have not been completed will show in the
home page of the individual who entered the application under the “Account
Applications” section.

Near the top of this page are four navigation buttons: Entity Data, Contact Information,
Representatives, and Review and Submit. The text below each button, with the
exception of the “Review and Submit” button, indicates the steps you have completed
(green text) and the information you still need to complete (red text). You can use these
navigation buttons to move among the pages to enter or revise the information. Figure
18 displays the upper portion of the “Account Application: Account Representatives”
page with the navigation buttons. At this point in the account application, the
‘Representatives” button has red text below it, indicating “PAR Required”. This
information is needed to complete the account application.
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Figure 18— Account Application: Account Representatives

CITSS

e e e e e AL

e e

Account Application: Account Representatives

Log Out

Home Account representatives are individuals with the authority to representthe entity in the CITSS and can edit entity information, propose to change

Contact Us representatives, and report the transfer of compliance instruments. Each account must have at least two representatives, the Primary Account

My User Profile Representative (PAR) and the Alternate Account Representative (AAR). The PAR and the AARs must be different individuals. You must designate one PAR

and between one and four additional AARs. Account Viewing Agents (AVAs), with limited view only access to your accounts, can be assigned to an account

Account Registration after the account application has been submitted and approved by the Jurisdiction Registrar.

You must designate the account representatives below. An account representative is identified by their unique User Reference Code obtained during
Transfer History individual registration. To ensure thatthe correct User Reference Code has been entered, you should review the names of the PAR and the AAR on the
Review and Submit screen

Mote Regarding General Market Participants - Individuals: Individual account holders are only required to designate themselves as a PAR. For additional
account access and security, an individual account holder may optionally designate AARs

= Call your Jurisdiction Help Desk for regarding i ing accountr

Upon reaching this screen, you have the ability to switch between the key pages required to complete account registration. The pages, represented by the
four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit. The CITSS will automatically progress to each page,
but the buttons allow you to go back or skip forward as may be needed to complete or correct information. The CITSS will show completed status (v) as
you complete the information on each page.

Atthis point, you may exitthe account application process and your information will be saved, but not submitted to the Registrar. This allows you to return
at a |ater time to enter additional information, print documentation, and submit the completed application to the Registrar. Once the application has been
submitted to the Regi &

Entity Data | > ‘ Contact Information ‘ > | Representatives | > | Review and Submit

+ Required Dsta Gomplete + Required Date Complete PAR Required

Entity Infermation

Jurisdiction California
Entity Type General Market Participant - Individual
Legal Name Chris Jones

Account Representatives
Primary Account Representative (Required)
Current Representative =No current representative=

Assign Primary Account
Representative

am the Primary Account Representative (PAR).
elect a different registered user as the Primary Account Representative (PAR). Enter the User ID
Application Reference Code below.

User ID Application Reference
Code for PAR
Alternate Account Representative(s)

Current Representative(s) <No current representatives

Assign Alternate Account
Representative

am one of the Alternate Account Representatives (AAR).
am not an Alternate Account R , or | am an individual account holder and do not wish to add
an Alternate Account Representative.

Add additional Alternate Account Representative (AAR) by entering the User ID Application Reference Codes below.

User ID Application Reference
Code for AAR #1

User ID Application Reference
Code for AAR #2

User ID Application Reference
Code for AAR #3

User ID Application Reference
Code for AAR #4

Alternate Contact Person - Optional

If desired, you may also designate an additional point of contact for this account or set of accounts. The PAR and AARs will remain the primary points of
contact for any secure actions, such as transfers or changes in representatives, related to this account.

Contact First Name
Contact Last Name
Contact Position
Contact Telephone
Contact Mobile Number

Contact Email Address

2rn Climate Initiative
to provide admi and technic pportthe

WG, Inc. implementation of state and provincial greenho ons trading A International, Inc
programs All rinhts rasanvad
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Designating Account Representatives and an Alternate Contact

Figure 19 again displays the Account Representatives page where the individual
entering data will designate the PAR and AARs. The PAR and AARs are the individuals
with the authority to purchase, transfer, and sell compliance instruments on behalf of the
entity, and to manage the entity’s accounts. Individual general market participants are
allowed to act as both the PAR and the AAR on their account. The individual may
designate up to four (4) AARs.

All designated account representatives must be approved CITSS Users. To enter the
information for representatives, the individual will need the User Reference Codes for
each representative.

At this point in the account application, the individual entering data can also identify an
additional point of contact for the entity that is not one of the account representatives.
These are not required fields, but it may be helpful to have another individual to contact
in the event that there is a question or issue and the CITSS staff is unable to reach the
account representatives. No confidential information will be conveyed to the alternate
contact, and no emails related to compliance instruments transactions will be sent to
this email address.

STEP 1 Designate the PAR for the account(s). Select yourself as the PAR by
selecting the appropriate button.

STEP 2 Individuals account holders that do not want to designate additional
AARs select the second button but do not enter any User Reference
Codes. If desired, designate one or more AARs for the account(s) and
enter the 12-digit User Reference Codes in the appropriate field.

STEP 3 Enter the name, position, phone numbers, and email address of the
additional account contact in the appropriate fields.

STEP 4 Click on “Continue” to proceed.

If an error code is displayed stating that one of the User Reference Codes entered could
not be verified, it may be that the individual’s user registration has not been approved
yet or that a typographical error was entered in the User Reference Code field. If you
are having any difficulty completing the representatives entry, contact the CARB CITSS
Help Desk by email: CACITSSHelpdesk@arb.ca.gov or phone at: 916-324-7659.

NOTE: An individual can also add or change representatives after the account
application has been approved. An entity can designate up to five (5) Account Viewing
Agents (AVA) after an account application has been approved.

California Environmental Protection Agency

Vol. Il. - Page 40 December 2012 ©E Air Resources Board



http://www.arb.ca.gov/
mailto:CACITSSHelpdesk@arb.ca.gov

Account Application - General Market Participant (Individual)

Figure 19— Account Application: Account Representatives (lower portion)
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Account Application: Account Representatives
Log Out
Home Account representatives are individuals with the authority to represent the entity in the CITSS and can edit entity information, propose to change
Contact Us representatives, and report the transfer of compliance instruments. Each account must have at least two representatives, the Primary Account
My User Profile Representative (PAR) and the Alternate Account Representative (AAR). The PAR and the AARs must be different individuals. You must designate one PAR
and between one and four additional AARs. Account Viewing Agents (AVAs), with limited view only access to your accounts, can be assigned to an account
Account Registration after the account application has been submitted and approved by the Jurisdiction Registrar,
You must the account r below. An account representative is identified by their unique User Reference Code obtained during
Transfer History individual registration. To ensure that the correct User Reference Code has been entered, you should review the names of the PAR and the AAR on the
Review and Submit screen
Mote Regarding General Market Participants - Individuals: Individual account holders are only required to designate themselves as a PAR. For additional
account access and security, an individual account holder may optionally designate AARS

= Call your Jurisdiction Help Desk for questions regarding designating account representatives.

Upon reaching this screen, you have the ability to switch between the key pages required to complete account registration. The pages, represented by the
four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit. The CITSS will automatically progress to each page,
but the buttons allow you to go back or skip forward as may be needed to complete or correct information. The CITSS will show completed status (v) as
you complete the information on each page

Atthis point, you may exit the account application process and your information will be saved, but not submitted to the Registrar. This allows you to return
at a later time to enter additional information, print docur , and submit the 1to the Registrar. Once the application has been
submitted to the Registrar, it cannot be modified until the Reagistrar has acted upon the application.

Entity Data ‘ > | Contact Information | > | Representatives | > ‘ Review and Submit

 Required Date Gomplete  Required Data Gomplete PAR Required

Entity Information

Jurisdiction California
Entity Type General Market Participant - Individual
Legal Name Chris Jones

Account Representatives
Primary Account Representative (Required)

Current Representative <MNo current representative=

Assign Primary Account
Representative

| am the Primary Account Representative (PAR).
Select a different registered user as the Primary Account Representative (PAR). Enter the User ID
Application Reference Code below.

User ID Application Reference
Code for PAR

Alternate Account Representative(s)

Current Representative(s) =No current representative=

Assign Alternate Account | am one of the Alternate Account Representatives (A4R)

Representative @ ] am not an Alternate Account Representative, or | am an individual account holder and do not wish to add
an Alternate Account Representative!

Add iti Alts ite Account ive (AAR) by entering the User ID Application Reference Codes below.

User ID Application Reference
Code for AAR#1

User ID Application Reference
Code for AAR #2

User ID Application Reference
Code for AAR#3

User ID Application Reference
Code for AAR #4

Alternate Contact Person - Optional

If desired, you may also designate an additional point of contact for this account or set of accounts. The PAR and AARs will remain the primary points of
contact for any secure actions, such as transfers or changes in representatives, related to this account.

Contact First Name Francis |
Contact Last Name Smith
Contact Position Adminstrative Assistant
Contact Telephone 9161112222

Contact Mobile Number

Contact Email Address |

festern Climate Initi
to provide admin

'WC, Inc.

® 2012 SRA Intenational, Inc.
All rinhis resered

prograr
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3.3.5 Account Application: Review and Submit

The “Account Application: Review and Submit” page (Figure 20) displays the same four
(4) navigation buttons as the prior Account Representatives page, as well as the status
of data entry on each page. After the PAR has been added, the status will indicate that
the representative information was successfully added and that the account registration
is in progress, and it will display a “CITSS Entity ID.” This unique entity ID number can
be used to identify the application while in progress and will be associated with the
entity’s account(s) following approval. This page also summarizes the information
entered in the individual's account application. Review the information entered to
ensure that it is correct.

STEP 1 Review the data. If there is a need to make any edits, select the
appropriate navigation buttons (Entity Data, Contact Information, or
Representatives) and correct the information. NOTE: If you navigate to
another page and make changes, you will need to click on “Continue” at the
bottom of the page where you have entered changes for those changes to be
saved.

STEP 2 When the data entry is complete, return to the Review and Submit page
by either clicking “Continue” on all prior pages or clicking on the
“Review and Submit” button at the top of any page.

STEP 3 Click the “Submit Application” button located at the bottom of the page.
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Figure 20 — Account Application: Review and Submit

@ CITSS

CRR P L PP 0000000000000000707700 7 A P OO OO OO PO PP SIS 0000000 £ 000000 O S PPPPO0E

Account Application: Review and Submit

Log Out
Home
Contact Us @ Representative information successfully added.
Registration in Progress 2012-12-12
Account Registration
Transfer History Upan reaching this screen, you have the ability to switch betwaen the key pages required to complete account registration. The pages, represented by the

four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit. The CITSS will automatically progress to each page,

butthe buttons allow you to go back or skip forward as may be needed to complete or correct information. The CITSS will show completed status (v) as

you complete the information on each page.

~ Atthis point, you may exitthe account 1 process and your will be saved, but not submitied ta the Registrar. This allows you to retum
at a |ater ime to enter additional information, print documentation, and submit the completed application to the Registrar. Once the application has been

submitted to the Registrar, it cannot be modified until the Registrar has acted upon the application.

Entity Data ‘ > ‘Conta(t[niormation | > ‘ Representatives ‘ > | Review and Submit

+ Required Dats Complete + Required Data Complete v PAR

n summarizes the information entered to create an account

CITSS Entity ID CA1018

Legal Name Chris Jones

Jurisdiction California

Entity Type General Market Participant - Individual
Purpose Personal use

Individual Type Individual - member of the public

Individual Type (Other)

Entity Status Registration in Progress
Created by Chris Jones
Date Created 2012-12-12

Physical Address

Address Line 1 100 Main Street
Address Line 2

City Anytown
Province or State California
Postcode or Zip Code 90000
Country United States

Mailing Address

Address Line 1 200 Industry Way
Address Line 2

City Downtown
Province or State California
Postcode or Zip Code 91000

Country United States

Entity Contact Information

Telephone 9163247659
Telephone Extension

Mobile phone 9163247600
Facsimile Number

E-mail Address cjones@email com
Website Address

Account Representatives

Primary Account Representative Chris Jones, ABC Corporation
Alternate Account <No current
(s)

Alternate Contact Person - Optional

Contact First Name Francis

Contact Last Name Smith

Contact Position Adminsirative Assistant
Contact Telephone 9161112222

Contact Mobile Number

Contact Email Address

tion formed

WCl, Inc ons trading ® A International, Inc

All rieh: -
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3.3.6 Account Application: Terms and Conditions

The “Account Application: Terms and Conditions” page (Figure 21) contains the Terms
and Conditions that must be accepted prior to submitting the electronic portion of the
account application.

STEP 1 Read the Terms and Conditions statement on this page.

STEP 2 To accept the Terms and Conditions, re-enter your password in the
Password field. This entry is required, and you will not be able to submit the
application without re-entering your password.

STEP 3 Click the “Submit Application” button.

At this point, the online submittal of information for an account application for a
General Market Participant — Individual has been completed.
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Figure 21— Account Application: Terms and Conditions

WCl, Inc English - Frangais - LOGGED IN AS: cjo

Account Application: Terms and Conditions

Log Out

Home Please read the following terms and conditions, enter your password and click Submit Application to submit your application for review.
Contact Us

My User Profile

*=Required field
By clicking the Submit Appiication button, | centify under penalty of perjury under the laws of the State of California that the statements and information
Account Registration submitted to ARB are true, accurate, and complete. | consent to the jurisdiction of the State of California and its courts for purposes of enforcement of the
laws, rules and regulations, including but not limited to those pertaining to titie 17, article 5, sections 95800 et seq., and | am aware that there are
significant . ifting false statements and || itting required statements and information.

Transfer History

assword

Submit Application | ‘ Ccancel |

Western Climate Initiative, E rofit corporation formed
to provide a c ort the

implementation of state and provi ] ] sions trading International, Inc

Sp——

@
Email - An email confirmation will be sent to the CITSS User submitting the account
application and the assigned account representative(s) indicating that the account
application was successfully submitted.
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3.3.7 Account Application Submitted

The “Account Application Submitted” page (Figure 22) will be displayed after the Terms
and Conditions have been accepted and indicates that the electronic data entry portion
of your account application has been submitted to the California Registrar. The
“Account Application Submitted” page includes the 6-character Entity ID (e.g., CA-1001)
specific to your submitted account application (circled on Figure 22).

To complete the account application, the required forms that are accessed from the
navigation buttons on this page need to be printed, completed, and submitted to the
California Registrar. The address is provided on the Account Application Checklist.

Figure 22 highlights the navigation buttons that access the forms - the (1) Account
Application Checklist, (2) Account Application with Attestations Form, and (3) Corporate
Associations and Structure Form. The Account Application Checklist provides a
summary of the information that must be completed and the address of the California
Registrar. The Account Application with Attestations Form and the Corporate
Associations and Structure Form must be completed, signed, and mailed to the
California Registrar along with any additional documentation used to provide the
information described on the Corporate Associations and Structure Form. Each
account applicant, regardless of entity type, must provide the information contained in,
the Account Application with Attestations Form, and the Corporate Associations and
Structure Form to the California Registrar.

REMINDER: The individual who completed the online portion of the account
application will be able to return to the CITSS to print these forms if you exit the
CITSS at this time.

Guidance to help you complete the Corporate Associations and Structure Form and
blank copies of these forms are available on the ARB website. DO NOT submit forms
using the blank forms prior to submitting the online portion of the CITSS account
application.

STEP 1 Click on each Form Button. Each form opens in a new browser tab.

STEP 2 Print each Form and then return to the Account Application Submitted
page by navigating back to the original browser tab where the Registration
Submitted page is displayed. You can do this by either closing the tab that
displays the form or clicking on the tab for the Registration Submitted page.

STEP 3 Continue until all forms have been printed.
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Figure 22— Account Application Submitted

English = Frangais * LOGGEDINAS: cjonesi23

Account Application Submitted

Home

TS @ Acoount application submitted successfully. An e-mail confirmation has been sent for your submitted application

Wy User Profile
“Your spplication for an sceount has been electronically submitted to the Jurisdiction Registrar. Your application has tgp sssigned CITSS Entity ID CA1018.
Please keep this number in a safe place ss it is the unique identifier of your account spplication

Account Registration

“You have your Account Appl online to the GITSS, but you aren't finished yet
Transfer History Cresting = complisnce instrument sccount in the CITSS is & multiple-step process that includes both electronic submission and mailing of required information

to the Jurisdiction Registrar. The forms below are provided for your convenience to submit the infermation. Print and mail the Acocunt Application Chedilist, the
completed Account Application with Atteststions Form and the completed Corperate Associstions snd Structure Form to the Jurisdiction Registrar. You must
provide criginal signatures on the Account Application with Attestations Form and the Corporate Associations and Structure Form. If you do not want to use the

forms that are provided for your you in & letter, with signatures, and mail to the address provided in the
Account Application Chediist. If the information provided is inaccurate of incemplete, or the Jurisdiction Registrar cannot verity receipt of all hard copy

documents, your account application will be denied

The following buik PFer 120 vAIth the foms i jgirr Print ssch of these foms

WO your browser print function. After printing, you should close the window / tab (ot your browser to retum to this page

MUzt B2 PNNTES Sng e z

3. Corporate iations and
Structure Form

1. Account Application 2. Account Application with
Checklist Attestations Form

Should you have any questions regarding your Account Application, you may contact the CITSS Help Desk

WICI, Inc. CITSS Help Desk:
Email: help@wei-citss.crg
Phone number: 1-888-682-7581

Upon review of the submitted materials, the Jurisdiction Registrar will send an email to the email address you have registered in CITSS notifying you of
=pproval, denial, o pending status of your sccount spplication

Important Reminder: You must print, complete, sign, and mail in the
Account Application Checklist, the Account Application with Attestations
Form and the Corporate Associations and Structure Form, or remit the
same required information in a letter, in order to obtain a compliance
instrument account in the CITSS.

Western Climate Initistive, Inc. (WCI, nan-profit corporation formed
to provide administrative and techni £s to support the

implementstion of state and provincial greenhouse gas emissians trading
programs.

Instructions to assist you as you complete the required forms are provided in
Section 3.5 of this volume of the User Guide. Please move forward to Section 3.5
now.
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3.4 General Market Participant - Organization Account Application

Section 3.4 is specific to the data entry required to complete an account
application for organizations that will act as general market participants.

General Market Participants:

e Must complete user registration in the CITSS (Account Representatives and
Account Viewing Agents);

e Must complete an account application for a compliance instrument account,
meeting all requirements and receiving approval from the California Registrar;

e Must report information related to directors and officers, individuals with
voting rights and corporate associations through the account application
process;

e Must report any changes in information such as ownership, representatives,
and corporate associations in a timely manner, as specified in the Regulation;

e May hold compliance instruments in a holding account; and

e May transfer compliance instruments according to all established policies and
procedures.

NOTES:

If the entity applying for accounts will be an exchange clearing service provider, the
entity must apply as a general market participant organization and select Clearing
Service Provider on the second data entry screen (see Figure 24) to be eligible to
receive an exchange clearing account. An exchange clearing service provider is an
entity that will only take temporary possession of compliance instruments for the
purpose of clearing transactions between two entities registered with the Cap-and-
Trade Program. Per the Regulation, a qualified entity must be a derivatives clearing
organization as defined in the Commodities Exchange Act (7 U.S.C. § 1a(9)) that is
registered with the U.S. Commodity Futures Trading Commission pursuant to the
Commodities Exchange Act (7 U.S.C. § 7a-1(a)). Exchange clearing service providers
receive Exchange Clearing Service Accounts only and do not receive General
Accounts.
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3.4.1 Account Application: Jurisdiction and Account Type

STEP 1 Select California as the Jurisdiction from the drop-down menu. General
Market Participants are applying to participate in California’s program and
therefore select California.

STEP 2 Select the Entity Type from the drop-down menu.
STEP 3 Click on “Continue.”

Figure 23 — Account Application: Jurisdiction and Account Type

English = Francais + LOGGED IN AS: cjones123

fre— Account Application: Jurisdiction and Account Type
Log Out
Home Creating an account to hold compliance instruments in the CITSS is a multiple-step process thatincludes electronic registration and mailing required
ContactUs information and attestations to the Jurisdiction Registrar. An account must have atleast two representatives, the Primary Account Representative (PAR)
My User Profile and an Alternate Account Representative (AAR). These individuals must be registered users in the CITSS.

After completing the electronic Account Application, your information will be electronically submitted to the Jurisdiction Registrar. The electronic
submission must be supported by printed copies, signed by the PAR and each AAR, and additional documents that are mailed to the Registrar for
approval. If you make your reguest to the Government of Quebec, you must designate a PAR domiciled in Quebec. You will be provided instructions and
Transfer History additional forms to complete the submittal of the electronic account application.

Account Registration

The Jurisdiction Registrar will approve or deny account applications based upon review of the account application, certificates of representation for the
PAR and AAR, and any other documentation required by the account application process.

e ! Should you have any questions regarding completing this Account Application, you may contact the CITSS Help Desk.

WCI, Inc. CITSS Help Desk:
Email: help@wci-citss.org
Phone number: 1-866-682-7561

Select the appropriate information below to begin the Account Application process.

Jurisdiction © California -
Entity type *

‘Western Climate Initiative, Inc. (WCH, Inc.) is
to provide administrative and technical s
WCl, Inc implementation of state and provincial greenhou

programs
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3.4.2 Account Application: Additional Information

On the “Account Application: Additional Information” page that is specific to General
Market Participants that are Organizations (Figure 24), the user must provide a legal
name and identify the type of organization.

STEP 1 Enter the Legal Name of the organization as listed on official documents
such as Secretary of State business documents.

STEP 2 Select the appropriate button to identify the type of organization.
Multiple entries are not allowed. If more than one entry describes your
organization, choose the most descriptive. For instance, a nonprofit
corporation would choose Non-profit, not Corporation. If the entity applying
for accounts will be an exchange clearing service provider, the entity must
select Clearing Service Provider to be eligible to receive an exchange
clearing account.

STEP 3 If you select “Other,” you must enter more detail in the data field below
the button.

STEP 4 Click on “Continue.”
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Figure 24— Account Application: Additional Information

English + Frangais

re— Account Application: Additional Information

Log Out
fam= General Market Participant accounts can be opened for a facility, business, organization, or natural person who are not covered entities. Before
ContactUs eating & new sccount, plesse ensure that an acoount for your facility, business, organization, or natural person hasn't already been oested by
Wy User Profile another user

Account Registration

Transfer History Entity Information
Jurisdiction Californis
Entity Type General Market Participent - Organization

California Non Profit &

Operating Hame ™

Califernia Nen Profit &4

Type of Organization *
() Academic
(@ Authorized Project Designee
() Brokerage/Investment Firm
() Charitable Trust
(0 Clearing Service Frovider
© Company
© Corporation
(0 Early Action Offset Program
(O Early Action Offset Froject Operator
(©) General Partnership
(D Government
@ Limited Partnesship
(0 Mon Govemmental Organization
@ Non-Profit
(©) Offset Project Operator
() Offset Project Registry
O Vesification Body
() Other (Flease specify below)
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3.4.3 Account Application: Identifiers

The “Account Application: Identifiers” page for a General Market Participant -
Organization (Figure 25) requires that information used to identify the organization be
entered. As with User ID registration, all required fields are identified with an asterisk
(*). In the figure, sample information and IDs were entered into the fields.

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

STEP 6

STEP 7

Enter the ID Number for this entity that was provided by the
incorporating agency (if the entity is incorporated). This is a required field; if
the entity is not incorporated or is a public agency, enter a zero in this field.

Enter the incorporation state, country, and date in the appropriate fields,
if applicable (if the entity is incorporated). These are required fields; if the
entity is not incorporated or is a public agency then enter California as the
State, United States as the country and the current date in the date field.

Enter the Federal Tax Employer Identification Number. All entities must
enter this number, which is used by the Internal Revenue Service.

Enter the ORIS Identifier if assigned. The U.S. Energy Information Agency
(EIA) of the U.S. Department of Energy (DOE) assigns an ORIS (Office of
Regulatory Information Systems) identifier to electricity generating units (i.e.,
primarily facilities with a Standard Industrial Classification code of 4911).
Information about ORIS ID numbers is available at: www.eia.doe.gov.

Enter the ID Number assigned to the entity by the Secretary of State
(SOS). If a business entity is a California corporation; nonprofit; association;
limited liability company; or a general, limited, or limited liability partnership
the entity is required to register with the California SOS business office.
Although not required by the CITSS, providing this number will assist the
California Registrar and will support a rapid review of your application.

Enter the entity’s Data Universal Numbering System (DUNS) Number.
The DUNS number is a nine-digit number, issued by Dun & Bradstreet (D&B),
assigned to each business location in the D&B database, having a unique,
separate, and distinct operation for the purpose of identifying them.

You will not enter the Numéro d’entreprise du Québec, which is provided in
the CITSS to support other programs in other jurisdictions.

Click on the “Continue” button.
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Figure 25— Account Application: Identifiers

B CITSS

Frangais = LOGGED IN AS: cjo

Account Application: Identifiers
Log Out
Home
ContactUs Entity Information
My User Profile o .
Jurisdiction California
Account Registration Entity Type General Market Participant - Organization
Legal Name California Non Profit A
Transfer History Operating Name California Non Profit A
Identifiers and Registration Codes

[
ID Number Assigned by *

Incorporating Agency
Incorporation Province or State ™ - Select - -
Incorporation Country * -- Select — -

Date of Incorporation 12 = December = 2012 -

U.S. Federal Tax Employer
Identification Number (EIN)

ORIS Humber
Numéro d'entreprise du Québec

ID Number Assigned by the
California Secretary of State

DUNS Number

Western Climate Initiative, | 1on-profit corporation formed
to provide admin a upport the
implementation of state and provincial greenhous s emissions trading
programs.

‘WCl, Inc

International. Inc.
hts resenved
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3.4.4 Account Application: Contact Information

The “Account Application: Contact Information” page (Figure 26) includes address and
contact information for the entity. Sample information has been entered in the figure.

STEP 1
STEP 2

STEP 3

STEP 4

STEP 5
STEP 6

STEP 7

Enter the physical address for the entity.

Enter the proper mailing address for receiving information specific to the
Cap-and-Trade Program, the CITSS, and the entity’s CITSS accounts. You
can select the option of using the physical address as the mailing address by
clicking on the box prior to the Mailing Address fields.

Enter the entity contact information for general communication and to
reach account representatives regarding questions on the CITSS accounts.

Enter a phone number for a person or department that should be contacted.
Enter only numbers for phone numbers, with no spaces or dashes (-).

Enter a mobile phone number and fax number, if available.

Enter an email address that can be associated with general
communication related to the CITSS. Official notifications for account
actions will NOT be sent to this email address unless it is also associated with
an account representative.

Click on “Continue.”

California Environmental Protection Agency

Vol. Il. - Page 54 December 2012 G= Air Resources Board


http://www.arb.ca.gov/

Account Application - General Market Participant (Organization)

Figure 26 — Account Application: Contact Information

English - Francais - LOGGED IN AS: cjol

Log Out

Home

Contact Us

My User Profile

Entity Information
Account Registration

Jurisdiction California
Entity Type General Market Participant - Organization
Transfer History
Legal Name California Mon Profit A
Operating Name California Mon Profit A
If applicable, please use the same physical address of the entity used for reporting under MRR.
Address Line 1 " 100 Charity Way

Address Line 2

City Anytown

Province or State - California v
Postcode or Zip Code “ 90000

Country * United States ~

Mailing Address
Enter the address that you would like mail correspondence sentto.

Is the mailing address the same =]
as the physical address?
Address Line 1 " PO Box 200

Address Line 2

City Anytown

Province or State - California M
Postcode or Zip Code © 90000-200

Country © United States =

Entity Contact Information
Enter any additional contact information here for the entity.

Telephone © 9162002000
Telephone Extension

Mobile phone

Facsimile Number

E-mail Address " nonprofita@email com|

Website Address

‘Western Climate Initiative, 2 non-profit corporation formed
to provid upport the
WCl,Inc implementation of state a h ons trading A Internaticnal, Inc.
; -
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3.4.5 Account Application: Account Representatives

The “Account Application: Account Representatives” page (Figure 27) includes a
summary of data entered to this point in the application process and an area for data
entry of account representatives.

Once you have reached this page, the data entered will be saved. You can move
back to prior pages without losing any data. You can also change or add new data as
needed. You can exit the CITSS and return to complete the account application at a
later time. Any account applications that have not been completed will show in the
home page of the individual who entered the application under the “Account
Applications” section.

Near the top of this page are four navigation buttons: Entity Data, Contact Information,
Representatives, and Review and Submit. The text below each button, with the
exception of the “Review and Submit” button, indicates the steps you have completed
(green text) and the information you still need to complete (red text). You can use these
navigation buttons to move among the pages to enter or revise the information. Figure
28 displays the upper portion of the “Account Application: Account Representatives”
page with the navigation buttons. At this point in the account application, the
“‘Representatives” button has red text below it indicating “PAR Required” and “AAR
Required.” This information is needed to complete the account application.
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Figure 27— Account Application: Account Representatives

Account Application: Account Representatives

Log Out

Home Account representatives are individuals with the authority to represent the entity in the CITSS and can edit entity information, propose to change

Contact Us representatives, and report the transfer of compliance instruments. Each account must have at least two representatives, the Primary Account

My User Profile Representative (PAR) and the Alternate Account Representative (AAR). The PAR and the AARs must be different individuals. You must designate one PAR
and between one and four additional AARs. Account Viewing Agents (AVAs), with limited view only access to your accounts, can be assigned o an account

Account Registration after the account application has been submitted and approved by the Jurisdiction Registrar.

“You must designate the account representatives below. An account representative is identified by their unique User Reference Code obtained during
Transfer History individual registration. To ensure that the correct User Reference Code has been entered, you should review the names ofthe PAR and the AAR on the
Review and Submit screen

Mote Regarding General Market Participants - Individuals: Individual account holders are enly required to designate themselves as a PAR. For additional
account access and security, an individual account holder may optionally designate AARs

= Call your Jurisdiction Help Desk for regarding i ing accountr

Upon reaching this screen, you have the ability to switch between the key pages required to complete account registration. The pages, represented by the
four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit. The CITSS will automatically progress to each page,
butthe buttons allow you to go back or skip forward as may be needed to complete or correct information. The CITSS will show completed status (+) as
you complete the 10N each

At this poi exit the account application process and your information will be saved, but not submitted to the Registrar. s you to return
rtime to enter additional information, print documentation, and submit the completed application to the Registrar. Once the applicatiol
submitted to the Registrar, it cannot be modified until the Registrar has acted upon the application.

Entity Data | b4 ‘ Contact Information ‘ > | Representatives | b4 | Review and Submit

+ Required Dats Complete + Required Dats Complets PAR Required

AAR Required

Entity Information

Jurisdiction California

Entity Type General Market Participant - Organization
Legal Hame California Non Profit A

Operating Name California Non Profit A

Account Representatives
Primary Account Representative (Required)

Current Representative =No current representative=

Assign Primary Account
Representative

| am the Primary Account Representative (PAR).
Select a different registered user as the Primary Account Representative (PAR). Enter the User ID
Application Reference Code below.

User ID Application Reference
Code for PAR

Alternate Account Representative(s)

Current Representative(s) <Na current representatives=

Assign Alternate Account | am one ofthe Alternate Account Representatives (AAR).

Representative (@ 1am not an Alternate Account Representative, or | am an individual account holder and do not wish to add
an Alternate Account Representative.

Add itie Account ive (AAR) by entering the User ID Application Reference Codes below.

User ID Application Reference ™

Code for AAR#1

User ID Application Reference
Code for AAR#2

User ID Application Reference
Code for AAR#3

User ID Application Reference
Code for AAR #4

Alternate Contact Person - Optional

If desired, you may also designate an additional point of contact for this account or set of accounts. The PAR and AARs will remain the primary points of
contact for any secure actions, such as transfers or changes in representatives, related fo this account

Contact First Name
Contact Last Name
Contact Position
Contact Telephone
Contact Mobile Number

Contact Email Address

Western Climate Initiative, Inc. (WCI, Inc.) is a non-profit corporation formed
to provide administrative and technical services to support the
implementation of state and provincial green! se gas emissions trading L 12 SRA International, Inc.

WC|, Inc.

Al rinhts rasarved

programs
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Designating Account Representatives and an Alternate Contact

Figure 28 displays the lower section of the Account Representatives page where the
individual entering data will designate the PAR and AARs. The PAR and AARs are the
individuals with the authority to purchase, transfer, and sell compliance instruments on
behalf of the entity, and to manage the entity’s accounts. A PAR and one (1) AAR must
be designated for each entity during account application. An entity may designate up to
four (4) AARs.

All designated account representatives must be approved CITSS Users. To enter the
information for representatives, the person entering data in the CITSS will need the User
Reference Codes for each representative.

At this point in the account application, the individual entering data can also identify an
additional point of contact for the entity that is not one of the account representatives.
These are not required fields, but it may be helpful to have another individual to contact
in the event that there is a question or issue and the CITSS staff is unable to reach the
account representatives. No confidential information will be conveyed to the alternate
contact, and no emails related to compliance instruments transactions will be sent to
this email address.

STEP 1 Designate the PAR for the account(s). Select yourself as the PAR or a
different registered CITSS User by selecting the appropriate button. The
person completing the application is not required to be either the PAR or the
AAR. If you have identified another CITSS User as the PAR, enter the
12-digit User Reference Code in the appropriate field.

STEP 2 Designate the AARs for the account(s) and enter the 12-digit User
Reference Codes in the appropriate field. If you are not designated as the
PAR you can select yourself as one of the AARs by selecting the first AAR
button. If designating a different registered CITSS user(s) as the AAR(Ss),
select the second button. Individual account holders that do not want to
designate additional AARs select the second button but do not enter any User
Reference Codes.

STEP 3 Enter the name, position, phone numbers, and email address of the
additional account contact in the appropriate fields.

STEP 4 Click on “Continue” to proceed.

If an error code is displayed stating that one of the User Reference Codes entered could
not be verified, it may be that the individual’s user registration has not been approved
yet or that a typographical error was entered in the User Reference Code field. If you
are having any difficulty completing the representatives entry, contact the CARB CITSS
Help Desk by email: CACITSSHelpdesk@arb.ca.gov or phone: 916-324-7659.

NOTE: An entity can also add or change representatives and can designate up to five
(5) Account Viewing Agents after the account application has been approved.
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Figure 28— Account Application: Account Representatives

Account Application: Account Representatives

Log Out

Home Account representatives are individuals with the authority to represent the entity in the CITSS and can edit entity information, propose to change

Contact Us representatives, and report the transfer of compliance instruments. Each account must have at least two representatives, the Primary Account

My User Profile Representative (PAR) and the Alternate Account Representative (AAR). The PAR and the AARs must be different individuals. You must designate one PAR
and between one and four additional AARs. Account Viewing Agents (AVAs), with limited view only access to your accounts, can be assigned o an account

Account Registration after the account application has been submitted and approved by the Jurisdiction Registrar.

“You must designate the account representatives below. An account representative is identified by their unique User Reference Code obtained during
Transfer History individual registration. To ensure that the correct User Reference Code has been entered, you should review the names ofthe PAR and the AAR on the
Review and Submit screen

Mote Regarding General Market Participants - Individuals: Individual account holders are enly required to designate themselves as a PAR. For additional
account access and security, an individual account holder may optionally designate AARs

= Call your Jurisdiction Help Desk for regarding i ing accountr

Upon reaching this screen, you have the ability to switch between the key pages required to complete account registration. The pages, represented by the
four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit. The CITSS will automatically progress to each page,
butthe buttons allow you to go back or skip forward as may be needed to complete or correct information. The CITSS will show completed status (+) as
you complete the information on each page.

At this point, you may exit the account application process and your information will be saved, but not submitted to the Registrar. This allows you to return
atalatertime to enter additional information, print documentation, and submit the completed application to the Registrar. Once the application has been
submitted to the Registrar ¥ i

Entity Data | b4 ‘ Contact Information ‘ > | Representatives | b4 | Review and Submit
+ Required Data Complate + Required Data Complate PAR Required
AAR Required

Entity Information
Jurisdiction California
Entity Type General Market Participant - Organization
Legal Hame California Non Profit A
Operating Name California Non Profit A

Account Representatives
Primary Account Representative (Required)
Current Representative =No current representative=

Assign Primary Account am the Primary Account Representative (PAR).
Representative ) Select a different registered user as the Primary Account Representative (PAR). Enter the User ID
Application Reference Code below.

User ID Application Reference
Code for PAR

Alternate Account Representative(s)

Current Representative(s) =No current representative=
Assign Alternate Account @ 1am one ofthe Alternate Account Representatives (AAR).
Representative am not an Alternate Account Representative, or | am an individual account holder and do not wish to add

an Alternate Account Representative.

Add additional Alternate Account Representative (AAR) by entering the User ID Application Reference Codes below.

User ID Application Reference - JKDFTRVEJSHR
Code for AAR#1

User ID Application Reference
Code for AAR #2

User ID Application Reference
Code for AAR#3

User ID Application Reference
Code for AAR #4

Alternate Contact Person - Optional

If desired, you may also designate an additional point of contact for this account or set of accounts. The PAR and AARs will remain the primary points of
contact for any secure actions, such as transfers or changes in representatives, related to this account

Contact First Name Lee

Contact Last Name Smith

Contact Position Administrative Assistant
Contact Telephone 9163003000

Contact Mobile Number

Western Climate Initiative, Inc. (WCI, Inc.) is a non-profit corporation formed
to provide administrative and technical services to support the

WClInc implementation of state and provincial greenhouse gas emissions trading ©:2012 SRA Intemational. Inc,

Al rinhts racarvad
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3.4.6 Account Application: Review and Submit

The “Account Application: Review and Submit” page (Figure 29) displays the same four
(4) navigation buttons as the prior Account Representatives page, as well as the status
of data entry on each page. After the PAR and AAR have been added, the status will
indicate that the representative information was successfully added and that the
account registration is in progress, and it will display a “CITSS Entity ID.” This unique
entity ID number can be used to identify the application while in progress and will be
associated with the entity’s account(s) following approval. This page also summarizes
the information entered in the entity’s account application. Review the information
entered to ensure that it is correct.

STEP 1 Review the data. If there is a need to make any edits, select the
appropriate navigation buttons (Entity Data, Contact Information, or
Representatives) and correct the information. NOTE: If you navigate to
another page and make changes, you will need to click on “Continue” at the
bottom of the page where you have entered changes for those changes to be
saved.

STEP 2 When the data entry is complete, return to the Review and Submit page
by either clicking “Continue” on all prior pages or clicking on the
“Review and Submit” button at the top of any page.

STEP 3 Click the “Submit Application” button located at the bottom of the page.
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Figure 29 — Account Application: Review and Submit

English « Frangais = LOGGED IN AS:

Account Application: Review and Submit
Log Out

Home

ContactUs @ Representative information successiully added.

s o]

Registration in Progress 2012-12-12
Account Registration

Transfer History Upon reaching this screen, you have ihe ability to switch between the key pages required to complete account registration. The pages, represented oy the
four buttons below, are Entity Data, Contact Information, Representatives, and Review and Submit. The CITSS will automatically progress to each page,
butthe buttons allow you to go back or skip forward as may be needed to complete of correct information. The CITSS will show completed status () as
you complete the information on each page

Atthis point, you may exit the account application process and your information will be saved, but not submitied to the Registrar. This allows you to return
ata later time to enter additianal information, print documentation, and submit the completed application to the Registrar. Once the application has been
submittedto the Registrar, it cannot be modified unl the Registrar has acted upon the application

Entity Data ‘ > | Contact Information ‘ 4 | Representatives ‘ 4 | Review and Submit
« Required Data Complete + Required Dats Complete v PAR
v AR

This screen summarizes the information entered to create an account

CITSS Entity ID CA1019

Legal Name California Non Profit A

Operating Name California Non Profit A

Jurisdiction California

Entity Type General Market Participant - Organization
Organization Type Non-Profit

Organization Type (Other)

Entity Status Registration in Progress

Created by Chris Jones

Date Created 2012-12-12

Entity Identification

U.S. Federal Tax Employer 123456789
Identification Number (EIN)

DUNS Humber 123456789
1D Number Assigned by 123456
Incorporating Agency

Incorporation Province or State California
Incorporation Country United States
Date of Incorporation 1800-01-01
1D Number Assigned by the 123456

California Secretary of State

Physical Address

Address Line 1 100 Charity Way
Address Line 2

City Anytown
Province or State California
Postcode or Zip Code. 20000

Country United States

Mailing Address

Address Line 1 PO Box 200
Address Line 2

City Anytown
Province or State California
Postcode or Zip Code. 90000-200
Country United States

Entity Contact Information

Telephone 9162002000
Telephone Extension

Mobile phone

Facsimile Number

E-mail Address nonprofita@email com
Website Address

Account Representatives
Primary Account Representative Chris Jones, ABC Corporation

Alternate Account Representative  Jerry Jenkins, Union Pacific
(s)

Alternate Contact Person - Optional

Contact First Name. Lee
Contact Last Name Smith
Contact Position Administrative Assistant

Contact Telephone
Contact Mobile Number 9162002000
Contact Email Address

Submit ion | [ cancel

Western a E (v a non-profit corporation farmed

to prov i

WClInc. implementation of state and provincia g e =A Infermational, Inc.
pro 5
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3.4.7 Account Application: Terms and Conditions

The “Account Application: Terms and Conditions” page (Figure 30) contains the Terms
and Conditions that must be accepted prior to submitting the electronic portion of the
account application.

STEP 1 Read the Terms and Conditions statement on this page.

STEP 2 To accept the Terms and Conditions, re-enter your password in the
Password field. This entry is required, and you will not be able to submit the
application without re-entering your password.

STEP 3 Click the “Submit Application” button.

At this point, the online submittal of information for an account application for a
General Market Participant - Organization has been completed.
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Figure 30— Account Application: Terms and Conditions

WCl, Inc

Log Out

Home

Contact Us

My User Profile

Account Registration

Transfer History

Account Application: Terms and Conditions

Please read the following terms and conditions, enter your password and click Submit Application to submit your application for review

By clicking the Submit Application button, | certify under penailty of perjury under the laws of the State of California that the statements and information
submitted to ARB are true, accurate, and complete. [ consent to the jurisdiction of the State of California and its courts for purposes of enforcement of the
laws, rules and reguiations, including but not limited to those pertaining to title 17, article 5, sections 95800 et seq., and [ am aware that there are
significant pe; : ired statements and information

Password

Submit Application | | Cancel ‘

Western Climate Initiativ Cl, Inc.
to provide admini: d tech
implementation of state and provinciz
programs

@j

representative(s)

Email - An email confirmation will be sent to the user and the assigned account

indicating that the account application was successfully submitted.
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3.4.8 Account Application Submitted

The “Account Application Submitted” page (Figure 31) will be displayed after the Terms
and Conditions have been accepted and indicates that the electronic data entry portion
of your account application has been submitted to the California Registrar. The
“Account Application Submitted” page includes the 6-character Entity Code (e.g., CA-
1019) specific to your submitted account application (circled on Figure 31).

To complete the account application, the required forms that are accessed from the
navigation buttons on this page need to be printed, completed, and submitted to the
California Registrar. The address is provided on the Account Application Checklist.

Figure 31 highlights the navigation buttons that access the forms - the (1) Account
Application Checklist, (2) Account Application with Attestations Form, and (3) Corporate
Associations and Structure Form. The Account Application Checklist provides a
summary of the information that must be completed and the address of the California
Registrar. The Account Application with Attestations Form and the Corporate
Associations and Structure Form must be completed, signed, and mailed to the
California Registrar along with any additional documentation used to provide the
information described on the Corporate Associations and Structure Form. Each
account applicant, regardless of entity type, must provide the information contained in,
the Account Application with Attestations Form, and the Corporate Associations and
Structure Form to the California Registrar.

REMINDER: The individual who completed the online portion of the account
application will be able to return to the CITSS to print these forms if you exit the
CITSS at this time.

Guidance to help you complete the Corporate Associations and Structure Form and
blank copies of these forms are available on the ARB website. DO NOT submit forms
using the blank forms prior to submitting the online portion of the CITSS account
application.

STEP 1 Click on each Form Button. Each form opens in a new browser tab.

STEP 2 Print each Form and then return to the Account Application Submitted
page by navigating back to the original browser tab where the Registration
Submitted page is displayed. You can do this by either closing the tab that
displays the form or clicking on the tab for the Registration Submitted page.

STEP 3 Continue until all forms have been printed.
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Figure 31— Account Application Submitted

English + Frangais * LOGGEDINAS: cjonesi23

Account Application Submitted
Log Out
Home
Contact Us
My User Profile

@ Account spplication submitted successfully. An e-mail confirmation has been sent for your submitted application.

=Mnggsigned CITSS Entity ID CA1019.

“Your application for an scoount has been itted o the Jurisdiction Registrar. Your application has b

Please keep this number in a safe place s it is the unique identifier of your account epplication
Account Registration
“You have successfully submitted your Account Application online to the CITSS, but you aren't finished yet.

Transfer History Creating a complisnce instrument account in the CITSS is & multiple-step process that indudes both electronic submission and mailing of required informstion
to the Jurisdiction Registrar. The forms below are provided for your to submit the i Print and mail the Acoount Application Chedklist, the
Account ion with Form snd the Corporste istions and Structure Form to the Jurisdiction Registrar. You must
provide ariginal si on the Account ion with Form and the Corporate Associstions and Structure Form. If you do not want to use the

forms that are provided for your convenience, you may submit the required information in a letter, with signatures, and mail to the address provided in the:
Account Application Chedidlist. If the i provided is or i or the Jurisdiction Registrar cannot vesify receipt of all hard copy

documents, your account application will be denied.

en

The following buttons L ibedunizdiction Registrar. Frint each of theze forms

weer print function. After printing, you should close the window / tab (not your browser fo refum to this page.

3. Corporate Associations and

Structure Form

1. Account Application 2, Account Application with
Checklist Attestations Form

Should you have any questions regarding your Account Application, you may contact the CITSS Help Desk

WGI, Ine. CITSS Help Desk:
Email: help@wei-citss org
Phone number: 1-888-882-7581

Upon review of the submitted materials, the Jurisdiction Registrar will send an email to the email address you have registered in CITSS notifying you of
spproval, denial, or pending status of your account application.

Important Reminder: You must print, complete, sign, and mail in the
Account Application Checklist, the Account Application with Attestations
Form and the Corporate Associations and Structure Form, or remit the
same required information in a letter, in order to obtain a compliance
instrument account in the CITSS.

Western Climate Initiative, Inc. (WG,
to provide administrative and
WCl Inc implementaticn of state and proving
programs

Instructions to assist you as you complete the required forms are provided in
Section 3.5 of this volume of the User Guide. Please move forward to Section 3.5
now.
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3.5 Completing Account Application Forms and Documentation

Completing an account application for compliance instrument accounts is a multi-step
process that includes both electronic submission and mailing of required hard-copy
information to the California Registrar. The Registrar will not review this application until
all forms and documentation have been received and verified to be complete. The
forms provided at the end of the electronic data entry on the page titled “Account
Application Submitted” (Figure 32) are provided for your convenience, to submit the
required information. If an applicant does not want to use the forms that are provided,
that applicant may submit the required information in a letter, with original signatures.

3.5.1 Account Application Checklist

The first of the three forms is the #1 Account Application Checklist. Figure 30 is an
example of the printed version of this form. A sample Account Application Checklist is
located in Appendix A.

e The Account Application Checklist provides a reference of the documents that
must be completed and the mailing address for submitting all forms and
documentation.

e The Account Application Checklist includes the 6-character Entity Code assigned
to your account application. The Entity Code will be associated with your
accounts after approval.
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Figure 32— Account Application Checklist

CITES Account Application Checklist Page 1 of1

' I I SS Compliance Ingtrument
Tracking System Servcs

#1 Account Application Checklist

Frird s form (page) wsirg your droneer admt Brociion. Ater prrling, oo shoed cliose s wirdow Stah ol yoor Aowsen] o
et o dhe CITSS goplcadion whem you oan selkeot the prirt wirdows Brithe Accoum Aoplication Checlilist, Accownt
Apoleation Fom , ard e Copoae Assocd shons amd Shuohue Fom .

CITSS Entity (D

Tofinish wour aceount regist ation, vou must complete the follaning steps:

D Frirt the Account Application Chedilist

D Frirt the Account Application with Attestations Form

D Complete the Additional Information Required section of the Application Farm
D Provide the ariginal signature of the Primary Account Representative
D Frovide the original signature of the Altern ate Account Representative

D Provide the ariginal signature of a Director or Officer of the Entity
D Frirtthe Corporate Association and Structure Form

D Complete each applicable s edtion of the Form

D Frovide the original signature of the Primary Account Representative or Albernate Account Representative

D i ail all of the abowe materiaks o the Jurisdiction Registrar at the address below.

btzil the completed forms to:
California ARB
Atin: The CITSS Account Registration
4001 | Street, Gth Floor
Sacramento, CA 95314

Upaon review of the submitted materiate, the Jurisdiction Registrar will send an emailte the PAR and AARs registered in CITSS
notifying them of approval, denial, or pending status of account application. Ater receiving approval from the Jurisdiction
Registrar, the PAR and AAR= will be able to access compliance istrument account(s).

Reule b 262012
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3.5.2 Account Application with Attestations

Figure 33 displays #2 Account Application with Attestations, that the applicant will print,
sign, and mail to the California Registrar. Signature lines for this form are located in
Section 3.0 Primary Account Representative (PAR) Attestation; Section 4.0 Alternate
Account Representative (AAR) Attestation; and Section 5.0 Entity Director or Officer
Attestation. Access to a sample Account Application with Attestations form is available
in Appendix A.

Blank copies of all forms are provided on the ARB website at:
http://www.arb.ca.gov/citss.

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

STEP 6

STEP 7

Review the information in Section 1.0 of the form, CITSS Account
Application Information, which is a summary of the data provided
electronically in the CITSS. If any errors are identified, such as
typographical errors, you can line through the entry on the form, enter the
correct information to the right, and date and initial your entry.

Complete Section 2.0. All compliance instrument accounts are required to
have at least one representative with a primary residence address in
California; or, if none of the account representatives have a primary residence
address in California, then an agent for service of process located in
California must be designated.

The PAR designated on this account application must read and sign the
attestation contained in Section 3.0. An original signature is required.

The AAR(s) designated on this account application must read and sign
the attestation contained in Section 4.0. An original signhature is
required from each individual.

Complete Section 5.0 by checking the applicable box indicating if the
application is being submitted for an organization or an individual
account holder.

If the application is being submitted on behalf of an organization,
provide the name and signature of a Director or Officer for your
organization.

Once the form is complete, store it securely while the remaining
information is completed. You may wish to maintain copies of this form for
your records, but only original signatures can be accepted by the California
Registrar.
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Figure 33— Account Application with Attestations

CITSS Account Application with Attestations Page 10f §
I Compliance Instrument
Tracking System Service
#2 Account Application with Attestations
Print this farm (page) using your browser print functicn. After printing, you shauld close this window/ab fnot your browser) (o
refum to the CITSS application where you can select the pint windews for the Account Application Checkilst, Account k2ofs
Application Form, and the Corporate Associations Form,
CITSS Entity ID:
This form shows the information you have entered o complete account registration in the CITSS and includes the attestation
page for the PAR, sach AAR, and a Dirsctor or Officer of your Enity, You must print and mail the Account Application
Checklist, the completed Account Application with Attestations Farm, and the Corporate Assaciations and Structure Form to
the Jurisdielion Regisirar, Yeu mus! provide original signalures of the PAR, each AAR, and a Direclor or Officer of your Enlity
on this Account Application with Aftestations. Form, |f the information provided is inaccurate or incomplete, or the Jurisdiction
Reqistrar cannot verify recsipt of al| hard copy documents, the account application will be denied,
Upon review of the submitted materials, the Jurisdiction Registrar will send an email ta the PAR and AARs ragistered in the
CITSS notifying them of approval, denial, or pending status of the account application, After receiving approval from the 30l
Jurisdiction Registrar, the PAR and AARs will be able to access the compliance instrument account{s).
Section 1.0 CITSS Account Application Information
CITSS Entity ID
Legal Mame
Operating Name
Entity Type
NAICS Code
Entity Status edols
Created by
Date Created
prial
Entity ldentification
GHG Emissions Reporting |D Page 5 of 5
ID Number Assigned by
Incorparating Agency
Province or State
Incorparation Country -
Date of Incorperation —
U.S, Federal Tax Employer
Identification Number (EIN)
Hon boiow. If you
Alternate Contact Person - Optional {a recponaible
bersans listed
Contact First Name foresentative/s)
familiar "
Contact Last Name riaining to tiie
biaily
Contact Position d an the State
Contact Telephene junder
e i 17,
aining o
ments
i
jwho have
representative or the allemate aceount representative, as applicable, by an agreement that is binding on all persons who have 4
an ownarship interest with raspact fo compliance instruments held in the account, | certify that | have all the necessary such
authority to camy out the duties and responsibilitiss contained in titls 17, articie 5, sections 95800 ef seq. on behalf of such by any
persons and that each such person shall be fully bound by my representations, actions, inections, or submissions and by any
order or decision issued to me by the accounts administrator of a court regarding the account
Title:
Section 5,0 Entity Director or Officer Attestation
CITSS Entity ID
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3.5.3 Corporate Associations and Structure Form

Figure 34 displays the #3 Corporate Associations and Structure Form, the third of the
forms that the applicant must print, complete, have appropriately signed, and submit to
the California Registrar. Guidance on completing this form, blank copies of this form,
and a sample completed form are located in Appendix A and on the ARB website at:
http://www.arb.ca.gov/citss.

STEP 1

STEP 2

STEP 3

STEP 4

Complete Section 1.0, Name and Addresses of Your Entity’s Directors
and Officers. Identify if the account is for an individual or organization by
selecting the appropriate checkbox. If the account application is for a General
Market Participant — Individual, move to Section 2.0. If the account
application is for an organization, complete the table of officers and directors.
If additional space is needed, you may attach additional pages to this form.

Complete Section 2.0, Names and Address of Persons with Voting
Rights. If the applicant is either an individual account holder or an entity with
no persons controlling over 10 percent of the voting rights attached to the
outstanding voting securities, indicate this in the checkboxes and move to
Section 3. The table will be completed with the name, title, and mailing
address of all individuals controlling over 10 percent of the voting rights
attached to the outstanding voting securities of the entity that is applying for
accounts.

Complete Section 3.0, Overview of Your Company’s Corporate
Associations. Select the checkbox to best describe the nature of any
corporate associations. If the account application is for an individual or an
organization with no disclosable corporate associations, then proceed to
Section 4.0. If the applicant is an entity or individual with corporate
associations that are disclosable under section 95833 of the Regulation, then
each subsection of this section must be completed. Refer to ARB’s Cap-and-
Trade Program website at
http://www.arb.ca.gov/cc/capandtrade/capandtrade.htm for a copy of the
Regulation and Regulation Guidance documents. Refer to the Corporate
Associations Guidance Document and Sample Form for assistance
completing this section.

Complete Section 4.0 by providing the date completed and the name,
employer, title, and original signature of either the PAR or the AAR
designated on the account application. All applicants must complete this
section.
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Figure 34 — Corporate Associations and Structure Form

CITSS Corporate Assodiation Form Pagelofe

Compliance Instrument
Tracking System Service

#3 Corporate Associations and Structure Form

Print this fonm (page) Using Yiour browssr pHint function. After printing, you shoukd Close this window/ta b (ot your browsst) 1o retumn to the GITSS application whete you can ssisct
the print windows for the Account Applicstion Checklist, Account Application with Attestations Form, and the Corporate Assaciations and Structure Form

CITSS Entity ID:

Entity Type:

Legal Name:

Entities registering for CITSS must disclose corporate structure and ownership information. Entities must also disclose corporate associations with other registered and
non-registered entities and sufficiently e xplain these disclosed associations. Section 95833 of the California Cap-and-Trade Regulation provides a description of what
constitutes a corporate association. At minimum, Sections 1,2,3, and 4 of this form must be completed and must be included in your mail-in account application submission

If you have questions regarding the camplation of this form, please visit the website listed or contact the Help Desk at 316-324-7859 or CACITSSHe IpDesk@arb.ca. gov for of6
assistance.
Sample completed farms, additional guidance, and electronic versions of this form can be found here niry)
hitp: furvw: arb. ca i htrm
Section 1.0 Name and Addresses of Your Entity's Directors and Officers
Please check the applicable box below.
a 11 am applying for accounts for an arganization of 6
] 2| am applying for accounts as an individual account holder or natural persan
Ifyou selected option 1, disciose the names and addresses of your entity's Directors and Officers below. If you selected option 2, you do not need to provide any
additional information in this [section. he or CRA
on
on
plication o1 of
hing the s to
and g
Overview of your family of companies/asseciations
State
] ’
tting
. -
parent -
company of —
arent
cormpany of — —
parent —
company of —
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3.6 Account Application Approval

Once the online portion of the Account Application has been successfully submitted and
the required forms and documentation have been received and verified to be complete,

the California Registrar will review all submitted information and documentation, and the
Account Application will be either approved or denied.

The appropriate CITSS accounts will be established and appear in the home pages of
all approved Account Representatives following approval of the application. ARB
expects account application review to take approximately two (2) weeks.

If you have any questions about your application, contact the CARB CITSS Help Desk
by email: CACITSSHelpdesk@arb.ca.gov or phone: 916-324-7659.

Before the CITSS Help Desk personnel can answer any questions on an individual
registration or an individual or entity’s account(s), you will be asked to verify your
identity through a series of questions based on the information in your registration.

@ ]

Email - An email will be sent to the PAR and AAR, notifying them of the approval
or denial of the account application after the California Registrar has reviewed the
submitted account application and the submitted documents. If the California Registrar
determined that additional information is needed, ARB staff may send a request for
revisions to the individual who submitted the application on behalf of the entity and/or
the individuals that are identified in the application as the PAR and/or AAR.
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4.0 Account Management

Once a CITSS Account has been approved by the California Registrar, the individuals
identified as account representatives may access the entity’s account to edit or update
the entity profile information and conduct transfers of compliance instruments. Transfer
functions are covered in Volume Il of this User Guide. The following section will cover
Account Information management, including updates to entity information, adding or
changing account representatives, adding account viewing agents, and entering an
intent to bid in upcoming auctions.

Changing any information on an account electronically in the CITSS may require that
new forms be completed. However, not all data changes are captured electronically;
some are submitted only by the completion of new forms or submittal of updated
information by letter. Also, it is important for all account holders to be aware of the
regulatory requirements for updating account information, as well as the potential
impact of account changes on an entity or individual’s ability to participate in an auction
held under the Cap-and-Trade Program. In general terms, data must be updated in the
CITSS prior to the auction registration period closing, which is 30 days before the
auction.

It is recommended that any updates be made in the CITSS at minimum 45 days prior to
a scheduled auction.

If you need any assistance with the CITSS, contact the CARB CITSS Help Desk by
email: CACITSSHelpdesk@arb.ca.gov or phone: 916-324-7659.
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4.1 Accessing Account Information

To conduct any activity in a CITSS account, the representative must first log in to the
entity’s account(s) by entering their CITSS User ID and Password.

After the representative has logged into the CITSS, the User Home Page, titled
“Welcome to WCI CITSS” is displayed (Figure 35).

The User Home Page may display three categories of information: My Accounts,
Account Applications, and Pending Transfers.

e My Accounts shows entity accounts for which the user is the PAR, an AAR, or an
AVA. There are four types of accounts that can be assigned to an entity in the
CITSS: a General Account, a Limited Use Holding Account, a Compliance
Account, or an Exchange Clearing Holding Account.

e Account Applications shows the status of any Account Applications being
prepared or submitted by this individual.

e Pending Transfers shows transfers that are awaiting action (described in Volume
Il of the User Guide).

Account Applications will only be displayed if the user has an application(s) in process
or pending action by the Registrar. Pending Transfers will only be displayed if there are
pending transfers on accounts for which the user is a representative.

4.1.1 Accessing Account Information from the User Home Page

The User Home Page (Figure 35) provides a listing of the accounts the user is
associated with as a representative (PAR or AAR) or an account viewing agent (AVA).
If the user is the PAR or an AAR, the user will be able to access the accounts from the
User Home Page to update the entity information as needed.

STEP 1 Review My Accounts. My Accounts shows entity accounts for which the
user is the PAR, an AAR, or an AVA and summarizes the information about
each account, including the Legal and Operating Name of the entity, and the
Account Type, Number, Jurisdiction, and Status.

The entity in the example displayed in Figure 36 is a covered entity therefore
the entity has a General Account and a Compliance Account. The entity is
also an Electrical Distribution Utility, therefore the entity has a Limited Use
Holding Account (LUHA) to allow consignment of allowances to auction. If
this entity were a General Market Participant, they would only have a General
Account.

STEP 2 Select the Account to be updated by selecting the View button located
in the Action column on the far right. Selecting the View button on any of
the accounts for this entity will lead you to the account page for the selected
account. In this demonstration, we will access the information through the
General Account. The same entity information could be accessed from the
Compliance Account or the LUHA for this entity.
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Figure 35 — User Home Page

WL, Inc. ‘ : I SS h - - LOGGED IN AS: ppla

_ welcome tO WCl CITSS You last logged into CITSS on: 2012-09-10 11:16:12 EDT

Log Out
LT3 My Accounts
Contact Us
My User Profile Operating Name Accoun e Accou n | Accoun
Number Status
Sacramento Power Sacramento Power General CA1000-1000 California Active ( ]
Account Registration Agency Agency e
Sacramento Power Sacramento Power Compliance CA1000-1001 California Active | view |
Transfer History Agency Agency
Sacramento Power Sacramento Power Limited Use CA1000-1002 California Active [ wiew |
Agency Agency Holding I—
Fuel Products Inc Fuel Product Inc General CA1001-1003 California Active | view |
~ Fuel Products Inc Fuel Product Inc Compliance CA1001-1004 California Active |' View '|
1 2 HNext 1-5 of 6 records

Account Applications

Ag Fabrication Corp Covered Entity, Covered Source, or Opt-in Entity California Pending
Agagregate Harveters Covered Entity, Covered Source, or Opt-in Entity California Registration in Progress
2 records
Pending Transfers
Transfer | Transferring Transferring Transferring Receiving Receiving Receiving Status Last
D Account Account Account Account Account Account Updated
Entity Number Type Entity Number Type
100013 Sacramento CA1000-1000 General Fuel CA1001-1003 General Proposed  2012-09-10
Power Agency Products Inc
1 record

formed to provide administrative :

WCI, Inc implementation of st d provi
trading progr: rights reserved.
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4.1.2 Account Page

Figure 36 shows the example Account Page for the Sacramento Power Agency General
Account.

Most of the fields displayed on this screen are associated with managing account
balances and transferring compliance instruments. These actions are covered in
Volume IlI of this User Guide. This discussion will focus only on updating entity
information through this page.

This page provides access to detailed information about the entity and the account.
The detailed information can be accessed through the Account Detail button.

STEP 1 Select the Account Detail Button.

This action will take you to the more detailed information and the areas where edits and
updates can be entered. The same entity information could be accessed from the other
accounts held by this entity.

Figure 36 — Account Page

English - Francais - LOGGED IN AS: pplants

Fuel Products Inc General Account (CA1001-1003)

Log Out
Home Your account information is provided below. If you would like to change the Primary Account Representative (PAR) or Alternate Account Representative
Contact Us (AARY), add or remove Account Viewing Agents for this account, update the contact data for the account holder, or indicate your intent to paricipate in the
My User Profile next quarterly auction or reserve sale select "Account Detail”
EEET TErST Account Number CA1001-1003

Account Type General
Transfer History Account Status Active

Account Balance: 1,000

Available Account Balance: 1,000

e Account Detail

Holdings Transfers

Su-Type | Gatogory | Project Code

2014 Allowance 1,000 [ Initiate Transfer |

CSV Excel 1 record

Western Climate Initiative, Inc. (WCI, Inc.) is a non-profit corporation
formed to provide administrative and technical services to support the
WCl, Inc implementation of state and provincial greenhouse gas emissions ® 2012 SRA International, Inc

trading programs. All rights reserved.
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4.2 Entity Detalil

By selecting the Account Detail button, you are directed to an information page for the
account or set of accounts that displays the entity information entered during the
account application process (Figure 37). The page is titled with the name of the entity
that holds these accounts and includes buttons to access all of the accounts in the set
of accounts created for this entity. In this example, the entity has a General Account,
Compliance Account, and LUHA. Below the access buttons for each account, a table
displays the following tabs: General Information; Contact Information; Representatives;
Account Viewing Agents; and Auction. When there has been a change proposed to any
of the entity’s information that is pending approval, a sixth tab—Pending Changes—will
be displayed. In this example, the account’s PAR or AAR will access each of the
following tabs: General, Contact Information, Representatives, Account Viewing Agents,
and Auction, which will take the user to pages where they can propose changes or
updates.

The PAR or an AAR may propose or enter updates to information by accessing the
appropriate tab. When multiple changes are proposed, the Registrar is required to act
on all pending changes at one time. The Registrar may approve, deny, or request
revisions to pending changes and updates.
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4.2.1 General Information Tab

The General Tab as shown in Figure 37 includes the identification information about the
entity that was entered during the account application process. Near the bottom of the
window is information about the status of the account, the CITSS user that submitted
the online portion of the account application and when the account was created and last

updated.

Making changes

Changes can be made to the General Information by selecting the Edit Information
Button at the bottom of the page. Updates that require approval before taking effect are
identified by an exclamation point (!). Updates to the names and NAICS code require
approval by the Registrar. The Registrar may require the submittal of new
documentation to support the requested changes.

Figure 37 — Entity (Account) Detail — General Information Tab

English =« Frangais =+ LOGGED IN AS: pplants

Fuel Products Inc
Log Out
Home

My User Profile

Account Registration

This page shows information for your account or set of accounts. You may propose changes to the information listed under the General and Contact
Information pages by selecting Edit Information atthe bottom of the pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to participate in the next scheduled auction under the Auction Tab.

General Account ‘ | Compliance Account | | Limited Use Holding Account

Transfer History

General

General Identification

CITSS Entity ID

Legal Name
Operating Name
NAICS Code

Entity Reference Code
Jurisdiction

Entity Type

Entity Identification
ID Number Assigned by
Incorporating Agency

Incorporation Province or
State

Incorporation Country
Date of Incorporation
GHG Emissions Reporting ID

U.S. Federal Tax Employer
Identification Number (EIN)

Status

Entity Status
Created By

Date Created
Last Updated

Edit Information

WCl, Inc

Vol. Il. - Page 78

Contact Information

Auction

Representatives

Account Viewing Agents

CAl1001

Fuel Products Inc

Fuel Product Inc

324199 All Other Petroleum and Coal Products Manufacturing
56161893

California

Covered Entity, Covered Source, or Opt-in Entity

123456

California

United States
1998-09-10
123456
123456

Active

Hank Hudson
2012-09-10
2012-09-10

‘Western Climate Initiative, Inc. (WCl, Inc.)is a non-profit corporation
formed to provide administrative and technical
implementation of state and provincial greenh

©2012 SRA International. Inc.
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4.2.2 Contact Information Tab

The Contact Information for this Entity that was submitted during the account application
process is displayed under the Contact Information Tab (Figure 38).

STEP 1 Select the Contact Information Tab.

Making Changes

The PAR or an AAR may enter updates to General Information by selecting the Edit
Information Button at the bottom of the page. Updates to the contact information do not
require approval by the Registrar before taking effect. The Registrar may contact the
entity’s representatives to verify changes and identify any documentation that needs to
be updated.

Figure 38 — Contact Information Tab

‘ I I SS C ,;-,-; English + Francais + LOGGED IN AS: pplants

—

Log Out
Home

Fuel Products Inc

This page shows information for your account or set of accounts. You may propose changes to the information listed under the General and Contact

My User Profile Information pages by selecting Edit Information at the bottom of the pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to participate in the next scheduled auction under the Auction Tab.

Account Registration

General Account | | Compliance Account | | Limited Use Holding Account

Transfer History

General Contact Information Representatives Account Viewing Agents Auction
Legal Name Fuel Products Inc

Operating Name Fuel Product Inc

Physical Address 123 Rural Route #1

Smalltown, CA 12345-6789
United States

Mailing Address 123 Rural Route #1
Smalltown, CA 12345-6789
United States

Telephone 1234567890

Telephone Extension

Mobile phone

Facsimile Number

E-mail Address FuelProdInc@FictitiousAddr.com
Website Address

Contact First Name
Contact Last Name
Contact Position
Contact Telephone
Contact Mobile Number
Contact Email Address

Edit Information

Western Climate Initiative, Inc. (WCI, Inc.}is a JEV
formed to provide administrative and technical 0|
WCl,Inc implementation of state and provincial greenhous 5 © 2012 SRA International, Inc.
f -

trading programs All rights reserved
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4.2.3 Representatives Tab

Account Representatives are individuals with the authority to represent the entity in the
CITSS, edit entity information, propose to add or change representatives and account
viewing agents, and report the transfer of compliance instruments. All accounts except
those held by individuals acting as General Market Participants must have one PAR and
a minimum of one (and maximum of four) AARs. The Representatives Tab (Figure 39)
provides access for a current PAR or AAR to propose a change in the current
representatives or the addition of new AARS.

New AARs can be designated by entering the CITSS User Reference Code for each
individual. AARs can be removed from an account by an AAR or the PAR as long as a
minimum of one AAR remains.

To add a new AAR or change an existing PAR or AARs, the Request to Change
Account Representatives/Account Viewing Agents Form must be completed and mailed
to the California Registrar. The form is available on the cap-and-trade webpage at:
http://www.arb.ca.gov/citss. A copy of the form is also available in Appendix A.

Making Changes to Representatives
STEP 1 Select the Representatives Tab.

STEP 2 Propose the addition of a new AAR. To propose the addition of a new
AAR, enter the User Reference Code for that individual in the appropriate
box, and select the Add Button. Complete the Request to Change Account
Representatives/Account Viewing Agents Form and submit it to the California
Registrar.

STEP 3 Remove an AAR. To remove an account representative, select the button in
the last column of the representatives table which shows the available action
(Change or Remove). As long as the minimum requirement for
representatives is maintained, removal of representatives does not require
approval and will become effective after proposal and confirmation. "Retired"
representatives have been removed from an account and no longer represent
the entity.

STEP 4 Propose achange to the PAR. A PAR cannot be removed until a new PAR
is approved. To change a PAR, select the button in the last column of the
representatives table next to the current PAR, which shows the available
action (change). As long as the minimum requirement for representatives is
maintained, removal of representatives does not require approval and will
become effective after proposal and confirmation.

STEP 5 Confirm that the new representative is listed in the Representatives Tab
in pending status.
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Figure 39 — Representatives Tab

WCl, Ine English = Fran = LOGGED IN AS: pplani

fre— Fuel Products Inc

Log Out

Home This page shows information for your account or set of accounts. You may propose changes to the information listed under the General and Contact

My User Profile Information pages by selecting Edit Information at the bottom of the pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to participate in the next scheduled auction under the Auction Tab.

Account Registration

General Account ‘ ‘ Compliance Account | | Limited Use Holding Account

Transfer History

ntact Information Representatives

Representative Type Current Representative Effective End Actions
(R o e

Primary Account Perry Plants, Union Pacific Active 2012-09-10 | change |

Representative 7

Alternate Account Hank Hudson, Mega Power Active 2012-09-10 | Remove |

Representative Corp. —

2 records

Add Alternate Account Representative

Account Representatives are individuals with the authority to represent the entity in the CITSS, edit entity information,
propose to add or change representatives and account viewing agents, and report the transfer of compliance instruments.
Each CITSS account must have at least two representatives. Each account may have up to four AARs. New AARs can be
identified by entering the CITSS User ID Reference Code for each individual. Each individual will have to provide their
twelve-digit User Reference Code (e.g., 11RGI3KP8376) which can be found on their respective "My User Profile” page. AARs
can be removed from an account by an AAR or the PAR as long as a minimum of one AAR remains. "Retired” representatives
have been removed from an account and no longer represent the entity.

Request to Change Account Representatives/Account Viewing Agents Form

This Form must be completed and mailed to the Jurisdiction Registrar before a new PAR or AAR or change of existing PAR or
AARs can be approved. The form is available here: http://www.arb.ca.gov/cc/capandtrade/markettrackingsystem
[markettrackingsystem.htm#forms

User Reference Code *

| Add |
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4.2.4 Account Viewing Agents Tab

The Account Viewing Agents Tab (Figure 40) provides access for a current PAR or AAR
to propose the addition of up to five Account Viewing Agents (AVA), any time after an
initial application for accounts has been approved. AVAs are individuals with the
capability to view the entity registration, account holdings, and transfer information in
the CITSS. AVAs cannot edit entity information, propose to change representatives, or
report the transfer of compliance instruments. The PAR or an AAR on an account may
propose the addition of up to five AVAs by entering the CITSS User Reference Code for
each individual. AVA additions require that the Request to Change Account
Representatives/Account Viewing Agents Form be completed and submitted to the
California Registrar. The form is available at: http://www.arb.ca.gov/citss.

The PAR or an AAR on an account may remove AVAs from an account. Removal of
AVAs does not require approval and will become effective after proposal and
confirmation. "Retired" AVAs have been removed from an account and no longer
represent the entity.

Adding and Making Changes to Viewing Agents

STEP 1 Propose the addition of a new AVA. To propose the addition of a new
AVA, enter the User Reference Code for that individual in the appropriate box
and select the Add Button.

STEP 2 Remove an existing AVA. To remove an AVA, an approved PAR or AAR
will select the remove button in the last column of the Account Viewing
Agents table and confirm the action. Removal of AVAs does not require
approval and will become effective after proposal and confirmation.

STEP 3 Confirm that the new AVA is listed in the Account Viewing Agents Tab
with a pending status. A new AVA will be approved after the required
Request to Change Account Representatives/Account Viewing Agents Form
has been completed, submitted to the California Registrar, and subsequently
reviewed and approved.
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Figure 40 — Account Viewing Agents Tab
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===\ Fuel Products Inc

Log Out

3wz This page shows information for your account or set of accounts. You may propose changes to the information listed under the General and Contact

My User Profile Information pages by selecting Edit Information at the bottom of the pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to participate in the next scheduled auction under the Auction Tab.

Account Registration

‘General Account | | Compliance Account | ‘ Limited Use Holding Account |

Account Viewing Agents
- Current Account Viewing Agent(s) m Effective Date End Date

Transfer History

0 records

Add Account Viewing Agent

Account Viewing Agents (AVAs) are individuals with the capability to view the entity registration, account holdings, and
transfer information in the CITSS. AVAs cannot edit entity information, propose to change representatives, or report the
transfer of compliance instruments. The PAR or an AAR on an account may identify up to five AVAs by entering the CITSS User
ID Reference Code for each individual. Each individual will have to provide their twelve-digit code (e.g., JIRG93KP8378) which
can be found on their respective "My User Profile” page. The PAR or an AAR on an account may remove AVAs from an account.
"Retired” AVAs have been removed from an account and no longer represent the entity.

Request to Change Account Representatives/Account Viewing Agents Form
This Form must be completed and mailed to the Jurisdiction Reqgistrar before a new AVA or change of existing AVAs can be
approved. The form is available here: http://www.arb.ca.gov/cc/capandtrade/markettrackingsvstem

Jmarkettrackingsystem.htm#forms
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4.2.5 Proposed Data Changes Pending

When a change requiring approval has been proposed to an entity’s contact
information, representatives, or viewing agents, the Proposed Data Changes Tab
(Figure 41) will be displayed on the Account (Entity) Information page. Notice that in
this example there are now six tabs just below the Account Buttons, including the new
one labeled Proposed Data Changes. This tab will be displayed until all proposed
changes are approved or denied by the Registrar. When there are no pending
proposed changes, the display will return to five tabs.

Figure 41 — Proposed Data Changes Tab

CI I SS g = LOGGED IN AS: mm

ee—— Los Angeles Corp.

Log Out
Home

This page shows information for your account or set of accounts. You may propose changes to the information listed under the General and Contact

My User Profile Information pages by selecting Edit Information at the bottom of the pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to participate in the next scheduled auction under the Auction Tab.

Account Registration

| General Account ‘ | Compliance Account

Transfer History

‘ Proposed Data Changes General Contact Information Representatives Account Viewing Agents Auction

= Pending Changes To Entity Data

Pending Changes To Account Representatives

Representative Type Current Representative m

Primary Account Representative Perry Plants, Union Pacific Pending

Edit Information | | Edit Representatives
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4.2.6 Proposed Data Changes Requiring Confirmation

When a change to an entity’s information will take immediate effect and does not
require Registrar approval, the Confirmation Required window (Figure 42) will be
displayed and request that the user confirm that they intended the proposed action.
Actions requiring confirmation are not reversible. For instance, as long as one AAR
remains, removing an additional AAR is an immediate, non-reversible action. The
confirmation window shown in this example shows a WARNING to indicate that the
action cannot be changed once confirmed.

Figure 42 — Changes Requiring Confirmation

CI I SS English - Frangais - LOGGED IN AS: mmason

frem— Los Angeles Corp.

Log Out
Home

My User Profile @ Representative change proposed successfully

This page shows information for your account or set of accounts. You may propose changes to the information listed under the General and Contact
Information pages by selecting Edit Information at the bottomn of the pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to participate in the next scheduled auction under the Auction Tab.

Account Registration

Transfer History

| General Account | | Compliance Account

~ ro ) Changes Genera Contact Information Representatives Account Viewing Agents Auction
Representative Type Current Representative Effective End Actions
Date Date

Primary Account Me Mason, Mega Power Active 2012-07-25 ( _Change )

Representative

Primary Account Perry Plants, Union Pacific Pending | cancel |

Representative :

Alternate Account larn: Jankine Linion Darifi Actiua 2012-07-25 | Remove |

Representative .
Confirmation required ® | . .

Alternate Account J 2012-07-25 | Remove |

Representative WARNING! This action will remove the person

from your compliance instrument accounts. 4 records
They will no longer be able to access your
account information.

Add Alternate Account R

Account Representatives | Confirm ‘ Abort entity in the CITSS, edit entity information,
propose to add or chang d report the transfer of compliance instruments.
Each CITSS account must have at least two representatives. Each account may have up to four AARs. New AARs can be
identified by entering the CITSS User ID Reference Code for each individual. Each individual will have to provide their
twelve-digit User Reference Code (e.g., JIRG93KP&376) which can be found on their respective "My User Profile” page. AARs
can be removed from an account by an AAR or the PAR as long as a minimum of one AAR remains. "Retired” representatives
have been removed from an account and no longer represent the entity.

Request to Change Account Representatives/Account Viewing Agents Form

This Form must be completed and mailed to the Jurisdiction Registrar before a new PAR or AAR or change of existing PAR or
AARs can be approved. The form is available here: http://www.arb.ca.gov/cc/capandtrade/markettrackingsystem
[markettrackingsystem.htm#forms

User Reference Code *

| Add |
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4.2.7 Auction Tab

The Auction Tab (Figure 43) provides an opportunity for an approved PAR or AAR of an
entity to indicate the entity’s interest in participating in the quarterly allowance auctions
and reserve sales. By indicating this interest, the entity is agreeing to have its name,
entity contact information, account numbers, representative names, representative
phone numbers, and representative email addresses transferred to the Auction and
Reserve Sale Administrator and Financial Services Administrator for the purpose of
facilitating participation in any upcoming auction or reserve sale.

An approved PAR or AAR can also disable the "Auction Participation" option if the entity
wishes to stop sharing information with the Auction and Reserve Sale Administrator and
Financial Services Administrator and no longer participate in future auctions or reserve
sales. The setting can be changed at any time, but must be enabled no later than 31
days prior to the next auction for the entity to be able to participate in the next auction or
reserve sale.

STEP 1 Indicate the entity’s interest in participating in upcoming auctions
and reserve sales by selecting the Auction Participation Box and
then clicking the Submit button. The selection will take effect
immediately. Only covered and opt-in entities are eligible to participate in
reserve sales.

STEP 2 Confirm that the entity has indicated its interest to participate in
upcoming auctions and reserve sales. The new Auction button will be
checked, and below the box the screen will display the name of the
account representative who entered the change and the date and time the
change was submitted.

NOTE: Selecting the Auction Participation box in the CITSS only identifies an interest to
participate in upcoming auctions or reserve sales. The entity or individual must still
complete the auction application process through the Auction Platform for each auction
or reserve sale, including submitting an intent to bid in the Auction Platform.
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Figure 43 — Auction Tab
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My User Profile Information pages by selecting Edit Information atthe bottom ofthe pages. You can remove or propose changes to Representatives, and Account Viewing
Agents under their respective tabs. You can indicate your intent to paricipate in the next scheduled auction under the Auction Tab.

Account Registration

General Account | | Compliance Account ‘ | Limited Use Holding Account

Transfer History

The CITSS has been designed to streamline your entity's participation in the guarterly allowance auctions and reserve sales.
By selecting the "Auction Participation” box below, you are indicating yvour willingness to participate in any upcoming auction
or reserve sales, and you are agreeing to have your entity name, entity contact information, account numbers, representative
names, representative phone numbers, and representative email addresses transferred to the Auction and Reserve Sale
Administrator and Financial Services Administrator for the purpose of facilitating your participation in any upcoming auction or
reserve sale. You may disable the "Auction Participation™ option if you wish to stop sharing your entity's information with the
Auction and Reserve Sale Administrator and Financial Services Administrator and wish to no longer participate in any future
auction or reserve sales. While you may change this setting at any time, this setting must be enabled no later than 30 days
prior to the next auction if you wish to participate in the next auction or reserve sale. NOTE: Only covered and opt-in entities
are eligible to participate in reserve sales.

Auction

Auction Participation =)
Updated By:
Last Updated Date:

Submit
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Appendix A

Account Application Forms

To ensure access to current versions of all forms, this appendix provides links to all
forms.

Account Application Forms:

e Account Application Checklist

e Account Application with Attestations Form

» Corporate Associations and Structure Form & (sample form )
e Corporate Associations Guidance )

Account Management Forms:

e Request to Change Account Representatives/Account Viewing Agents
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http://www.arb.ca.gov/cc/capandtrade/markettrackingsystem/forms/change_reps_form.pdf
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	This CITSS User Guide Volume II, released in December 2012, provides guidance on the account application and account management processes conducted in CITSS.  Since release of the CITSS User Guides Volumes I-III, the Cap-and-Trade Regulation (Regulation) has been amended and CITSS has been updated to incorporate changes and new functionality.   
	 
	The account application and management process presented in the CITSS User Guide Volume II, Account Application and Account Management, describes a registration process in which every covered facility would have an account in CITSS.  The application process required that a representative from a company with multiple facilities submit an application that includes entity information, contact information, and designate CITSS representatives for each facility.   
	 
	Release 3.0 of CITSS altered the application process.  Recognizing that an entity (business, company, corporation, etc.) may own several facilities, the application process in CITSS has been revised to allow a representative to submit a single application on behalf of an entity that identifies associated facilities.  When approved, the entity will be provided a single account that recognizes the facilities as consolidated under the entity account.   
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	Table of Contents 
	Table of Contents 
	1.0 User Guide Introduction ............................................................................................ 1
	1.0 User Guide Introduction ............................................................................................ 1
	1.0 User Guide Introduction ............................................................................................ 1

	 

	1.1 User Guide Volume II ............................................................................................. 2
	1.1 User Guide Volume II ............................................................................................. 2
	1.1 User Guide Volume II ............................................................................................. 2

	 

	1.2 Accessing the CITSS ............................................................................................. 2
	1.2 Accessing the CITSS ............................................................................................. 2
	1.2 Accessing the CITSS ............................................................................................. 2

	 

	1.3 CITSS User Registration and Account Application Process................................... 4
	1.3 CITSS User Registration and Account Application Process................................... 4
	1.3 CITSS User Registration and Account Application Process................................... 4

	 

	1.4 Roles on Accounts ................................................................................................. 6
	1.4 Roles on Accounts ................................................................................................. 6
	1.4 Roles on Accounts ................................................................................................. 6

	 

	1.5 Cap-and-Trade Program Participants – Entity Types ............................................. 7
	1.5 Cap-and-Trade Program Participants – Entity Types ............................................. 7
	1.5 Cap-and-Trade Program Participants – Entity Types ............................................. 7

	 

	2.0 Account Application Overview ................................................................................... 8
	2.0 Account Application Overview ................................................................................... 8
	2.0 Account Application Overview ................................................................................... 8

	 

	2.1 Account Consolidation ........................................................................................... 8
	2.1 Account Consolidation ........................................................................................... 8
	2.1 Account Consolidation ........................................................................................... 8

	 

	2.2 Preparing to Complete an Account Application ...................................................... 9
	2.2 Preparing to Complete an Account Application ...................................................... 9
	2.2 Preparing to Complete an Account Application ...................................................... 9

	 

	3.0 Completing a CITSS Account Application ............................................................... 10
	3.0 Completing a CITSS Account Application ............................................................... 10
	3.0 Completing a CITSS Account Application ............................................................... 10

	 

	3.1 Accessing the Account Application ...................................................................... 10
	3.1 Accessing the Account Application ...................................................................... 10
	3.1 Accessing the Account Application ...................................................................... 10

	 

	3.2 Covered and Opt-in Entity Account Application ................................................... 13
	3.2 Covered and Opt-in Entity Account Application ................................................... 13
	3.2 Covered and Opt-in Entity Account Application ................................................... 13

	 

	3.3 General Market Participant - Individual Account Application ................................ 32
	3.3 General Market Participant - Individual Account Application ................................ 32
	3.3 General Market Participant - Individual Account Application ................................ 32

	 

	3.4 General Market Participant - Organization Account Application ........................... 48
	3.4 General Market Participant - Organization Account Application ........................... 48
	3.4 General Market Participant - Organization Account Application ........................... 48

	 

	3.5 Completing Account Application Forms and Documentation ............................... 66
	3.5 Completing Account Application Forms and Documentation ............................... 66
	3.5 Completing Account Application Forms and Documentation ............................... 66

	 

	3.6 Account Application Approval .............................................................................. 72
	3.6 Account Application Approval .............................................................................. 72
	3.6 Account Application Approval .............................................................................. 72

	 

	4.0 Account Management ............................................................................................. 73
	4.0 Account Management ............................................................................................. 73
	4.0 Account Management ............................................................................................. 73

	 

	4.1 Accessing Account Information ............................................................................ 74
	4.1 Accessing Account Information ............................................................................ 74
	4.1 Accessing Account Information ............................................................................ 74

	 

	4.2 Entity Detail .......................................................................................................... 77
	4.2 Entity Detail .......................................................................................................... 77
	4.2 Entity Detail .......................................................................................................... 77

	 


	Table of Figures 
	Table of Figures 
	Figure 1 – CITSS Sign in Page ............................................................................................. 3
	Figure 1 – CITSS Sign in Page ............................................................................................. 3
	Figure 1 – CITSS Sign in Page ............................................................................................. 3

	 

	Figure 2 – User Registration and Account Application .......................................................... 5
	Figure 2 – User Registration and Account Application .......................................................... 5
	Figure 2 – User Registration and Account Application .......................................................... 5

	 

	Figure 3 – CITSS User Home Page .................................................................................... 10
	Figure 3 – CITSS User Home Page .................................................................................... 10
	Figure 3 – CITSS User Home Page .................................................................................... 10

	 

	Figure 4 – Account Application: Jurisdiction and Account Type .......................................... 14
	Figure 4 – Account Application: Jurisdiction and Account Type .......................................... 14
	Figure 4 – Account Application: Jurisdiction and Account Type .......................................... 14

	 

	Figure 5 – Account Application: Entity Information .............................................................. 15
	Figure 5 – Account Application: Entity Information .............................................................. 15
	Figure 5 – Account Application: Entity Information .............................................................. 15

	 

	Figure 6 – Option A: Search for a Covered Entity, Covered Source, or Opt-In Entity ......... 16
	Figure 6 – Option A: Search for a Covered Entity, Covered Source, or Opt-In Entity ......... 16
	Figure 6 – Option A: Search for a Covered Entity, Covered Source, or Opt-In Entity ......... 16

	 

	Figure 7 – Option B: Start a New Covered Entity, Covered Source, or Opt-In Entity .......... 17
	Figure 7 – Option B: Start a New Covered Entity, Covered Source, or Opt-In Entity .......... 17
	Figure 7 – Option B: Start a New Covered Entity, Covered Source, or Opt-In Entity .......... 17

	 

	Figure 8 – Account Application: Identifiers .......................................................................... 19
	Figure 8 – Account Application: Identifiers .......................................................................... 19
	Figure 8 – Account Application: Identifiers .......................................................................... 19

	 

	Figure 9 – Account Application: Contact Information .......................................................... 21
	Figure 9 – Account Application: Contact Information .......................................................... 21
	Figure 9 – Account Application: Contact Information .......................................................... 21

	 

	Figure 10 – Account Application: Account Representatives (upper portion) ....................... 23
	Figure 10 – Account Application: Account Representatives (upper portion) ....................... 23
	Figure 10 – Account Application: Account Representatives (upper portion) ....................... 23

	 

	Figure 11– Account Application: Account Representatives (lower portion) ......................... 25
	Figure 11– Account Application: Account Representatives (lower portion) ......................... 25
	Figure 11– Account Application: Account Representatives (lower portion) ......................... 25

	 

	Figure 13 – Account Application: Review and Submit ......................................................... 27
	Figure 13 – Account Application: Review and Submit ......................................................... 27
	Figure 13 – Account Application: Review and Submit ......................................................... 27

	 

	Figure 13 – Account Application: Terms and Conditions .................................................... 29
	Figure 13 – Account Application: Terms and Conditions .................................................... 29
	Figure 13 – Account Application: Terms and Conditions .................................................... 29

	 

	Figure 14 – Account Application Submitted ........................................................................ 31
	Figure 14 – Account Application Submitted ........................................................................ 31
	Figure 14 – Account Application Submitted ........................................................................ 31

	 

	Figure 15 – Account Application: Jurisdiction and Account Type ........................................ 33
	Figure 15 – Account Application: Jurisdiction and Account Type ........................................ 33
	Figure 15 – Account Application: Jurisdiction and Account Type ........................................ 33

	 

	Figure 16 – Account Application: Additional Information ..................................................... 35
	Figure 16 – Account Application: Additional Information ..................................................... 35
	Figure 16 – Account Application: Additional Information ..................................................... 35

	 

	Figure 17 – Account Application: Contact Information ........................................................ 37
	Figure 17 – Account Application: Contact Information ........................................................ 37
	Figure 17 – Account Application: Contact Information ........................................................ 37

	 

	Figure 18 – Account Application: Account Representatives ................................................ 39
	Figure 18 – Account Application: Account Representatives ................................................ 39
	Figure 18 – Account Application: Account Representatives ................................................ 39

	 

	Figure 19 – Account Application: Account Representatives (lower portion) ........................ 41
	Figure 19 – Account Application: Account Representatives (lower portion) ........................ 41
	Figure 19 – Account Application: Account Representatives (lower portion) ........................ 41

	 

	Figure 20 – Account Application: Review and Submit ......................................................... 43
	Figure 20 – Account Application: Review and Submit ......................................................... 43
	Figure 20 – Account Application: Review and Submit ......................................................... 43

	 

	Figure 21 – Account Application: Terms and Conditions .................................................... 45
	Figure 21 – Account Application: Terms and Conditions .................................................... 45
	Figure 21 – Account Application: Terms and Conditions .................................................... 45

	 

	Figure 22 – Account Application Submitted ........................................................................ 47
	Figure 22 – Account Application Submitted ........................................................................ 47
	Figure 22 – Account Application Submitted ........................................................................ 47

	 

	Figure 23 – Account Application: Jurisdiction and Account Type ........................................ 49
	Figure 23 – Account Application: Jurisdiction and Account Type ........................................ 49
	Figure 23 – Account Application: Jurisdiction and Account Type ........................................ 49

	 

	Figure 24 – Account Application: Additional Information ..................................................... 51
	Figure 24 – Account Application: Additional Information ..................................................... 51
	Figure 24 – Account Application: Additional Information ..................................................... 51

	 

	Figure 25 – Account Application: Identifiers ........................................................................ 53
	Figure 25 – Account Application: Identifiers ........................................................................ 53
	Figure 25 – Account Application: Identifiers ........................................................................ 53

	 

	Figure 26 – Account Application: Contact Information ........................................................ 55
	Figure 26 – Account Application: Contact Information ........................................................ 55
	Figure 26 – Account Application: Contact Information ........................................................ 55

	 

	Figure 27 – Account Application: Account Representatives ................................................ 57
	Figure 27 – Account Application: Account Representatives ................................................ 57
	Figure 27 – Account Application: Account Representatives ................................................ 57

	 

	Figure 28 – Account Application: Account Representatives ................................................ 59
	Figure 28 – Account Application: Account Representatives ................................................ 59
	Figure 28 – Account Application: Account Representatives ................................................ 59

	 

	Figure 29 – Account Application: Review and Submit ......................................................... 61
	Figure 29 – Account Application: Review and Submit ......................................................... 61
	Figure 29 – Account Application: Review and Submit ......................................................... 61

	 

	Figure 30 – Account Application: Terms and Conditions .................................................... 63
	Figure 30 – Account Application: Terms and Conditions .................................................... 63
	Figure 30 – Account Application: Terms and Conditions .................................................... 63

	 

	Figure 31 – Account Application Submitted ........................................................................ 65
	Figure 31 – Account Application Submitted ........................................................................ 65
	Figure 31 – Account Application Submitted ........................................................................ 65

	 

	Figure 32 – Account Application Checklist .......................................................................... 67
	Figure 32 – Account Application Checklist .......................................................................... 67
	Figure 32 – Account Application Checklist .......................................................................... 67

	 

	Figure 33 – Account Application with Attestations .............................................................. 69
	Figure 33 – Account Application with Attestations .............................................................. 69
	Figure 33 – Account Application with Attestations .............................................................. 69

	 

	Figure 34 – Corporate Associations and Structure Form .................................................... 71
	Figure 34 – Corporate Associations and Structure Form .................................................... 71
	Figure 34 – Corporate Associations and Structure Form .................................................... 71

	 

	Figure 35 – User Home Page ............................................................................................. 75
	Figure 35 – User Home Page ............................................................................................. 75
	Figure 35 – User Home Page ............................................................................................. 75

	 

	Figure 36 – Account Page .................................................................................................. 76
	Figure 36 – Account Page .................................................................................................. 76
	Figure 36 – Account Page .................................................................................................. 76

	 

	Figure 37 – Entity (Account) Detail – General Information Tab ........................................... 78
	Figure 37 – Entity (Account) Detail – General Information Tab ........................................... 78
	Figure 37 – Entity (Account) Detail – General Information Tab ........................................... 78

	 

	Figure 38 – Contact Information Tab .................................................................................. 79
	Figure 38 – Contact Information Tab .................................................................................. 79
	Figure 38 – Contact Information Tab .................................................................................. 79

	 

	Figure 39 – Representatives Tab ........................................................................................ 81
	Figure 39 – Representatives Tab ........................................................................................ 81
	Figure 39 – Representatives Tab ........................................................................................ 81

	 

	Figure 40 – Account Viewing Agents Tab ........................................................................... 83
	Figure 40 – Account Viewing Agents Tab ........................................................................... 83
	Figure 40 – Account Viewing Agents Tab ........................................................................... 83

	 

	Figure 41 – Proposed Data Changes Tab .......................................................................... 84
	Figure 41 – Proposed Data Changes Tab .......................................................................... 84
	Figure 41 – Proposed Data Changes Tab .......................................................................... 84

	 

	Figure 42 – Changes Requiring Confirmation ..................................................................... 85
	Figure 42 – Changes Requiring Confirmation ..................................................................... 85
	Figure 42 – Changes Requiring Confirmation ..................................................................... 85

	 

	Figure 43 – Auction Tab ..................................................................................................... 87
	Figure 43 – Auction Tab ..................................................................................................... 87
	Figure 43 – Auction Tab ..................................................................................................... 87

	 


	 
	 

	List of Acronyms 
	AAR 
	AAR 
	AAR 
	AAR 
	AAR 

	Alternate Account Representative 
	Alternate Account Representative 


	ARB 
	ARB 
	ARB 

	California Air Resources Board 
	California Air Resources Board 


	AVA 
	AVA 
	AVA 

	Account Viewing Agent 
	Account Viewing Agent 


	CITSS 
	CITSS 
	CITSS 

	Compliance Instrument Tracking System Service  
	Compliance Instrument Tracking System Service  


	D&B 
	D&B 
	D&B 

	Dun & Bradstreet  
	Dun & Bradstreet  


	DOE 
	DOE 
	DOE 

	U.S. Department of Energy 
	U.S. Department of Energy 


	DUNS 
	DUNS 
	DUNS 

	Data Universal Numbering System number 
	Data Universal Numbering System number 


	EIA 
	EIA 
	EIA 

	U.S. Energy Information Agency 
	U.S. Energy Information Agency 


	ETS 
	ETS 
	ETS 

	Emissions Trading System  
	Emissions Trading System  


	GHG 
	GHG 
	GHG 

	greenhouse gas  
	greenhouse gas  


	ID 
	ID 
	ID 

	identification 
	identification 


	KYC  
	KYC  
	KYC  

	Know-Your-Customer 
	Know-Your-Customer 


	MRR 
	MRR 
	MRR 

	Mandatory Reporting Regulation  
	Mandatory Reporting Regulation  


	MTCO2e 
	MTCO2e 
	MTCO2e 

	metric tons carbon dioxide equivalent 
	metric tons carbon dioxide equivalent 


	NAICS 
	NAICS 
	NAICS 

	North American Industry Classification System  
	North American Industry Classification System  


	ORIS 
	ORIS 
	ORIS 

	Office of Regulatory Information Systems 
	Office of Regulatory Information Systems 


	PAR 
	PAR 
	PAR 

	Primary Account Representative 
	Primary Account Representative 


	SOS 
	SOS 
	SOS 

	California Secretary of State 
	California Secretary of State 


	WCI 
	WCI 
	WCI 

	Western Climate Initiative 
	Western Climate Initiative 




	 
	 
	  
	 
	 
	 
	This Page Intentionally Blank 
	 
	 
	Compliance Instrument Tracking System Service User Guide 
	1.0 User Guide Introduction 
	The Compliance Instrument Tracking System Service (CITSS) User Guide has been developed to support individuals and entity representatives that are participating in California’s Cap-and-Trade Program.  The CITSS is a market tracking system that will support the implementation of greenhouse gas (GHG) cap-and-trade programs for California and other jurisdictions.   
	The CITSS provides accounts for market participants to hold and retire compliance instruments and to participate in transactions of compliance instruments with other account holders.  The CITSS will be used to: record ownership of compliance instruments and information related to accounts; enable and record compliance instrument transfers; facilitate compliance verification; and support market oversight through the collection of relevant information.   
	This CITSS User Guide is organized in volumes specific to the types of activities that users may conduct in the CITSS.  As of December 2012, there are three volumes in the CITSS User Guide: 
	Volume I User Registration and Profile Management 
	Volume II Account Application and Account Management 
	Volume III Conducting Transfers in the CITSS 
	Additional volumes and updated versions will be released as needed. 
	If you would like to obtain more information about California’s Cap-and-Trade Program, including the Cap-and Trade Regulation (Regulation), CITSS, or Cap-and-Trade Auctions, please refer to the following California Air Resources Board (CARB) websites: 
	    
	    
	    
	    
	Cap and Trade
	Cap and Trade

	  


	    
	    
	    
	CITSS
	CITSS

	 


	 Auction  
	 Auction  


	CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5 p.m., Pacific Time), Monday through Friday excluding holidays.  If you have questions regarding the use of CITSS, contact the CARB CITSS Help Desk by email at: 
	CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5 p.m., Pacific Time), Monday through Friday excluding holidays.  If you have questions regarding the use of CITSS, contact the CARB CITSS Help Desk by email at: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or by phone at: 916-324-7659.  

	  
	  
	1.1 User Guide Volume II 
	This volume includes content to support the following activities: 
	 Applying for Accounts on behalf of the following: 
	 Applying for Accounts on behalf of the following: 
	 Applying for Accounts on behalf of the following: 

	o Covered or Opt-in Entity  
	o Covered or Opt-in Entity  
	o Covered or Opt-in Entity  

	o General Market Participant – Organization 
	o General Market Participant – Organization 

	o General Market Participant – Individual 
	o General Market Participant – Individual 


	 Managing the Profile Information for an Entity 
	 Managing the Profile Information for an Entity 

	 Adding and Updating Account Representatives and Account Viewing Agents 
	 Adding and Updating Account Representatives and Account Viewing Agents 


	 
	1.2 Accessing the CITSS  
	You can access the CITSS at 
	You can access the CITSS at 
	https://www.wci-citss.org
	https://www.wci-citss.org

	.  

	You can also find links to the CITSS on the ARB webpage at: 
	You can also find links to the CITSS on the ARB webpage at: 
	http://www.arb.ca.gov/citss
	http://www.arb.ca.gov/citss

	.  

	The CITSS Home Page is the point of entry for any action in the CITSS.  To begin an account application, you must have an approved CITSS User ID.  Using this approved User ID, you will click Login and enter your User ID and Password to gain access to the secure content of the CITSS, including the ability to submit an account application. 
	  
	 
	Figure 1 – CITSS Sign in Page 
	 
	Figure
	Figure
	Figure
	Figure
	General Guidelines: 
	 The CITSS is compatible with the following web browsers: Explorer 7, 8, and 9, Firefox, Safari, Chrome, and Opera, Certain functions will operate with slight differences, depending on the browser.   
	 The CITSS is compatible with the following web browsers: Explorer 7, 8, and 9, Firefox, Safari, Chrome, and Opera, Certain functions will operate with slight differences, depending on the browser.   
	 The CITSS is compatible with the following web browsers: Explorer 7, 8, and 9, Firefox, Safari, Chrome, and Opera, Certain functions will operate with slight differences, depending on the browser.   

	 As a security measure, delete your browser history if multiple people can access the same computer used to create the CITSS account. 
	 As a security measure, delete your browser history if multiple people can access the same computer used to create the CITSS account. 

	 The CITSS is typically available for access 24 hours a day, 7 days a week (except for periodic maintenance). 
	 The CITSS is typically available for access 24 hours a day, 7 days a week (except for periodic maintenance). 

	 CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5 p.m., Pacific Time), Monday through Friday excluding holidays.  If you have questions regarding the use of CITSS, contact the CARB CITSS Help Desk by email at: 
	 CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5 p.m., Pacific Time), Monday through Friday excluding holidays.  If you have questions regarding the use of CITSS, contact the CARB CITSS Help Desk by email at: 
	 CARB operates the CITSS Help Desk during normal business hours (8 a.m. to 5 p.m., Pacific Time), Monday through Friday excluding holidays.  If you have questions regarding the use of CITSS, contact the CARB CITSS Help Desk by email at: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or by phone at: 916-324-7659. 



	 
	  
	1.3 CITSS User Registration and Account Application Process 
	To participate in California’s Cap-and-Trade Program, an individual or entity must have a CITSS account or set of accounts to hold, transfer, and retire compliance instruments.  To obtain CITSS account(s), an individual or entity must complete a two-step process: apply for a CITSS User ID and submit an account application.  Figure 2 provides an overview of the process. 
	   
	1. Complete User Registration to receive CITSS User IDs.  All individuals who will be representatives on an individual or entity’s account(s) must complete user registration to receive an approved CITSS User ID.  Except for a general market participant applying as an individual, an account must have at least two representatives: the Primary Account Representative (PAR) and an Alternate Account Representative (AAR).  Both representatives must complete user registration before an account application can be co
	1. Complete User Registration to receive CITSS User IDs.  All individuals who will be representatives on an individual or entity’s account(s) must complete user registration to receive an approved CITSS User ID.  Except for a general market participant applying as an individual, an account must have at least two representatives: the Primary Account Representative (PAR) and an Alternate Account Representative (AAR).  Both representatives must complete user registration before an account application can be co
	1. Complete User Registration to receive CITSS User IDs.  All individuals who will be representatives on an individual or entity’s account(s) must complete user registration to receive an approved CITSS User ID.  Except for a general market participant applying as an individual, an account must have at least two representatives: the Primary Account Representative (PAR) and an Alternate Account Representative (AAR).  Both representatives must complete user registration before an account application can be co


	 
	To complete user registration, an individual provides information in the CITSS and subsequently submits hard-copy documentation.  At the end of the electronic submission, the CITSS provides three forms that must be printed to support submittal of the additional information and required documentation.  Every individual requesting CITSS user registration must meet Know-Your-Customer requirements that involve the verification of personally identifiable information.  CITSS user registration is subject to review
	 
	2. Submit an Account Application.  After an individual has been approved as a CITSS User and the User ID is active, that individual will be able to apply for accounts on behalf of an entity or individual that has authorized them to do so.  Creating an account to hold compliance instruments in the CITSS includes completing an electronic application in the CITSS and mailing required information and attestations to the California Registrar.  After completing the electronic Account Application, the CITSS provid
	2. Submit an Account Application.  After an individual has been approved as a CITSS User and the User ID is active, that individual will be able to apply for accounts on behalf of an entity or individual that has authorized them to do so.  Creating an account to hold compliance instruments in the CITSS includes completing an electronic application in the CITSS and mailing required information and attestations to the California Registrar.  After completing the electronic Account Application, the CITSS provid
	2. Submit an Account Application.  After an individual has been approved as a CITSS User and the User ID is active, that individual will be able to apply for accounts on behalf of an entity or individual that has authorized them to do so.  Creating an account to hold compliance instruments in the CITSS includes completing an electronic application in the CITSS and mailing required information and attestations to the California Registrar.  After completing the electronic Account Application, the CITSS provid


	 
	  
	Figure 2 – User Registration and Account Application 
	 
	Figure
	1.4 Roles on Accounts 
	When submitting an account application, the individual entering electronic data must identify the account representatives.  Therefore, individuals must understand the role they will serve on an entity or individual’s accounts.  On any CITSS account or set of accounts, the following roles exist: 
	Primary and Alternate Account Representatives   
	Account Representatives are individuals with the authority to represent the entity in the CITSS.  The Account Representatives can edit entity information, propose to change representatives, and report the transfer of compliance instruments.  Except for individual general market participant accounts, each account must have at least two representatives, the Primary Account Representative (PAR) and one Alternate Account Representative (AAR).  Individual general market participant accounts only require a PAR bu
	Account Viewing Agents  
	Account Viewing Agents (AVAs) are individuals with the capability to view the entity registration, account holdings, and transfer data in the CITSS.  AVAs cannot edit entity information, propose to change representatives, or report the transfer of compliance instruments.  Each account may have up to five AVAs.  Account viewing agents are added after an account has been approved. 
	On any one entity’s accounts, a user may not be assigned multiple roles.  A user may be assigned different roles on different entities’ accounts (for instance, a user may be a PAR on one entity’s account and be an AVA on an account held by a different entity).   
	The PARs and at least one AAR must be designated during account application and representatives can be added, removed, or changed after account approval.  AVAs can only be added after an application is approved. 
	  
	1.5 Cap-and-Trade Program Participants – Entity Types 
	When applying for an account in the CITSS, there are three entity type selections: 
	 Covered Entity, Covered Source, and Opt-In Entity 
	 Covered Entity, Covered Source, and Opt-In Entity 
	 Covered Entity, Covered Source, and Opt-In Entity 

	 General Market Participant - Organization  
	 General Market Participant - Organization  

	 General Market Participant - Individual   
	 General Market Participant - Individual   


	A Covered Entity is defined in the Cap-and-Trade Regulation (Regulation) as an entity within California that has one or more of the processes or operations and has a compliance obligation as specified in subarticle 7 of the Regulation; and that has emitted, produced, imported, manufactured, or delivered in 2009 or any subsequent year more than the applicable threshold level specified in section 95812 (a) of the Regulation.  Starting in 2012, major GHG-emitting sources, such as electricity generation (includ
	An Opt-in Entity, also called an Opt-in Covered Entity in the Regulation, is an entity that voluntarily elects to participate in the Cap-and-Trade Program and surrender allowances for each metric ton of GHGs it emits.  To become an opt-in covered entity, the entity must fall under one of the sectors covered under the Cap-and-Trade Program, must not already be a covered entity, and must request approval from ARB’s Executive Officer.  Information on becoming an opt-in entity is available on the ARB website un
	General Market Participant, or Voluntarily Associated Entity (VAE) - Individual or Organization, as defined in the Regulation, is any entity (organization or an individual) which does not meet the requirements of a Covered Entity or an Opt-in Covered Entity and that intends to purchase, hold, sell, or voluntarily retire compliance instruments.  A VAE is not obligated to surrender any allowances or offset credits to ARB in order to comply with the Cap-and-Trade Program.  A VAE is referred to in the CITSS as 
	 An entity (including an individual) that intends to purchase, hold, sell, clear, or voluntarily retire allowances or offset credits, but is not a covered entity or an opt-in covered entity. 
	 An entity (including an individual) that intends to purchase, hold, sell, clear, or voluntarily retire allowances or offset credits, but is not a covered entity or an opt-in covered entity. 
	 An entity (including an individual) that intends to purchase, hold, sell, clear, or voluntarily retire allowances or offset credits, but is not a covered entity or an opt-in covered entity. 

	 An entity operating an offset project or early action offset project that is registered with ARB pursuant to the Regulation. 
	 An entity operating an offset project or early action offset project that is registered with ARB pursuant to the Regulation. 

	 An entity providing clearing services in which it takes only temporary possession of compliance instruments for the purpose of clearing transactions between two entities registered with the Cap-and-Trade Program.  A qualified entity must be a derivatives clearing organization as defined in the Commodities Exchange Act (7 U.S.C. § 1a(9)) that is registered with the U.S. Commodity Futures Trading Commission pursuant to the Commodities Exchange Act (7 U.S.C. § 7a-1(a)).
	 An entity providing clearing services in which it takes only temporary possession of compliance instruments for the purpose of clearing transactions between two entities registered with the Cap-and-Trade Program.  A qualified entity must be a derivatives clearing organization as defined in the Commodities Exchange Act (7 U.S.C. § 1a(9)) that is registered with the U.S. Commodity Futures Trading Commission pursuant to the Commodities Exchange Act (7 U.S.C. § 7a-1(a)).


	2.0 Account Application Overview 
	Once an individual has an approved CITSS User ID, that individual can apply for compliance instrument accounts in the CITSS on behalf of an entity or individual who has authorized them to do so.  The individual completing the online data entry is not required to be a PAR or AAR on the account.  Similar to CITSS User registration, the account application involves the submittal of information electronically and completion of additional forms and documentation.  The forms are generated from the CITSS and are p
	The forms include signed original attestations from the designated AAR and PAR, and if the entity is an organization, from an officer or director of the entity.  In addition, the applicant must provide information describing officers and directors, individuals with voting rights, and corporate associations and corporate structure.  Upon receipt of complete electronic information and hard-copy documentation, the California Registrar will review the account application.  ARB will notify the PAR and AARs for t
	Each compliance instrument account or set of accounts is subject to the following requirements: 
	 The account application must be completed by a person with an active CITSS User ID.   
	 The account application must be completed by a person with an active CITSS User ID.   
	 The account application must be completed by a person with an active CITSS User ID.   

	 Entities may designate up to five (5) Account Viewing Agents (AVA) who are authorized to view the information in the account but not take action on the account.   
	 Entities may designate up to five (5) Account Viewing Agents (AVA) who are authorized to view the information in the account but not take action on the account.   

	 The account application must designate one Primary Account Representative (PAR) and at least one Alternate Account Representative (AAR).  Entities may designate up to four AARs.  The PAR and AARs will act on behalf of the legal entity and are the managers of the account(s).  An individual applying for an account as a general market participant - individual is allowed to act as both the PAR and AAR on their account. 
	 The account application must designate one Primary Account Representative (PAR) and at least one Alternate Account Representative (AAR).  Entities may designate up to four AARs.  The PAR and AARs will act on behalf of the legal entity and are the managers of the account(s).  An individual applying for an account as a general market participant - individual is allowed to act as both the PAR and AAR on their account. 


	 
	2.1 Account Consolidation  
	Per the Regulation, ARB will provide a consolidated set of accounts for entities that have a direct corporate association with one or more additional entities participating in the California Cap-and-Trade Program.  If an entity chooses to not be part of a consolidated set of accounts, each such entity must formally request to opt-out of the consolidated account.  Guidance and necessary forms related to consolidation of accounts are provided on the ARB Website at: 
	Per the Regulation, ARB will provide a consolidated set of accounts for entities that have a direct corporate association with one or more additional entities participating in the California Cap-and-Trade Program.  If an entity chooses to not be part of a consolidated set of accounts, each such entity must formally request to opt-out of the consolidated account.  Guidance and necessary forms related to consolidation of accounts are provided on the ARB Website at: 
	http://www.arb.ca.gov/citss
	http://www.arb.ca.gov/citss

	. 

	  
	2.2 Preparing to Complete an Account Application 
	The information listed below will be needed to apply for compliance instrument accounts in the CITSS.  Program participants are encouraged to gather the listed information and develop necessary documentation to prepare for completing a CITSS account application: 
	 Legal and operating names of the entity 
	 Legal and operating names of the entity 
	 Legal and operating names of the entity 
	 Legal and operating names of the entity 
	 Legal and operating names of the entity 

	 Physical and mailing addresses of the entity 
	 Physical and mailing addresses of the entity 

	 California GHG emissions reporting number (covered and opt-in entities) 
	 California GHG emissions reporting number (covered and opt-in entities) 

	 Contact information (telephone numbers and email addresses) 
	 Contact information (telephone numbers and email addresses) 

	 Incorporation number, date, and place of incorporation (if applicable)   
	 Incorporation number, date, and place of incorporation (if applicable)   

	 North American Industry Classification System (NAICS) code  
	 North American Industry Classification System (NAICS) code  

	 A business number assigned by a California state agency (e.g., the California Secretary of State) if one has been assigned 
	 A business number assigned by a California state agency (e.g., the California Secretary of State) if one has been assigned 

	 U.S. Federal Tax Employer ID Number 
	 U.S. Federal Tax Employer ID Number 

	 Data Universal Numbering System (DUNS) number 
	 Data Universal Numbering System (DUNS) number 

	 User Reference Codes for a Primary Account Representative (PAR) and at least one (1) and up to four (4) Alternate  Account Representatives (AAR) (must be approved CITSS users)  
	 User Reference Codes for a Primary Account Representative (PAR) and at least one (1) and up to four (4) Alternate  Account Representatives (AAR) (must be approved CITSS users)  

	 Website address, if any 
	 Website address, if any 




	 
	Account Application Forms and Information 
	To complete a CITSS account application, each applicant will print three (3) forms that are generated in the CITSS after completing the online data entry.  The first form provides a checklist and the California Registrar’s address for the individual’s reference.  The second and third forms must be completed and submitted as directed.  The forms are: 
	1. Account Application Checklist (for your reference) 
	2. Account Application with Attestation Form (review, sign, and submit) 
	3. Corporate Associations and Structure Form (complete, sign, and submit) 
	Applicants also need to submit the following information to complete the 
	Applicants also need to submit the following information to complete the 
	Corporate Associations and Structure Form
	Corporate Associations and Structure Form

	.  Additional guidance on completing the form and a sample completed form are available on the ARB website.   

	 Names and addresses of the entity’s directors and officers 
	 Names and addresses of the entity’s directors and officers 
	 Names and addresses of the entity’s directors and officers 
	 Names and addresses of the entity’s directors and officers 
	 Names and addresses of the entity’s directors and officers 

	 Names and contact information for persons controlling over 10 percent of voting rights attached to the outstanding voting securities of the entity 
	 Names and contact information for persons controlling over 10 percent of voting rights attached to the outstanding voting securities of the entity 

	 Description of corporate associations and parent and subsidiary companies. 
	 Description of corporate associations and parent and subsidiary companies. 




	3.0 Completing a CITSS Account Application  
	Applying for CITSS accounts requires individuals with active CITSS User IDs who are submitting an application for themselves or have been authorized to submit an account application on behalf of a covered entity, opt-in covered entity, or a general market participant organization, to access and complete the online portion of the account application in the CITSS system.  Forms and documentation must also be completed and submitted.  Upon receipt of complete electronic information and hard-copy documentation,
	3.1 Accessing the Account Application 
	To complete the electronic portion of a new CITSS Account Application, you will first log in to the CITSS using your approved User ID and password.  You will access the account application from the User Home Page, titled “Welcome to WCI CITSS,” shown in Figure 3.   
	CITSS Users can submit applications on behalf of entities that have authorized them to do so, but the individual submitting the information is not required to be one of the account representatives.  If you are submitting an application but will not be a representative on the accounts, the application will show in the “Account Applications” section of your CITSS Home Page while pending, but after approval the accounts will only be shown on the Home Pages of the account representatives. 
	STEP 1 On the left navigation menu, click “Account Registration” to access the first page of the account application. 
	IMPORTANT:  Before completing an account application for your business or organization, please ensure that an application has not already been submitted by another user.   
	Figure 3 – CITSS User Home Page 
	 
	Figure
	Figure
	3.1.1 Account Application: Account Type 
	The “Account Application: Jurisdiction and Account Type” screen illustrated in Figure 4 is the first screen of electronic data entry in an account application.  The individual completing the data entry will first need to identify the appropriate entity type.  The three entity types are determined based on the nature of the entity or individual’s participation in the Cap-and-Trade Program.  After completing this page, the data entry pages become specific to the entity type.   
	The entity types include the following: 
	Covered Entity, Covered Source, and Opt-in Entity 
	Only California Covered Entities and Opt-in Entities will select this option.  These entities have compliance obligations, and following application approval will be issued holding accounts and compliance accounts.  Publicly owned utilities that do not have a compliance obligation but will be receiving free allowance allocations will also select this option. 
	General Market Participant – Individual 
	An individual who wishes to participate in the Cap-and-Trade Program through acquiring, holding, trading, and/or retiring compliance instruments will select this option.  The individual must reside in the United States. 
	General Market Participant – Organization 
	Any business entity or organization that wishes to participate in the Cap-and-Trade Program but is not a covered entity or an opt-in entity will select this option.  The organization must be located in the United States. 
	 
	 
	The first part of submitting an account application requires that the individual completing the account application select the appropriate entity type for the entity applying for a CITSS account.  It is very important that the correct entity type be selected since the type of accounts established for each entity are dependent in part on the entity type.  For instance, compliance accounts and limited use holding accounts can only be established for covered entities.  In addition, the application screens are 
	If you have any difficulty determining which type of entity to select, contact the CARB CITSS Help Desk by email at: 
	If you have any difficulty determining which type of entity to select, contact the CARB CITSS Help Desk by email at: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or by phone at: 916-324-7659.  

	Please move to the appropriate section of this guide for instructions on the electronic data entry for an account application for your specific entity type: 
	Section 3.2 Covered and Opt-in Entity Account Application
	Section 3.2 Covered and Opt-in Entity Account Application
	Section 3.2 Covered and Opt-in Entity Account Application

	  

	Section 3.3 General Market Participant - Individual Account Application
	Section 3.3 General Market Participant - Individual Account Application
	Section 3.3 General Market Participant - Individual Account Application

	  

	Section 3.4 General Market Participant - Organization Account Application
	Section 3.4 General Market Participant - Organization Account Application
	Section 3.4 General Market Participant - Organization Account Application
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	3.2 Covered and Opt-in Entity Account Application 
	Section 3.2 is specific to completing the online data entry for an account application for a Covered Entity or Opt-in Entity.  If you are completing an account application on behalf of a general market participant (voluntary associated entity), please skip this section and proceed to Section 3.3 for an individual or Section 3.4 for organizations.   
	All Covered Entities and Opt-in Entities must apply through the CITSS for compliance instrument accounts to be able to hold compliance instruments.  Covered Entities and Opt-in Entities should have also completed Cap-and-Trade Program registration through the online registration form on the ARB website by January 31, 2012 and should also have completed CITSS account application by October 1, 2012.  Data from the January program registration and emissions reporting conducted pursuant to the Mandatory Reporti
	Covered Entities and Opt-in Entities must:  
	 Complete user registration in the CITSS (account representatives and viewing agents); 
	 Complete user registration in the CITSS (account representatives and viewing agents); 
	 Complete user registration in the CITSS (account representatives and viewing agents); 

	 Complete an account application for compliance instrument account(s), meeting all requirements and receiving approval from the California Registrar;  
	 Complete an account application for compliance instrument account(s), meeting all requirements and receiving approval from the California Registrar;  

	 Report information related to directors and officers, individuals with voting rights and corporate associations through the account application process; 
	 Report information related to directors and officers, individuals with voting rights and corporate associations through the account application process; 

	 Report any changes in information such as ownership, representatives, and corporate associations in a timely manner, as specified in the Regulation; 
	 Report any changes in information such as ownership, representatives, and corporate associations in a timely manner, as specified in the Regulation; 

	 Report emissions annually under the MRR; and 
	 Report emissions annually under the MRR; and 

	 Meet their compliance obligations according to regulatory requirements. 
	 Meet their compliance obligations according to regulatory requirements. 


	 
	Notes on Deadlines for Opt-in Entities 
	The deadlines for Opt-in Entities to complete an opt-in request form are: 
	 Entities wishing to opt in and receive free allocation of allowances during their first year of participation should submit the form to the Executive Officer by certified mail, to be received by ARB by March 1 of the calendar year preceding the first calendar year the entity wants to participate in the program. 
	 Entities wishing to opt in and receive free allocation of allowances during their first year of participation should submit the form to the Executive Officer by certified mail, to be received by ARB by March 1 of the calendar year preceding the first calendar year the entity wants to participate in the program. 
	 Entities wishing to opt in and receive free allocation of allowances during their first year of participation should submit the form to the Executive Officer by certified mail, to be received by ARB by March 1 of the calendar year preceding the first calendar year the entity wants to participate in the program. 

	 For entities not intending to receive free allocation of allowances, the information contained in the form must be submitted by November 30 of the calendar year prior to the year it desires to voluntarily participate in the program.  
	 For entities not intending to receive free allocation of allowances, the information contained in the form must be submitted by November 30 of the calendar year prior to the year it desires to voluntarily participate in the program.  


	3.2.1 Account Application: Jurisdiction and Account Type 
	STEP 1 Select California as the Jurisdiction from the drop-down menu.  Covered entities and opt-in entities from anywhere in the United States must select California as the jurisdiction.   
	STEP 2 Select Covered Entity, Covered Source, or Opt-in Entity from the Entity Type drop-down menu. 
	STEP 3 Click on “Continue.” 
	  
	Figure 4 – Account Application: Jurisdiction and Account Type 
	  
	Figure
	3.2.2 Account Application: Entity Information 
	On the “Account Application: Entity Information” page (Figure 5), the User must select either “Option A: Search for Covered Entity, Covered Source, or Opt-in Entity” or “Option B: Start a New Covered Entity, Covered Source, or Opt-in Entity.”  Data from the MRR reporting database and the online Cap-and-Trade Program registration completed in January 2012 has been pre-loaded into the CITSS to the greatest degree possible to support Option A.   
	 
	Figure 5 – Account Application: Entity Information  
	 
	Figure
	Figure
	 
	 
	Entity Information – Option A 
	To locate an entity, you can enter the legal name, its operating name, or the ARB GHG Emissions Reporting ID number.  You can enter a partial entry, and the system will generate a list of potential matches.  If you are unsure of any of the information used for reporting under MRR, please confirm it by checking the “Reported Emissions Data” information at: 
	To locate an entity, you can enter the legal name, its operating name, or the ARB GHG Emissions Reporting ID number.  You can enter a partial entry, and the system will generate a list of potential matches.  If you are unsure of any of the information used for reporting under MRR, please confirm it by checking the “Reported Emissions Data” information at: 
	http://www.arb.ca.gov/cc/reporting/ghg-rep/ghg-rep.htm
	http://www.arb.ca.gov/cc/reporting/ghg-rep/ghg-rep.htm

	.   

	STEP 1 Enter known entity data and Click on “Search.”  As an example, “San Diego” is entered into the “Legal Name” field in Figure 6 to generate a list of potential matches.  You can use any of the following: 
	 The legal name of the entity 
	 The legal name of the entity 
	 The legal name of the entity 

	 The operating name of the entity as reported in the MRR  
	 The operating name of the entity as reported in the MRR  

	 The GHG Emissions Reporting ID number 
	 The GHG Emissions Reporting ID number 


	STEP 2 If a list of potential matches is provided, find the correct entity and click on its legal name.  You will automatically be directed to the next page of data entry.  You will not be able to update the legal or operating name.  If your entity’s legal or operating name have changed from that provided in the MRR or January Program Registration, you will need to provide data under Option B and enter the current legal and operating names for your entity. 
	STEP 3 Review the prepopulated fields.  If the entity selected is incorrect, select the back button at the bottom of the page to move back to the “Entity Information” page. 
	Figure 6 – Option A: Search for a Covered Entity, Covered Source, or Opt-In Entity 
	 
	Figure
	  
	Entity Information – Option B 
	Figure 7 displays the “Account Application: Entity Information” page with Option B circled.  Option B was selected with sample information inserted into the required fields as an example.  In this example, a “Legal Name” and an “Operating Name” for the entity were entered into the fields.  
	STEP 1 Enter the entity’s legal name and the entity’s operating name.  Enter the name that is used for reporting under MRR, if applicable.  If the legal name and the operating name are the same, enter that name in both fields.   
	STEP 2 Click on the “Continue” button.   
	 
	Figure 7 – Option B: Start a New Covered Entity, Covered Source, or Opt-In Entity 
	 
	 
	InlineShape

	Figure
	Figure
	 
	3.2.3 Account Application: Identifiers 
	Figure 8 displays the “Account Application: Identifiers” page.  As an example, sample information and IDs have been entered into the required fields.  As with user registration, all required fields are identified with an asterisk (*).  This page will be partially complete if the system was able to locate an existing entity under “Option A: Search for a Covered Entity, Covered Source, or Opt-in Entity.”  In this instance, you will need to verify that each entry is accurate, change any entries that are not ac
	STEP 1 Select the appropriate NAICS code from the drop-down list.  The North American Industry Classification System (NAICS) is used to classify businesses according to a type of economic activity.  If your entity’s NAICS code is not in the drop-down list, select “other.” 
	STEP 2 Verify or Enter the GHG Emissions Reporting ID for the Covered or Opt-in Entity.  The number can be up to six digits in length.   
	STEP 3 Enter the ID Number for this entity that was provided by the incorporating agency (if the entity is incorporated).  This is a required field; if the entity is not incorporated or is a public agency, enter a zero in this field. 
	STEP 4 Enter the incorporation state, country, and date in the appropriate fields, if applicable (if the entity is incorporated).  These are required fields; if the entity is not incorporated or is a public agency, then enter California as the State, United States as the country and the current date in the date field. 
	STEP 5 Enter the Federal Tax Employer Identification Number.  All entities must enter this number, which is used by the Internal Revenue Service. 
	STEP 6 Enter the ORIS Identifier if assigned.
	STEP 6 Enter the ORIS Identifier if assigned.
	  
	The U.S. Energy Information Agency 
	(EIA) of the U.S. Department of Energy (DOE) assigns an ORIS (Office of 
	Re
	gulatory Information System
	s
	) identifier to electricity generating units (i.e., 
	primarily facilities with a Standard Industrial Classification code of 4911). 
	 
	Information about 
	ORIS ID
	 
	numbers
	 
	is available at: 
	www.eia.doe.gov
	www.eia.doe.gov

	. 
	 

	STEP 7 Enter the ID Number assigned to the entity by the Secretary of State (SOS).  If a business entity is a California corporation; nonprofit; association; limited liability company; or a general, limited, or limited liability partnership the entity is required to register with the California SOS business office.  Although not required by the CITSS, providing this number will assist the California Registrar and will support a rapid review of your application.   
	STEP 8 Enter the entity’s Data Universal Numbering System (DUNS) Number.  The DUNS number is a nine-digit number, issued by Dun & Bradstreet (D&B), assigned to each business location in the D&B database, having a unique, separate, and distinct operation for the purpose of identifying them.  
	You will not enter the Numéro d’entreprise du Québec, which is provided in the CITSS to support other programs in other jurisdictions. 
	STEP 9 Click on the “Continue” button.   
	Figure 8 – Account Application: Identifiers 
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	3.2.4 Account Application: Contact Information 
	The “Account Application: Contact Information” page (Figure 9) contains the fields for entity information, including Physical Address, Mailing Address, and Entity Contact Information.  Sample entity information has been entered into the required fields in Figure 9.  If a covered entity was identified during your initial search for an entity, information will be pre-populated.  Verify all information, change any errors, and enter any missing data.   
	STEP 1 Enter or verify the physical address for the covered entity.  Please use the same physical address of the entity used for reporting under the MRR. 
	STEP 2 Enter or verify the proper mailing address for receiving information specific to the Cap-and-Trade Program, the CITSS, and the entity’s CITSS accounts.  You can select the option of using the physical address as the mailing address by clicking on the box prior to the Mailing Address fields.  
	STEP 3 Enter the entity contact information for general communication and to reach account representatives regarding questions on the CITSS accounts.   
	STEP 4 Enter a phone number for a person or department that should be contacted.  Enter only numbers for phone numbers, with no spaces or dashes (-). 
	STEP 5 Enter a mobile phone number and fax number, if available. 
	STEP 6 Enter an email address that can be associated with general communication related to the CITSS.  Official notifications for account actions will NOT be sent to this email address unless it is also associated with an account representative.   
	STEP 7 Click on “Continue.” 
	 
	 
	 
	Figure 9 – Account Application: Contact Information 
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	3.2.5 Account Application: Account Representatives 
	The “Account Application: Account Representatives” page (Figure 10) includes a summary of data entered to this point in the application process and an area for data entry of account representatives.   
	Once you have reached this page, the data entered will be saved.  You can move back to prior pages without losing any data.  You can also change or add new data as needed.  You can exit the CITSS and return to complete the account application at a later time.  Any account applications that have not been completed will show in the home page of the individual who entered the application under the “Account Applications” section.   
	Near the top of this page are four navigation buttons: Entity Data, Contact Information, Representatives, and Review and Submit.  The text below each button, with the exception of the “Review and Submit” button, indicates the steps you have completed (green text) and the information you still need to complete (red text).  You can use these navigation buttons to move among the pages to enter or revise the information.     Figure 10 displays the upper portion of the “Account Application: Account Representativ
	 
	 
	  
	Figure 10 – Account Application: Account Representatives (upper portion) 
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	Figure
	  
	Designating Account Representatives and an Alternate Contact 
	Figure 11 displays the lower portion of the Account Representatives page, where the individual entering data will designate the PAR and AARs.  The PAR and AARs are the individuals with the authority to purchase, transfer, and sell compliance instruments on behalf of the entity, and to manage the entity’s accounts.  A PAR and one (1) AAR must be designated for each entity during account application.  An entity may designate up to four (4) AARs.  Individual general market participants are allowed to act as bo
	All designated account representatives must be approved CITSS Users.  To enter the information for representatives, the person entering data in the CITSS will need the User Reference Codes for each representative.  
	At this point in the account application, the individual entering data can also identify an additional point of contact for the entity that is not one of the account representatives.  These are not required fields, but it may be helpful to have another individual to contact in the event that there is a question or issue and the CITSS staff is unable to reach the account representatives.  No confidential information will be conveyed to the alternate contact, and no emails related to compliance instruments tr
	STEP 1 Designate the PAR for the account(s).  Select yourself as the PAR or a different registered CITSS User by selecting the appropriate button.  The person completing the application is not required to be either the PAR or the AAR.  If you have identified another CITSS User as the PAR, enter the 12-digit User Reference Code in the appropriate field. 
	STEP 2 Designate the AARs for the account(s) and enter the 12-digit User Reference Codes in the appropriate field.  If you are not designated as the PAR you can select yourself as one of the AARs by selecting the first AAR button.  If designating a different registered CITSS user(s) as the AAR(s), select the second button.  Individual account holders that do not want to designate additional AARs select the second button but do not enter any User Reference Codes. 
	STEP 3 Enter the name, position, phone numbers, and email address of the additional account contact in the appropriate fields. 
	STEP 4 Click on “Continue” to proceed. 
	If an error code is displayed stating that one of the User Reference Codes entered could not be verified, it may be that the individual’s user registration has not been approved yet or that a typographical error was entered in the User Reference Code field.  If you are having any difficulty completing the representatives entry, contact the CARB CITSS Help Desk by email: 
	If an error code is displayed stating that one of the User Reference Codes entered could not be verified, it may be that the individual’s user registration has not been approved yet or that a typographical error was entered in the User Reference Code field.  If you are having any difficulty completing the representatives entry, contact the CARB CITSS Help Desk by email: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or phone: 916-324-7659.  

	NOTE: An entity can also add or change representatives and can designate up to five (5) Account Viewing Agents after the account application has been approved.   
	Figure 11– Account Application: Account Representatives (lower portion) 
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	Figure
	Figure
	3.2.6 Account Application: Review and Submit 
	The “Account Application: Review and Submit” page (Figure 12) displays the same four (4) navigation buttons as the prior Account Representatives page, as well as the status of data entry on each page.  After the PAR and AAR have been added, the status will indicate that the representative information was successfully added and that the account registration is in progress, and it will display a “CITSS Entity ID.”  This unique entity ID number can be used to identify the application while in progress and will
	STEP 1 Review the data.  If there is a need to make any edits, select the appropriate navigation buttons (Entity Data, Contact Information, or Representatives) and correct the information.  NOTE: If you navigate to another page and make changes, you will need to click on “Continue” at the bottom of the page where you have entered changes for those changes to be saved.   
	STEP 2 When the data entry is complete, return to the Review and Submit page by either clicking “Continue” on all prior pages or clicking on the “Review and Submit” button at the top of any page. 
	STEP 3 Click the “Submit Application” button located at the bottom of the page. 
	  
	Figure 12 – Account Application: Review and Submit 
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	Figure
	Figure
	3.2.7 Account Application: Terms and Conditions 
	The “Account Application: Terms and Conditions” page (Figure 13) contains the Terms and Conditions that must be accepted prior to submitting the electronic portion of the account application.   
	STEP 1 Read the Terms and Conditions statement on this page. 
	STEP 2 To accept the Terms and Conditions, re-enter your password in the Password field.  This entry is required, and you will not be able to submit the application without re-entering your password.  
	STEP 3 Click the “Submit Application” button.   
	At this point, the online submittal of information for an account application for a covered entity or opt-in entity has been completed. 
	  
	Figure 13 – Account Application: Terms and Conditions 
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	 Email - An email confirmation will be sent to the user and the assigned account representative(s) indicating that the account application was successfully submitted. 
	 Email - An email confirmation will be sent to the user and the assigned account representative(s) indicating that the account application was successfully submitted. 
	InlineShape


	 
	 
	  
	3.2.8 Account Application Submitted 
	The “Account Application Submitted” page (Figure 14) will be displayed after the Terms and Conditions have been accepted and indicates that the electronic data entry portion of your account application has been submitted to the California Registrar.  The “Account Application Submitted” page includes the 6-character Entity Code (e.g., CA-1000) specific to your submitted account application (circled on Figure 14).   
	To complete the account application, the required forms that are accessed from the navigation buttons on this page need to be printed, completed, and submitted to the California Registrar.  The address is provided on the Account Application Checklist 
	Figure 14 highlights the navigation buttons that access the forms - the (1) Account Application Checklist, (2) Account Application with Attestations Form, and (3) Corporate Associations and Structure Form.  The Account Application Checklist provides a summary of the information that must be completed and the address of the California Registrar.  The Account Application with Attestations Form and the Corporate Associations and Structure Form must be completed, signed, and mailed to the California Registrar a
	 
	REMINDER:  The individual who completed the online portion of the account application will be able to return to the CITSS to print these forms if you exit the CITSS at this time.  Guidance to help you complete the Corporate Associations and Structure Form and blank copies of these forms are available on the ARB website.  DO NOT submit forms using the blank forms prior to submitting the online portion of the CITSS account application. 
	STEP 1 Click on each Form Button.  Each form opens in a new browser tab. 
	STEP 2 Print each Form and then return to the Account Application Submitted page by navigating back to the original browser tab where the Registration Submitted page is displayed.  You can do this by either closing the tab that displays the form or clicking on the tab for the Registration Submitted page.   
	STEP 3 Continue until all forms have been printed. 
	Figure 14 – Account Application Submitted 
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	Instructions to assist you as you complete the required forms are provided in Section 3.5 of this volume of the User Guide.  Please move forward to 
	Instructions to assist you as you complete the required forms are provided in Section 3.5 of this volume of the User Guide.  Please move forward to 
	Section 3.5
	Section 3.5

	 now. 

	3.3 General Market Participant - Individual Account Application  
	Section 3.3 is specific to the data entry required to complete an account application for individuals who will act as general market participants.   
	General Market Participants: 
	 Must complete user registration in the CITSS (account representatives and viewing agents); 
	 Must complete user registration in the CITSS (account representatives and viewing agents); 
	 Must complete user registration in the CITSS (account representatives and viewing agents); 

	 Must complete an account application for compliance instrument account(s), meeting all requirements and receiving approval from the California Registrar;  
	 Must complete an account application for compliance instrument account(s), meeting all requirements and receiving approval from the California Registrar;  

	 Must report any changes in information such as representatives, and corporate associations in a timely manner, as specified in the Regulation; 
	 Must report any changes in information such as representatives, and corporate associations in a timely manner, as specified in the Regulation; 

	 May hold compliance instruments in a holding account; and 
	 May hold compliance instruments in a holding account; and 

	 May transfer compliance instruments according to all established policies and procedures.  
	 May transfer compliance instruments according to all established policies and procedures.  


	 
	  
	3.3.1 Account Application: Jurisdiction and Account Type 
	STEP 1 Select California as the Jurisdiction from the drop-down menu.  General Market Participants are applying to participate in California’s program and therefore select California.   
	STEP 2 Select the Entity Type from the drop-down menu.  Individuals applying for an account for their own use, not on behalf of an organization, select general market participant – individual. 
	STEP 3 Click on “Continue.” 
	 
	Figure 15 – Account Application: Jurisdiction and Account Type 
	  
	Figure
	3.3.2 Account Application: Additional Information 
	The “Account Application: Additional Information” page shown in Figure 16 is specific to a General Market Participant – Individual account application. 
	STEP 1 Select the appropriate button to identify the use of the compliance instrument account.  “Commercial use” is selected if the account will be used in the course of business activities, such as activity conducted by an independent broker.   
	 “Personal use” should be selected if you intend to acquire, transfer, and/or retire compliance instruments as an individual for your own investment or other purposes.  
	STEP 2 Select a classification for yourself from the available options.  The classification should be related to the purpose for the compliance accounts for which you are applying.  Offset Project Verifiers are ineligible for compliance accounts. 
	STEP 3 If you select “Other,” you must enter more detail in the data field below the button. 
	STEP 4 Click on “Continue.” 
	 
	  
	Figure 16 – Account Application: Additional Information 
	 
	Figure
	  
	3.3.3 Account Application: Contact Information  
	The “Account Application: Contact Information” page (Figure 17) will be pre-populated with the information provided during User Registration.  In the example, the CITSS User has selected the option to have the mailing address the same as the physical address during User Registration, and that is repeated in the account application.   
	STEP 1 Review the pre-populated data.  Enter any changes necessary for the account(s).  
	STEP 2 Enter or verify the physical address for the individual.   
	STEP 2 Enter or verify the proper mailing address for receiving information specific to the Cap-and-Trade Program, the CITSS, and the individual’s CITSS accounts.  You can select the option of using the physical address as the mailing address by clicking on the box prior to the Mailing Address fields.  
	STEP 3 Enter additional contact information for general communication and to reach account representatives regarding questions on the CITSS accounts.   
	STEP 4 Enter a phone number for a person or department that should be contacted.  Enter only numbers for phone numbers, with no spaces or dashes (-). 
	STEP 5 Enter a mobile phone number and fax number, if available. 
	STEP 6 Enter an email address that can be associated with general communication related to the CITSS.  The pre-populated email will be the one associated with the individual during user registration.  If the email is changed from the pre-populated one, official notifications for account actions will not be sent to that email address unless it is also associated with an account representative.   
	STEP 7 Click on “Continue.” 
	  
	Figure 17 – Account Application: Contact Information 
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	3.3.4 Account Application: Account Representatives  
	The “Account Application: Account Representatives” page (Figure 18) includes a summary of data entered to this point in the application process and an area for data entry of account representatives.   
	Once you have reached this page, the data entered will be saved.  You can move back to prior pages without losing any data.  You can also change or add new data as needed.  You can exit the CITSS and return to complete the account application at a later time.  Any account applications that have not been completed will show in the home page of the individual who entered the application under the “Account Applications” section.   
	Near the top of this page are four navigation buttons: Entity Data, Contact Information, Representatives, and Review and Submit.  The text below each button, with the exception of the “Review and Submit” button, indicates the steps you have completed (green text) and the information you still need to complete (red text).  You can use these navigation buttons to move among the pages to enter or revise the information.  Figure 18 displays the upper portion of the “Account Application: Account Representatives”
	 
	  
	Figure 18 – Account Application: Account Representatives  
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	Designating Account Representatives and an Alternate Contact 
	Figure 19 again displays the Account Representatives page where the individual entering data will designate the PAR and AARs.  The PAR and AARs are the individuals with the authority to purchase, transfer, and sell compliance instruments on behalf of the entity, and to manage the entity’s accounts.  Individual general market participants are allowed to act as both the PAR and the AAR on their account.  The individual may designate up to four (4) AARs.   
	All designated account representatives must be approved CITSS Users.  To enter the information for representatives, the individual will need the User Reference Codes for each representative.  
	At this point in the account application, the individual entering data can also identify an additional point of contact for the entity that is not one of the account representatives.  These are not required fields, but it may be helpful to have another individual to contact in the event that there is a question or issue and the CITSS staff is unable to reach the account representatives.  No confidential information will be conveyed to the alternate contact, and no emails related to compliance instruments tr
	STEP 1 Designate the PAR for the account(s).  Select yourself as the PAR by selecting the appropriate button.   
	STEP 2 Individuals account holders that do not want to designate additional AARs select the second button but do not enter any User Reference Codes.  If desired, designate one or more AARs for the account(s) and enter the 12-digit User Reference Codes in the appropriate field.   
	STEP 3 Enter the name, position, phone numbers, and email address of the additional account contact in the appropriate fields. 
	STEP 4 Click on “Continue” to proceed. 
	If an error code is displayed stating that one of the User Reference Codes entered could not be verified, it may be that the individual’s user registration has not been approved yet or that a typographical error was entered in the User Reference Code field.  If you are having any difficulty completing the representatives entry, contact the CARB CITSS Help Desk by email: 
	If an error code is displayed stating that one of the User Reference Codes entered could not be verified, it may be that the individual’s user registration has not been approved yet or that a typographical error was entered in the User Reference Code field.  If you are having any difficulty completing the representatives entry, contact the CARB CITSS Help Desk by email: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or phone at: 916-324-7659.  

	NOTE: An individual can also add or change representatives after the account application has been approved.  An entity can designate up to five (5) Account Viewing Agents (AVA) after an account application has been approved.   
	 
	  
	Figure 19 – Account Application: Account Representatives (lower portion) 
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	3.3.5 Account Application: Review and Submit 
	The “Account Application: Review and Submit” page (Figure 20) displays the same four (4) navigation buttons as the prior Account Representatives page, as well as the status of data entry on each page.  After the PAR has been added, the status will indicate that the representative information was successfully added and that the account registration is in progress, and it will display a “CITSS Entity ID.”  This unique entity ID number can be used to identify the application while in progress and will be assoc
	STEP 1 Review the data.  If there is a need to make any edits, select the appropriate navigation buttons (Entity Data, Contact Information, or Representatives) and correct the information.  NOTE: If you navigate to another page and make changes, you will need to click on “Continue” at the bottom of the page where you have entered changes for those changes to be saved.   
	STEP 2 When the data entry is complete, return to the Review and Submit page by either clicking “Continue” on all prior pages or clicking on the “Review and Submit” button at the top of any page. 
	STEP 3 Click the “Submit Application” button located at the bottom of the page. 
	  
	Figure 20 – Account Application: Review and Submit 
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	3.3.6 Account Application: Terms and Conditions 
	The “Account Application: Terms and Conditions” page (Figure 21) contains the Terms and Conditions that must be accepted prior to submitting the electronic portion of the account application.   
	STEP 1 Read the Terms and Conditions statement on this page. 
	STEP 2 To accept the Terms and Conditions, re-enter your password in the Password field.  This entry is required, and you will not be able to submit the application without re-entering your password.  
	STEP 3 Click the “Submit Application” button.   
	 
	At this point, the online submittal of information for an account application for a General Market Participant – Individual has been completed. 
	 
	  
	Figure 21 – Account Application: Terms and Conditions 
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	 Email - An email confirmation will be sent to the CITSS User submitting the account application and the assigned account representative(s) indicating that the account application was successfully submitted. 
	 Email - An email confirmation will be sent to the CITSS User submitting the account application and the assigned account representative(s) indicating that the account application was successfully submitted. 
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	3.3.7 Account Application Submitted 
	The “Account Application Submitted” page (Figure 22) will be displayed after the Terms and Conditions have been accepted and indicates that the electronic data entry portion of your account application has been submitted to the California Registrar.  The “Account Application Submitted” page includes the 6-character Entity ID (e.g., CA-1001) specific to your submitted account application (circled on Figure 22).   
	To complete the account application, the required forms that are accessed from the navigation buttons on this page need to be printed, completed, and submitted to the California Registrar.  The address is provided on the Account Application Checklist. 
	Figure 22 highlights the navigation buttons that access the forms - the (1) Account Application Checklist, (2) Account Application with Attestations Form, and (3) Corporate Associations and Structure Form.  The Account Application Checklist provides a summary of the information that must be completed and the address of the California Registrar.  The Account Application with Attestations Form and the Corporate Associations and Structure Form must be completed, signed, and mailed to the California Registrar a
	REMINDER:  The individual who completed the online portion of the account application will be able to return to the CITSS to print these forms if you exit the CITSS at this time.   
	Guidance to help you complete the Corporate Associations and Structure Form and blank copies of these forms are available on the ARB website.  DO NOT submit forms using the blank forms prior to submitting the online portion of the CITSS account application. 
	STEP 1 Click on each Form Button.  Each form opens in a new browser tab. 
	STEP 2 Print each Form and then return to the Account Application Submitted page by navigating back to the original browser tab where the Registration Submitted page is displayed.  You can do this by either closing the tab that displays the form or clicking on the tab for the Registration Submitted page.   
	STEP 3 Continue until all forms have been printed. 
	 
	 
	Figure 22 – Account Application Submitted 
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	Instructions to assist you as you complete the required forms are provided in Section 3.5 of this volume of the User Guide.  Please move forward to 
	Instructions to assist you as you complete the required forms are provided in Section 3.5 of this volume of the User Guide.  Please move forward to 
	Section 3.5
	Section 3.5

	 now. 

	3.4 General Market Participant - Organization Account Application 
	Section 3.4 is specific to the data entry required to complete an account application for organizations that will act as general market participants.   
	General Market Participants: 
	 Must complete user registration in the CITSS (Account Representatives and Account Viewing Agents); 
	 Must complete user registration in the CITSS (Account Representatives and Account Viewing Agents); 
	 Must complete user registration in the CITSS (Account Representatives and Account Viewing Agents); 

	 Must complete an account application for a compliance instrument account, meeting all requirements and receiving approval from the California Registrar; 
	 Must complete an account application for a compliance instrument account, meeting all requirements and receiving approval from the California Registrar; 

	 Must report information related to directors and officers, individuals with voting rights and corporate associations through the account application process; 
	 Must report information related to directors and officers, individuals with voting rights and corporate associations through the account application process; 

	 Must report any changes in information such as ownership, representatives, and corporate associations in a timely manner, as specified in the Regulation; 
	 Must report any changes in information such as ownership, representatives, and corporate associations in a timely manner, as specified in the Regulation; 

	 May hold compliance instruments in a holding account; and 
	 May hold compliance instruments in a holding account; and 

	 May transfer compliance instruments according to all established policies and procedures.  
	 May transfer compliance instruments according to all established policies and procedures.  


	 
	NOTES:   
	If the entity applying for accounts will be an exchange clearing service provider, the entity must apply as a general market participant organization and select Clearing Service Provider on the second data entry screen (see Figure 24) to be eligible to receive an exchange clearing account.  An exchange clearing service provider is an entity that will only take temporary possession of compliance instruments for the purpose of clearing transactions between two entities registered with the Cap-and-Trade Progra
	 
	  
	3.4.1 Account Application: Jurisdiction and Account Type 
	STEP 1 Select California as the Jurisdiction from the drop-down menu.  General Market Participants are applying to participate in California’s program and therefore select California.   
	STEP 2 Select the Entity Type from the drop-down menu. 
	STEP 3 Click on “Continue.” 
	 
	Figure 23 – Account Application: Jurisdiction and Account Type 
	  
	Figure
	3.4.2 Account Application: Additional Information 
	On the “Account Application: Additional Information” page that is specific to General Market Participants that are Organizations (Figure 24), the user must provide a legal name and identify the type of organization. 
	STEP 1 Enter the Legal Name of the organization as listed on official documents such as Secretary of State business documents.  
	STEP 2 Select the appropriate button to identify the type of organization.  Multiple entries are not allowed.  If more than one entry describes your organization, choose the most descriptive.  For instance, a nonprofit corporation would choose Non-profit, not Corporation.  If the entity applying for accounts will be an exchange clearing service provider, the entity must select Clearing Service Provider to be eligible to receive an exchange clearing account. 
	STEP 3 If you select “Other,” you must enter more detail in the data field below the button. 
	STEP 4 Click on “Continue.” 
	  
	Figure 24 – Account Application: Additional Information 
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	3.4.3 Account Application: Identifiers 
	The “Account Application: Identifiers” page for a General Market Participant - Organization (Figure 25) requires that information used to identify the organization be entered.  As with User ID registration, all required fields are identified with an asterisk (*).  In the figure, sample information and IDs were entered into the fields.   
	STEP 1 Enter the ID Number for this entity that was provided by the incorporating agency (if the entity is incorporated).  This is a required field; if the entity is not incorporated or is a public agency, enter a zero in this field. 
	STEP 2 Enter the incorporation state, country, and date in the appropriate fields, if applicable (if the entity is incorporated).  These are required fields; if the entity is not incorporated or is a public agency then enter California as the State, United States as the country and the current date in the date field. 
	STEP 3 Enter the Federal Tax Employer Identification Number.  All entities must enter this number, which is used by the Internal Revenue Service. 
	STEP 4 Enter the ORIS Identifier if assigned.
	STEP 4 Enter the ORIS Identifier if assigned.
	  
	The U.S. Energy Information Agency 
	(EIA) of the U.S. Department
	 
	of Energy (DOE) assigns an ORIS (Office of 
	Regulatory Information System
	s
	) identifier to electricity generating units (i.e., 
	primarily facilities with a Standard Industrial Classification code of 4911). 
	 
	Information about 
	ORIS ID
	 
	numbers
	 
	is available at: 
	www.eia.doe.gov
	www.eia.doe.gov

	. 
	 

	STEP 5 Enter the ID Number assigned to the entity by the Secretary of State (SOS).  If a business entity is a California corporation; nonprofit; association; limited liability company; or a general, limited, or limited liability partnership the entity is required to register with the California SOS business office.  Although not required by the CITSS, providing this number will assist the California Registrar and will support a rapid review of your application.   
	STEP 6 Enter the entity’s Data Universal Numbering System (DUNS) Number.  The DUNS number is a nine-digit number, issued by Dun & Bradstreet (D&B), assigned to each business location in the D&B database, having a unique, separate, and distinct operation for the purpose of identifying them.  
	You will not enter the Numéro d’entreprise du Québec, which is provided in the CITSS to support other programs in other jurisdictions. 
	STEP 7 Click on the “Continue” button.   
	 
	  
	Figure 25 – Account Application: Identifiers 
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	3.4.4 Account Application: Contact Information 
	The “Account Application: Contact Information” page (Figure 26) includes address and contact information for the entity.  Sample information has been entered in the figure.   
	STEP 1 Enter the physical address for the entity.   
	STEP 2 Enter the proper mailing address for receiving information specific to the Cap-and-Trade Program, the CITSS, and the entity’s CITSS accounts.  You can select the option of using the physical address as the mailing address by clicking on the box prior to the Mailing Address fields.  
	STEP 3 Enter the entity contact information for general communication and to reach account representatives regarding questions on the CITSS accounts.   
	STEP 4 Enter a phone number for a person or department that should be contacted.  Enter only numbers for phone numbers, with no spaces or dashes (-). 
	STEP 5 Enter a mobile phone number and fax number, if available. 
	STEP 6 Enter an email address that can be associated with general communication related to the CITSS.  Official notifications for account actions will NOT be sent to this email address unless it is also associated with an account representative.   
	STEP 7 Click on “Continue.” 
	  
	 
	Figure 26 – Account Application: Contact Information 
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	Figure
	3.4.5 Account Application: Account Representatives 
	The “Account Application: Account Representatives” page (Figure 27) includes a summary of data entered to this point in the application process and an area for data entry of account representatives.   
	Once you have reached this page, the data entered will be saved.  You can move back to prior pages without losing any data.  You can also change or add new data as needed.  You can exit the CITSS and return to complete the account application at a later time.  Any account applications that have not been completed will show in the home page of the individual who entered the application under the “Account Applications” section.   
	Near the top of this page are four navigation buttons: Entity Data, Contact Information, Representatives, and Review and Submit.  The text below each button, with the exception of the “Review and Submit” button, indicates the steps you have completed (green text) and the information you still need to complete (red text).  You can use these navigation buttons to move among the pages to enter or revise the information.  Figure 28 displays the upper portion of the “Account Application: Account Representatives”
	 
	 
	  
	Figure 27 – Account Application: Account Representatives  
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	Designating Account Representatives and an Alternate Contact 
	Figure 28 displays the lower section of the Account Representatives page where the individual entering data will designate the PAR and AARs.  The PAR and AARs are the individuals with the authority to purchase, transfer, and sell compliance instruments on behalf of the entity, and to manage the entity’s accounts.  A PAR and one (1) AAR must be designated for each entity during account application.  An entity may designate up to four (4) AARs.   
	All designated account representatives must be approved CITSS Users.  To enter the information for representatives, the person entering data in the CITSS will need the User Reference Codes for each representative.  
	At this point in the account application, the individual entering data can also identify an additional point of contact for the entity that is not one of the account representatives.  These are not required fields, but it may be helpful to have another individual to contact in the event that there is a question or issue and the CITSS staff is unable to reach the account representatives.  No confidential information will be conveyed to the alternate contact, and no emails related to compliance instruments tr
	STEP 1 Designate the PAR for the account(s).  Select yourself as the PAR or a different registered CITSS User by selecting the appropriate button.  The person completing the application is not required to be either the PAR or the AAR.  If you have identified another CITSS User as the PAR, enter the 12-digit User Reference Code in the appropriate field. 
	STEP 2 Designate the AARs for the account(s) and enter the 12-digit User Reference Codes in the appropriate field.  If you are not designated as the PAR you can select yourself as one of the AARs by selecting the first AAR button.  If designating a different registered CITSS user(s) as the AAR(s), select the second button.  Individual account holders that do not want to designate additional AARs select the second button but do not enter any User Reference Codes. 
	STEP 3 Enter the name, position, phone numbers, and email address of the additional account contact in the appropriate fields. 
	STEP 4 Click on “Continue” to proceed. 
	If an error code is displayed stating that one of the User Reference Codes entered could not be verified, it may be that the individual’s user registration has not been approved yet or that a typographical error was entered in the User Reference Code field.  If you are having any difficulty completing the representatives entry, contact the CARB CITSS Help Desk by email: 
	If an error code is displayed stating that one of the User Reference Codes entered could not be verified, it may be that the individual’s user registration has not been approved yet or that a typographical error was entered in the User Reference Code field.  If you are having any difficulty completing the representatives entry, contact the CARB CITSS Help Desk by email: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or phone: 916-324-7659.  

	NOTE: An entity can also add or change representatives and can designate up to five (5) Account Viewing Agents after the account application has been approved.   
	Figure 28 – Account Application: Account Representatives 
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	3.4.6 Account Application: Review and Submit 
	The “Account Application: Review and Submit” page (Figure 29) displays the same four (4) navigation buttons as the prior Account Representatives page, as well as the status of data entry on each page.  After the PAR and AAR have been added, the status will indicate that the representative information was successfully added and that the account registration is in progress, and it will display a “CITSS Entity ID.”  This unique entity ID number can be used to identify the application while in progress and will
	STEP 1 Review the data.  If there is a need to make any edits, select the appropriate navigation buttons (Entity Data, Contact Information, or Representatives) and correct the information.  NOTE: If you navigate to another page and make changes, you will need to click on “Continue” at the bottom of the page where you have entered changes for those changes to be saved.   
	STEP 2 When the data entry is complete, return to the Review and Submit page by either clicking “Continue” on all prior pages or clicking on the “Review and Submit” button at the top of any page. 
	STEP 3 Click the “Submit Application” button located at the bottom of the page. 
	  
	Figure 29 – Account Application: Review and Submit 
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	3.4.7 Account Application: Terms and Conditions 
	The “Account Application: Terms and Conditions” page (Figure 30) contains the Terms and Conditions that must be accepted prior to submitting the electronic portion of the account application.   
	STEP 1 Read the Terms and Conditions statement on this page. 
	STEP 2 To accept the Terms and Conditions, re-enter your password in the Password field.  This entry is required, and you will not be able to submit the application without re-entering your password.  
	STEP 3 Click the “Submit Application” button.   
	 
	At this point, the online submittal of information for an account application for a General Market Participant - Organization has been completed. 
	  
	Figure 30 – Account Application: Terms and Conditions 
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	 Email - An email confirmation will be sent to the user and the assigned account representative(s) indicating that the account application was successfully submitted. 
	 Email - An email confirmation will be sent to the user and the assigned account representative(s) indicating that the account application was successfully submitted. 
	 
	Figure
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	3.4.8 Account Application Submitted  
	The “Account Application Submitted” page (Figure 31) will be displayed after the Terms and Conditions have been accepted and indicates that the electronic data entry portion of your account application has been submitted to the California Registrar.  The “Account Application Submitted” page includes the 6-character Entity Code (e.g., CA-1019) specific to your submitted account application (circled on Figure 31).   
	To complete the account application, the required forms that are accessed from the navigation buttons on this page need to be printed, completed, and submitted to the California Registrar.  The address is provided on the Account Application Checklist. 
	Figure 31 highlights the navigation buttons that access the forms - the (1) Account Application Checklist, (2) Account Application with Attestations Form, and (3) Corporate Associations and Structure Form.  The Account Application Checklist provides a summary of the information that must be completed and the address of the California Registrar.  The Account Application with Attestations Form and the Corporate Associations and Structure Form must be completed, signed, and mailed to the California Registrar a
	REMINDER:  The individual who completed the online portion of the account application will be able to return to the CITSS to print these forms if you exit the CITSS at this time.   
	Guidance to help you complete the Corporate Associations and Structure Form and blank copies of these forms are available on the ARB website.  DO NOT submit forms using the blank forms prior to submitting the online portion of the CITSS account application. 
	STEP 1 Click on each Form Button.  Each form opens in a new browser tab. 
	STEP 2 Print each Form and then return to the Account Application Submitted page by navigating back to the original browser tab where the Registration Submitted page is displayed.  You can do this by either closing the tab that displays the form or clicking on the tab for the Registration Submitted page.   
	STEP 3 Continue until all forms have been printed. 
	 
	 
	 
	Figure 31 – Account Application Submitted 
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	Instructions to assist you as you complete the required forms are provided in Section 3.5 of this volume of the User Guide.  Please move forward to Section 3.5 now. 
	3.5 Completing Account Application Forms and Documentation 
	Completing an account application for compliance instrument accounts is a multi-step process that includes both electronic submission and mailing of required hard-copy information to the California Registrar.  The Registrar will not review this application until all forms and documentation have been received and verified to be complete.  The forms provided at the end of the electronic data entry on the page titled “Account Application Submitted” (Figure 32) are provided for your convenience, to submit the r
	3.5.1 Account Application Checklist  
	The first of the three forms is the #1 Account Application Checklist.   Figure 30 is an example of the printed version of this form.  A sample Account Application Checklist is located in Appendix A.   
	 The Account Application Checklist provides a reference of the documents that must be completed and the mailing address for submitting all forms and documentation.   
	 The Account Application Checklist provides a reference of the documents that must be completed and the mailing address for submitting all forms and documentation.   
	 The Account Application Checklist provides a reference of the documents that must be completed and the mailing address for submitting all forms and documentation.   

	 The Account Application Checklist includes the 6-character Entity Code assigned to your account application.  The Entity Code will be associated with your accounts after approval.    
	 The Account Application Checklist includes the 6-character Entity Code assigned to your account application.  The Entity Code will be associated with your accounts after approval.    


	  
	Figure 32 – Account Application Checklist 
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	3.5.2 Account Application with Attestations 
	Figure 33 displays #2 Account Application with Attestations, that the applicant will print, sign, and mail to the California Registrar.  Signature lines for this form are located in Section 3.0 Primary Account Representative (PAR) Attestation; Section 4.0 Alternate Account Representative (AAR) Attestation; and Section 5.0 Entity Director or Officer Attestation.  Access to a sample Account Application with Attestations form is available in Appendix A. 
	Blank copies of all forms are provided on the ARB website at: 
	Blank copies of all forms are provided on the ARB website at: 
	http://www.arb.ca.gov/citss
	http://www.arb.ca.gov/citss

	. 

	STEP 1 Review the information in Section 1.0 of the form, CITSS Account Application Information, which is a summary of the data provided electronically in the CITSS.  If any errors are identified, such as typographical errors, you can line through the entry on the form, enter the correct information to the right, and date and initial your entry. 
	STEP 2 Complete Section 2.0.  All compliance instrument accounts are required to have at least one representative with a primary residence address in California; or, if none of the account representatives have a primary residence address in California, then an agent for service of process located in California must be designated. 
	STEP 3 The PAR designated on this account application must read and sign the attestation contained in Section 3.0.  An original signature is required. 
	STEP 4 The AAR(s) designated on this account application must read and sign the attestation contained in Section 4.0.  An original signature is required from each individual. 
	STEP 5 Complete Section 5.0 by checking the applicable box indicating if the application is being submitted for an organization or an individual account holder.   
	STEP 6 If the application is being submitted on behalf of an organization, provide the name and signature of a Director or Officer for your organization. 
	STEP 7 Once the form is complete, store it securely while the remaining information is completed.  You may wish to maintain copies of this form for your records, but only original signatures can be accepted by the California Registrar. 
	  
	Figure 33 – Account Application with Attestations  
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	3.5.3 Corporate Associations and Structure Form 
	Figure 34 displays the #3 Corporate Associations and Structure Form, the third of the forms that the applicant must print, complete, have appropriately signed, and submit to the California Registrar.  Guidance on completing this form, blank copies of this form, and a sample completed form are located in Appendix A and on the ARB website at: 
	Figure 34 displays the #3 Corporate Associations and Structure Form, the third of the forms that the applicant must print, complete, have appropriately signed, and submit to the California Registrar.  Guidance on completing this form, blank copies of this form, and a sample completed form are located in Appendix A and on the ARB website at: 
	http://www.arb.ca.gov/citss
	http://www.arb.ca.gov/citss

	. 

	STEP 1 Complete Section 1.0, Name and Addresses of Your Entity’s Directors and Officers.  Identify if the account is for an individual or organization by selecting the appropriate checkbox.  If the account application is for a General Market Participant – Individual, move to Section 2.0.  If the account application is for an organization, complete the table of officers and directors.  If additional space is needed, you may attach additional pages to this form.   
	STEP 2 Complete Section 2.0, Names and Address of Persons with Voting Rights.  If the applicant is either an individual account holder or an entity with no persons controlling over 10 percent of the voting rights attached to the outstanding voting securities, indicate this in the checkboxes and move to Section 3.  The table will be completed with the name, title, and mailing address of all individuals controlling over 10 percent of the voting rights attached to the outstanding voting securities of the entit
	STEP 3 Complete Section 3.0, Overview of Your Company’s Corporate Associations.  Select the checkbox to best describe the nature of any corporate associations.  If the account application is for an individual or an organization with no disclosable corporate associations, then proceed to Section 4.0.  If the applicant is an entity or individual with corporate associations that are disclosable under section 95833 of the Regulation, then each subsection of this section must be completed.  Refer to ARB’s Cap-an
	STEP 3 Complete Section 3.0, Overview of Your Company’s Corporate Associations.  Select the checkbox to best describe the nature of any corporate associations.  If the account application is for an individual or an organization with no disclosable corporate associations, then proceed to Section 4.0.  If the applicant is an entity or individual with corporate associations that are disclosable under section 95833 of the Regulation, then each subsection of this section must be completed.  Refer to ARB’s Cap-an
	http://www.arb.ca.gov/cc/capandtrade/capandtrade.htm
	http://www.arb.ca.gov/cc/capandtrade/capandtrade.htm

	 for a copy of the Regulation and Regulation Guidance documents.  Refer to the 
	Corporate Associations Guidance
	Corporate Associations Guidance

	 Document and 
	Sample Form
	Sample Form

	 
	for assistance 
	completing this section. 
	 

	STEP 4 Complete Section 4.0 by providing the date completed and the name, employer, title, and original signature of either the PAR or the AAR designated on the account application.  All applicants must complete this section. 
	  
	Figure 34 – Corporate Associations and Structure Form 
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	3.6 Account Application Approval 
	Once the online portion of the Account Application has been successfully submitted and the required forms and documentation have been received and verified to be complete, the California Registrar will review all submitted information and documentation, and the Account Application will be either approved or denied.  
	The appropriate CITSS accounts will be established and appear in the home pages of all approved Account Representatives following approval of the application.  ARB expects account application review to take approximately two (2) weeks.   
	If you have any questions about your application, contact the CARB CITSS Help Desk by email: 
	If you have any questions about your application, contact the CARB CITSS Help Desk by email: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or phone: 916-324-7659.  

	Before the CITSS Help Desk personnel can answer any questions on an individual registration or an individual or entity’s account(s), you will be asked to verify your identity through a series of questions based on the information in your registration. 
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	 Email - An email will be sent to the PAR and AAR, notifying them of the approval or denial of the account application after the California Registrar has reviewed the submitted account application and the submitted documents.  If the California Registrar determined that additional information is needed, ARB staff may send a request for revisions to the individual who submitted the application on behalf of the entity and/or the individuals that are identified in the application as the PAR and/or AAR. 
	 Email - An email will be sent to the PAR and AAR, notifying them of the approval or denial of the account application after the California Registrar has reviewed the submitted account application and the submitted documents.  If the California Registrar determined that additional information is needed, ARB staff may send a request for revisions to the individual who submitted the application on behalf of the entity and/or the individuals that are identified in the application as the PAR and/or AAR. 
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	4.0 Account Management 
	Once a CITSS Account has been approved by the California Registrar, the individuals identified as account representatives may access the entity’s account to edit or update the entity profile information and conduct transfers of compliance instruments.  Transfer functions are covered in Volume III of this User Guide.  The following section will cover Account Information management, including updates to entity information, adding or changing account representatives, adding account viewing agents, and entering
	Changing any information on an account electronically in the CITSS may require that new forms be completed.  However, not all data changes are captured electronically; some are submitted only by the completion of new forms or submittal of updated information by letter.  Also, it is important for all account holders to be aware of the regulatory requirements for updating account information, as well as the potential impact of account changes on an entity or individual’s ability to participate in an auction h
	It is recommended that any updates be made in the CITSS at minimum 45 days prior to a scheduled auction. 
	If you need any assistance with the CITSS, contact the CARB CITSS Help Desk by email: 
	If you need any assistance with the CITSS, contact the CARB CITSS Help Desk by email: 
	CACITSSHelpdesk@arb.ca.gov
	CACITSSHelpdesk@arb.ca.gov

	 or phone: 916-324-7659.  

	  
	4.1 Accessing Account Information 
	To conduct any activity in a CITSS account, the representative must first log in to the entity’s account(s) by entering their CITSS User ID and Password.  
	After the representative has logged into the CITSS, the User Home Page, titled “Welcome to WCI CITSS” is displayed (Figure 35). 
	The User Home Page may display three categories of information: My Accounts, Account Applications, and Pending Transfers. 
	 My Accounts shows entity accounts for which the user is the PAR, an AAR, or an AVA.  There are four types of accounts that can be assigned to an entity in the CITSS: a General Account, a Limited Use Holding Account, a Compliance Account, or an Exchange Clearing Holding Account. 
	 My Accounts shows entity accounts for which the user is the PAR, an AAR, or an AVA.  There are four types of accounts that can be assigned to an entity in the CITSS: a General Account, a Limited Use Holding Account, a Compliance Account, or an Exchange Clearing Holding Account. 
	 My Accounts shows entity accounts for which the user is the PAR, an AAR, or an AVA.  There are four types of accounts that can be assigned to an entity in the CITSS: a General Account, a Limited Use Holding Account, a Compliance Account, or an Exchange Clearing Holding Account. 

	 Account Applications shows the status of any Account Applications being prepared or submitted by this individual. 
	 Account Applications shows the status of any Account Applications being prepared or submitted by this individual. 

	 Pending Transfers shows transfers that are awaiting action (described in Volume III of the User Guide). 
	 Pending Transfers shows transfers that are awaiting action (described in Volume III of the User Guide). 


	Account Applications will only be displayed if the user has an application(s) in process or pending action by the Registrar.  Pending Transfers will only be displayed if there are pending transfers on accounts for which the user is a representative. 
	4.1.1 Accessing Account Information from the User Home Page 
	The User Home Page (Figure 35) provides a listing of the accounts the user is associated with as a representative (PAR or AAR) or an account viewing agent (AVA).  If the user is the PAR or an AAR, the user will be able to access the accounts from the User Home Page to update the entity information as needed.   
	STEP 1 Review My Accounts.  My Accounts shows entity accounts for which the user is the PAR, an AAR, or an AVA and summarizes the information about each account, including the Legal and Operating Name of the entity, and the Account Type, Number, Jurisdiction, and Status.   
	The entity in the example displayed in Figure 36 is a covered entity therefore the entity has a General Account and a Compliance Account.  The entity is also an Electrical Distribution Utility, therefore the entity has a Limited Use Holding Account (LUHA) to allow consignment of allowances to auction.  If this entity were a General Market Participant, they would only have a General Account. 
	STEP 2 Select the Account to be updated by selecting the View button located in the Action column on the far right.  Selecting the View button on any of the accounts for this entity will lead you to the account page for the selected account.  In this demonstration, we will access the information through the General Account.  The same entity information could be accessed from the Compliance Account or the LUHA for this entity. 
	Figure 35 – User Home Page 
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	4.1.2 Account Page 
	Figure 36 shows the example Account Page for the Sacramento Power Agency General Account.   
	Most of the fields displayed on this screen are associated with managing account balances and transferring compliance instruments.  These actions are covered in Volume III of this User Guide.  This discussion will focus only on updating entity information through this page. 
	This page provides access to detailed information about the entity and the account.  The detailed information can be accessed through the Account Detail button. 
	STEP 1 Select the Account Detail Button.   
	This action will take you to the more detailed information and the areas where edits and updates can be entered.  The same entity information could be accessed from the other accounts held by this entity. 
	 
	Figure 36 – Account Page 
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	4.2 Entity Detail 
	By selecting the Account Detail button, you are directed to an information page for the account or set of accounts that displays the entity information entered during the account application process (Figure 37).  The page is titled with the name of the entity that holds these accounts and includes buttons to access all of the accounts in the set of accounts created for this entity.  In this example, the entity has a General Account, Compliance Account, and LUHA.  Below the access buttons for each account, a
	The PAR or an AAR may propose or enter updates to information by accessing the appropriate tab.  When multiple changes are proposed, the Registrar is required to act on all pending changes at one time.  The Registrar may approve, deny, or request revisions to pending changes and updates. 
	 
	  
	4.2.1 General Information Tab 
	The General Tab as shown in Figure 37 includes the identification information about the entity that was entered during the account application process.  Near the bottom of the window is information about the status of the account, the CITSS user that submitted the online portion of the account application and when the account was created and last updated. 
	Making changes 
	Changes can be made to the General Information by selecting the Edit Information Button at the bottom of the page.  Updates that require approval before taking effect are identified by an exclamation point (!).  Updates to the names and NAICS code require approval by the Registrar.  The Registrar may require the submittal of new documentation to support the requested changes. 
	Figure 37 – Entity (Account) Detail – General Information Tab 
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	4.2.2 Contact Information Tab 
	The Contact Information for this Entity that was submitted during the account application process is displayed under the Contact Information Tab (Figure 38).   
	STEP 1 Select the Contact Information Tab.   
	 
	Making Changes 
	The PAR or an AAR may enter updates to General Information by selecting the Edit Information Button at the bottom of the page.  Updates to the contact information do not require approval by the Registrar before taking effect.  The Registrar may contact the entity’s representatives to verify changes and identify any documentation that needs to be updated. 
	 
	Figure 38 – Contact Information Tab 
	  
	Figure
	4.2.3 Representatives Tab 
	Account Representatives are individuals with the authority to represent the entity in the CITSS, edit entity information, propose to add or change representatives and account viewing agents, and report the transfer of compliance instruments.  All accounts except those held by individuals acting as General Market Participants must have one PAR and a minimum of one (and maximum of four) AARs.  The Representatives Tab (Figure 39) provides access for a current PAR or AAR to propose a change in the current repre
	New AARs can be designated by entering the CITSS User Reference Code for each individual.  AARs can be removed from an account by an AAR or the PAR as long as a minimum of one AAR remains.  
	To add a new AAR or change an existing PAR or AARs, the Request to Change Account Representatives/Account Viewing Agents Form must be completed and mailed to the California Registrar.  The form is available on the cap-and-trade webpage at: 
	To add a new AAR or change an existing PAR or AARs, the Request to Change Account Representatives/Account Viewing Agents Form must be completed and mailed to the California Registrar.  The form is available on the cap-and-trade webpage at: 
	http://www.arb.ca.gov/citss
	http://www.arb.ca.gov/citss

	.   A copy of the form is also available in Appendix A. 

	 
	Making Changes to Representatives 
	STEP 1 Select the Representatives Tab.   
	STEP 2 Propose the addition of a new AAR.  To propose the addition of a new AAR, enter the User Reference Code for that individual in the appropriate box, and select the Add Button.  Complete the Request to Change Account Representatives/Account Viewing Agents Form and submit it to the California Registrar.  
	STEP 3 Remove an AAR.  To remove an account representative, select the button in the last column of the representatives table which shows the available action (Change or Remove).  As long as the minimum requirement for representatives is maintained, removal of representatives does not require approval and will become effective after proposal and confirmation.  "Retired" representatives have been removed from an account and no longer represent the entity. 
	STEP 4 Propose a change to the PAR.  A PAR cannot be removed until a new PAR is approved.  To change a PAR, select the button in the last column of the representatives table next to the current PAR, which shows the available action (change).  As long as the minimum requirement for representatives is maintained, removal of representatives does not require approval and will become effective after proposal and confirmation. 
	STEP 5 Confirm that the new representative is listed in the Representatives Tab in pending status.   
	 
	Figure 39 – Representatives Tab 
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	4.2.4 Account Viewing Agents Tab  
	The Account Viewing Agents Tab (Figure 40) provides access for a current PAR or AAR to propose the addition of up to five Account Viewing Agents (AVA), any time after an initial application for accounts has been approved.  AVAs are individuals with the capability to view the entity registration, account holdings, and transfer information in the CITSS.  AVAs cannot edit entity information, propose to change representatives, or report the transfer of compliance instruments.  The PAR or an AAR on an account ma
	The Account Viewing Agents Tab (Figure 40) provides access for a current PAR or AAR to propose the addition of up to five Account Viewing Agents (AVA), any time after an initial application for accounts has been approved.  AVAs are individuals with the capability to view the entity registration, account holdings, and transfer information in the CITSS.  AVAs cannot edit entity information, propose to change representatives, or report the transfer of compliance instruments.  The PAR or an AAR on an account ma
	http://www.arb.ca.gov/citss
	http://www.arb.ca.gov/citss

	.   

	The PAR or an AAR on an account may remove AVAs from an account.  Removal of AVAs does not require approval and will become effective after proposal and confirmation.  "Retired" AVAs have been removed from an account and no longer represent the entity. 
	 
	Adding and Making Changes to Viewing Agents 
	STEP 1 Propose the addition of a new AVA.  To propose the addition of a new AVA, enter the User Reference Code for that individual in the appropriate box and select the Add Button.   
	STEP 2 Remove an existing AVA.  To remove an AVA, an approved PAR or AAR will select the remove button in the last column of the Account Viewing Agents table and confirm the action.  Removal of AVAs does not require approval and will become effective after proposal and confirmation.  
	STEP 3 Confirm that the new AVA is listed in the Account Viewing Agents Tab with a pending status.  A new AVA will be approved after the required Request to Change Account Representatives/Account Viewing Agents Form has been completed, submitted to the California Registrar, and subsequently reviewed and approved. 
	 
	Figure 40 – Account Viewing Agents Tab 
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	4.2.5 Proposed Data Changes Pending 
	When a change requiring approval has been proposed to an entity’s contact information, representatives, or viewing agents, the Proposed Data Changes Tab (Figure 41) will be displayed on the Account (Entity) Information page.  Notice that in this example there are now six tabs just below the Account Buttons, including the new one labeled Proposed Data Changes.  This tab will be displayed until all proposed changes are approved or denied by the Registrar.  When there are no pending proposed changes, the displ
	 
	Figure 41 – Proposed Data Changes Tab 
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	4.2.6 Proposed Data Changes Requiring Confirmation 
	When a change to an entity’s information will take immediate effect and does not require Registrar approval, the Confirmation Required window (Figure 42) will be displayed and request that the user confirm that they intended the proposed action.  Actions requiring confirmation are not reversible.  For instance, as long as one AAR remains, removing an additional AAR is an immediate, non-reversible action.  The confirmation window shown in this example shows a WARNING to indicate that the action cannot be cha
	Figure 42 – Changes Requiring Confirmation 
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	4.2.7 Auction Tab 
	The Auction Tab (Figure 43) provides an opportunity for an approved PAR or AAR of an entity to indicate the entity’s interest in participating in the quarterly allowance auctions and reserve sales.  By indicating this interest, the entity is agreeing to have its name, entity contact information, account numbers, representative names, representative phone numbers, and representative email addresses transferred to the Auction and Reserve Sale Administrator and Financial Services Administrator for the purpose 
	An approved PAR or AAR can also disable the "Auction Participation" option if the entity wishes to stop sharing information with the Auction and Reserve Sale Administrator and Financial Services Administrator and no longer participate in future auctions or reserve sales.  The setting can be changed at any time, but must be enabled no later than 31 days prior to the next auction for the entity to be able to participate in the next auction or reserve sale.  
	STEP 1 Indicate the entity’s interest in participating in upcoming auctions and reserve sales by selecting the Auction Participation Box and then clicking the Submit button.  The selection will take effect immediately.  Only covered and opt-in entities are eligible to participate in reserve sales.  
	STEP 2 Confirm that the entity has indicated its interest to participate in upcoming auctions and reserve sales.  The new Auction button will be checked, and below the box the screen will display the name of the account representative who entered the change and the date and time the change was submitted.   
	 
	NOTE: Selecting the Auction Participation box in the CITSS only identifies an interest to participate in upcoming auctions or reserve sales.  The entity or individual must still complete the auction application process through the Auction Platform for each auction or reserve sale, including submitting an intent to bid in the Auction Platform. 
	Figure 43 – Auction Tab 
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	Appendix A 
	  
	Account Application Forms 
	 
	To ensure access to current versions of all forms, this appendix provides links to all forms. 
	 
	Account Application Forms: 
	 
	 Account Application Checklist
	 Account Application Checklist
	 Account Application Checklist
	 Account Application Checklist
	 Account Application Checklist

	  


	 Account Application with Attestations Form
	 Account Application with Attestations Form
	 Account Application with Attestations Form
	 Account Application with Attestations Form

	  


	 Corporate Associations and Structure Form
	 Corporate Associations and Structure Form
	 Corporate Associations and Structure Form
	 Corporate Associations and Structure Form

	 (
	sample form
	sample form

	 ) 


	 Corporate Associations Guidance
	 Corporate Associations Guidance
	 Corporate Associations Guidance
	 Corporate Associations Guidance
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	Account Management Forms: 
	 Request to Change Account Representatives/Account Viewing Agents
	 Request to Change Account Representatives/Account Viewing Agents
	 Request to Change Account Representatives/Account Viewing Agents
	 Request to Change Account Representatives/Account Viewing Agents
	 Request to Change Account Representatives/Account Viewing Agents
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