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Company Registration User Support Guide

1.0 - Introduction

Any company or organisation that wishes to apply for a Contract for Difference (CfD) or participate
in the Capacity Market (CM) must first register with the EMR Delivery Body. This is to ensure that
an application is being made with consent from an Authorised Person (usually a Director or
Partner) of that organisation and embeds a level of governance around the process to prevent
unauthorised applications.

An Authorised person may nominate a person as a Main Administrator (herein called Main Admin)
to act on their behalf to carry out the necessary activities for their Application/Prequalification. A
Main Admin can subsequently assign additional authorised Users to assist with their
Application/Prequalification and to receive notifications.

The aim of this guide is to:
1) Explain the information required to complete the Company Registration Form and,
2) Provide information on how to submit the EMR Company Registration Form to the EMR
Delivery Body for verification and to complete the Company Registration process.

For 2015, the Registration process will be carried out using the Company Registration Form
available on the EMR Delivery Body portal.

Note: Applicants should not use the CfD Registration Form to submit their Company Registrations
until advised by the Delivery Body to do so. The Delivery Body will make an announcement on the
EMR Delivery Body portal' on the commencement of Registration process for CfDs, when other
CfD Round dates are formalised by the Department for Business, Energy & Industrial Strategy
(BEIS), formerly known as the Department of Energy and Climate Change (DECC). In the
meantime, if you have any queries regarding your CfD registration then please contact a member
of the CfD Delivery Body Team on 01926 655300 or email box.emr.cfd@nationalgrid.com.

1.1 - Overview of information required for EMR Company Registration

The following information is required to complete the EMR Company Registration Form:

e Company /organisation details
The relevant details for the company or organisation wishing to register.

e Authorised Person details
The relevant details for the ‘Authorised Person’ (AP) - The Authorised Person should be a
person named at Companies House for UK registered Companies (or the equivalent body
for non-UK registered companies) as related to the Company being registered. They will
ordinarily be a Company Director or a Company Secretary.

e Main Administrator details
The Main Administrator details - The Main Administrator for each Company should
ordinarily be the person with managerial responsibility for the day to day participation in the
Capacity Market or Contracts for Difference mechanisms. The Main Company
Administrator will initially be responsible for the creation of other companies (Sub
companies) in the portal relating to the Main Company, and for registering other Users.
They will also act as the main point of contact for the Main Company for any
communications with the Delivery Body.

! https://www.emrdeliverybody.com
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Please note that it is permissible for the Main Administrator for a registered company or
organisation to be the same person as the Authorised Person

2.0 - How to Register your Company with the Delivery Body

2.1 - Accessing and completing the Registration Form - Instructions

1. Go to the EMR Delivery Body portal (www.emrdeliverybody.com) and depending on the
regime you wish to participate in, click on Capacity Market or Contracts for Difference on the
horizontal menu bar (highlighted in figure 2.1a below).

Note: Applicants, who wish to participate in both CfD and CM, will need to register their company
for both schemes separately.

Electricity Market Reform Search this site - 0 ‘

DELIVERY BODY

nationalgrid

Home Capacity Market Contracts for Difference About EMR Contact Us

4 /— p % Ao
Subscription test - C1D News A

Electricity Market Reform published 17 Jun 2015

Latest News
C REFRESH

Subscription test - CM News A

Electricity Market Reform alms to deliver low carbon energy supplies whilst
published 17 Jun 20156

maintaining security of supply and minimising the cost to the consumer. EMR
Introduces two key mechanisms to provide Incentives for the investment EVEN MORE NEWS (CFD)
required In our energy Infrastructure. f published 12 Jun 2015
New Test for System
published 17 Jun 2015

HP is awarded the latest CfD Update
published 16 Jun 2015

Latest News
© REFRESH

Consultation on Initial proposals on
setting revenue, outputs and Incentive.
published 17 Apr 2015

Consultation on initial proposals on

Capacity Market Contracts for setting revenue, outputs and incentive
published 17 Apr 2015

The Capacity Markel aims 1o ensure the future 2 Difference Offtaker of Last Resort (OLR): Upcoming

security of our electricity supply at the lowest " determination of mandatory supplier

cost 1o consumers. h Contracts for Difference Is a EMR scheme: published 10 Feb 2015

aimed at attracting Investments in renewables
by providing long-term revenue stabilisation for determination of mandatory supplier
new low carbon Initiatives. published 10 Feb 2015

Offtaker of Last Resort (OLR): Upcoming

Ofgem seeks stakeholder input for the
Offtaker of Last Resort (OLR) scheme
published 30 Sep 2014

Figure 2.1a: EMR Delivery Body Portal Homepage

2. Depending on the option you chose in the previous step, you will navigate to either the
Capacity Market or Contracts for Difference landing page shown in figures 2.1b and 2.1c
below.
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Hdt\ﬁ)ﬂiﬂgl‘id Electricity Market Reform

DFLVERY BOOY

Capacty Market

Capacity Market

The Copacity Market (M) is one of ‘ —
the key poliies of the Electricity

Market Reform programme. The CM &=

aims to ensure the future secunty of

our slectricity supply at the lowest

cost to consumers.

Latest News

REFRESH

natior m\g,—id Electricity Market Reform
DEUVERY BODY

Contracts for Difference

Contracts for Difference

CFD Scheme

Find out moes about ENR Contracts for Dffeenc rogime

ubscribe for Deiivering CFDs

Latest News
o REFRESH

Figure 2.1b: CM Landing I5age

3. For CM Registration - Click on The CM Process = Registration = Company Registration
on the left hand menu on the Capacity Market screen (highlighted in figure 2.1b above).

OR

For CfD Registration - Click on The CfD Process = Registration = New Registration on the left
hand menu on the Contracts for Difference screen (highlighted in figure 2.1c above).

4. This will navigate to the Company Registration Form. The Form consists of three sub-sections-

e Company Section

e Authorised Person Section
e Main Company Admin User Section

An example of the form is illustrated in figure 2.1d below.
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nationa grid Eleciricity Marked Rieform B - m
LT oY

Capacity Market

Latest News

o istration form

o gistra
Company Section
— oy Aagertaton Nt

o b S
BAORE NS [0
publsived 12 Jun i

Publsned & A 215

b s o Useful Links

et Kangr !

l Auvthoriged Person Section ]

Lanchrey Humoe Errasl Adaress

¥ ¥ P ¥ FFFF
)

Umtas Ky, =

l Main Company Admin User Section ]

Lt bama *

Lanchrw brumom
Cowrary Canniry Code
Lt Ky dorn =) #

Motste Parmbes = Cionie Mot Murmter *

Ermad diciomes. * Coonflen Ernsd Addbees *

‘Submit’ button

Figure 2.1d: Company Registration Form

All fields in the Company Registration Form must be completed with the required information.
Fields marked with an asterisk are mandatory fields. N.B. Company Names should precisely match
the description as held on the relevant register, including any use of abbreviations E.g. Limited as

opposed to Ltd.

A Company Registration Number (CRN) needs to be provided if you are an incorporated body.
A CRN (sometimes referred to as a Companies House Number) is a unique number issued by
Companies House when a limited company or Limited Liability Partnership (LLP) is incorporated.
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Where your Company is located in the United Kingdom, your CRN will consist of 8 numbers, 2
letters followed by 6 numbers?. It will be displayed on your certificate of incorporation and any
statutory company mail sent from Companies House. It will also appear on the public register next
to your company details. Where your Company is not located in the United Kingdom, there is no
specific format for the CRN but you must provide the relevant reference.

However if you are a non-listed company for the following types, then you need to provide the
relevant evidence as detailed below:

* Joint Venture (JV) — a JV agreement / structure chart or a letter signed by the
Directors on letter headed paper to state that he/she is a Director for the
organisation.

« Partnership — a letter signed by the Partner on letter headed paper to state that
he/she is a Partner/Owner of the organisation.

+ Community Project/Charity - a letter signed by the Head on letter headed paper to
state that he/she has the relevant decision making authority.

Foreign companies who legally own or control the CfD Unit (which must be located in Great Britain)
can apply for a CfD and therefore are eligible for registration.

To verify ownership or legal control of the CfD Unit, the foreign company can provide:-
* Avalid tax certificate and/or
» A structure chart showing ownership or legal control of the holding company owning
the CfD assets and/or
+ Letter signed by the Directors of the Parent Company.

This information should be added to the scanned letter headed copy of the registration form when
it is uploaded. Alternatively, the Delivery Body may request this information via Egress Switch.

2.2 - Saving and Submitting the Registration Form - Instructions

1. Once all the mandatory fields in the Registration Form have been completed, click on the
‘Submit’ button at the bottom of the form (illustrated in figure 2.1d above).

2. A pop-up message (illustrated in figure 2.2a below) will appear asking you to save the
completed Registration Form on your local machine. The message also notifies that the
person nominated as the Main Admin will receive an e-mail at the address specified as Main
Admin e-mail address field on the Registration Form. This e-mail will provide further
instructions on how to complete the Registration process

2 You cannot choose or change your CRN. It will be computer generated on a sequential basis depending on your
country of incorporation and the type of company you set up:

e Companies formed in England and Wales have CRNs beginning with 0 (zero).
e  Scottish companies are given CRNs with the prefix ‘SC’.

e Limited Liability Partnerships (LLPs) are issued with CRNs beginning with ‘OC’.
e  Scottish LLPs have CRNs beginning with ‘SO’.
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Save the form to your local machine

Thank you for your registration. Please save the generated form to your local
machine. You will also receive an email with further instructions.

Save form OK

Figure 2.2a: Pop-up message

3. Click on the ‘Save Form’ button in the pop-up message. This will allow the User to save a copy
of the completed form to their machine.

Note: Please do not click on the ‘OK’ button in the pop-up message as this functionality is
currently disabled. If you click on the ‘OK’ button in the pop-up message the Registration Form
will be saved on the EMR Delivery Body portal without providing an option to save the form on
your local machine and you will have to repeat all the steps described in section 2.1 above.

4. The form must then be printed on a Company letter headed paper and must be signed and
dated by the Authorised Person.

5.  An e-mail confirmation will be sent to the Main Admin (and copied to the Authorised Person) to
notify them that the Company Registration process has commenced and that a signed
Registration Form will need to be uploaded on the EMR portal within 7 calendar days. The e-
mail will also contain a link to upload the form onto the portal. An example of this e-mail is
shown in figure 2.2b below.
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- a o [ ] - ¥ - More =

Company Registration inbox

to me, johnsmith |~

nationalgrid Electricity Market Reform
DELIVERY BODY

i |

emr@nationalgrid.com via sendgrid net 11:02 AM (20 hours ago) -

Dear Sue Smith,

Thank you for registering JS Energy 2015. To complete the registration process, please upload the signed/form within 7
calendar days to this site:

Submit registration form

Please ensure that the
cancelled if the completed fori
Please note that the form must be pni

jon form is signed and uploaded within 7 calendar days. The company registration will be
gloaded within 7 calendar days
Rany letter-headed notepaper.

§2015 11:02:10

The company registration will be cancelled if no actio

Please do not respond to this email. This address is not actively monito

This e-mail, and any attachments are strictly confidential and intended for the addressee(s) on

delete the e-mail and any attachments. You should not disclose, copy or take any action in relial

Body portal

b ntactin

confirmation CopnyRegistratin roess has started

Figure .: mail

5]

Link to upload signed
Registration Form on
professional or other privileged information. If you are not the intended recipient, please notify the EM R Delivery

The Main Admin and the Authorised Person will receive a reminder e-mail to upload the

signed Registration Form 48 hours prior to the 7 days deadline. This e-mail will also contain a
link to upload the form onto the portal. If the Registration Form is not uploaded within the
required timescales, the Company Registration will be rejected and the Applicant will need to

restart the Registration process.

The signed Registration Form should be scanned and saved on your local machine. To upload

the scanned form to the portal, click on the link provided in the e-mail. This will navigate to the
‘Upload Signed Company Registration Form’ screen on the EMR Delivery Body portal, shown
in figure 2.2c below. Click on the ‘Choose File’ button to select and upload the scanned

Registration Form saved on your machine.

natlona|gl‘id Electricity Market Reform Search this site
DELIVERY BODY

Home  Capacity Market  Contracts for Difference ~ About EMR ~ Contact Us

Upload Signed Company Registration Form

Choose Eile No ﬁll chosen Submit

The maximum file size is 15 MB

Security ~ Cookie Policy ~ Privacy Policy ~ Terms and Conditions  Accessibility

. P

Sign In

Figure 2.2c: ‘Upload Signed Company Registration Form’ screen
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After uploading the Registration Form, an e-mail will be sent to the Main Admin (and copied to
the Authorised Person) stating that a Registration Form has been submitted and that they will
be notified of the outcome after the Delivery Body has verified the Registration details. An
example of this e-mail is shown in figure 2.2d below.

- a L [ ] - ® - More ~
Company registration submitted inbox  « =
emr@nationalgrid.com via sendgrid net 11:07 AM (20 hours ago) L -

to me, johnsmith |~
|4 Back to Home
Your company (JS Energy 2015) Registration form has now been submitted. You will receive an email confirming if your

registration was successful.

Please do not respond to this email. This address is not actively monitored.

This e-mail, and any attachments are strictly confidential and intended for the addressee(s) only. The content may also contain legal,
professional or other privileged information. If you are not the intended recipient, please notify the sender immediately and then
delete the e-mail and any attachments. You should not disclose, copy or take any action in reliance on this transmission.

You may report the matter by contacting us via our UK Contacts Page or our US Contacts Page (accessed by clicking on the
appropriate link)

Please ensure you have adequate virus protection before you open or detach any documents from this transmission. National Grid
plc and its affiliates do not accept any liability for viruses. An e-mail reply to this address may be subject to monitoring for
operational reasons or lawful business practices.

For the registered information on the UK operating companies within the National Grid group please use the attached link:
http://www nationalgrid com /corporate /legal/registeredoffices htm

Figure 2.2d: E-mail Confirmation — Company Registration Form has been submitted
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3.0 - EMR Company Registration Verification
3.1 - Overview

Following the receipt of the Company Registration Form, the EMR Delivery Body will carry out the
verification process. When the User submits a signed Registration Form to the EMR Delivery Body
portal, the Delivery Body receives an automatic notification that the Company Registration Form
has been submitted.

The Delivery Body will then carry out checks against public records, such as Companies House, to
complete the verification process. The Delivery Body will check -
a. Company details
b. The Authorised Person is associated with the Company for which the Registration Form
has been submitted.

Once the required verification checks have been completed by the Delivery Body, both the Main
Admin and Authorised Person will receive e-mail confirmation of the outcome.

If the details provided cannot be verified, both the Main Admin and the Authorised Person will
receive e-mail confirmation that the Company’s Registration request has been refused with an
outline of the reasons for the refusal by the Delivery Body.

If there are any issues that arise during the examination of the Registration request the Delivery
Body will contact the Main Company Administrator in the first instance.

3.2 — Post Delivery Body Assessment

1. After the Delivery Body has assessed the Company Registration Form, the Main Admin will be
notified of the outcome via e-mail. The Authorised Person will also be copied in this e-mail.
Example of this e-mail is shown in figure 3.2a below.

“ a L] [ ] .- ¥ - More ~

Company Status has changed inbox x

i |
[y

emr@nationalgrid.com via sendgrid net 11:17 AM (20 hours ago) S -

to johnsmith, me |~

nationa|grid Electricity Market Reform

DELIVERY BODY
Company JS Energy 2015 has been Approved

Comment

Your Qplication has been approved

Please do not respond to this email. This address is not actively monitored.

This e-mail, and any attachments are strictly confidential and intended for the addressee(s) only. The content may alsc contain legal,
professional or other privileged information. If you are not the intended recipient, please notify the sender immediately and then
delete the e-mail and any attachments. You should not disclose, copy or take any action in reliance on this transmission.

You may report the matter by contacting us via our UK Contacts Page or our US Contacts Page (accessed by clicking on the
appropriate link)

Please ensure you have adequate virus protection before you open or detach any documents from this transmission. National Grid

nic and #t< affiliatec dn not arcent any liahilihy far virnices Ane-mailrenhrtn thic addrecss mawv he cihiect ta maoni#nring far

Figure 3.2a: E-mail Confirmation — Company Registration outcome
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2. Following Approval of the Company Registration Form by the Delivery Body, the Main Admin
will receive a further e-mail with their User name and temporary password and the link to the
portal where they can reset their password. An example of this e-mail is shown in figure 3.2b

below.

New registration EMR Portal imbox « =
emr@nationalgrid.com via sendgrid net 11:17 AM (20 hours ago) N |
o me |~
nationalg rid | Electricity Market Reform
DELIVERY BODY

Dear Sue Smith, your account has just been created
User Iame sue.smith

Temporary password: 5M:(I8Hu
Please confirm your registratio@‘

Please do not respond to this email. This address is not actively monitored.

This e-mail, and any attachments are strictly confidential and intended for the addressee(s) only. The content may also contain legal,
professional or other privileged information. If you are not the intended recipient, please notify the sender immediately and then
delete the e-mail and any attachments. You should not disclose, copy or take any action in reliance on this transmission.

You may report the matter by contacting us via our UK Contacts Page or our US Contacts Page (accessed by clicking on the
appropriate link)

Please ensure you have adequate virus protection before you open or detach any documents from this transmission. National Grid
plc and its affiliates do not accept any liability for viruses. An e-mail reply to this address may be subject to monitoring for

Figure 3.2b: E-mail — Lég-in Details and link

3. The Main Admin should click on the link in the e-mail to confirm Registration. This link is

highlighted in figure 3.2b above.

4. This navigates the Main Admin to the ‘Confirm your Registration’ screen on the EMR Delivery

Body portal. This screen is shown in figure 3.2c below.

Electricity Market Reform
DELIVERY BODY

nationalgrid

Search this site A@PAl Signin

Contracts for Difference About EMR Contact Us

Home Capacity Market

Confirm your registration

password received via Ema

sue.smith| 1

Figure 3.2c: Confirm your registration screen
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4.0 - Confirming User Registration details
4.1 - Instructions

1. The Main Admin must then complete all the following fields on the ‘Confirm your Registration’
screen (illustrated in figure 4.1a below) in order to proceed further —

a. User name — Please enter the User name that was provided in the e-mail

b. Temporary password — Please enter the temporary password from the e-mail

c. New password — Please choose a new password, which should have at least 8
characters including one upper case character, one lower case character and one
numeric or special character (I1$#%?=*[-"&*()_+|~="{}[]:";'<>,.1])
Note: Please do not use any special characters other than the ones listed above.

d. Confirm password — Please re-enter the new password

nationalgrid | Etectricity Market Reform Searc i i - EX

DELIVERY BODY

sue.smith| 1

I
|
|
|

Figure 4.1a: Confirm your registration screen — Reset password

2. The Main Admin enters all the required information and clicks the ‘Next’ button highlighted in
figure 4.1a above.

3. This navigates the Main Admin to the next screen, where they will then be asked to enter their
PIN. This screen is illustrated in figure 4.1b below. This PIN will be sent to the mobile number
which the Main Admin provided in the Company Registration Form.
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Electricity Market Reform Search this site v P
DELIVERY BODY

nationalgrid

Home Capacity Market Contracts for Difference About EMR Contact Us

Confirm your registration
Please enter the PIN received via SMS
|

N

Security Cookie Policy Privacy Policy Terms and Conditions Accessibility

Figure 4.1b: Confirm your registration screen — Enter PIN

4. After the PIN is entered, the Main Admin gets a confirmation message stating ‘Your new
credentials have been registered’ on the ‘Confirm your Registration’ screen. This is illustrated

in figure 4.1c below.

naT|Ona|grid Elec"icny Market Reform Search this site A Sign In
DELIVERY BODY

Home Capacity Market Contracts for Difference About EMR Contact Us

Confirm your registration

[ Your new credentials have been registered ]

Go to Log in

Security Cookie Policy Privacy Policy Terms and Conditions Accessibility

Figure 4.1c: Confirm your registration screen — Credentials have been registered

5. At this point the Main Admin is set as a Registered User on the EMR Delivery Body portal and
a ‘Log-in’ link appears on the screen through which the Main Admin can log into their account.

This is illustrated in figure 4.1d below.

National Grid Electricity Transmission Page 14



Company Registration User Support Guide

Electricity Market Reform
DELIVERY BODY

nationalgrid

Search this site

Home Capacity Market Contracts for Difference About EMR Contact Us

Confirm your registration

Your new credentials have been registere

Security ~ Cookie Policy ~ Privacy Policy ~ Terms and Conditions ~ Accessibility

5 -

Figure 4.1d: Confirm your registration screen — Log in

6.

After clicking on the ‘Log in’ link, the Main Admin will navigate to a Sign in screen, where they
will need to enter their User name and Password (which they have reset previously in step 2

above). The Sign-in screen is illustrated in figure 4.1e below.

Sign in please

nationalgrid | Electricity Market Reform
DELIVERY BODY

Please sign in with credentials provided by your administrator.

bsa\‘amg

Password

Forgot password | Forgot usemame | Forgot pin

Figure 4.1e: Sign-in screen — Enter User name and Password

National Grid Electricity Transmission
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7. After entering the User name and Password, the Main Admin will be navigated to the ‘Enter
PIN’ screen as shown in figure 4.1f below.

nationalgrid Electricity Market Reform
DELIVERY BODY

Sign in please

Please enter sms code

Forgot pin

Figure 4.1f: Sign-in screen — Enter PIN

8. Once the PIN has been entered and submitted, the Main Admin is successfully logged into the
EMR Delivery Body portal. The User name will appear on the top right hand side of this
screen. This shown in figure 4.1g below.

BROWSE PAGE

natjona|grid Electricity Market Reform Search this site v p| suesmin~
DELIVERY BODY

Home Capacity Market Contracts for Difference About EMR Contact Us My EMR

User Management v

Add New EP User
e | MY APPLICATIONS / OPT-QUTS MY AGREEMENTS ® K MY CMUS
Companies v

MY COMPANIES : i ! MY AUCTIONS
o,
NOTIFICATIONS /4 TECHNOLOGY CLASS

¥ M

Create New

Subcompany MY DISPUTES [TTIT)

[l

Manage Login
Credentials

,’, REPORTS

Messaging v

R

Create New
Enquiry

Sent Messages Usel’ name
S appears on the
top-right of
V M
= screen
My Applications /
Oot-Outs

Figure 4.1g: ‘My EMR’ screen after Registered User successfully logs in
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5.0 - User Management and Privileges

5.1 — Overview

The Main Administrator can register additional Users called EP Users (External Party Users) who
are able to log-in to their Company's area of the Admin System and carry out specific “roles”. Each
of these EP Users must be given privileges to carry out specific roles. The Roles and Privileges are
illustrated in figure 5.4c of section 5.4 — Managing your Users.

5.2 - The Main Administrator can register following types of EP Users —

(1) Deputy Main Administrator - The Deputy Main Administrator has the same privileges as a
Main Administrator. They may create Sub companies, CMUs, other Users. They may also make
amendments to existing data.

(2) Other EP Users — These Users are able to act on behalf of the Main or Sub companies that
they have been assigned privileges for. Unlike the Main Admin or Deputy Main Admin they cannot
create, amend or delete any companies or log-in IDs.

Additional Roles which can be added to any User (This functionality is not applicable for CfD
Users) -

There are two additional roles which can be assigned to any kind of EP User (whether they are a
Deputy Main Admin or other User). These additional roles can be assigned to the EP Users by
checking the box next to the role on New User Management screen illustrated in figure 5.4c of
section 5.4 — Managing your Users.

(1) Authorised Individual — The Main Admin (or the Deputy Main Admin) can create up to four
Users as Authorised Individuals. Authorised Individuals can participate in the Bidding rounds
during the Capacity Market Auction. This Role set up is not required at the time of Registration and
can be selected and/or edited if required later.

(2) Agent — The Main Admin (or the Deputy Main Admin) can assign any User as an Agent by
ticking the box next to the Agent field and populating the ‘Agency’ field. A signed Agent Nomination
Form (Exhibit E of The Capacity Market Rules) will need to be uploaded next to the ‘Agent
Nomination’ field.

5.3 - Privileges

Privileges can be assigned to EP Users to enable them to carry out specific tasks for a company or
multiple sub-companies. The different privileges are:-

Privileges Meaning

Viewer The User can only view data and information

Operator The User can create and edit data including applications
Approver The User can approve data and applications

Viewer is the basic or default level of privilege which is applicable to all EP Users. The Main Admin
(or the Deputy Main Admin) can assign more privileges to an EP User by ticking the box next to the
privilege.
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5.4 - Managing your Users

1. The Main Admin will be able to view all of the relevant Users linked to their company. To do
this click on the ‘My EMR’ section on the horizontal menu towards the top after logging in. This
is illustrated in figure 5.4a below.

nationalgrid

Home

User Management v

Add New EP
User

Companies -

Create New
Subcompany

Manage Login
Gredentials

My Profile
Messaging -

Create New
Enquiry

Sent Messages
CMAPP -
My CMUS

My Applications /
Opt-Outs

My Disputes

Notifications

Capacity Market

Electricity Market Reform
DELIVERY BODY

Contracts for Difference

B

Security

[— | MY APPLICATIONS / OPT-OUTS —?2

MY DISPUTES

REPORTS

Cookie Policy

About EMR Conta

Privacy Policy

Terms and Conditions

Search this site

-2

ct Us My EMR

MY AGREEMENTS E 5‘; i‘
bt
r/

MY COMPANIES ’,

NOTIFICATIONS

Accessibility

MY cMUS

MY AUCTIONS

o
, TECHNOLOGY CLASS

Figure 5.4a: ‘My EMR’ screen

2. Next click on ‘User Management’ in the left hand side menu. At this stage, because the Main
Admin has not set up any additional Users, only one User is visible in the Users grid. This is
shown in figure 5.4b below.

BROWSE  PAGE
nationalgrid | Electricity Market Reform Search this ste « o| Suesmin~
DELIVERY BODY
Home Capacity Market Contracts for Difference About EMR Contact Us My EMR
User Management } New User management
Show |10 v |entries Search B
Add New EP User T
First name 4 Lastname User name User type
Companies v h
Sue Smith sue smith External Party User Manage ﬁz:"g"
Create New ~
Subcompany Showing 1to 1 of 1 entries Previous 1 | Next
Manage Login
Credentials
Messaging v
Create New
Enquiry
Sent Messages Users Grld
CMA 1
i v showing one User
My CMUs
My Applications /
Opt-Outs

Figure 5.4b: Users grid on User Management screen
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3. To create more Users, click on ‘Add New EP User’ under ‘User Management’ on the left hand
side menu. This will bring up the New User management screen as shown in figure 5.4c

below.
§ . i
na‘[lona|gr|d Electricity Market Reform Search this site v O| SueSmih~
DELIVERY BODY
Home Capacity Market Contracts for Difference About EMR Contact Us My EMR
v New User management
Add NewEP User | Tea™ EWY
First Name* Sue Last Name* Smith Rk
" Email address™ sueenergy2015@gmail.cor Confirm email address™ sueenergy2015@gmail.cor
Create New Country* United Kingdom v Country code 44
Subcompany
Mobile number* 1163470786 Confirm mobile number* 1163470786
Manage Login Role” Main Admin v
Credentials =
Authorised Individual
Messaging v Agent
Create New Agency
Enquiry Agent Nomination: | Choose File | No file chosen
Sent Messages Operator ¥
Privileges Approver ¥
CMApp v Viewer &
tatt Acti 4
My CMUs Status ctive
* Required field
My Applications /
Save Changes

Figure 5.4c: New User Management screen

4. Enter contact details for EP Users and assign roles and privileges to them by selecting drop

down menus and checking boxes.

Note: A Main Admin cannot create another Main Admin as there is a restriction of one Main

Admin per company.

5. Once an EP User is created, the User details will be visible in the Users grid. To view the
Users click on ‘User Management’ in the left hand side menu. The Main Admin and another
User created by Main Admin is visible on the screen as shown in figure 5.4d below.

BROWSE PAGE

nationa]grid Electricity Market Reform Search this site
DELIVERY BODY
Home Capacity Market Contracts for Difference About EMR Contact Us My EMR

User Management v New User management

v O| SueSmith~

Sent Messages

cMApp v Users Grid showing
My CMUs two Users
My Applications
Opt-Outs

Show 10 v | entries search: [
Add New EP Usi
First name ™ Last name User name User type
Companies . j]
. Assign
John Smith john smith5 External Party User Manage Vet

Create New

Subcompany Sue Smith sue.smith External Party User Manage Gz:lrg"
Manage Login
% Showing 1 to 2 of 2 entries Previous 1 Next
Credentials
Messaging v

Create New

Enquiry

Figure 5.4d: Users grid on User Management screen
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6. Once the Main Admin has successfully registered a New EP User, this New EP User will
receive a Registration confirmation e-mail. The e-mail will contain their User name and
temporary password, similar to the e-mail received by the Main Admin after Company

Registration. An example of this e-mail is shown in figure 5.4e below.

New registration EMR Portal mbex  »

emr@nationalgrid.com via sendgrid net 5:01 PM (1 minute ago) -
tome ~

Electricity Market Reform
DELIVERY BODY

nationalgrid

i}

Dear John Smith. your account has just been created
User name: john.smithS

Temporary password: 1>] IsjF

Please confirm your registration here

Please do not respond to this email. This address is not actively monitored.

This e-mail, and any attachments are strictly confidential and intended for the addressee(s) only. The content may also contain legal, professional or other
privileged information. If you are not the intended recipient, please notify the sender immediately and then delete the e-mail and any attachments. You shouid
not disclose, copy or take any action in reliance on thistransmission

You may report the matter by contacting us via our UK Contacts Page or our US Contacts Page (accessed by clicking on the appropriate link)

Please ensure you have adequate virus protection before you open or detach any documents from this transmission. National Grid plc and its affiliates do not
accept any liability for viruses. An e-mail reply to this address may be subject to monitoring for operational reasons or lawful business practices.

For the registered information on the UK operating companies within the National Grid group please use the attached link: hitp //www nationalgrid com/
comorate/legal/registeredoffices htm

- Click here to Reply or Forward

5]

Figure 5.4e: Registration Confirmation e-mail to New EP User
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6.0 - Creating Sub companies

6.1 — Overview

The Capacity Market is based on Capacity Market Units (CMUs) which represent physical sources
of capacity. Each CMU is associated with an Applicant Company. The Applicant Company for a
CMU may be either the Main Company or a Sub company.

e The Main Company is established through the initial Company Registration process. This
is the name of the main “account” set up in the system. When any user logs into the
system it is this “Main Company” account that they are logging into.

e A Sub company is a subsidiary company to the Main Company, created by the Main
Administrator. These are the names of additional companies in the system which may be
used to identify the Applicants for a Capacity Market Prequalification Application where the
Applicant is not the Main Company.

6.2 - Instruction

S

1. After logging in, click on ‘My EMR’ section on the horizontal menu on the top as shown in

figure 6.2a.

nationalgrid

Home Capacity Mark

User Management v

Add New EP
User

Companies -

Create New
Subcompany

Manage Login
Credentials

My Profile
Messaging -

Create New
Enquiry

Sent Messages

My CMUS

My Applications /
Opt-Outs

My Disputes

Notifications

et Contracts for Difference About EMR Contact Us My EMR

Electricity Market Reform Search this site -
DELIVERY BODY

MY APPLICATIONS / OPT-OUTS MY AGREEMENTS MY CMUS

P Py
MYDISPUTES [smmns MY COMPANIES /d MY AUCTIONS
i----

L/ L/ L/
., REFORTS ., NOTIFICATIONS ., TECHNOLOGY CLASS

o [P

Security Cookie Policy Privacy Policy Terms and Conditions Accessibility

Figure 6.2a: My EMR screen

2. Then click on ‘Companies’ in the left hand side menu or ‘My Companies’ on the main screen.
These options are illustrated in figure 6.2b below.
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nationalgrid

Home

User Management v

Add New EP
User

Companies

Create New
Subcompany

Manage Login
Credentials

My Profile
Messaging -

Create New

Enquiry

Sent Messages
CMADP -

My CMUSs

My Applications /
Opt-Outs

MMy Disputes

Notifications

Capacity Market

Electricity Market Reform
DELIVERY BODY

Contracts for Difference About EMR

MY APPLICATIONS / OPT-OUTS

MY DISPUTES

REPORTS

e,

o B8

Security Cookie Policy Privacy Policy

Contact Us

Terms and Conditions

MY AGREEMENTS

MY COMPANIES

NOTIFICATIONS

Search this site

My EMR

MY CMUS

MY AUCTIONS

.,

>,

Accessibility

-9

TECHNOLOGY CLASS

Figure 6.2b: My EMR screen — options to view Company and Sub companies

3. This will navigate to the next screen displaying a list of all existing Sub companies as shown in
figure 6.2c¢ below.

. . .
nat[ona|gr|d Electricity Market Reform Semrch this sie v O cmmainadmin~
DELIVERY BODY
Home Capacity Market Contracts for Difference About EMR Contact Us My EMR
User Management v  Company List
Show entries Search
Add New EP User 0 1] e
Company name *  company ID Authorised Person Status Additional info Detail
Companies v
Tweff NGRID-129-2 Ginny Rometty Additional info Details
Create New
Subcompany 1BM NGRID-129 GinnyRometty Approved Additional info Details
Manage Login IBM Client Inovation Center NGRID-129-1 Ginny Rometty Additional info Details
Credentials
IBM DelveryCenter NGRID-129-1 Ginny Rometty Additional info Details
Messaging v IBM Subcompany NGRID-129-1 Ginny Rometty Additional info Details
Create New NFR Subcompany1 NGRID-120-1 Ginny Rometty Additional info Details
Sent test NGRID-129-1 Ginny Rometty Additional info Details
CMApp v Showing 1o 7 of 7 entries. Previous 1 Next
My CMUs
My Applications /
Opt-Outs

Figure 6.2c: Company List displaying the Main Company and all associated Sub companies

4. To create a new Sub company, click on ‘Create New Subcompany’ in the left hand side menu
highlighted in figure 6.2c above.

5. This navigates to a web form for creating a new Sub company. This is illustrated in figure 6.2d

below.
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nationalgrid

DELIVERY BODY

Home Capacity Market Contracts for Difference About EMR Contact Us My EMR

User Management v Subcompany form

Add New EP User Company name* Company Regisiration Number
Related Main Compan 1BEM Authorised Person Ginny Romet
Companies v pany v 1y
Sub-company Address line 1*
Create New

Subcompany Sub-company Address line 2

Manage Login Sub-company Address line 3

Credentials

Post Code” City*
Messaging ¥ Country United Kingdom B
Create New Company Type cm
* Required field
Sent
Submit
CMApp v
My CMUs
My Applications /
Opt-Outs

Electricity Market Reform Search this site

~ O| cmmainadmin~

Figure 6.2d: Sub company form

6. Complete all mandatory fields and click on the ‘Submit’ button highlighted in figure 6.2d above.

This will give a confirmation that the new Sub company has been created successfully.
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7.0 - Assigning Users to Companies and Sub companies

7.1 - Instructions

1. After logging in, click on the ‘My EMR’ section towards the top of the screen and then click on
‘User Management’ in the left hand side menu. This will display all of the Users which have
been created. This is illustrated in figure 7.1a below.

Electricity Market Reform
DELIVERY BODY

nationalgrid

pacity Market Contracts for Difference

New User management
Show |10 v entries

First name

About EMR Contact Us

*  Lastname

My EMR

User name

User type

Search

Sue Smith «

John Smith

Sue Smith

John.smith2

sue smith

External Party User

External Party User

Manage

Manage

Assign

Usek

User

Showing 1 to 2 of 2 enfries

CMApp -

My CMUs

My Applications

My Disputes

Previous

1

Nex

Figure 7.1a: Users grid on User Management screen

2. Click on *‘Assign User’ on the right hand side of the screen (highlighted in the figure 7.1a
above) for the User you want to associate with a Company or Sub company.

3. This will navigate to the ‘Assign User’ screen with a list of Companies. This is illustrated in

figure 7.1b below.
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Electricity Market Reform
DELIVERY BODY

nationalgrid

Search this site - 0O ‘

Home Capacity Market Contracts for Difference About EMR Contact Us My EMR

User User management
Management .

Assign User
Companies » -

[ London City Lights
Manage Login [ London Glitzy Bulbs
Credentials [[] London Twilight

[ ]London Dazzling Sparks

My Profile

Messaging >

CMApp >

Figure 7.1b: Assign User screen

4. Select the companies for which the New EP User should be associated with and click ‘Submit’.
The ‘Submit’ button is highlighted in figure 7.1b above.
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8.0 - Managing Passwords

Once a User is active on the system, this section will describe how they may change their
password.

8.1 - Instructions

1. User should log in to the portal and navigate to ‘My EMR’.

2. Click on ‘Manage Login Credentials’ in the menu on the left hand side (highlighted in figure
8.1a below).

nationa|grid Electricity Market Reform Search this site -
DELIVERY BODY

Home Capacity Market Contracts for Difference About EMR Contact Us My EMR

MY AGREEMENTS ! ° i'i i‘

P %
MY DISPUTES E. TIT] MY COMPANIES ’, MY AUCTIONS
nEnn

REFORTS NOTIFICATIONS

User
Management

Companies MY APPLICATIONS f OPT-OUTS MY CMUS

My Profile

Messaging »

1App » TECHNOLOGY CLASS

| [EX |

Figure 8.1a: My EMR screen — Manage Login Credentials

3. This navigates to a form for changing password as illustrated in figure 8.1b below.
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Electricity Market Reform
DELIVERY BODY

nationalgrid

Search this site - O

Home Capacity Market Contracts for Difference About EMR Contact Us My EMR

Companies
. User Management
Manage Login
Credentials Change your password
My Profile User name terry.approver
Current password
Messaging >

New password

CMApp > Confirm password

Next >

Figure 8.1b: Change your password screen

4. To change password, enter current password, and the desired new password under both ‘New
password’ and ‘Confirm password’ (ensuring these match).

5. Click on ‘Submit’. This will give a message confirming that the password has been changed.
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9.0 - Contact Details

In the event you have any questions regarding the Company Registration and User Management
process you can contact us through -

9.1 - Contracts for Difference Team

Telephone: 01926 655300 Extension 1
E-mail: .box.emr.cfd@nationalgrid.com

9.2 - Capacity Market Team

Telephone: 01926 655300 Extension 2
E-mail: emr@nationalgrid.com
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