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Reporting Tool User Agreements  

  
Terms of System Use Agreement  
  
ACCEPTANCE OF TERMS  
¢ƘŜ ǎŜǊǾƛŎŜǎ ǘƘŀǘ ǘƘŜ /ƭŜŀƴ CǳŜƭǎ tǊƻƎǊŀƳ ƻŦ ǘƘŜ hǊŜƎƻƴ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ƴǾƛǊƻƴƳŜƴǘŀƭ vǳŀƭƛǘȅ   όά59vέύ 
provides to you are subject to the following Terms of Use. DEQ reserves the right to update the Terms of 
Use at any time without notice to you. The most current version of the Terms of Use will be provided to 
you upon your request and is available to you when you login to the system. You are responsible for 
checking the DEQ website for updates to the Terms of Use and are responsible for reading and 
understanding those changes. If you do not agree to the changes, you must stop using the Services.  
Your continued use of the Services constitutes acceptance of changes to the Terms of Use.  
  
DESCRIPTION OF SERVICES  
DEQ provides you with access to the web-based reporting tool for the Clean Fuels Program (collectively 
"Services"). The Services, including any updates, enhancements or new features, are subject to these 
Terms of Use.  

  
USE LIMITATIONS  
You may only use these Services for its intended use of complying with the reporting requirements of 
the Clean Fuels Program. You may not modify, copy, distribute, transmit, display, perform, reproduce, 
publish, license, create derivative works from, transfer, or sell any information, software, products or 
services obtained from these Services.  
  
PRIVACY AND PROTECTION OF PERSONAL INFORMATION  
DEQ is committed to protecting the security of your personal and company information. We use a 
variety of security technologies and procedures to help protect your personal and company information 
from unauthorized access, use or disclosure. Access to personal and company information is limited to 
authorized system administrators and application developers. DEQ will treat the information you 
provide as confidential, except as may be required to be disclosed under the Oregon Public Records Law.  

  
NOTICE SPECIFIC TO USERS OF THIS SOFTWARE  
IN NO EVENT SHALL DEQ, OR ITS RESPECTIVE SUPPLIERS BE LIABLE FOR ANY SPECIAL, INDIRECT OR 
CONSEQUENTIAL DAMAGES OR ANY DAMAGES WHATSOEVER RESULTING FROM LOSS OF USE, DATA OR 
PROFITS, WHETHER IN AN ACTION OF CONTRACT, NEGLIGENCE OR OTHER TORTIOUS ACTION, ARISING 
OUT OF OR IN CONNECTION WITH THE USE OR PERFORMANCE OF SOFTWARE, DOCUMENTS, 
PROVISION OF OR FAILURE TO PROVIDE SERVICES OR INFORMATION AVAILABLE FROM THE SERVICES. 
 
MEMBER ACCOUNT, PASSWORD, AND SECURITY 
To connect to the Services, you completed the online registration process. Once you account is 
approved, your selected username and password can be used to access the system. You will be required 
to change the password on a regular basis. You are entirely responsible for maintaining the 
confidentiality of your password and account. Furthermore, you are entirely responsible for any and all 
activities that occur under your account. You agree to notify DEQ immediately of any unauthorized use 
of your account or any other breach of security. DEQ will not be liable for any loss that you may incur as 
a result of someone else using your password or account, either with or without your knowledge. 
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However, you could be held liable for losses incurred by the DEQ or another party due to someone else 
ǳǎƛƴƎ ȅƻǳǊ ŀŎŎƻǳƴǘ ƻǊ ǇŀǎǎǿƻǊŘΦ  ¸ƻǳ Ƴŀȅ ƴƻǘ ǳǎŜ ŀƴȅƻƴŜ ŜƭǎŜΩǎ ŀŎŎƻǳƴǘ ŀǘ ŀƴȅ ǘƛƳŜΦ 59v ǊŜǎŜǊǾŜǎ ǘƘŜ 
right, in its sole discretion, to terminate your access at any time, without notice. 
 
NO UNLAWFUL OR PROHIBITED USE 
As a condition of your use of the Services, your will not use the Services for any purpose that is unlawful 
or prohibited by these terms, conditions, and notices. You may not use the Services in any manner that 
could damage, disable, overburden, or impair any State of Oregon server or the network(s) connected to 
ŀƴȅ {ǘŀǘŜ ƻŦ hǊŜƎƻƴ ǎŜǊǾŜǊ ƻǊ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ŀƴȅ ƻǘƘŜǊ ǇŀǊǘȅΩǎ ǳǎŜ ƻŦ ŀƴȅ {ŜǊǾƛŎŜǎΦ ¸ƻǳ Ƴŀȅ ƴƻǘ ŀǘǘŜƳǇǘ 
to gain unauthorized access to any Services, through hacking, password mining or any other means. You 
may not obtain or attempt to obtain any materials or information through any means not intentionally 
made available through the Services. 
 
GENERAL TERMS 
The laws of the State of Oregon govern all matters arising out of or relating to these Terms of Use. Any 
claimΣ ŀŎǘƛƻƴΣ ǎǳƛǘ ƻǊ ǇǊƻŎŜŜŘƛƴƎ όŎƻƭƭŜŎǘƛǾŜƭȅΣ ά/ƭŀƛƳέύ ōŜǘǿŜŜƴ 59v ŀƴŘ ȅƻǳ ǘƘŀǘ ŀǊƛǎŜǎ ŦǊƻƳ ƻǊ ǊŜƭŀǘŜǎ 
to use of the Service shall be brought and conducted solely and exclusively within the Circuit Court of 
Marion County for the State of Oregon; provided, however, if a Claim must be brought in a federal 
forum, then it shall be brought and conducted solely and exclusively within the United States District 
Court for the District of Oregon. In no event shall this be construed as a waiver by DEQ of any form of 
defense or immunity, whether it is sovereign immunity, governmental immunity, immunity based on the 
Eleventh Amendment to the Constitution of the United States or otherwise, from any Claim or from the 
jurisdiction of any court. USER, BY USING THE SERVICE, HEREBY CONSENTS TO THE IN PERSONAM 
JURISDICTION OF SAID COURTS. 
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Certification of Signatory Authority with Electronic Signature 

By completing this electronic form, you are agreeing that you, the user, agree to the Terms of Use and 

that you acknowledge ȅƻǳ ŀǊŜ ǇǊƻǾƛŘƛƴƎ ŀƴ άŜƭŜŎǘǊƻƴƛŎ ǎƛƎƴŀǘǳǊŜΣέ ŀǎ ǘƘŀǘ ǘŜǊƳ ƛǎ ŘŜŦƛƴŜŘ ƛƴ ŀǇǇƭƛŎŀōƭŜ 

federal and state laws, which shall be as effective, enforceable, and valid as if a paper version of the 

Terms of Use were delivered containing your original written signature. 

Submittal of Reports 

.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άǎǳōƳƛǘ ǊŜǇƻǊǘέ ōǳǘǘƻƴΣ L ŎŜǊǘƛŦȅ ǘƘŀǘ ǳƴŘŜǊ ǇŜƴŀƭǘȅ ƻŦ ƭŀǿΣ L ƘŀǾŜ ǇŜǊǎƻƴŀƭƭȅ ŜȄŀƳƛƴŜŘ 

and am aware of the information submitted in this report and all attached documents, and I believe that 

the submitted information is true, accurate, and complete, and further that I understand that knowingly 

submitting false information in this application may result in civil or criminal liability. 
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Accounts and Roles 
When users log into the Tool, they are presented with different sets of tabs, depending on the 

authorization provided by the role assigned to them within their account. A number of roles can be 

ŀǎǎƛƎƴŜŘ ōȅ ǘƘŜ άwŜƎǳƭŀǘŜŘ tŀǊǘȅέ ŀŘƳƛƴƛǎǘǊŀǘƻǊΦ ¢ƘŜ ǊƻƭŜǎ ŀƴŘ ǘƘŜ ŀǎǎƻŎƛŀǘŜŘ ǘŀōǎ ŦƻǊ ŀŎŎŜǎǎƛƴƎ ǘƘŜ 

Tool are described below. 

Admin without Signatory Authority (w/o SA) ς This role provides authorization to establish and activate 

user accounts for the registered organization, as well as the ability to upload data into the CFP system. 

There is no authorization to submit reports, or to access CFP credit bank and transfer related functions. 

 

 

Admin with Signatory Authority (SA) ς This role has all the functions of the administrator role above. 

The signatory authority provides additional authorization to submit Quarterly and Annual Reports, 

initiate and view all credit transfers and credit transfer activity, access to the Credit Balance ledger for 

the organization, and select/authorize credit facilitators who may initiate and complete credit transfers 

ƻƴ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ōŜƘŀƭŦΦ   ¦ǎŜǊǎ ǿƛǘƘ ǘƘƛǎ ǊƻƭŜ ǿƛƭƭ ōŜ ŜƳŀƛƭŜŘ ŀ {ŜŎǳǊƛǘȅ LŘŜƴǘƛŦƛŎŀǘƛƻƴ /ƻŘŜ ό{L/ύ 

for their organization; this code is needed for credit transfers.  They also receive system-generated 

emails regarding credit transfer activities (e.g., initiating, submitting, accepting, and recalling credits).   

Note: After registering an organization with the CFP online system, the person associated with the initial 

account is assigned the role of Administrator with Signatory Authority. Prior to approval of the account, 

this user must upload an official document on company letterhead through the registration form, 

indicating that their organization has authorized them in this capacity.  

 

 

Contributor without Signatory Authority (w/o SA) ς This role is authorized to upload data in 

preparation for report submittal. These users are not authorized to submit reports, perform credit 

transfers, or to add or modify user accounts. 
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Contributor with Signatory Authority (SA) ς This role is authorized to upload data and submit reports. 

These users are not authorized to perform credit transfers, or to add or modify user accounts. 

 

 

Reviewer ς This role is authorized to access all the reporting activities in a Read-Only mode and to 

update their own user account profile. This role cannot be given signatory authorization. 

 

 

Credit Facilitator ς This role has no ability to submit reports, but can review all reporting activity for 

ǘƘŜƛǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦ  ¢ƘŜȅ Ŏŀƴ ƛƴƛǘƛŀǘŜ ŀƴŘ ŎƻƳǇƭŜǘŜ ŎǊŜŘƛǘ ǘǊŀƴǎŦŜǊǎΣ ŀŘŘ ŎǊŜŘƛǘǎ ǘƻ ǘƘŜ ƭƛǎǘƛƴƎ ƻŦ ά/ǊŜŘƛǘǎ 

ǘƻ {ŜƭƭΣέ ŀƴŘ ŀŎŎŜǎǎ ǘƘŜ LƴŎƻƳƛƴƎ ŀƴŘ hǳǘƎƻƛƴƎ /ǊŜŘƛǘ ¢ǊŀƴǎŦŜǊ [ƻƎǎΦ  ¦ǎŜǊǎ ǿƛǘƘ ǘƘƛǎ ǊƻƭŜ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ 

email containing the Security Identification Code (SIC) for their organization, which enables them to 

perform credit transfers.  They will also receive system-generated emails regarding credit transfer 

activities (e.g., initiating, submitting, accepting, and recalling transfers).   
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Registering an Organization  
To register an organization in the Tool, the user must first complete the online registration form. To 

access the form, click the Register Regulated Party button at the bottom of the login page. 

 

Complete the registration form and submit it, by clicking Register Organization. 

 

*Note: Please be sure that the FEIN submitted with the registration is correct, as this is a critical piece of 

information for managing the organization within the Tool. 
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*Note: Be sure that the email address provided in the form is correct. It will be used by the Tool to 

ƴƻǘƛŦȅ ǘƘŜ ǳǎŜǊ ǿƘŜƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎŎƻǳƴǘ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘΦ 

The user will receive the following notification online, upon submittal of the registratiƻƴ ŦƻǊƳΥ ά¸ƻǳǊ 

request for a CFP ONLINE SYSTEM Administrative Account for your organization has been received. You 

will be notified by email when your account has been activated. This will typically be within 24 hours of 

receipt Monday through Friday. As an Administrator, you will be able to create and manage additional 

ŀŎŎƻǳƴǘǎ ŦƻǊ ǳǎŜǊǎ ǿƛǘƘƛƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΦέ 

The CFP ONLINE SYSTEM Administrator will receive an email notification of the request for a new 

account. The registrant will then receive an email indicating when the request for the account is 

approved. At that time, the user is assigned the administrator (ADMIN) role for the organization and is 

able to log into the Tool. 
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Adding a User 
The Administrator can add additional users to their account. To add a user account, click the User Profile 

tab as shown below. 

 

Step 1: Enter the Name (First and Last), Phone, and Email for the new user. CƭƛŎƪ ǘƘŜ ά¦ǎŜǊ !ŎǘƛǾŜέ ōƻȄ 

ŀƴŘ ƛŘŜƴǘƛŦȅ ǘƘŜ ǳǎŜǊ ŀǎ ŀ άtǊƛƳŀǊȅ /ƻƴǘŀŎǘΣέ ǿƘŜǊŜ ŀǇǇƭƛŎŀōƭŜΦ 

 

 

Step 2: Identify the User Role (ADMINISTRATOR, CONTRIBUTOR, REVIEWER, or CREDIT FACILITATOR) 

determined appropriate for the user. Set the Signatory Authority for the user, if applicable.  

Step 3: Enter the Username and Password for the new user. 

*Note: The Username cannot be changed once the user account is created. 

*Note: The password length must be between 7 and 16 alphanumeric characters. Include at least one 

upper and lower case letter and one numeric character. 

 

Step 4: Click the Add User Profile button. The user account information will be listed in the grid at the 

bottom of the web page. 
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*Note: The next time that the new user logs into the Tool, they will need to read and digitally sign the 

Terms of Use document. 

 

Updating a UserȭÓ Account  
To update an account, click See Details under the User Details column for the account you wish to 

update. Make the desired edits to the account, and then click Update User Profile. 
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5ÎÌÏÃËÉÎÇ Á 5ÓÅÒȭÓ !ÃÃÏÕÎÔ 
After four unsuccessful attempts to log into the CFP system, users will be locked out.   At that point, a 

user with the Administrator role must log in and unlock the account.  Click See Details for the user 

ǿƘƻǎŜ ŀŎŎƻǳƴǘ ƛǎ ƭƻŎƪŜŘΣ ǳƴŎƘŜŎƪ ά¦ǎŜǊ [ƻŎƪŜŘΣέ and then click Update User Profile. 

 

 

Generating a New Password 
If the user needs a new password, a temporary one can be provided by the Administrator by selecting 

άTempέ ƛƴ ǘƘŜ tŀǎǎǿƻǊŘ ŎƻƭǳƳƴ ŦƻǊ ǘƘŀǘ ǳǎŜǊΦ ¢Ƙƛǎ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ǘŜƳǇƻǊŀǊȅ ǇŀǎǎǿƻǊŘ ǘƘŀǘ Ŏŀƴ ōŜ 

emailed to the user.  
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Adding a New Fuel 
Once you log into the Tool, you can immediately begin uploading data. Start by clicking the CFP Reports 

tab. 

 

Select the Year and Quarter for which you are submitting information and click Go. 

 

 

Click on Begin Report for the period you are reporting on. Data can now be entered into the Tool. 

 

¢ƘŜ ά!ŘŘ bŜǿ CǳŜƭέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǇŀƎŜ ƛƴŎƭǳŘŜǎ ǘƘǊŜŜ ǇƛŜŎŜǎ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴΥ 

1. Fuel Name 

2. Fuel Application 

3. Fuel Pathway Code 

 

Each piece of information will have a drop down list, from which users can make selections. 

The following is an example of how to enter a new fuel: 

1. ¢ƘŜ CǳŜƭ bŀƳŜ ƛǎ άDŀǎƻƭƛƴŜΦέ 
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2. ¢ƘŜ CǳŜƭ !ǇǇƭƛŎŀǘƛƻƴ ƛǎ ά[ƛƎƘǘ 5ǳǘȅ ƻǊ aŜŘƛǳƳ 5ǳǘȅ ±ŜƘƛŎƭŜǎΦέ 

 

 

3. The Fuel Pathway Code is ά/ƭŜŀǊ ƎŀǎƻƭƛƴŜ ς based on a weighted average of gasoline supplied to 

hǊŜƎƻƴΦέ 
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*Note: The Fuel Application and Fuel Pathway Code are essential parameters used in the calculations of 

credits and deficits by the Tool. 

Make these three selections for clear gasoline and click the Add Fuel button. 

The fuel is added to the fuel grid. The Tool automatically establishes a carbon intensity (CI) value 

associated with that fuel. In the case of clear gasoline, the CI is 89.40. 

 

 

Repeat this process for all fuel types.   
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Adding a Transaction  
Next, you can add ǘǊŀƴǎŀŎǘƛƻƴǎ ŦƻǊ ŜŀŎƘ ŦǳŜƭΦ ¦ƴŘŜǊ ǘƘŜ ά¢ǊŀƴǎŀŎǘƛƻƴ 5Ŝǘŀƛƭǎέ ŎƻƭǳƳƴΣ click Go to 

Details. 

 

Click the Add Transaction button to begin entering information for a transaction. 

 

Complete the fuel transaction form, entering data into the fields as follows: 

¶ Transaction Date ς This can be a single date for an individual transaction. Or, if you are 

submitting aggregated data, use the last day of the compliance period. 

¶ Business Partner ς {ŜƭŜŎǘ ά¦ƴŘŜŦƛƴŜŘέ 

¶ Transaction Type ς {ŜƭŜŎǘ άLƳǇƻǊǘŜŘ ƛƴǘƻ hǊŜƎƻƴέ 

¶ Biofuel Facility ς Leave this blank 

¶ Transaction Quantity ς Enter the volume imported for this fuel pathway 

¶ Physical Pathway Code ς Select the physical pathway that covers how the fuel crosses into 

Oregon 
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¶ Transaction Number ς Enter your unique transaction number or leave the Tool-generated 

number 

¶ Aggregated Amount ς Check the box if this entry represents a series of transactions over the 

compliance period 

¶ Transaction Description ς Optional 

hƴŎŜ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘ ǘƘŜ ŦǳŜƭ ǘǊŀƴǎŀŎǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ǘƘŜ Add button. 

 

 

 

You will see that the transaction has been added to the fuel transaction grid. Click Edit to change entries 

in the transaction, or click the Back to Fuel Details button when finished. 
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Repeat this process for all transactions. 
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Submitting a Quarterly Report  
hƴŎŜ ȅƻǳΩǾŜ ƎŜƴŜǊŀǘŜŘ ŀ ǊŜǇƻǊǘΣ ƛǘ ƛǎ ǊŜŀŘȅ ǘƻ ǎǳōƳƛǘΦ Lƴ ǘƘŜ ŎŀǎŜ ŦƻǊ vп нлмр ōŜƭƻǿΣ ǘƘŜ wŜǇƻǊǘ {ǘŀǘǳǎ 

ƛǎ άhǇŜƴΦέ ¢ƻ ǾƛŜǿ ŀƴȅ ǇǊŜǾiously uploaded fuel transaction data, click Go to Report Details. 

 

 

¢ƘŜ wŜǇƻǊǘ {ǘŀǘǳǎ ǿƛƭƭ ǊŜƳŀƛƴ άhǇŜƴέ ŀƴŘ you may continue to make additional data entry and editing 

until you actually submit the report.  You can also include comments with the submittal. 

²ƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ǎǳōƳƛǘ ŀ ǊŜǇƻǊǘΣ click Submit. 

 

A summary of the fuel details will appear for each fuel. You can click Go To Details if you want to make 

changes to individual transactions within each fuel type. If the information is accurate, then select 

Submit Quarterly Report. 
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¸ƻǳΩƭƭ ƎŜǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƳŜǎǎŀƎŜ ƛŦ ȅƻǳǊ ǎǳōƳƛǎǎƛƻƴ ƛǎ ǎǳŎŎŜǎǎŦǳƭΥ 

 

¢ƘŜ wŜǇƻǊǘ {ǘŀǘǳǎ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ άLƴƛǘƛŀƭ wŜǇƻǊǘ {ǳōƳƛǎǎƛƻƴέ ŀƴŘ ǘƘŜ ǊŜǇƻǊǘ will be locked. This prevents 

additional edits/corrections from being made to the report.  You must submit a request to unlock a 

report in order to make corrective edits; this is done by clicking the Unlock Report link.  
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Submitting an Annual Report  
You may not submit the Annual Report unless you have submitted all previous quarterly and annual 

reports, ŀƴŘ ǘƘŜ wŜǇƻǊǘ {ǘŀǘǳǎ ƛǎ ŜƛǘƘŜǊ άLƴƛǘƛŀƭ wŜǇƻǊǘ {ǳōƳƛǎǎƛƻƴέ ƻǊ ά/ƻǊǊŜŎǘƛƻƴǎ ƘŀǾŜ ōŜŜƴ ŀǇǇǊƻǾŜŘ 

ōȅ h59vέ ŦƻǊ ŜŀŎƘ previous quarterly report.  

In the example below, all four quarterly reports have been submitted and the Report Status indicates 

ǘƘŀǘ ŀƭƭ ǘƘŜ ǊŜǇƻǊǘǎ ƘŀǾŜ ōŜŜƴ ǎǳōƳƛǘǘŜŘ ŀƴŘ ŀǊŜ άƭƻŎƪŜŘΦέ 

 

Click Go To Report Details to review the quarterly report results and the credit/deficit summary for the 

compliance period. Otherwise, click View Annual Reports. Here is a summary of the annual reports:  

 

Click Go To Annual Report. 



 

CFP Online System User Guide  21 

 
























