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Disclaimer

The posting of documents on this Web site is done for the convenience of market participants and
other interested visitors to the IESO Web site. Please be advised that, while the |IESO attempts to have
all posted documents conform to the original, changes can result from the original, including changes
resulting from the programs used to format the documents for posting on the Web site as well as from
the programs used by the viewer to download and read the documents. The IESO makes no
representation or warranty, express or implied, that the documents on this Web site are exact
reproductions of the original documents listed. In addition, the documents and information posted on
this Web site are subject to change. The IESO may revise, withdraw or make final these materials at
any time at its sole discretion without further notice. It is solely your responsibility to ensure that you
are using up-to-date documents and information.

This document may contain a summary of a particular market rule. Where provided, the summary has
been used because of the length of the market rule itsdlf. Thereader should be aware, however, that
where a market rule is applicable, the obligation that needs to be met is as stated in the “ Market
Rules’. To the extent of any discrepancy or inconsistency between the provisions of a particular

mar ket rule and the summary, the provision of the market rule shall govern.
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Guide To Submitting Forms Using Registration 1. Introduction

1. Introduction

1.1 Purpose

The purpose of this guide is to provide instructions on uploading Forms via the Market Participant
Interface. Automating ensures secure transfer of information.

1.2 Scope

This document provides instructions for completing the form, reviewing user access, and uploading
the form into the Registration area of the Market Participant Interface using a secure digital
certificate.

1.3 Who Should Use This Document

Theinformation in this document is to be used by all market participants required to submit forms to
the IESO via Registration.
Conventions
The standard conventions followed for this document are as follows:
The word 'shall' denotes a mandatory requirement;

Terms and acronyms used in this document that are italicized have the meanings ascribed
thereto in Chapter 11 of the market rules;

Double quotation marks are used to indicate titles of legislation, publications, forms and
other documents.

— End of Section —
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2. Naming and Saving of Forms

2.1 Naming Files

Forms when submitted have to be correctly named or they will not be processed. The chart below
contains the correct naming convention for each of the forms.

IMO-FORM-1505 CNF-MPShortName_FORM 1505B_yyyymm_Vx.xIs
IMO-FORM-1506 CNF-MPShortName_FORM 1506D_yyyymm_Vx.xls
IMO-FORM-1535 CNF-MPShortName FORM1535A_yyyymm_Vx.doc
IMO-FORM-1556 CNF-MPShortName FORM1556_yyyymm_Vx.doc

Where:

M PShortName Your specific Market Participant short name

Yyyy Four digit year

Mm Two digit month (invoice month on which amounts
would appesr.

VX Version of your submission. Thisis represented by a
number (Thefirst submission of that form for the
month will beVV1. Any other future revisions of that
form for that month will be the next version number,
V2, V3ec)

2.2 Saving Files
IMO-Forms 1505 and 1506 can be saved using one of the following methods:

Save the form manually to your workstation using the above naming convention. Select
‘File’ > ‘SaveAs'.

OR
Complete the required fields in Form 1505 and 1506 and then click the ‘ Save As’ button
embedded on the page 3 of theform. Therequired fields are Market Participant 1D, Market
Participant name, Market Participant Short name, Trade year, Trade month and version
number.

Issue 3.0 — September 14, 2005 Public 3
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If the required fields are completed correctly, thefile will be saved with the proper naming
convention.

IMO-Form 1535 should be saved using the following method:

Save the form manually to your workstation using the above naming convention. Select ‘File' >
‘Save AS'.

— End of Section —
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3. Finding Market Participant ID (MP ID)
and Short Name In Registration

Each market participant receives a market participant ID (MP D) and Short Name when they submit
their Application for Authorization to Participate. The MP ID was generated by the system and is

6 digits. These pieces of information are contained in the “Registration” portion of the MPI tool. To
retrieve this information, follow the steps listed below.

3.1 Step 1
Enter the MPI using your Digital Certificate.

w = Frofile P asawmord
b=y ieso

I Browese... ]— Login

Use the Browse
button to locate
your EPF file.

Password

is case
sensitive

3.2 Step 2

Once you gain access to the system, choose " Registration” from the drop down menu.

e €50 MP ONTARIOIMO (pyrapiqin) Lo =ton =]
Jul 24, 2005 09:51 user [HCTEST IHCTEST] Horne
Wor kspace
Adrninistration
Metering
-Reqistration

12

Release Motes

Select MP

esSo
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3.3 Step 3

Choose market participant from the menu. To select amenu item, click thetriangle in front of the
text.

. Market Participants

. Facilities

- Resources

. Prudential Risk

. Administration

. Documents

3.4 Step 4

Choose MP Information from the Menu. Then click on the“view” button on the | eft-hand side of the
screen to see the information in the field.

larket Participants

Create
MP Infpemation
QOEBR LMEnse

Market Type Applications
Market Applications

Bank Account Inforrmation
Class Application

MP Contacts

MP Relationships

A.PPLICA.TIDNS
1444?3 15 Mar-2002 15:08:06 CHASEM TEST CRGAMNIZATION 1 16 Mar-2002 APPLICATION ACCEPTED
1]
& Show All
1444?2 15 Mar-2002 15:06:37 CHASEM TEST CRGAMNIZATION 1 16 Mar-2002 APPLICATION ACCEPTED * Wiew ‘
* Shaw All
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3.5 Step 5
Identify your MP ID and SHORT Name

MP Information - View MPID: 10

GEMERAL INFORMATION

MP Marme: TEST ORGANIZATION 1 Short Narme: TEST1
Effective Date: 16-Mar-2002 Credit Support Agresement Effective Date:
Current Request Type/ Status: APPLICATION / ACCEPTED Participation Agreernent Effective Date:
Auctive Flag (A,B,D): A G5T Humber: o000l
Tupsa: MP Q5T Mumber:
ETH: 1444732

— End of Section —
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4. Reviewing User Access in Registration

4.1 Step 1

To verify the users that have access in “Registration” to upload IESO Forms, choose Users from the
menu.

1. Market Participants

User Inforrmation
Market Access
Systermn Access

1. Facilities

- Prudential Risk

1. Administration

1. Documents

4.2 Step 2

Choose User System Access.

1. Market Participants

User Information
Market Access

Systeﬁccess

- Prudential Risk

1. Administration

. Documents

Issue 3.0 — September 14, 2005 Public
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4.3 Step 3

The users that have access to upload IESO forms are identified with System ID as “PL” and Access as

“Write’. PL stands for Participant Life cycle and Write access enables that user to upload documents
tothe MPI.

USERID USER NAME SYSTEM ID ACCESS EDETEDEN N ‘

TEST1 Test User TR Auction |WRITE 16 Mar-2002 31 Crec-5000 11 Mar-2003 16:10:4%9 campbels * Wiew
Edlt

User, Test (I\) WRITE Y25-Mar-2003 ‘31 Dec-5000 |25 Mar-2003 07:21:27 ‘CHﬁSEM * View ‘
+ Edit

‘TE sT2

— End of Section —
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5. Uploading Forms in Registration

5.1 Step 1

Choose Documents from the menu. Then choose Upload Documents.

. Market Participants

1. Facilities

1. Resources

- Prudential Risk

- Administration

- Documents

Documents List
Uploadybocument

I eMpigre
Upload a docurnent

Cracum

5.2 Step 2

Complete the required fields to upload the form. Required fields are indicated with an asterisk (*).
MP ID, MP Name and Entity ID are automatically pre-populated by the system.

Click on List on theright side of “Doc Type'.

UPLOAD A NEW FILE

MP IO (%0 [To7es1

%’ Name (*): [TEsT ORGANIZATION 1

Entity Search (Applies to I
Rarourcas or Facilities only):

Entity ID [(*):

Search

Entity Marne:

Keywards (*]:

|
|
File Description (*): I
|
File Mame [*): I

Browse... |
Upload | Clearl

Issue 3.0 — September 14, 2005 Public 11
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5.3 Step 3

Choose IMO FORM_XXXX from the document list by finding the correct form name and clicking

on the Sd ect button as shown be ow.

DOC_COER 1500000 1500000 Participant |20-Jun-2000 11:33:59 BRI AME Select
LoC_MP_PROFILE Sooooo Sooooo Participant |153-Jun-2000 00:00:00 BRI AME S—e‘l’et\
LOC_IMO_FORMISOE SOooooooo0 SOooooooo0 Participant |24-Mar-2003 17:19:05 CHASEM Seley
DOC_GEMERIC 1000000 Sooooo Facility 05-May-2000 12:05:03 ALPHAPLL Select
LOC GEMERATICN 1500000 Sooooo Facility 05-May-2000 12:05:12 ALPHAPLL Select

5.4 Step 4

Typein the File Description and Keywords. Please conform to the standards listed below.

File Description: IMO Form XXXX (substitute the XXX X with the appropriate form number)
Trade Month and Y ear

Keywords:

UPLDAD A NEW FILE

MP ID [*1:
MP Marne (*]:

Doc Tepe [*1:

Entity Saarch (Applies to
Rarourcas or Facllitias only):

Entity ID (*):
Entity Marne:
File Descriptian [*]:
Keywards [*):

File Marne [*]:

Upload | Clearl

[1o07951

|TEST ORGANIZATION 1

[poc_IMo_FORMiS0E

Search

[1o07951

[IMO Form 1508

|octaber zoo3

List

Browse... |

12
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5.5 Step 5

Click the Browse button to choose the saved file you would like uploaded. Make sure that thefile has
been named correctly. (See Section 2 of this document for the naming convention of thefile) Once
the necessary fields are completed, click on the Upload button.

UPLOAD A NEW FILE

MPID (] 107251
MP Marme (%) [TEST ORGANIZATION 1
Doc Type (*): [ooc_tMo_FoRMiS0E List

T e ey,
Entity ID (*): [1a7951
Entity Marme: |
File Description (*): IIMO Formm 1506
Keywards [*): [october 2003
|c\CNF-SAMPLE _FORMLS06D_200310_W1, x|z [Drowse... |

5.6 Step 6

The following message will appear if the document has been uploaded successfully. 1f you do not
receive the message below proceed to Step 7 to see if the document has been upl oaded.

FILE UPLDAD

SUCCESS, Application has beean zaved.

Go to Docurmnent Storage and Retrizval - List

Issue 3.0 — September 14, 2005 Public 13
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5.7 Step 7

To see the document that was submitted, click on “Documents List” from the menu. If you have
uploaded more than one version of the Form, the most recent version will appear at the top of the list.
If the document you uploaded is not listed, please contact your Customer Relations Representative.

- Documents

Documents List
Upload Cocurment
Download Template
Docurnent Type List

I_”__-

ELULUS Pt LR SRl I PY ol AL o P o A 1 A TH R Tt B 1ed.=d | na '\II:-rn ihmcka 30-0ct-2003  [CHASEM |+ Wiew
" DA 16:17:31 *+ Edit
* Retrieve

Al 1P 8T Ok
— End of Section —
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