
2021-2024 CDM Framework - Energy Performance Program (EPP) Portal User Guide, Version 1.1, February 27, 2024 

 
 

 

 

 

ENERGY PERFORMANCE PROGRAM  
PORTAL USER GUIDE 
 

Contents 
1. Welcome to the EPP Portal ......................................................................................................... 1 

2. Role Selection .................................................................................................................................. 1 

3. Creating Your EPP Account ......................................................................................................... 2 

3.1 Registering for an EPP Account ................................................................................................. 2 

3.2 Creating an EPP Account ............................................................................................................. 3 

3.3 Verifying Your Account ................................................................................................................. 3 

3.4 Completing Your Account Registration .................................................................................. 4 

4. Uploading Participant Agreement as a Company Administrator ................................... 7 

5. Adding Facilities and Facility Information as a Company Administrator .................... 9 

6. Granting User Access as a Company Administrator ......................................................... 16 

7. Adding Facility Information as a User ................................................................................... 19 

 

  



2021-2024 CDM Framework - Energy Performance Program (EPP) Portal User Guide, Version 1.1, February 27, 2024 1 

 
 

1. Welcome to the EPP Portal 
 

Welcome to the EPP portal. Within this release of the portal, you will be able to do the 

following: 

• Register for the Program 

• Create an account and select a role 

• Upload an executed Participant Agreement (if you are a company 

administrator) 

• Invite other users to your account (if you are a company administrator) 

• Create facilities (if you are a company administrator) 

• Complete information for the facility, upload electricity consumption and an 

electric utility bill and enroll the facility in the program 

Within subsequent releases, you will have access to more features such as automated 

baseline energy modelling, energy savings and incentive calculations, access to data 

analytics and visualizations, and benchmarking. For the first release, these additional 

features will be delivered by email and other file types. 

2. Role Selection  

Within the portal, there are two different roles that can be selected for EPP 

program: 

Company Administrator: If you will be responsible for creating the company 

account, uploading the executed Participant Agreement and inviting other 

users to access the account, please select Company Administrator. Please 

note that only one account can be a company administrator for a 

company. Additionally, that account cannot be a user for another company.  

User: If you do not have these responsibilities, please select User, and the 

Company Administrator will invite you to the company to provide you with 

access.  

Once you make your selection on role, you cannot change it. If you need 

assistance, please contact EPP Support at info@energyperformanceprogram.ca 

or 1-888-852-2440 (Monday to Friday 9am - 5pm EST). 
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Please also refer to the figure below to choose the right role for you: 

If you are not sure of your role selection or have any questions, please contact 

EPP Support at info@energyperformanceprogram.ca or 1-888-852-2440 

(Monday to Friday 9am - 5pm EST). 

3. Creating Your EPP Account 

3.1 Registering for an EPP Account 

Visit www.energyperformanceprogram.ca and click on “Register for EPP”. 

 

This will redirect you to the page ’Register for the IESO's Energy Performance 

Program’, where you will create your EPP account. 

 

Please choose Company
Administrator, if

•you are main contact of the 
program

•you are able to upload the signed 
Participation Agreement

•you have the responsibility to invite 
others to access the portal to work 
for your company

Please choose User, if

•you are invited to register by 
someone else in your company

•you are a third party to help the 
applicant to complete their 
application

•you are able to provide information 
for some specific facilities but not 
all facilities

•you may need to work on several 
company accounts

mailto:info@energyperformanceprogram.ca
http://www.energyperformanceprogram.ca/
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3.2 Creating an EPP Account 

Manually fill in each of the white cells with the required information:  

• Provide an email address that will serve as the account username 
• Enter a password for your account, ensuring password requirements 

are met 
• Repeat this password, ensuring both passwords match 

 

Once white cells are filled, click “Register”. This will redirect you to the EPP 

site.  

3.3 Verifying Your Account  

Confirm your email address by clicking “Confirm Email”. 

 

You will receive a confirmation email containing further instructions.  

Locate the confirmation email in your Inbox and click “Complete Registration” 

or follow the link provided.  

Check your Spam/Junk folders if you don’t see the email in your Inbox. 
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If you do not receive a confirmation email, please contact EPP Support at 

info@energyperformanceprogram.ca or 1-888-852-2440 (Monday to Friday 

9am - 5pm EST). 

3.4 Completing Your Account Registration 

Fill in each of the cells with the required information:  

• First name  
• Last name  
• Business phone number 
• Company name  

• Company website (optional) 
• Company head office address (including city, postal code, province and 

country) 
• Role 
• How you heard about the program (optional) 

 

mailto:info@energyperformanceprogram.ca
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Read and agree to all necessary information, then click “Complete 

Registration”. A pop-up window will confirm the role selection. 
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You will be redirected to your profile page within the portal and will see the 

page below: 

 

You can make changes to your account information if needed, under the 

profile tab, by clicking “Update Profile” at bottom.  
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4. Uploading Participant Agreement as a Company 
Administrator 

As a Company Administrator you can upload the Participant Agreement and 

add new facilities. You can also invite users to your company account to work 

on specific facilities. The user will be able to add/edit facility components such 

as “Details” and “Electricity Consumption” for existing facilities, after the 

Company Administrator grants access. 

The following outlines the steps necessary for a Company Administrator to 

upload the participation agreement and add new facilities:  

 

Step 1: Access “Participant Agreement” 

  
 

Step 2: View and download the Participant Agreement at the link provided. 

Have the Participant Agreement signed by someone who has the authority to 

bind the company. Then, upload the signed Participant Agreement by clicking 

“Browse…” and submit by clicking “Upload Participant Agreement”. 
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Step 3: With a successful upload, the following window will pop up. Click “OK” 

to proceed. 
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5. Adding Facilities and Facility Information as a Company 
Administrator  

“Add Facility” page can only be accessed after the executed Participant 

Agreement has been uploaded. Once the Participant Agreement is uploaded, 

“Add Facility” page will pop up. You can also access it from the Profile page. 

 

Step 1: Click “Add Facility”. 
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Step 2: Fill in all fields and click “Confirm Facility Addition”. 
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Step 3: Add “Facility Details”, “Facility Electricity Consumption” and “Facility 

Electric Utility Bill”. 
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Adding “Facility Details”: fill in all required fields and click “Save Facility 

Details”. 
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Adding “Facility Electricity Consumption”: upload the required document and 

then click “Upload Facility Electricity Consumption”  
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Adding “Facility Electric Utility Bill”: upload the required document and then 

click “Upload Electric Utility Bill”. 

 

 

 

Step 4: All fields can be edited or viewed after completion. Click “Submit”. 
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Step 5: Agree to confirmation and click “Submit” 

 
 

Step 6: Done! You will see the following notification. Click “Back” to go to the 

facility list. It will be shownas “Completed”. 
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6. Granting User Access as a Company Administrator   

The Company Administrator can grant user access so that users will be able to 

add facility information (Facility Details, Facility Electricity Consumption, Facility 

Electric Utility Bill) to any existing facility created by the Company 

Administrator. 

Step 1: Access “User Access” page. 

  

Step 2: Click “Add/Invite User”. 

 

Step 3: Add invited user email and click “Submit”.  
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Step 4: The invited user will receive a notification email as showing below.  

The invited user can register if they do not have EPP account yet or log in if 

they have already have one. 

 

Step 5: The invited user will be shown under the “User” tab. Click “Manage 

Access” under “Participant Agreement” or “Facility” to grant certain access 

rights to the user. The facility needs to be added before granting access to any 

user to work on it. 

The name under user is clickable as a blue link if the invited user has already 

registered as shown below. Otherwise, it will show a grey email address, which 

means the user has not registered yet. 
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Step 6: Check the box to grant access, then click “Submit”. 

 

 

Step 7: Done! You can see what access the user has by looking at the 

columns beside their name. With the “Participant Agreement”, the user will be 

able to view the uploaded executed copy if they have access. The list of 

facilities they have been given access to is listed in the “Facility” column. If 

needed, you can also cancel the access by clicking “Manage Access”.  
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7. Adding Facility Information as a User 

The User can only add facility information after the Company Administrator has 

granted access. 

Step 1: Access “Access Dashboard”. You can access all the facilities and 

Participant Agreements you were granted access for various companies. 

 
  

Step 2: Click any facility you want to view or edit. You can view or edit any 

information completed by the Company Administrator or other Users and add 

new information if there are blank fields. These are the same as the steps in 

Section 5. Either a User or a Company Administrator can submit a facility once 

all mandatory fields have been filled in.  
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Step 3: Once the facility has been submitted, it cannot be changed within the 

portal.  

 

 

If you need to make a change after you have submitted a facility, please contact EPP 
Support at info@energyperformanceprogram.ca or 1-888-852-2440 (Monday to 
Friday 9am - 5pm EST). 

mailto:info@energyperformanceprogram.ca
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