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1 Introduction

This document is the Quick Submission Guide for the OTAQ DC FUEL online application. It
describes the process a user must follow to submit reports using DC FUEL.

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

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

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

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

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

Office of Transportation and Air Quality DC FUEL User Guide July 24, 2014
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2 DC FUEL Submissions

The following sections describe how to navigate within the DC FUEL application and perform a
successful report submission.

2.1 Enter DC FUEL

Figure 2-1 MyCDX Home Page

Central Data Exchange A Contact Us
Last Login: 9/3/2013 4:30:45 FM

MyCDX | | Inbox| | My Profile | Submission Hislory|

News and Updates

/ ‘our Program Services
Manage You OOFAM SEVICES  No paws updates.

Status Program Service Name Role(s)

& OTAQDCFUEL: Office of Transportation Air Quality DC FUEL OTAQ DC FUEL
Program Application

& OTAQREG: Office of Transportation and Air Quality Fuels Fuels Programs
Registration Registration

Add Program Service

Click the “OTAQDCFUEL: OTAQ DC FUEL Application” dataflow link, as seen in Figure 2-1,
on your MyCDX Home page. Figure 2-2 will display.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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2.2 Confirm Company and RCO Information

Figure 2-2 DC FUEL File Upload

OTAQ DC Fuels [ Contact Us

You are here: File Upload
File Upload

P — RCO Details / Agent Verification

MyCDX — Please select the company for the file transfer

Inbox

Company Name: [Acme Test Co 3334) =]

Change Password

FAQ Please confirm the RCO details:

Help & Support Company Name Acme Test Co
CDX Home RCO Name Jane Doe

Terms & Conditions RCO Title President

Logout RCO Email janedoe®test.com
RCO Phone 355-867-5309
RCO Fax

Is this the correct Responsible Corporate Officer?
@ Yes © No

AGENTS ONLY: If you are a Responsible Corporate Officer or
delegated employee of this company and not a third party
Agent, select No

| am an agent authorized by this company and submitting
on their behalf. | understand the Responsible Corporate
Officer is required to send the "Responsible Corporate
Officer Submission Letter” for the reports that | am
submitting for this session. | am aware that it is a violation if
the "Responsible Corporate Officer Submission Letter” is not
complete or postmarked by the reporting deadline.

If you are a Responsible Corporate Officer, delegated
employee who is not a third party Agent, or Independent
Third Party Engineer submitting an engineering review for
this company, select Na.

@ Yes @ No

The “RCO Details / Agent Verification” page is the DC FUEL landing page and the first step of
the DC FUEL report submission process. Before moving forward you must first confirm the
information displayed on this page.

The Company Name drop down list is pre-populated with all of your active OTAQReg company
associations (see Figure 2-2). The RCO details are then pre-populated based on the company you
select in the Company Name drop down.

Select the company you will be submitting a report for in the Company Name drop down list.
Next, confirm the Responsible Corporate Officer (RCO) information (see Figure 2-3).

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-3 Confirm Company Responsible Corporate Officer Information

OTAQ DC Fuels = Contact Us

You are here: File Upload
File Upload

Copy of Records RCO Details / Agent Verification

MyCDX — Please select the company for the file transfer

Inbox

Company Name: [Acme Test Co (3334) [=]

Change Password
FAQ Please confirm the RCO details:

Help & Support Company Name Acme Test Co
CDX Home RCO Name Jane Doe

Terms & Conditions RCO Title President

Logout RCO Email janedoe®test.com
RCO Phone 5535-867-5309

RCO Fax

Is this the correct Respaonsible Corporate Officer?

@ ¥es O No

AGENTS ONLY: If you are a Responsible Corporate Officer or
delegated employee of this company and not a third party
Agent, select No

| am an agent authorized by this company and submitting
on their behalf. | understand the Responsible Corporate
Officer is required to send the "Responsible Corporate
Officer Submission Letter” for the reports that | am
submitting for this session. | am aware that it is a violation if
the "Responsible Corporate Officer Submission Letter” is not

complete or postmarked by the reporting deadline.

If you are a Responsible Corporate Officer, delegated
employee who is not a third party Agent, or Independent
Third Party Engineer submitting an engineering review for

this company, select No_

@ ¥es O No

If the Company Name, RCO Name, RCO Title, RCO Email, RCO Phone, and RCO Fax are all
correct then select “Yes” and proceed to answering the Agent Identification question (see Figure
2-4).

If any of the RCO details are incorrect, select “No” and proceed to answering the Agent
Identification question (see Figure 2-4).

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
4



CDX&

Figure 2-4 Agent Verification

OTAQ DC Fuels [EAContact Us

You are here: File Upload
File Upload

P — RCO Details / Agent Verification

MyCDX — Please select the company for the file transfer

Inbox

Company Name: [Acme Test Co (3334) [=]

Change Password
FAQ Please confirm the RCO details:

Help & Support Company Name Acme Test Co
CDX Home RCO Name Jane Doe

Terms & Conditions RCO Title President

Logout RCO Email janedoe®test.com
RCO Phone 555-867-5309
RCO Fax

Is this the carrect Responsible Corparate Officer?

@ ¥es @ No

AGENTS ONLY: If you are a Responsible Corporate Officer or
delegated employee of this company and not a third party
Agent, select No

| am an agent authorized by this company and submitting
on their behalf. | understand the Responsible Corporate
Officer is required to send the "Responsible Corporate
Officer Submission Letter” for the reports that | am
submitting for this session. | am aware that it is a violation if
the "Responsible Corporate Officer Submission Letter” is not
complete or postmarked by the reporting deadline.

If you are a Responsible Corporate Officer, delegated
employee who is not a third party Agent, or Independent
Third Party Engineer submitting an engineering review for
this company, select Na.

@ No

Yes

After you confirm the RCO details, you must next identify whether or not you are an agent
authorized by the company to submit on their behalf. An agent is defined as any individual who
is not a direct employee of the company (i.e. contractors, vendors, etc.).

Select “Yes” if you are an agent for the selected Company. Select “No” if you are a delegated
employee of the selected Company or an Independent Third Party Engineer.

If you identify yourself as an agent, you will be prompted with the Agent Responsibility
Statement below the agent identifier question, as seen in Figure 2-5. You must select “Agree” to
this statement to continue with your submission.

Click the “Confirm” button.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-5 Agent Responsibility Statement

Agent Responsibility Statement

| understand that | will be submitting on behalf of my clients
and will only submit information that could be associated
with their companies as true repartable information. | also
understand the Responsible Corporate Officers of my client
companies are responsible for the information that | submit
as their Agent. | may be liable for infarmation submitted that
| submit and know to be untrue.

AQTEE\

If you selected “No” to the RCO details then Figure 2-6 will display.

Figure 2-6 Incorrect RCO Information — Company Lock

OTAQ DC Fuels [ Contact Us

You are here: File Upload » Company Lock

File Upload

R File Upload - Company Lock

MyCDX Your company Acme Test Co has been locked.

Th Flease contact EPA with correct Responsible Corporate Officer information.
nbaox

Change Pas rd To reestablish an RCO and unlock your company , please refer to the guidelines provided at

http:/ fwww.epa.gov/otaq/fuels /reporting/registration-letters_htm
FAQ
Help & Support
CDX Home

Terms & Conditions

Logout

The DC FUEL application will automatically lock your company from submitting reports if the
provided RCO details are not confirmed as being accurate. To unlock your company, please
contact the EPA Fuels Programs and EMTS Support Line: support@epamts-support.com.

2.3 Upload File
If you selected “Yes” to the RCO details then Figure 2-7 will display.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-7 File Upload — File Type Selection

OTAQ DC Fuels [ Contact Us

You are here: File Upload » File Type Selection

File Upload

Cony of Records File Upload - File Type Selection

MyCDX — Company, RCO and User Information:

(= Company/ Entity Information: User Information:

Change Password Company/Entity Name:  Acme Test Co Name (First Middle Last): John Smith

e EPA Company/Entity ID: 3334 Address 1- 1234 5th 5t

Help & Su; rt
- BRG Address 2:

CDX Home ils:
RCO derails: City State, Zip: Fairfax VT, 22222

Terms & Conditions RCO Name: Jane Doe
FPhone Number: BEB-BB7-5309
Logout RCO Title:  President

Fax Number: 355-555-3555
RCO Email:  janedoe@test.com

E-Mail Address test@example.com
RCO Phone: 5333-867-3309

CD¥ User ID: TESTDCFUELSUSERT
RCO Fax:

Agent No

— Report Type and File Selection:

Report Type (Required): Please specify the type of report you are submitting. This should coincide with the "Report Type”
column (field 2) of the report you are submitting. All reports in this submission must be of the same "Report Type”. If the
"Report Type® in field 2 of the reports does not match the report type indicated, you will be required to resubmit the
reports.

If you are a third-party independent professional engineer submitting an engineering review for a company for the first
time, please select "Original”. If resubmitting an engineering review for a company, please select "Resubmission”.

- Original '~} Resubmission

Attach Report File (required): | Choose File | No file chosen

Comments (optional):

A

You will be asked to create and confirm a passphrase after clicking the “Encrypt and Sign” button. This passphrase will be used to
access the copy of record for your submission.

s [l e

The “File Upload — File Type Selection” page is where you will upload your report submission
file. The top section of the page displays a summary of the selected Company, RCO, and User
information.

In addition to the pre-populated information, there are several additional sections of the page that
you are required to complete (see Figure 2-8 thru Figure 2-10).

You must first identify whether your report is an original submission or a resubmission. If you
identify your submission as an “Original” then you may optionally provide comments in the
comments field, as seen in Figure 2-8.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-8 Report Type “Original”

— Report Type and File Selection:

Report Type (Required): Please specify the type of report you are submirtting. This should coincide with the "Report Type™
column (field 2) of the report you are submitting. All reports in this submission must be of the same "Report Type™. If the
"Report Type™ in field 2 of the reports does not martch the report type indicated, you will be required to resubmit the
reports.

If you are a third-party independent professional engineer submitting an engineering review for a company for the first
time, please select "Original”. If resubmitting an engineering review for a company, please select "Resubmission”™.

*' Original Resubmission

Attach Report File {required): | Choose File | No file chosen

| ittt i |
Comments (optinnal}:/

You will be asked to create and confirm a passphrase after clicking the “Encrypt and Sign” button. This passphrase will be used to
access the copy of record for your submission.

v s [ e

If you identify your submission as a “Resubmission” you are required to provide comments in
the comments field, as seen in Figure 2-9. Please include the report form ID name, compliance
period code quarter, compliance year of the reports you are resubmitting, the dates of all

previous submissions and resubmissions for the specific report(s), and the reason for your current
resubmission.

Figure 2-9 Report Type “Resubmission”

— Report Type and File Selection:

Report Type (Required): Please specify the type of report you are submitting. This should coincide with the "Report Type™
column (field 2) of the report you are submitting. All reports in this submission must be of the same "Report Type™. If the
"Report Type” in field 2 of the reports does not match the report type indicated, you will be required to resubmit the
reports.

If you are a third-party independent professional engineer submitting an engineering review for a company for the first
time, please select "Original”. If resubmitting an engineering review for a company, please select "Resubmission™.

Original *' Resubmission

Attach Repart File (required): | Choose File | Mo file chosen

Comments (required): Please provide us with more information about your Resubmission. Please include (1) the
report form ID name, (2) compliance period code quarter, (3) compliance year of the reports you are
resubmitting, (4) the dates of all prewvi submissi and resubmissi for the specific report(s), and (5) the
reason for your current resubmission.

If resubmitting an engineering review for a company, please provide the dates of any previous submissions and

resubmissi of this i ing review for this company as well as the reason for your current resubmission_

Enter Required Comments Here...l

P

You will be asked to create and confirm a passphrase after clicking the “Encrypt and Sign” button. This passphrase will be used to
access the copy of record for your submission.

e s [ e

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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After identifying the Report Type, you are required to attach your report file, as seen in Figure
2-10.

Figure 2-10 Attach Report File

Attach Report File (required):

Browse...

To attach a file, click the “Browse” button. An open dialogue box will display, as seen in Figure
2-11.

Figure 2-11 File Open Dialogue Box

| £:| Open @
Look in: | Test Submissions - : A -
& TestDCFUEL SSubmission sk
<5
Recent Items
Desktop
E
My Documents
Computer
m File name: TestDCFUELSSubmission. xlsx Open
DletaE Files of type: | Al Files -

Navigate to your submission file, double click the file name and the file will appear in the File
Name text box. Click the “Open” button. The file name will appear in the text box next to the
“Browse” button, as seen in Figure 2-12.

Reminder: You may only upload one file per submission. You may use .Zip format for multi-file
submissions. You may also include all reports on one worksheet of an XLS file or CSV file.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-12 File Selected

— Report Type and File Selection:

Report Type (Required): Please specify the type of report you are submitting. This should coincide with the "Report Type”
column (field 2) of the report you are submitting. All reports in this submission must be of the same "Report Type". If the
"Report Type" in field 2 of the reports does not match the report type indicated, you will be required to resubmit the
reports.

If you are a third-party independent professional engineer submitting an engineering review for a company for the first
time, please select "Original”. If resubmitting an engineering review for a company, please select "Resubmission™

* Qriginal Resubmission

Attach Report File (required): | Choose File | TestDCFUELSSubmission.xlsx

Comments (optional):

You will be asked to create and confirm a passphrase after clicking the *Encrypt and Sign” button. This passphrase will be used to
access the copy of record for your submission.

| =

Once you have provided information for all required fields and your report file is selected, click

the “Encrypt and Sign” button at the bottom of the page. Figure 2-13 will display.
Clicking the “Reset” button will clear all the data provided on the page.
2.4  Select Certify Reports

Figure 2-13 Certify Reports

Certify Reports (Required - Click the applicable blue arrow(s) for the reportinq
program(s) you are currently submitting and select the certification statemerit(s).):

¥ Reformulated Gasoline & Anti-Dumping 40 CFR Part 80 Subparts D,E, F, J,and L
B cerify these reports as correct”

w Gasoline Sulfur 40 CFR Part 80, Subpart H
B certify that, to the best of my knowledge, the information included in this submission meets all applicable requirements of 40 CFR
Part 80, SubpartH and, | certify that | have made inquiries that are sufficient to give me knowledge of the procedures to collect and
store gasoline samples, and | further certify that the procedures meet the requirements of the ASTM procedures required under 40
CFR 80.330.7
% Diesel Sulfur 40 CFR 80, Subpart |
[Z] "1 certify, to the best of my knowledge, the information included in this submission meets all applicable requirements of 40 CFR 80,
Subpart |, and, if applicable, that the volumes reported to the Administrator under 40 CFR 80.601 are in substantial agreement to
volumes reported to the Internal Revenue Semvice (and ifthese volumes are not in substantial agreement, an explanation is
included).”
¥ FFARS 40 CFR Part 79 =
B certify that, to the best of my knowledge, the information included in this submission is complete and correct”, and, if applicable, "l
am authorized by the manufacturer to submit this notification”, and, if applicable, "As per 40 CFR 78 11(g), the U.5. Environmental
Protection Agency would be notified in writing if certain information in this notification were to change.” and, if applicable, "This fuel
manufacturer will not represent, directly or indirectly, in any notice, circular, letter, or other written communication, or any written, oral,
or pictorial notice, or other announcementin any publication or by radio or television, that registration of this fuel constitutes
endorsement, certification, or approval by any agency of the United States.”
+ Renewable Fuel Standard (RF5$1) 40 CFR Part 80, Subpart K
B certify that, to the best of my knowledge, the information included in this submission meets all applicable requirements of 40 CFR
Part 80, Subpart K.”
% Renewable Fuel Standard (RFS52) 40 CFR Part 80, Subpart M
[ certify that, to the best of my knowledge, the information included in this submission meets all applicable requirements of 40 CFR
Part 80, Subpart M.”
= Attest Engagements for 40 CFR Part 80, Subparts D, E, and F Reformulated Gasoline and Anti-Dumping
[C] “Pursuant to 40 CFR 80 130{a)(2) and the aftest engagement requirements of 40 CFR Part 80, Subparts D, E, and F, | am submitting -

m

The “Certify Reports” page displays all the Fuels Reporting Programs for which you can submit

reports for in DC FUEL.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014

10



CDXs

Clicking the expand/collapse icon ¥ next to each Program header (i.e., Reformulated Gasoline
and Anti-Dumping, Gasoline Sulfur, Diesel Sulfur, FFARS, Renewable Fuel Standard, Green
House Gas Mandatory Reporting Rule, etc.) will display or hide the Certification Statements for
each Program.

You may submit for multiple Fuel Reporting Programs by selecting multiple check boxes.

You must select at least one Certify Report in order to complete your submission. Select the
Certify Report(s) you are reporting for and click the “Accept” button, as seen in Figure 2-14.
Figure 2-15 will display.

Figure 2-14 Accept Certify Report(s) Selection

W Test
This is a test submission. By selecting test, you are superseding any other report certification selection in this submission. Inthe
event you submit a report file and select this test language, your file will not be deemed as submitted and you may face penalties for
notfiling reports.
Forinformation about registering to report under the Greenhouse Gas Reporting Program (GHGRP), please contactthe GHGRP Help
Desk at ghareporting@epa.qov.

j Decline

2.5 Encrypt and Sign Submission

Upon accepting the selected certifications in Figure 2-13, you will then be directed through the
eSignature and Encryption process. The first step of the eSignature and Encryption process is
Authentication (see Figure 2-15).

Figure 2-15 Authentication

eSignature Widget

1.Log in to CDX

User:
DCFUELS004

Password:

HACCESS INE COPY O rECOrda TOor your SUDrmIssion.

This page requires you to verify your CDX identity. The page displays your CDX User ID and a
field to provide your CDX password.

If you enter an incorrect password, you will be prompted with an error message, as seen in
Figure 2-16. After three failed attempts, your CDX account will be locked. To unlock your
account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-16 Failed Authentication

eSignature Widget

1.Log in to CDX

User:
DCFUELSO04

Password:

Unable to authenticate user - The
password is invalid.

Enter your CDX user account password and click the “Login” button. Figure 2-17 will display.
Figure 2-17 Answer Secret Question

eSignature Widget

1.Log in to CDX 2_Answer Secret Question

User: Question:
DCFUELSO004 What is your favorite movie?

Answer:

Password:

Welcome Melissa Kirby

The next step is to provide the answer to your secret question. The page will display one of the
five secret questions you chose during your eSignature PIN verification (refer to Section 3.2).

If you fail to respond or enter an incorrect answer, you will be prompted with an error message,
as seen in Figure 2-18. Please note that the secret question will not change should you answer
incorrectly. After three failed attempts, your CDX account will be locked. To unlock your
account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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Figure 2-18 Incorrect Answer to Secret Question

eSignature Widget

1.Log in to CDX 2.Answer Secret Question

User: Question:

DCFUELSOD4 What is your favorite movie?
Password: Answer:

ssssssns wrong

Welcome Melissa Kirby

Your answer does not match our
records.

Enter the answer you provided during your eSignature PIN verification and click the “Answer”
button. Figure 2-19 will display.

Figure 2-19 Encrypt and Sign File

eSignature Widget

1.Log in to CDX 2.Answer Secret Question 3.5ign and Encrypt

User: Question: Passphrase:
DCFUELS004 What is your favorite movie? sssensee

Password: Answer: Re-enter:

Ll Ll L] mo"”e ........|

Welcome Melissa Kirby Correct Answer

The final step is to create and re-enter a passphrase. This passphrase will be used to decrypt the
Copy of Record. Encrypt and Sign your submission. The passphrase may contain letters,
numbers, or special characters. Your chosen passphrase will be unique to the specific submission
and is not related to your CDX password or any passphrases entered for other DC FUELS
submissions.

Important! You must remember your passphrase in order to access your Copy of Record. For
security reasons, the system administrator does not have access to your passphrase and it cannot
be reset. If you forget or lose your passphrase, you will not be able to access your Copy of
Record.

After entering and confirming your passphrase, click the “Sign” button. Figure 2-20 will display.

Office of Transportation and Air Quality DC FUEL Submission Quick Start Guide July 24, 2014
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2.6  Submission Confirmation

Figure 2-20 File Upload Confirmation

OTAQ DC Fuels [ Contact Us

You are here: File Upload » Confirmation

File Upload

Copy of Records File Upload - Confirmation

MyCDX CDX has received your encrypted submission with information listed below:

Inbox — Company, RCO and User Information:
Change Password - . .
Company/ Entity Information: User Information:

L Company/Entity Name:  Acme Test Co  Mame (First Middle Last): John Smith

Help & Support EPA Company/Entity ID: 3334 Address 1: 1234 Sth 5t

CDX Home
. Address 2:
RCO details:

RCO Name: Jane Doe City, State Zip: Testtown DC, 12345

Terms & Conditions

Logout
RCO Title:  President Phone Number: 555-867-5309

RCO Email:  janedoe@test.com Fax Number
RCO Phone: 555-867-3309 E-Mail Address: test@example.com
RCO Fax- CDX User ID TESTDCFUELSUSER]

Is Agent: MNo

— Report Information:

Document Name: TestDCFUELSSubmission. xlsx

Transaction Id _257bd7b1-09f8-49%9ac-ace8-1c0b3cdcdaes

Submission Time: 2013-09-10 14:07:34.478

Report Type: Original

Comments:

Certification Type:Test
"This is a test submission. By selecting test, you are superseding any other report certification selection in
this submission. In the event you submit a report file and select this test language, your file will not be
deemed as submitted and you may face penalties for not filing reports.”

Congratulations! You have successfully signed and submitted your report to the OTAQ Program.

This page displays a summary of your report information along with a confirmation message
stating that CDX has received your encrypted submission. An email notification will be sent to
you and your Company RCO confirming a report has been submitted.
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3 Support Information

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

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

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

e Email - Send e-mail to Technical Support at helpdesk@epacdx.net with "Technical Support”
in the Subject line.
If you have any questions relating to fuels programs registration, reporting, or DC FUEL, please
contact the EPA Fuels Programs and EMTS Support Line at support@epamts-support.com.

For complete OTAQ DC FUEL user instructions, please reference the OTAQ DC FUEL User
Guide.
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[bookmark: _Toc172428789]This document is the Quick Submission Guide for the OTAQ DC FUEL online application. It describes the process a user must follow to submit reports using DC FUEL. 
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If you have any general or technical questions related to the Central Data Exchange (CDX) you may contact any of the following:

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

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

If you have any questions relating to fuels programs registration, reporting, or DC FUEL, please contact the EPA Fuels Programs and EMTS Support Line: support@epamts-support.com.
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[bookmark: _Toc366759893][bookmark: _Toc393964080]DC FUEL Submissions

The following sections describe how to navigate within the DC FUEL application and perform a successful report submission. 

[bookmark: _Toc366759894][bookmark: _Toc393964081]Enter DC FUEL

[bookmark: _Toc366759938][bookmark: _Toc393964059]Figure 2‑1 MyCDX Home Page

[image: ]

Click the “OTAQDCFUEL: OTAQ DC FUEL Application” dataflow link, as seen in Figure 2-1, on your MyCDX Home page. Figure 2‑2 will display.

[bookmark: _Toc366759895][bookmark: _Toc393964082][bookmark: _Ref274735319]Confirm Company and RCO Information

[bookmark: _Ref293403058][bookmark: _Toc366759939][bookmark: _Toc393964060]Figure 2‑2 DC FUEL File Upload

[image: ]

The “RCO Details / Agent Verification” page is the DC FUEL landing page and the first step of the DC FUEL report submission process. Before moving forward you must first confirm the information displayed on this page.

The Company Name drop down list is pre-populated with all of your active OTAQReg company associations (see Figure 2‑2). The RCO details are then pre-populated based on the company you select in the Company Name drop down.

Select the company you will be submitting a report for in the Company Name drop down list. Next, confirm the Responsible Corporate Officer (RCO) information (see Figure 2‑3).

[bookmark: _Ref295913816][bookmark: _Toc366759940][bookmark: _Toc393964061]Figure 2‑3 Confirm Company Responsible Corporate Officer Information

[image: ]

If the Company Name, RCO Name, RCO Title, RCO Email, RCO Phone, and RCO Fax are all correct then select “Yes” and proceed to answering the Agent Identification question (see Figure 2‑4). 

If any of the RCO details are incorrect, select “No” and proceed to answering the Agent Identification question (see Figure 2‑4).

[bookmark: _Ref293405489][bookmark: _Toc366759941][bookmark: _Toc393964062]Figure 2‑4 Agent Verification

[image: ]

After you confirm the RCO details, you must next identify whether or not you are an agent authorized by the company to submit on their behalf. An agent is defined as any individual who is not a direct employee of the company (i.e. contractors, vendors, etc.).

Select “Yes” if you are an agent for the selected Company. Select “No” if you are a delegated employee of the selected Company or an Independent Third Party Engineer.

If you identify yourself as an agent, you will be prompted with the Agent Responsibility Statement below the agent identifier question, as seen in Figure 2‑5. You must select “Agree” to this statement to continue with your submission.

Click the “Confirm” button.

[bookmark: _Ref366596292][bookmark: _Toc366759942][bookmark: _Toc393964063]Figure 2‑5 Agent Responsibility Statement
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If you selected “No” to the RCO details then Figure 2‑6 will display. 

[bookmark: _Ref293405432][bookmark: _Toc366759943][bookmark: _Toc393964064]Figure 2‑6 Incorrect RCO Information – Company Lock
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The DC FUEL application will automatically lock your company from submitting reports if the provided RCO details are not confirmed as being accurate. To unlock your company, please contact the EPA Fuels Programs and EMTS Support Line: support@epamts-support.com.

[bookmark: _Ref296025073][bookmark: _Toc366759896][bookmark: _Toc393964083][bookmark: _Ref274736069]Upload File

[bookmark: _Ref293405904][bookmark: _Ref295914555][bookmark: _Toc366759944]If you selected “Yes” to the RCO details then Figure 2‑7 will display.

[bookmark: _Ref390934376][bookmark: _Toc393964065]Figure 2‑7 File Upload – File Type Selection
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The “File Upload – File Type Selection” page is where you will upload your report submission file. The top section of the page displays a summary of the selected Company, RCO, and User information.

In addition to the pre-populated information, there are several additional sections of the page that you are required to complete (see Figure 2‑8 thru Figure 2‑10).

You must first identify whether your report is an original submission or a resubmission. If you identify your submission as an “Original” then you may optionally provide comments in the comments field, as seen in Figure 2‑8. 

[bookmark: _Ref274736518][bookmark: _Toc366759945][bookmark: _Toc393964066]Figure 2‑8 Report Type “Original”
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If you identify your submission as a “Resubmission” you are required to provide comments in the comments field, as seen in Figure 2‑9. Please include the report form ID name, compliance period code quarter, compliance year of the reports you are resubmitting, the dates of all previous submissions and resubmissions for the specific report(s), and the reason for your current resubmission.

[bookmark: _Ref298500579][bookmark: _Toc366759946][bookmark: _Toc393964067]Figure 2‑9 Report Type “Resubmission”

[image: ]

After identifying the Report Type, you are required to attach your report file, as seen in Figure 2‑10. 

[bookmark: _Ref293395061][bookmark: _Ref298145013][bookmark: _Toc366759947][bookmark: _Toc393964068]Figure 2‑10 Attach Report File
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To attach a file, click the “Browse” button. An open dialogue box will display, as seen in Figure 2‑11.

[bookmark: _Ref274737559][bookmark: _Ref298145136][bookmark: _Toc366759948][bookmark: _Toc393964069]Figure 2‑11 File Open Dialogue Box
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Navigate to your submission file, double click the file name and the file will appear in the File Name text box. Click the “Open” button. The file name will appear in the text box next to the “Browse” button, as seen in Figure 2‑12.

Reminder: You may only upload one file per submission. You may use .Zip format for multi-file submissions. You may also include all reports on one worksheet of an XLS file or CSV file. 



[bookmark: _Ref366655468][bookmark: _Toc366759949][bookmark: _Toc393964070]Figure 2‑12 File Selected
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Once you have provided information for all required fields and your report file is selected, click the “Encrypt and Sign” button at the bottom of the page. Figure 2‑13 will display. 

Clicking the “Reset” button will clear all the data provided on the page.

[bookmark: _Toc366759897][bookmark: _Toc393964084][bookmark: _Ref274737958]Select Certify Reports

[bookmark: _Ref293300593][bookmark: _Ref298145330][bookmark: _Toc366759950][bookmark: _Toc393964071]Figure 2‑13 Certify Reports
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The “Certify Reports” page displays all the Fuels Reporting Programs for which you can submit reports for in DC FUEL. 

Clicking the expand/collapse icon[image: ]next to each Program header (i.e., Reformulated Gasoline and Anti-Dumping, Gasoline Sulfur, Diesel Sulfur, FFARS, Renewable Fuel Standard, Green House Gas Mandatory Reporting Rule, etc.) will display or hide the Certification Statements for each Program.

You may submit for multiple Fuel Reporting Programs by selecting multiple check boxes. 

You must select at least one Certify Report in order to complete your submission. Select the Certify Report(s) you are reporting for and click the “Accept” button, as seen in Figure 2‑14. Figure 2‑15 will display. 

[bookmark: _Ref366596434][bookmark: _Toc366759951][bookmark: _Toc393964072]Figure 2‑14 Accept Certify Report(s) Selection
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[bookmark: _Ref293401915][bookmark: _Toc366759898][bookmark: _Toc393964085][bookmark: _Ref274741330]Encrypt and Sign Submission

Upon accepting the selected certifications in Figure 2‑13, you will then be directed through the eSignature and Encryption process. The first step of the eSignature and Encryption process is Authentication (see Figure 2‑15). 

[bookmark: _Ref292802882][bookmark: _Ref298145438][bookmark: _Toc366759952][bookmark: _Toc393964073]Figure 2‑15 Authentication
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This page requires you to verify your CDX identity. The page displays your CDX User ID and a field to provide your CDX password.

If you enter an incorrect password, you will be prompted with an error message, as seen in Figure 2‑16. After three failed attempts, your CDX account will be locked. To unlock your account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net.

[bookmark: _Ref298145589][bookmark: _Toc366759953][bookmark: _Toc393964074]Figure 2‑16 Failed Authentication
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Enter your CDX user account password and click the “Login” button. Figure 2‑17 will display.

[bookmark: _Ref274741624][bookmark: _Toc366759954][bookmark: _Toc393964075]Figure 2‑17 Answer Secret Question
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The next step is to provide the answer to your secret question. The page will display one of the five secret questions you chose during your eSignature PIN verification (refer to Section 3.2). 

If you fail to respond or enter an incorrect answer, you will be prompted with an error message, as seen in Figure 2‑18. Please note that the secret question will not change should you answer incorrectly. After three failed attempts, your CDX account will be locked. To unlock your account, contact the CDX Help Desk at 888-890-1995 or helpdesk@epacdx.net. 

[bookmark: _Ref295916262][bookmark: _Toc366759955][bookmark: _Toc393964076][bookmark: _Ref274741788]Figure 2‑18 Incorrect Answer to Secret Question
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Enter the answer you provided during your eSignature PIN verification and click the “Answer” button. Figure 2‑19 will display.

[bookmark: _Ref295981951][bookmark: _Toc366759956][bookmark: _Toc393964077]Figure 2‑19 Encrypt and Sign File
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The final step is to create and re-enter a passphrase. This passphrase will be used to decrypt the Copy of Record. Encrypt and Sign your submission. The passphrase may contain letters, numbers, or special characters. Your chosen passphrase will be unique to the specific submission and is not related to your CDX password or any passphrases entered for other DC FUELS submissions.

Important! You must remember your passphrase in order to access your Copy of Record. For security reasons, the system administrator does not have access to your passphrase and it cannot be reset. If you forget or lose your passphrase, you will not be able to access your Copy of Record.

[bookmark: _GoBack]After entering and confirming your passphrase, click the “Sign” button. Figure 2‑20 will display.

[bookmark: _Toc366759899][bookmark: _Toc393964086]Submission Confirmation

[bookmark: _Ref292802806][bookmark: _Toc366759957][bookmark: _Toc393964078]Figure 2‑20 File Upload Confirmation
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Congratulations! You have successfully signed and submitted your report to the OTAQ Program.

This page displays a summary of your report information along with a confirmation message stating that CDX has received your encrypted submission. An email notification will be sent to you and your Company RCO confirming a report has been submitted.      

[bookmark: _Toc393964087]Support Information

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

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

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

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

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

For complete OTAQ DC FUEL user instructions, please reference the OTAQ DC FUEL User Guide. 
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[T "I certify that,to the best of my knowledge, the information included in this submission mests all applicable requirements of 40 CFR
Part 80, Subpart K.
 Renewable Fuel Standard (RFS2) 40 CFR Part 80, Subpart 1
[T "I certify that,to the best of my knowledge, the information included in this submission mests all applicable requirements of 40 CFR
Part80, Subpart

v Attest Engagements for 40 CFR Part 80, Subparts D, E, and F Reformulated Gasoline and Anti-Dumping
[] “Pursuantto 40 CFR 80.130(a)(2) and the attest engagement requirements of 40 CFR Part 80, Subparts D, E, and F, | am submiting
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Certify Report Data (required - select all that apply):

Reformulated Gasoline & Anti-Dumping
1 ceriy that,to the hest of my knowlede, the information Included nthis submission Is complete and accurate.
[ Reformulated Gasoline and Anti-Dumping Batch Report
[ Reformulated Gasoline and Anti-Dumping Quarterly Summary
[ Refiners, Blenders or Importers.
[J independent Laboratories.
[ Reformulated Gasoline and Anti-dumping Annual Compliance Designation
[ Reformulated Gasoline and Anti-dumping Report for Batches containing Previously Certified Gasoline
[ Anti.Dumping Program Annual Report
[ Reformulated Gasoline Toxics Emissions Performance Averaging Report
[ Reformulated Gasoline Program Benzene Content Averaging Report
[ Reformulated Gasoline Program NOx Emissions Performance Averaging Report (Complex Model)
[ Reformulated Gasoline Program VOC Emissions Performance Averaging Report
[ Reformulated Gasoline Program Averaging Areas Report

[ Reformulated Gasoline Program Credt Transfer Report (Complex Model)

[ Reformulated Gasoline Program Oxygen Content Averaging Report (Complex Model)
[ RFG & Anti-Dumping Annual Benzene Report (MSAT-2)

] MSAT-2 Precompliance Report (MSAT-2)

[ Gasoline Sulfur and Benzene Batch Report (Tier 2 Gasoline Sulfur and MSAT-2)

[ other Submission (Include Comments)

Gasoline Sulfur
! certiy hat, o the best of my knowledge, the information included n this submission mests all applicable requirements of 40 CFR Part
80, Subpart H and, | certfythat | have made inuiries that are sufficientto give me knowledge of the procedures to collect and store
gasoline samples, and | further certiy that the procedures mest the requirements of the ASTM pracedures required under 40 CFR
80.330"

Diesel Sulfur

I certf, to the best of my knowledge, the information included in this subrmission meets al applicable requirements of 40 CFR 80,
Subpart, and, if applicable, that the volumes reported to the Administrator under 40 CFR 80,601 are in substantial agreementto
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v Test
“This is a test suomission. By selectingtest, you are superseding any other report certfication selection in this susmission. Inthe
event you submit a report file and selectthis test language, your file will not be deemed as submitted and you may face penalties for
notfiing reports.”

Forinformation about registering to report under the Greenhouse Gas Reporting Program (GHGRP), please contact the GHGRP Help
Desk at ghareporting@ena.qov.

Eesslpecing
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eSignature Widget

1.Log in to CDX

User:
DCFUELS004

Password:
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eSignature Widget

1.Log in to CDX

User:
DCFUELS004

Unable to authenticate user - The
password is invalid.
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eSignature Widget

1.Log in to CDX 2.Answer Secret Question

User: Question:
DCFUELS004 What is your favorite movie?

Password: Answer:
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eSignature Widget

1.Log in to CDX
User:
DCFUELS004

Password:

2.Answer Secret Question
‘Question:
What is your favorite movie?

Answer:
wrong

Your answer does not match our
records.
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eSignature Widget

1.Log in to CDX 2.Answer Secret Question 3.5ign and Encrypt

User: Question: Passphrase:
DCFUELS004 What is your favorite movie? essseees

Answer:

o movie

Welcome Melissa Kirby
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OTAQ DC Fuels

File Upload
Copy of Records
mycox

Inbox

Change Password
fAQ

Help & Support

CDX Home

Terms & Conditions

Logout

You are here: File Upload » Confirmation

File Upload - Confirmation

CDX has received your encrypted submission with information listed below:

 Company, RCO and User Information:
Company/ Entity Information: User Information:
Company/Entity Name:  Acme Test Co  Name (First Middle Last): John Smith
EPA Company /Entity ID: 3334 Address 1 1234 5th st
Address 2.
RCO detai
RCO Name: Jane Doe City, State Zip: Testtown DC, 12345
RCOTite:  President Phone Number. 555-867-5309
RCO Email: ~ janedoe@test.com Fax Number.
RCO Phone: 555-867-5309 £-Mail Address test@example. com
RCO Fax CDX User ID: TESTDCFUELSUSERT

Is Agent: No

[ Report Information:

Document Name: TestDCFUELSSubmission.xlsx

Transaction Id: _257bd7b1-09f8-49ac-ace8-1cOb3cdcdaes

Submission Time: 2013-09-10 14:07:54.476

Report Type:  Original

Comments.

Certification Type:Test
“This s a test submission. By selecting test, you are superseding any other report certification selection in
this submission. In the event you submit a report file and select this test language, your file will not be
deemed as submitted and you may face penalties for not filing reports *







image2.png









