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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:

e Register for the Program

e Create an account and select a role

e Upload an executed Participant Agreement (if you are a company
administrator)

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

e Create facilities (if you are a company administrator)

e 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.

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 choose Company

Administrator, if Please choose User, if

eyou are main contact of the eyou are invited to register by
program someone else in your company
eyou are able to upload the signed eyou are a third party to help the
Participation Agreement applicant to complete their
eyou have the responsibility to invite application
others to access the portal to work eyou are able to provide information
for your company for some specific facilities but not
all facilities

eyou may need to work on several
company accounts

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”.

Eﬁ‘é%@ Energy Performance Program Home | Gude | Signin

POWER WHAT'S NEXT

Welcome to the Energy Performance Program Portal.

To navigate the Portal, use the menu under your name at the top right of your
R

screen. Your name will appear after you have signed in.

Please note that the Portal does not work well on mobile browsers due to the data
entry required.

This will redirect you to the page 'Register for the IESO's Energy Performance
Program’, where you will create your EPP account.
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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

e Enter a password for your account, ensuring password requirements
are met

e Repeat this password, ensuring both passwords match

4] Sign in Register

Register for the IESO's Energy Performance Program

* Email
* Password

Passwords must be § characters in length and include characters from at least
three of the following four classes: uppercase, lowercase, digit, and special.

* Confirm password

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”.

Home > Profile

Profile

Please complete registration for the IESO’s Energy Performance Program by
completing the following:

@ Piease click here to confirm your email address. @

Profile name

& Security

Change password

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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Hello,

Your account requires confirmation. Please click the following link to complete the registration.
Complete Registration

Or you can copy the following URL and paste it into your web browser.

https://www.energyperformanceprogram.ca/Account/Manage/ConfirmEmail?userld=d7777b9d-cdd0-ee11-904d-
000d3af4i81a&code=scrb81XmshTIP3SVNZMNMu9ImuD%2BSFZCNNj1164YRPrrtrPoVuTfh3s4BHbmt0%2FASmubnisz%
2Be5bcl65EMFWCHEAYRPPIbdYYhakhxtssWyyZvmIimd50TQk95fH8061b%
2BhljRfbzvd8NtsY6HTp1B62Pw3CgOWMEIGFmMj4)xXCném1PPSw1gri2VdWVRNd7zpx

If you believe you received this email in error, please contact Customer Service for assistance.

The phone number is 1-888-852-2440 and the email is info@energyperformanceprogram.ca

Please do not reply to this message. This email address is not monitored so we are unable to respond to any messages sent to this address.
Thank You,

Energy Performance Program

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

e How you heard about the program (optional)
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Home > Profile

IESO's Energy Performance Program

Please complete registration for the IESO’s Energy Performance Program by

Profile name completing the following:

First Name * Last Name *
& Security

E-mail Business Phone *
Change password

Chenyang@enerva.ca Provide a telephone number

Company Name * Company Web Site

Address *

city *

Postal Cede *

Province/State *

Country *

If you will be responsible for creating the company account and inviting other users to access the
account, please select Company Administrator. Please note that only one account can be an
administrator for a company. If you do not have these responsibilities, please select User, and the
Company Administrator will invite you to the company to provide access. Once you make your
selection, you can not change it. If you have any questions, please contact us at

i gyperfor P ca

Role *

How did you hear about the program?

[JJ 1 have read and agree to the provisions of the Portal Services Agreement, which includes limitations on
Enerva and IESO warranties and liability.

[JJ 1 agree that the information submitted in the sign-up form and in other communications and forms as part
of the Program ists solely of busi or ial i ion and is not p information of any
individual

[JJ 1 consent to being contacted by IESO or Enerva (IESO's Service Provider) by e-mail, text or other electronic
means for program-related matters or about energy i and gr gas ing p!
technologies, products and services that IESO or Enerva offers

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 have selected Company Administrator as your role. This is the correct selection if you
will be responsible for uploading the Participant Agreement for the company and inviting
other Users to your company to assist with facility submission. If you will not be uploading
the Participant Agreement for the company and inviting other Users to assist with facility
submission, please select User. If you do cancel, and go back and select User, please note
that you will need to wait until you are invited by a Company Administrator before you can
begin work in the Portal. Please note that there is only one Company Administrator for
every Company. Please press “OK” to continue as the Company Administrator. If you want
to register as a User, please press “Cancel”.

You will be redirected to your profile page within the portal and will see the

page below:

Profile

Chenyang Zhang

Profile

Participant Agreement

& Security

Change password

Thank you for registering with the EPP Portal.

If you are a Company Administrator, you can begin by reviewing the Participant
Agreement, and uploading a signed copy.To review the Participant Agreement,
you need to go to “Participant Agreement” in the top right corner menu under
your name.

Only after you upload the Participant Agreement will you be allowed to start
adding facilities. Once you add facilities, you can invite Users to assist with entering
the information for the facility and submitting it to the program.To invite Users, you
need to go to “User Access” in the top right corner under your name.

If you are a User, you will need to wait until a Company Administrator invites
you to get access to specific facilities. Once you are invited to those facilities, you
can assist with entering the information for the facility and submitting it to the
program.To view the facilities you have been invited to, you need to go to
“Access Dashboard” in the top right corner menu under your name.

If you wish to update your profile, you can do that on the screen below.

‘Your profile has been updated successiully.

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”

SAVE S
ENER® Energy Performance Program ome | Guce \
POWER WHAT'S NEXT
Profile
Home > Profile
Profile

Thank you for registering with the EPP Portal.

Chenyang Zhang
If you are a Company_Administrator, you can begin by reviewing the Participant
Agreement, and uploading a signed copy.

profile To review the Participant Agreement, you need to go to “Participant

Agreement” in the top right corner menu under your name.

Only after you upload the Participant Agreement will you be allowed to start
adding facilities. Once you add facilities, you can invite Users to assist with entering
the information for the facility and submitting it to the program.To invite Users, you
need to go to “User Access” in the top right corner under your name.

-] Security

Change password

1f you are a User, you will need to wait until a Company Administrator invites
you to get access to specific facilities. Once you are invited to those facilities, you
can assist with entering the information for the facility and submitting it to the
program.To view the facilities you have been invited to, you need to go to
“Access Dashboard” in the top right corner menu under your name.

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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. Loy ]

Upload Particip an reement

Click here to View/Download Participant Agreement

Please upload the p Participant Ag|

| Browse... | No file selected
If you have selected the wrong file, please click on Choose File before clicking Submit Participant Agreement.

Please note that once the Participant Agreement has been submitted, it can not be changed.

Upload Participant Agreement

Step 3: With a successful upload, the following window will pop up. Click “OK"
to proceed.

Thank you for submitting the Participant Agreement. You
will be taken to the Facility List page where you can start
adding facilities. A representative from the Energy
Performance Program will be in touch if there are any
questions regarding your Participant Agreement. If you
have any questions, you can contact us at
info@energyperformanceprogram.ca
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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”.

(  Add Fadility '

The Participant Agreement that has been uploaded covers all facilities included in this Facility List. To view the Participant Agreement, you can go to the Participant
Agreement option in the menu at the top right. The Facility List is shown below. You can keep adding new facilities to the list by clicking the Add Facility button. After
you add a facility to the facility list, you will need to:

1. Add Details
2. Upload Electricity Consumption
3. Upload Electric Utility Bill

As the Company Administrator, you can invite Users to work on these three items. To invite Users and grant access, navigate to “User Access” in the menu in the top
right corner.

After these three items have been completed for the facility, the facility can be submitted to the program for baseline energy modelling by either you or the Users who
have access.

After submission of the facility, you will receive an email from us to confirm the submission and to discuss the baseline energy model within 1-2 business days.

Facility Name Facility Address Facility Details Facility Electricity Consumption Facility Electric Utility Bill Submit Facility

No record found
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Step 2: Fill in all fields and click “Confirm Facility Addition”.

7 WY/ = ==
o b - | l ;b o )
i

‘Add Facility

All mandatory fields are marked with an asterisk (*)

Facility Name * Facility Type *

Address *

city *
|

Postal Code *

Province *

o

Confirm Facility Addition
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Step 3: Add “Facility Details”, “Facility Electricity Consumption” and “Facility
Electric Utility Bill”.

Add Fa Y

The Participant Agreement that has been up covers all facilities i in this Facility List. To view the Participant Agreement, you can go to the Participant
Agreement option in the menu at the top right. The Facility List is shown below. You can keep adding new facilities to the list by clicking the Add Facility button. After
you add a facility to the facility list, you will need to:

1. Add Details
2. Upload Electricity Consumption
3. Upload Electric Utility Bill

As the Company Administrator, you can invite Users to work on these three items. To invite Users and grant access, navigate to “User Access” in the menu in the top
right corner.
After these three items have been completed for the facility, the facility can be i to the p
have access.

g for ine energy ing by either you or the Users who

After submission of the facility, you will receive an email from us to confirm the submission and to discuss the baseline energy model within 1-2 business days.

Facility Name Facility Address Facility Details Facility Electricity Consumption Facility Electric Utility Bill Submit Facility
Test Facility 111 Test Avenu Add Add Add
Edit | View
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Adding “Facility Details”: fill in all required fields and click “Save Facility
Details”.

All mandatory fields are marked with an asterisk (*)

Is the facility equipped with a revenue-grade meter and the electricity consumption data collected from the same meter? *
OYes ONo

Is there on-site generation that needs to be removed from the electricity consumption entered? *

Facility Number of Storeys *

Facility Square Footage *

Are there any unique features of your facility that may impact its energy use that we should be aware of? *

NAICs Code

Facility Year of Construction *

Facility Space Cooling *
Facility Space Heating *
Facility Water Heating *
Facility Space Cooling Technology *
Facility Space Heating Technology =

Facility Domestic Water Heating Technelogy =

Save Facility Details

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

12



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

T
Facility Electricity Consumption

| B

All mandatory fields are marked with an asterisk (%)

Please upload an Excel or CSV file. Your uploaded electricity data will be used to establish your baseline model. The

start and end date for the electricity data must be at least 12 contiguous months to a maximum of 18 months. Please

note that only one file will be accepted for upload. The most recent file added will overwrite the previously added file.
Please note that you need to click “Upload Facility Electricity Consumption” button to save the file.

Electricity Data Upload *

‘ Choose File \ No file chosen

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

W..KVVV "m‘> .
" Facility ‘Electrg‘_cg Utility Bill

Please upload a recent electric utility bill for the facility to confirm program eligibility. Please note that only one file will
be accepted for upload. The most recent file added will overwrite the previously added file. Please note that you need to
click “Upload Electric Utility Bill” button to save the file.

Electric Utility Bill
[ choose File | No file chosen

Upload Electric y Bill

Step 4: All fields can be edited or viewed after completion. Click “Submit”.

Add Facility

The Participant Agreement that has been up covers all facilities i in this Facility List. To view the Participant Agreement, you can go to the Participant

Agreement option in the menu at the top right. The Facility List is shown below. You can keep adding new facilities to the list by clicking the Add Facility button. After
you add a facility to the facility list, you will need to:

1. Add Details
2. Upload Electricity Consumption
3. Upload Electric Utility Bill

As the Company Administrator, you can invite Users to work on these three items. To invite Users and grant access, navigate to “User Access” in the menu in the top
right corner.
After these three items have been completed for the facility, the facility can be itted to the program for ine energy ing by either you or the Users who
have access.

After submission of the facility, you will receive an email from us to confirm the submission and to discuss the baseline energy model within 1-2 business days.

Facility Name Facility Address Facility Details Facility Electricity Consumption Facility Electric Utility Bill Submit Facility

Test Facility 111 Test Avenue Completed Completed Completed
Edit | View Edit | View Edit | View Edit | View
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Step 5: Agree to confirmation and click “Submit”

] You have completed the facility details and uploaded the electricity consumption and electric utility bill. Please confirm that you wish to submit this facility to the
program.

Step 6: Done! You will see the following notification. Click “Back” to go to the
facility list. It will be shownas “Completed”.

Thank you for submitting the facility to the Energy Performance Program. A program representative will be in touch with you to discuss your baseline energy model  x¢
and any other items. You can keep adding and submitting more facilities to the Energy Performance Program. If you have any questions, please contact us at
info@energyperformanceprogram.ca
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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.

Eﬁ\é%@yEnergy Performance Program Home | Guide \

POWER WHAT'S NEXT

Profile
Home > Profile User Access

Participant Agreement

Facility List

Profile
Sign out

First Name * Last Name =
Chenyang Zhang Chenyang | | Zhang ‘

E-mail Business Phone *
Profile Chenyang@enerva.ca | 12345678900 ‘
Company Name * Company Web Site
Participant Agreement Test Company | | ‘
Facility List Address *
111 Test Road
& Security

Change password

Step 2: Click “Add/Invite User”.

‘ -
User Access

Add/Invite User

User | Participant Agreement Facility

No record found

Step 3: Add invited user email and click “"Submit”.

Add Invited User Email *
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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.

Your are Invited to participate in EPP Inbex

® ply
> -
Hello,

You have been invited to the Energy Performance Program portal by Crenyang ZnangiChenyangi@ensrva ca) fram Chan's Test Company,

If you have not already registered, please go to this link and complete the registration process.

If you have already registered and have an account, please go to this link and sign in

After you have registered and signed in, you will see which companies and facilities you have been given access 10 on your Access Dashboard

You can work on these facilities and do the following for each facility:

1) Complete and save the facility details

2) Upload the elechicity consumplion information

3) Upload the electric utility bil

4) Submit the facility for baseline energy modelling

Please note thal you can not be a User and a Company Administrator. If you are not sure which role you should be assigned, please confact us at info@energyperormanceprogram.ca

If you have any questions, please contactus al info@energyperformanceprogram ca.

Thank You,

Energy Performance Program Support

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.

Add/Invite User

User

Participant Agreement ‘ Facility

Test User

Manage Access

Manage Access
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Step 6: Check the box to grant access, then click “Submit”.

[[] Grant/provide access to view the Participant Agreement
Select Facility to give access:

Facility

0 Test Facility

0 Test Facility 2

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”.

Add/Invite User
User Participant Agreement Facility
Test User Access Granted Test Facility

Manage Access
Manage Access

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

18



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.

Each company has its own Participant Agreement.
the table below.
Agreement.

of the table below.

Company ’ Participant Agreement | Facility

Chen's Test Company View Test Facility

Test Facility 2

If you have access to view the Participant Agreement for the company, you will see it in the Participant Agreement column of

As a User, you can only view the Participant Agreement if you have access; you can not change the Participant

If you have access to edit, view and submit different facilities for the company, you will see them listed in the Facility column

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.

Company: Chen's Test Company

The facilities that you have access to as a User are shown below.For each facility, you can:
1. Add Details
2. Upload Electricity Consumption
3. Upload Electric Utility Bill

Edit | View

After these three items have been completed for the facility, the facility can be submitted to the program for baseline energy modelling.

After submission of the facility, you will receive an email from us to confirm the ission and to di: the ine energy model within 1-2 business
days.
Facility Name | Facility Address | Facility Details | Facility Electricity Consumption | Facility Electric Utility Bill Submit Facility
Test Facility 2 222 Test Avenue Add Add Add
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Step 3: Once the facility has been submitted, it cannot be changed within the
portal.

Company: Chen's Test Company

The facilities that you have access to as a User are shown below.For each facility, you can:
1. Add Details
2. Upload Electricity Consumption
3. Upload Electric Utility Bill

After these three items have been completed for the facility, the facility can be submitted to the program for baseline energy modelling.

After submission of the facility, you will receive an email from us to confirm the ission and to di the ine energy model within 1-2 business
days.
Facility Name | Facility Address ‘ Facility Details | Facility Electricity Consumption | Facility Electric Utility Bill | Submit Facility
Test Facility 2 222 Test Avenue Completed Completed Completed Submit
Edit | View Edit | View Edit | View Edit | View

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).
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