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Overview

The Oregon Department of Environmental Quality has instituted the use of a modernized,
cloud-based tool for a selection of compliance programs within the agency and several
business processes that involve the public and regulated entities. This document describes how
certain provisions of the Climate Protection Program are implemented with the Your DEQ
Online system.

Your DEQ Online is an Environmental Data Management System designed to combine current
DEQ processes across air, land and water divisions in one convenient and easily accessible
portal. The system enables users to submit applications, upload reports, enter data, check the
status of applications, pay fees or fines, and manage account activity. In addition, the system
allows for greater public access to environmental data without the need to request this
information from DEQ staff.

State of Oregon
Department of

Environmental
Quality



https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx
https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online.aspx

Table of Contents

L0 1YY = 3
1. Climate ProteCtion Program............... oot e e e e e e e e e 5
1.1 Your DEQ Online System TerminolOgY ........ccooiuuiiiiiiiiiieieiiee et 5

1.2 Navigating Your DEQ ONIINE........coouuiiiiiiiie ettt e e e e e e e e eeaaaeeeas 6
1.2.1 DaShbDOArd .....ccooiieiieeee e 6

{2 A F= XY T = 4T o T Y, = o P 7

12,8 ICONS e 8

p LYo o018 L A 57/ 0 P 8
2.1 ChooSING @N ACCOUNT TYPE ...ooiiiiiiiiiiiit ittt e et e e e e e e e e s eeeaeeeeas 8
2.2 Registering @n ACCOUNT ........ciiiii ittt e e et e e e e e e e e b e e e eeaeeeas 9

B2 T o T =1 1 =T o1 £ 9
2.4 Additional ACCoUNt INSTFUCHIONS ......ooiiiiiiiiiiiiee e ennennnnennes 10

3. Access to Climate Protection  Program FUNCLONS............cooiiiiiiiiii e 10
S = 4 21111 Vo P 11
4.1 Submit @ Permit APPlICATION ........eeiiiiiiieeeeeiee e r b e aaaraa—eraarraaaaaanaaaa 11
Y AT V= T o I LT U= To [ T4 o o | S 12
4.3 Amend an ISSUEd Permil........ ... it 13

5. Compliance Instruments and CCl Credits ... .o 16
5.1 Viewing Compliance Instruments and CCl CreditS............uueiiiiiiiiiiiiiie e 16
5.2 Trading ComplianCe INSIFUMENTES .......cooiiiiiii e 16
5.2.1 Instructions for the Transferring ENntity ............oooo e 17
5.2.2 Instructions for the Acquiring ENtity..........ceumiiiiiiiii e 19
LG T I = Lo [N [ o T [0 YN o 1] o PP 20
5.4 APPLY FOr CCI Cradits ... 22
5.5 View Summary of Compliance Instruments & CCl CreditS........ccoooeiiiiiiiiiiiiiiiiiiccccceccccccecccee e, 23
5.5.1 Compliance INStrument SUMMAIY..........uuuuuuiiii e 24

5.5.2 CCl Credit SUMIMAIY .......uuiiiiiiiiii s s e e e s e e s e e e e s e e s e e e e e e e e e e e e e e eaaeeaaeeas 24

6. Demonstration Of COMPHANCE ........o i e e 25
6.1 Demonstration of Compliance FOrmM ... 25

7. Additional CPP SUDMILLAIS ... 26
7.1 Request a Distribution from the Compliance Instrument Reserve............ccccccoiiiiiiiiiiennns 26
474 ©7 =11 1 1o o PP USSPS PRSPPI 27
7.3 Other CPP SUDMILAIS .....ceiiiiieiie e e e e e e e e e s e e e e e e e eaanns 28

8. Helpdesk and RESOUIMCES........cooiieiiiiei et e et e e e e e e e et et s s e e e e e e e aebaa e e eeeeeeeennns 29

Climate Protection Program User Guide 4



1. Climate Protection Program

The Oregon Department of Environmental Quality Climate Protection Program (Oregon
Administrative Rules chapter 340, division 273) will reduce greenhouse gas emissions in
Oregon. The Climate Protection Program (CPP) sets a declining limit, or cap, on greenhouse
gas emission from fossil fuels used throughout Oregon including diesel, gasoline, natural gas
and propane used in transportation, residential, commercial, and industrial settings. The
program also regulates site-specific greenhouse gas emissions at certain manufacturing
facilities.

Please visit the CPP webpage for additional information and program materials.

This guide describes how certain provisions of the Climate Protection Program are implemented
with the Your DEQ Online system. In the event of any discrepancy between this guide and the
Climate Protection Program rules filed with the Oregon Secretary of State, the rules filed with
the Oregon Secretary of State are correct.

1.1 Your DEQ Online System Terminology

The following terms are used in Your DEQ Online across many DEQ programs. This section
explains what the terms used in Your DEQ Online mean in the context of the Climate Protection
Program.

» Consultant: A person who can prepare a submittal on behalf of a responsible official.

* Facility (also called a site): Each covered entity in the Climate Protection Program is a
facility.

* Obligation: An obligation is a required submittal in Your DEQ Online. DEQ creates
obligations in Your DEQ Online for covered fuel suppliers to submit permit applications
and demonstrations of compliance.

* Owner: In the context of a submittal, owner may refer to the person who created or
signed a submittal (instead of the owner of a covered fuel supplier).

* Responsible Official (RO): a person responsible for making submittals on behalf of a
facility. The designated representative for a covered fuel supplier must register for Your
DEQ Online as an RO.

« Transferring Entity: A covered entity transferring a compliance instrument to another

covered entity in a compliance instrument trade. designates another entity to acquire the
compliance instrument.
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* Acquiring Entity: A covered entity acquiring a compliance instrument from a transferring
entity in a compliance instrument trade.

» Submittal: A form, application, or other type of document that a member of the public
submits to DEQ.

»  Submittal Group: This controls the type of submittals an RO can make.

1.2 Navigating Your DEQ Online

Your DEQ Online may be accessed through many different browsers such as Safari, Chrome or
Firefox. Internet Explorer is not a suitable browser.

1.2.1 Dashboard

The dashboard is your initial landing pad when logging into Your DEQ Online. It shows a
summary of current and pending activity for your account. The navigation panel on the left side
of the screen is the primary way to navigate through the system. The navigation panel can be

expanded by clicking the Navigation Menu button E at the top left corner of the screen. Some
functions, such as adding new submittals, can also be accessed directly from the dashboard.

Navigation panel Pending submittals New submittals
N CE o & tromsoctons 'upcoming Obligations & Unpaid Submittals
Infos Submittals
o
B EE [ L e |
r 1 0 e e o
a o Sv. o
. 0 L o Requs mpiiane mants frem Reserve

0 Permits & Transaction History

TRANSACTION HISTORY

Upcoming Obligations & Unpaid Submittals

_i

E H

" ity

o

Upcoming obligations
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1.2.2 Navigation Menu

Dashboard: This is your landing pad when you enter the
system. It shows a summary of current and pending activity for
your account.

Start New Submittal: This feature is used for submitting certain
forms to DEQ for CPP, although it does not include the CPP
permit application or demonstration of compliance. You may
also have access to forms for other DEQ programs.

Resume Edits: Allows you to resume editing any submittals
that have been started, but not yet submitted to DEQ.

Track Submittal Status: Shows the status of all complete
submittals and allows you to review the submittal.

Upcoming Obligations: Displays any upcoming obligations for
which a submittal can be started.

Pay Invoices/Fees: Allows for online payment of invoices or
fees to DEQ. Note that there are no fees associated with the
Climate Protection Program.

Permits/Certificates: Allows you to search for and view DEQ
issued permits, such as the CPP permit.

CPP Compliance Instruments and CCI Credits: Allows you to
view compliance instruments and Community Climate
Investment credits for your facilities.

Published CPP Trade Inquiry Forum: Allows you to view
published compliance instrument trade inquiries.

My CPP Trade Inquiry Forum: Allows you to create a new
compliance instrument trade inquiry posting.

CPP Trade Status: Allows you to view the status of all
compliance instrument trades for your facilities.

Public Records: Allows you to search for and view all
published submittal records.

My Account: Allows you to change your contact information,
account type, facility linkage, and other account options.

Climate Protection Program User Guide
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1.2.3 Icons

You will see the following common icons as you navigate the system.

. Loading: This icon will appear while the system processes an action.

QA

Save: This icon allows the user to save changes made on a page.

Edit: Clicking this icon allows the user to edit the selected submission.

@

View: Clicking this icon allows the user to view a selected submission.

Submittal Selection: This button allows the user to toggle between
. ; pending and submitted obligations on their dashboard.
CENGLGE Submitted

Requirement: This icon will appear when a particular field in a submittal is
(O Required. | required.

2. User Account Types

2.1 Choosing an Account Type

When you register for an account, you must select an account type:

* Responsible official (RO): The designated representative for a covered entity, as
described in OAR 340-273-0020(16), must register with an RO account. A covered entity
may have multiple ROs if necessary, including ROs who are not the designated
representative for the covered entity.

* Consultant: An RO may identify a consultant to assist with preparing submittals (the RO
must sign each submittal even if prepared by a consultant). That person must register a
Consultant account.
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* General public: This account type is not used for the Climate Protection Program.

See the Your DEQ Online Account Type fact sheet for more details:
https://www.oregon.gov/deag/permits/Documents/YDOAccountRegfactsheet.pdf

2.2 Registering an Account

To register for a new account, click the “Register Account” button on the Your DEQ Online
portal. You will be asked to enter your personal information and company affiliation and select
the appropriate account type for your requirements, as described above. Accounts cannot be
shared.

When you register your account, you will establish a password, PIN, and security questions for
your individual use. These credentials can be used to submit forms to DEQ that result in legal
obligations. Do not share this information with others. Each RO account requires completion of
identity verification.

RO and consultant accounts cannot be transferred. If you are no longer the RO for a covered
entity, the new RO must register for a new account. Any consultants would need to be identified
by the new RO.

2.3 Consultants

An RO can add a consultant, who is then able to assist in preparing a submittal. To add a
consultant, the RO chooses the facility the consultant should access and the type of submittal.
The consultant is also able to view compliance instruments for that facility, if applicable. If
additional staff of a covered entity should have access to information in YDO, but do not need
to sign submittals, the RO could add the staff as consultants.

= My Account

= RO\ Rachel Fernandez
i 2

Basic Info Account Type Password/PIN Security Questions Consultants Verification Linked Licensee

EY
- Name Permissions

v+ 0 DEQ CPP Consultant [Chevrun Products Company o 1
| r deq_cpp@mail.com '
- 503-724-7706

700 NE Multnomah, Portland 97211
-
L) Submittal/Site Permissions
Submittals Sites
@ | AqD |CPP - Compliance Instrument Trade Form (Acquiring Entity) Chevron Products Company iy m
W
La
Add Permissions £
= '
Submittal Site

r} AQD |CPP - Compliance Instrument Trade Form (Transferring Entity) v Chevron Products Company (FIS RID:328259) i v +
BT
e
=
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2.4 Additional Account Instructions

Additional account instructions for actions such as verifying your identity, editing your account
information, and adding consultants are available in the “Public User Account Registration
Guide” and training information on the Your DEQ Online Account Registration page.

3. Access to Climate Protection
Program Functions

Before you can access any functions in Your DEQ Online related to the Climate Protection
Program, you must request and receive DEQ approval to make submittals for a covered entity.
This process is designed to protect the privacy of your information in Your DEQ Online.

1. From the navigation panel, select My Account.

2. Navigate to the Account Type tab.

3. In the Submittal Groups section, check the box “Climate Protection Program:”

Submittal Groups

@ submittal group will affect your access right of submittals.

O 401 - Dredge and Fill Project O 401 - Hydropower Project a Air Area Source

O Asbestos O Cleanup and Site Remediation Climate Protection Program *

d Gasoline Transporter a Greenhouse Gas Reporting a Hazardous Waste

O NPDES- General (Domestic) O NPDES- General (Industrial) O NPDES- Stormwater (Construction)
O NPDES- Stormwater (Industrial) O Sewage Disposal Service License a Solid Waste

d UIC - Underground Injection Control d Underground Storage Tank a Waste Water Operator Certificate
O WPCF - General (Domestic) O WPCF - Individual Permit (Industrial) a WPCF - Onsite

4. In the Facility-Submittal Group Permissions section, click the Add Permissions

Add Permissions v

button.

a. In the list of Available Sites, search for the name of the covered entity your need
to access and check the box for that facility. If you are unsure which facility to
select, contact the Your DEQ Online helpdesk. If you need to access multiple
covered entities, such as related entities, you can search for each one and check
the corresponding box. In the list of Available Submittal Groups, check the box
“Climate Protection Program.”

Climate Protection Program User Guide 10
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Picked Sites (1): Picked Submittal Groups (1):

> [ enfoTech CPP 1 | [i] > | Climate Protection Program | [in]
Available Sites Available Submittal Groups
Q, enfoTech cpp Q. Type here to filter list...
enfoTech CPP 1 Climate Protection Program
1368 How Lane ,North Brunswick 08817 O
[] enfoTech CPP 2
1368 How Lane ,North Brunswick 08817 o
[] enfoTech CPP 3
1368 How Lane ,North Brunswick 08817 O
[] enfoTech CPP 4 328386
1368 How Lane ,North Brunswick 08817 o
Found: 4 Found:1

b. Click the add button.

5. Click the save button.

DEQ will review requests to link to facilities and may contact you during its review.

4. Permitting

4.1 Submit a Permit Application

Each covered entity must submit a CPP permit application. If a person is the designated
representative for multiple entities, such as related entities, the person must submit a separate
CPP permit application for each of the covered entities.

DEQ will create an obligation in Your DEQ Online to submit the permit application, including a
due date for the submittal. If you are a covered entity without a CPP permit and you do not see
an upcoming obligation for a CPP permit application submittal, contact
cpp.info@deq.oregon.gov.

1. From the navigation panel, select Upcoming Obligations.

Click the Edit button to open the CPP permit application.
Enter the website of the covered fuel supplier.
Review the information in the Designated Representative section of the form. If it is not
accurate:
a. Edit your account.

honN

b. From the navigation panel, select Resume Edits and click the Edit button
for the corresponding application.
c. Click the Auto-populate Designated Representative information button.

Climate Protection Program User Guide 11



11.

Auto-populate Designated Representative information

For fuel suppliers, identify whether there are any related entities. A related entity is any
direct or indirect parent company, direct or indirect subsidiary, company that shares
ownership of a direct or indirect subsidiary, or company under full or partial common
ownership or control. If you are unsure whether you need to list a related entity, contact
cpp.info@deqg.oregon.gov. If you have a related entity:

@ New

a. Click the New button.
b. Provide the name and mailing address of the related entity. Identify whether it is
currently a covered fuel supplier that holds a CPP permit.

c. Click the Collapse button. ©
d. Add additional related entities as needed.

e. Click the delete button T to remove a related entity from the form.

Review the certification statement and click the toggle to agree to the statement. ©
Generally, attachments are not required. However, on the Attachment tab you may
choose to upload a file.

You do not need to use the Payment tab.

You may review your application on the Review table.

. On the Submission tab, click the toggle © agree to the certification statement.

Answer your security question and enter your PIN. If you do not remember your security

question answer and your PIN
a. Edit your account.

b. From the navigation panel, select Resume Edits and click the Edit button for

the corresponding application.

DEQ will review submitted applications and may contact you during its review. If DEQ
determines that an application is incomplete, DEQ will send the application back to you. In the
navigation menu, select Resume Edits to access an application that DEQ has sent back.

4,

2 View an Issued Permit

DEQ will notify you when a permit is issued.

1.
2.

From the navigation panel, select Permits/Certificates.
If necessary, modify the filters in the menu (for instance, to identify permits issued

recently or during a certain period). If you do not see any results and you know DEQ has

issued a permit, contact the Your DEQ Online help desk.

For the permit you want to access, click the View button. @

Climate Protection Program User Guide
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4. On the Issuance tab, click the Permit Document button 2R to download the CPP
permit.

4.3 Amend an Issued Permit

In the event of a change in ownership or operational control, the covered entity must notify DEQ
in writing within 30 days of the ownership or operational control change.

a. Inthe event of a change in ownership or operational control, the new person that
owns or operates the covered entity must provide the information outlined in
OAR 340-273-0120(1)(a)(A)-(F).

i. Note that the new designated representative of the covered entity must
create an account in YDO and link to the existing facility as a Responsible
Official. Please contact DEQ staff for assistance.

b. Inthe event a person subject to any regulations in OAR chapter 340 becomes a
new related entity to a covered fuel supplier, the designated representative of the
covered fuel supplier must amend their issued permit to add the new related
entity. Refer to the information outlined in OAR 340-273-0120(2)(a)(A)-(E).

i. Note that if the new related entity is not already a covered fuel supplier,
the designated representative of the new related entity must apply to
DEQ for a permit. Refer to OAR 340-273-0120(2)(b)(A)-(C) for detailed
information about the requirements of a new related entity.

Follow the steps outlined below to amend your issued permit with a new related entity in
YourDEQOnline:

1. From the navigation panel, select Permits/Certificates.

2. Clickon @ to View Submittal Detail

3. On the Submittal Summary tab, scroll down to the yellow pane to Amend the CPP
permit and enter the Request Reason, “The covered fuel supplier must amend the CPP
permit to add [Company Name] as a related entity per OAR 340-273-0120(2)(a).”

4. Click Send Request to submit the amendment request to DEQ.

Climate Protection Program User Guide 13



< Submitted Submittal Info

’ m | Approved | Zd >

bj Submittal Summary Attachment Issuance Email History Payment Correspondence
Lé Case Review Summary Submittal Summary

2 — CPP Permit Application
u,  Payment Due |
g . N Use this form to apply for a CPP Permit as a covered fuel supplier

No Payment Due at This Time
: &3
Ve [ status ) [ Environmental || Air Quality |
Approved Matthew Steele
= by Mattsteele OR
2 5 days ago

[ v
L

’ (‘status History |
- :

M Sub

=

&

-
(%]
0l Send the request for Revision/Withdrawal/Amend to the administrator @

N QO Revision O Withdrawal (O Amend
[ﬁ Request Reason

5. DEQ will receive an email notification that the Submittal Amend Request has been sent.
Once the amendment is approved, the covered fuel supplier will be notified that a
pending submittal is ready to edit in the dashboard.

6. Next, select Resume Edits in the navigation panel to open the Pending Submittals
page.

7. Then click the Edit @ button (to the right of the CPP — Permit Application) to open the
Permit Application.
8. Click on the Basic Info tab to add any related entities.

a. Scroll down to the field, and choose the Yes radio button to answer the question,
“Are there any related entities?”

b. Click the ¥ jcon to add any new related entities. Each new related entity
must be added one at a time.

c. Then manually enter the legal name and mailing address of the related entity.

d. The designated representative must notify DEQ in writing by attaching the
required notification within 30 days of the ownership or operational control
change (OAR 340-273-0120(2)(a)).

Climate Protection Program User Guide 14
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CPP Permit Application

@ | Approved

p—
(1) BasicInfo (2 Receipt

Designated Representative

Auto-populate Designated Representative information

Are there any related entities?

@ ves O No

Related Entity

+ New
@ Required
Certification Statement
| certify under penalty of perjury under the laws of the State of Oregon that to the best of my knowledge and belief, the information provided in this form is true, accurate, and complete.
Space Age Fuel. Inc. meets the Climate Protection Program applicability requirements described in OAR 340-271-0110 and requests a permit with the understanding that Space Age Fuel.
Inc. must comply with such permit as provided in Oregon Administrative Rules chapter 340, division 271.
“
Related Entity
Entity Name
o
ABC Fuels, Inc. 1234 Main St., Suite 100, Portland, OR 97205
Legal Name
ABC Fuels, Inc.
Country Qﬁmvidence Park
o
QMuItnumah Athletic Club o
a
Address Line 2 Gt oy a ¢
OSE HOLLOW S a B r
ZDOTHILLS s s
LEAGUE 3 %
%/ /& PORTLAND

@ United States (O Canada

Address Line |
1234 Main St.
City
Portland
Latitude (45°31'4.50

45517917

Suite 100
State Zip Code
OR (Oregon) ~| | 97205
Longitude (122°41
-122.686520

Is the related entity currently a covered fuel supplier that holds a CPP permit?

@ Yes O No

Answer your security question and enter your PIN.

Sy
s, Wiy gy
oty .

Google

10. DEQ will receive a notification to review the amended CPP permit application to ensure it
includes the necessary information. If the application is complete, DEQ will approve the

application. However, if the covered entity fails to provide timely notification of the
change in ownership or an operation change or provides inaccurate information about

Climate Protection Program User Guide
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e. On the Submission tab, click the toggle to agree to the certification statement.
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any related entities, DEQ may deny or send back the application to the Responsible
Official for further action.

11. Once DEQ sends an email notification that the application has been approved, the
designated representative can navigate to the dashboard and click on the active CPP

permit under the Permits & Transaction History section. Next, click the Eicon to the
right. After the Submitted Submittal Info page opens, click on the right-hand pane to
download the amended permit application. Please retain for your records.

5. Compliance Instruments and CCI
Credits

5.1 Viewing Compliance Instruments and CCI
Credits

Covered entities use compliance instruments and, if chosen, community climate investment
(CCl) credits to demonstrate compliance with their covered emissions. By June 30 of each year,
DEQ will distribute compliance instruments for that year to covered fuel suppliers. Covered
entities can also apply for CClI credits if there are approved CCI third party entities which can
receive CClI contributions.

DEQ will record the distribution of all compliance instruments and CCI credits in Your DEQ
Online. To view your distributed compliance instruments and CCI credits:

1. From the navigation panel, select CPP Compliance Instruments and CCI Credits. If
you know that you hold compliance instruments or CClI credits but encounter technical
difficulties in being able to see them on this page, contact the Your DEQ Online help
desk.

2. For additional details on the year of distribution and status of compliance instruments or

CCI credits, click the Edit button @ (this will provide a view of the details but will not
enable editing).

5.2 Trading Compliance Instruments

Covered entities may trade compliance instruments according to OAR 340-273-0500. All trades
must be reported to DEQ according to OAR 34-273-0510. The designated representatives of
both the covered entity transferring the compliance instrument (transferring entity) and the
covered entity acquiring the compliance instrument (acquiring entity) must sign and submit the
compliance instrument trade form. The transferring entity must sign the form first and the
acquiring entity must sign the form no later than one week (seven days) after it is signed by the
transferring entity.

Climate Protection Program User Guide 16


https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online-Help.aspx
https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online-Help.aspx
https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online-Help.aspx
https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online-Help.aspx
https://www.oregon.gov/deq/Permits/Pages/Your-DEQ-Online-Help.aspx
https://secure.sos.state.or.us/oard/viewSingleRule.action;JSESSIONID_OARD=ibGZERFjq7dtAiRWX_PPaRFsQyzHjnikavgloBrW7HlM-attK2v0!1367815784?ruleVrsnRsn=319892
https://secure.sos.state.or.us/oard/viewSingleRule.action;JSESSIONID_OARD=3t1FKC35eVhuIwNYODXGNN6tZ8ygJU4FKONLwl2GJ9BFCB_y5ico!2121836845?ruleVrsnRsn=284765
https://secure.sos.state.or.us/oard/viewSingleRule.action;JSESSIONID_OARD=ibGZERFjq7dtAiRWX_PPaRFsQyzHjnikavgloBrW7HlM-attK2v0!1367815784?ruleVrsnRsn=319893
https://secure.sos.state.or.us/oard/viewSingleRule.action;JSESSIONID_OARD=3t1FKC35eVhuIwNYODXGNN6tZ8ygJU4FKONLwl2GJ9BFCB_y5ico!2121836845?ruleVrsnRsn=284766

A Consultant may initiate a trade on behalf of the transferring (and acquiring) entity provided
that the respective RO has granted permissions in My Account in the navigation pane.

5.2.1 Instructions for the Transferring Entity

1. From the navigation panel, select Start New Submittal.

2. Click the Add button e to start a new “CPP - Compliance Instrument Trade Form
(Transferring Entity)” submittal.

3. After the application opens to the Basic Info tab, select the Covered Entity that will
initiate the trade form as a transferring entity. Note that a Consultant who starts the trade
application on behalf of an RO will be prompted to select the appropriate public user
from the drop down.

CPP COMPLIANCE INSTRUMENT TRADE FORM
o )

- o = — =
(1) Basicinfo | (2) Attachment = (3) Payment | (4) Review (5] Submission

Select a Covered Entity

| v

© Required

Designated Representative

Country

(® United States () Canada

Address Line 1 Address Line 2

City State Zip Code

Auto-populate Designated Representative information o

4. Click the Auto-populate Designated Representative information button.

Auto-populate Designated Representative information

6: In the Trade Information section, enter the calendar year of the compliance instruments
which you would like to trade, the number of compliance instruments to trade, the price
of each compliance instrument, total trade price, and the date of the trade.

Climate Protection Program User Guide 17



a. If a specific dollar amount is not paid for the compliance instrument, provide an
estimate. If related entities are moving or trading compliance instruments from
one related entity without cost, enter zero dollars for the price.

7. The Designated Representative (RO or Consultant) for the transferring entity must sign
the trade form and select the acquiring entity.

8. Review the certification statement and click the toggle @ to affirm that you have read
and agree to the statement.

9. Review the declaration and select "Yes” or “No” to assert that information contained in
the trade form is exempt from disclosure under the Oregon public records law because it
qualifies as a trade secret as defined in ORS 192.345 or 646.461(4).

CPP COMPLIANCE INSTRUMENT TRADE FORM

- o) . _
() Basicinfo | (2) Attachment = (3) Payment = (4) Review = (5) Submission

Auto-populate Designated Representative information

Trade Information

Calendar Year of the Traded Compliance Number of Compliance Instruments Traded Price per Compliance Instrument
Instruments

| 0 $ 0

v
© Required and must be greater than 0 and less than or
equal to available Compliance Instrument.

Trade Date

| mm/dd/yyyy m}
© Required.

Transferring Entity Designated Representative Signature

© Required.
Acquiring Entity

| v

© Required.

Certification Statement

| certify under penalty of perjury under the laws of the State of Oregon that to the best of my knowledge and belief the information in this form is true, accurate, and complete. <Covered fuel supplier> is transferring
these compliance instruments to <covered fuel supplier that is acquiring> for the price described in this form.

a

| have read and agree to the above certification statement
© Required. e

10. An attachment is not required; however, you may choose to upload a file to the
Attachment tab.

11. You do not need to use the Payment tab. Skip to the Review tab.

12. You may review your application on the Review tab.

13. On the Submission tab, click the toggle to agree to the certification statement. Answer
your security question and enter your PIN.

14. Click the Submit button “ to complete the trade form.

To check status of a trade by Submittal ID:

1. From the navigation panel, select the CPP Trade Status module.
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2. This module allows you to review your company’s trades. You can search the list for
specific company names or sort the list by the following attributes: status, trade quantity,
price per compliance instrument, total trade price, trade date, and creation date.

3. The transferring entity may withdraw a trade until it has been accepted by the acquiring
entity. To withdraw a trade, click the “More actions” button on the right side of the trade,
then select the withdraw button.

Trade Tra Price
Trade Date Type Transferring Entity Acquiring Entity Quantity  Instrument$ (Total's) Due Date Status -

— —
(B89 duein 7 days InProgress °

5.2.2 Instructions for the Acquiring Entity

Once the transferring entity has submitted the trade form, the acquiring entity will see the form
as an unfinished submittal. The submittal may be viewed from either the Dashboard or the
Resume Edits module on the navigation panel. This submittal must be completed within seven
days of creation by the transferring entity, or the trade will automatically be cancelled.

MY SUBMITTALS (LAST 3 MONTHS) Pending [Esily tt%l'.l.::'

é O [ A quality | [EEEE}) (%0 Gbiigation EEEEY Todey |
e

< Name of acquiring entity
CPP - Compliance Instrument Trade Form (Acquiring Entity)
Address of acquiring entity

Due Date: | 9/5/22

1. Click on the @ icon to open the trade form.
2. On the top of the form, you will see the name and designated representative of the

transferring entity. Under this, you will see the year of the compliance instruments which
are being traded, the number of compliance instruments being traded, the price of each
compliance instrument, total trade price, and the date of the trade.

3. The bottom section of the form will be pre-filled to show the acquiring entity and
designated representative. The designated representative for the acquiring entity must
sign their name to accept the terms of the trade.

Acquiring entity designated representative signature

O FRequired

4. The designated representative must also select whether they assert that information
contained in the trade form is exempt from disclosure under the Oregon public records
law because it qualifies as a trade secret as defined in ORS 192.345 or 646.461(4).

Declaration
Do you assert that information contained in this form is exempt from disclosure under the Oregon public records law because it qualifies as a trade secret as defined in ORS 192.345 or 646.461(4)?

Q Yes O No
© Required
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N

An attachment is not required, but any desired attachments may be uploaded on the
attachment tab.

You do not need to use the Payment tab. Skip to the Review tab.

You may review your application on the Review tab.

On the Submission tab, click the toggle to agree to the certification statement. Answer
your security question and enter your PIN.

Click the Submit button. “

. Compliance instruments will be immediately transferred from the transferring entity to the

acquiring entity when the form is submitted.

5.3 Trade Inquiry Forum

The Trade Inquiry Forum allows regulated entities to publicly advertise their desire to transfer or
acquire a specific number of compliance instruments and the desired price. Use of the public
Trade Inquiry Forum is entirely voluntary and is not a pre-requisite for trading compliance
instruments.

To post a new trade inquiry:

1.

2.
3.

o

From the navigation panel, select My CPP Trade Inquiry Forum.

To post a trade inquiry, click on FePPTedenasiny {6 open the trade inquiry form.

On the Basic Information tab, select the Covered Entity Information in the drop-down
field.

In the Trade Information section, enter the Request Type (i.e., Transfer or Acquire.).
Enter the Price Sought (per compliance instrument), the Quantity, and Cap Year.
Then enter your contact information in the Contact Person Information section.
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Add Trade Inquiry
=0

Basic Information

>

| Trade Inquiry Forum is voluntary and not a pre-requisite for completing trades with the Compliance Instrument Trade From

Covered Entity Information

| v

© Required

Trade Information

Request Type Request Status Price Sought per Compliance Instrument Quantity @
| ) $

© Required. @ Required © Required
cap vear(s)

@ Required

Contact Person Information

First Name Last Name

Phone Email

7. After all required fields have been entered, click the save button on the bottom right to
view the action menu.

Basic Information

Trade Inquiry Forum is voluntary and not a pre-requisite for completing trades with the Compliance Instrument Trade From

Action ¥

8. Click on the menu to expand, then select “Publish” as the request status. You may add a
comment if desired; the comment is not viewable by other entities. Click the “Submit”
button to publish the trade inquiry.

Basic Information

Trade Inquiry Forum is voluntary and not a pre-requisite for completing trades with the Compliance Instrument Trade From

Action A

Request

Request Status

Publish

Comment

Submit

9. To edit or remove a published trade inquiry, click the “Edit Trade Request Data” icon on
the right side of the trade inquiry summary from the My CPP Trade Inquiry module. You
may change any of the inquiry details or withdraw the inquiry using the action menu.
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To view published trade inquiries:

1. View all published trade inquiries by navigating
to the Published CPP Trade Inquiry Forum
module.

2. To search for trade inquiries, use the filters to
select criteria for your search on the left panel.
You can click on the green disk to save the
query for future searches.

5.4 Apply for CCI Credits

Covered entities may meet their compliance
obligation, in part, by using CCI credits. Covered
entities may apply for CCI credits if there are third
party CCI entities approved to receive CCI
contributions. After a covered entity has made a
contribution to an approved CCI entity, the covered
entity can apply to DEQ to receive CCI credits
according to OAR 340-273-0810. DEQ then
generates and distributes CCI credits according to
OAR 340-273-0820.

To apply for CCI credits:

= Published CPP Trade Inquiry Forum

(4]

g

Q search
Saved Queries
p~ (Pick Saved Queries)
Criteria

Keywords

Filter by Site Name, Address, ID

Trade Type

Trading Quantity

S7.5

Price per Compliance Instrument ($)

S5

Total Asking Price ($)

=5 o

Posted Date

1. From the navigation panel, select Start New Submittal.

2. Click the Add button

to start a new “CPP — Application for CCI Credits” submittal.

3. After the application opens to the Basic Info tab, select the Covered Entity applying for

the credits.
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CPP APPLICATION FOR COMMUNITY CLIMATE INVESTMENT CREDITS
€ (o)

i of _ L] =
(1) Basicinfo = (2) Attachment = (3) Payment = (4) Review 5) Submission

| v

@ Required

Designated Representative

to-pop Dy P information

Basic Information

Community Climate investment Entity Name

@ Required

Dollar Amount Contributed to CCI Entity Date of Contribution CCi Credits

SI | mm/dd/yyyy [m] I
© Required © Required © Required

4. Click the Auto-populate Designated Representative information button.

Auto-populate Designated Representative information

5. Select the Community Climate Investment Entity which received your company’s
contribution.

6. Enter the dollar amount that was contributed to the CCI Entity.
7. Enter the date the contribution was made to the CCI entity. This must be the same date
in the receipt provided to your company by the CCI Entity.

8. Review the certification statement and click the toggle @ to agree to the statement.

9. Next, click on the Attachment tab to attach the receipt from the CCI entity.

10. You do not need to use the Payment tab. Skip to the Review tab.

11. You may review your application on the Review tab.

12. On the Submission tab, click the toggle to agree to the certification statement. Answer
your security question and enter your PIN.

14. CCI credits will be distributed by DEQ following review and approval of the contribution.

5.5 View Summary of Compliance Instruments
& CCI Credits

A covered entity may view a table summary of compliance instruments as well as CClI credits for
planning purposes.
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1. From the navigation panel, go to the CPP Compliance Instruments and CCI Credits
module.
2. Select the facility or facilities in the CPP Compliance Instruments and CCI Credits page.

Click on the Click on the @ icon top open the Facility Block Detail page.
3. Open the table summary for the facility or facilities and toggle between the two tabs
named Compliance Instruments and CCI Credits, respectively.

5.5.1 Compliance Instrument Summary

Compliance Instruments | CCl Credits
Year Current Available Distributed by Authority Transterred by Trade Acquired by Trade Used Retired Placed in Reserve
2022 2,752,18 3,645,725 0 97,126 20,114 0 882,607
2023 3,511,100 3,511,100 0 [ 0 0 0
2024 3,253,576 3,253,576 0 o 0 0 0
2025 2,000,000 4,246,048 0 [} 1,998,166 247,882 0

Total 11,516,794 14,658,449 0 97,126 2,018,280 247,882 882,607

Key terms

Current Available: Number of compliance instruments available to hold and/or trade to another
covered entity.

Distributed by Authority: Number of compliance instruments that DEQ distributed each cap
year or the number of compliance instruments that were distributed from the reserve.

Transferred by Trade: Number of compliance instruments that a covered entity transfers to
another covered entity in a trade.

Acquired by Trade: Number of compliance instruments that a covered entity acquired from a
transferring entity in a trade.

Used: Number of compliance instruments used to demonstrate compliance at the end of the
compliance period.

Retired: Number of compliance instruments retired to the reserve.

Placed in Reserve: Number of compliance instruments placed in the reserve.

5.5.2 CCI Credit Summary
Key terms

Current Available: Number of CCI credits currently available to the covered entity for
demonstration of compliance, i.e., (Current Available = Distributed by Authority — Used).
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Distributed by Authority: Number of CCI credits that DEQ distributed to the covered entity as
determined by the CCI price of the cap year and their contribution amount to a third-party CCI
entity.

Used: Number of CCI credits used to demonstrate compliance at the end of the compliance
period.

Canceled: Number of CCI credits that have been canceled, which will occur if not used within
two compliance period.

6. Demonstration of Compliance

Covered entities have a compliance obligation for each metric ton of carbon dioxide equivalent
of covered emissions. Covered entities report their emissions to DEQ’s Greenhouse Gas
Reporting program. DEQ will determine compliance obligations and notify each covered fuel
supplier of this determination. For full details on demonstrating compliance refer to OAR 340-
273-0450. EITE and DNG sources are exempt from the first demonstration of compliance in
2028.

6.1 Demonstration of Compliance Form

Each covered entity must demonstrate compliance by Dec. 9 of the year following the end of
each compliance period, or 40 days after DEQ’s notification, whichever is later. If a person is the
designated representative for multiple covered entities, such as related entities, the person must
submit a separate demonstration of compliance for each of the covered entities. The first
compliance period is 2025-2027, so the first demonstration of compliance will be in December
2028.

At that time, DEQ will create an obligation in Your DEQ Online to submit the demonstration of
compliance form. If you are a covered fuel supplier without a CPP permit and you do not see an
upcoming obligation for a CPP permit application submittal, contact cpp.info@deq.oregon.gov.

Please note that all covered entities must complete the demonstration process even if you do
not have enough compliance entities or CCI credits to meet your compliance obligation.

From the navigation panel, select Upcoming Obligations.

Click the Edit button to open the CPP Compliance Demonstration form.

Enter the website of the covered fuel supplier.

Review the information in the Designated Representative section of the form.
Review the Covered Emissions by calendar year and total compliance obligation in the
table.

oo~
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10.
11.
12.

13.

14.

Click the ¥ button to add the number of available compliance instruments and/or CCI
credits for each calendar year.

Next, enter the number of compliance instruments to meet the annual compliance
obligation.

Then enter the total number of CClI credits to use in order to meet the remaining
compliance obligation.

Verify that the Total matches the Compliance Obligation in the section above.

Review the certification statement and click the toggle to agree to the statement. ©
You may choose to upload a file on the Attachment tab.

You do not need to use the Payment tab.

You may review your application on the Review tab.

On the Submission tab, click the toggle © 4 agree to the certification statement.
Answer your security question and enter your PIN.

Click the Submit button. “

7. Additional CPP Submittals

7.

1 Request a Distribution from the

Compliance Instrument Reserve

If a covered fuel supplier does not receive compliance instruments in the annual distribution, it
may request a distribution from the compliance instrument reserve.

1.
2.

7.

From the navigation panel, select Start New Submittal.

Click the Add button " to start a new “CPP — Request for Compliance Instruments from
Reserve” submittal.
Select the name of the covered fuel supplier for whom you are applying.
Select the calendar year for which the covered fuel supplier did not receive compliance
instruments.
Select the reason for the request. If you are not sure which reason to select, contact
cpp.info@deq.oregon.gov.
Review the information in the Designated Representative section of the form. If it is not
accurate:

a. Edit your account.

b. From the navigation panel, select Resume Edits and click the Edit button for
the corresponding application.
c. Click the Auto-populate Designated Representative information button.

Auto-populate Designated Representative information

Review the certification statement and click the toggle to agree to the statement. ©
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8.

9.

Generally, attachments are not required. However, on the Attachment tab you may
choose to upload a file.
You do not need to use the Payment tab.

10. You may review your application on the Review table.

11. On the Submission tab, click the toggle © agree to the certification statement.

Answer your security question and enter your PIN. If you do not remember your security
question answer and your PIN:
a. Edit your account.

b. From the navigation panel, select Resume Edits and click the Edit button for
the corresponding application.

DEQ will review submitted applications and may contact you during its review. If DEQ
determines that an application is incomplete, DEQ will send the application back to you. In the
navigation menu, select Resume Edits to access an application that DEQ has sent back.

7.2 Cessation

According to OAR 340-273-0130, a covered entity may cease to be covered by the Climate
Protection Program if its covered emissions are below the threshold for six consecutive years. If
you are unsure whether you qualify for cessation, contact cpp.info@deq.oregon.gov.

1.
2.

3.

From the navigation panel, select Start new Submittal.

Click the Add button " to start a new “CPP — Covered Fuel Supplier Cessation”
submittal.
Select the name of the covered fuel supplier for whom you are applying.
Review the information in the Designated Representative section of the form. If it is not
accurate:

a. Edit your account.

b. From the navigation panel, select Resume Edits and click the Edit button for
the corresponding application.
c. Click the Auto-populate Designated Representative information button.

Auto-populate Designated Representative information

Provide information about any remaining requirements that must be met according to
OAR chapter 340, division 273. This could include any outstanding demonstrations of
compliance that must be submitted.
Identify whether there are any related entities. A related entity is any direct or indirect
parent company, direct or indirect subsidiary, company that shares ownership of a direct
or indirect subsidiary, or company under full or partial common ownership or control. If
you are unsure whether you need to list a related entity, contact
cpp.info@deg.oregon.gov. If you have a related entity:

® New

a. Click the New button.
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b. Provide the name and mailing address of the related entity. Identify whether it is
currently a covered fuel supplier that holds a CPP permit.

c. Click the Collapse button. -
d. Add additional related entities as needed.

e. Click the delete button T to remove a related entity from the form.

7. Review the certification statement and click the toggle to agree to the statement. ©

8. Generally, attachments are not required. However, on the Attachment tab you may
choose to upload a file.

9. You do not need to use the Payment tab.

10. You may review your application on the Review table.

11. On the Submission tab, click the toggle © 4 agree to the certification statement.
Answer your security question and enter your PIN. If you do not remember your security
question answer and your PIN:

a. Edit your account.

b. From the navigation panel, select Resume Edits and click the Edit button for
the corresponding application.

PRTT—

DEQ will review submitted applications and may contact you during its review. If DEQ
determines that an application is incomplete, DEQ will send the application back to you. In the
navigation menu, select Resume Edits to access an application that DEQ has sent back.

7.3 Other CPP Submittals

Covered entities may use the Other CPP Submittal option to submit other documents or
notifications required by the Climate Protection Program, such as:
* Record requested by DEQ
* Notification of a change in ownership or change in related entities submitted according to
OAR 340-273-0120.

To submit the form:

1. From the navigation panel, select Start New Submittal.

Click the Add button ® to start a new “CPP — Other Submittal.”
Select the name of the covered entity.
Review the information in the Designated Representative section of the form. If it is not
accurate:
a. Edit your account.

hown

b. From the navigation panel, select Resume Edits and click the Edit button for
the corresponding application.
c. Click the Auto-populate Designated Representative information button.
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Auto-populate Designated Representative information

Select the type of file you plan to attach.
On the Attachment tab, upload a file.

You do not need to use the Payment tab.

5
6
7. Click the Expand button * to select the document type. Add a comment if necessary.
8
9. You may review your application on the Review table.

1

0. On the Submission tab, click the toggle © agree to the certification statement.
Answer your security question and enter your PIN. If you do not remember your security
question answer and your PIN:

a. Edit your account.

b. From the navigation panel, select Resume Edits and click the Edit button for
the corresponding application.

11 Gl e Submitbuton. I

DEQ will review submittals and may contact you during its review. If DEQ determines that a
submittal is incomplete, DEQ will send the submittal back to you. In the navigation menu, select
Resume Edits to access a submittal that DEQ has sent back.

8. Helpdesk and Resources

If you have questions not answered by this guide, please consult the Your DEQ Online Help
page or contact DEQ:
For technical assistance:
Your DEQ Online Helpdesk
(Not compatible with Internet Explorer)

For Climate Protection Program questions or to request individual training on the Climate
Protection Program provisions implemented with Your DEQ Online contact:
CPP.info@deg.oregon.gov

Your DEQ Online log in portal:
https://ordeg-edms-public.govonlinesaas.com/pub/login
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	The Oregon Department of Environmental Quality Climate Protection Program (Oregon Administrative Rules chapter 340, division 273) will reduce greenhouse gas emissions in Oregon. The Climate Protection Program (CPP) sets a declining limit, or cap, on greenhouse gas emission from fossil fuels used throughout Oregon including diesel, gasoline, natural gas and propane used in transportation, residential, commercial, and industrial settings. The program also regulates site-specific greenhouse gas emissions at certain manufacturing facilities.
	Please visit the CPP webpage for additional information and program materials.  
	This guide describes how certain provisions of the Climate Protection Program are implemented with the Your DEQ Online system. In the event of any discrepancy between this guide and the Climate Protection Program rules filed with the Oregon Secretary of State, the rules filed with the Oregon Secretary of State are correct.  
	The following terms are used in Your DEQ Online across many DEQ programs. This section explains what the terms used in Your DEQ Online mean in the context of the Climate Protection Program. 
	• Consultant: A person who can prepare a submittal on behalf of a responsible official. 
	• Facility (also called a site): Each covered entity in the Climate Protection Program is a facility.  
	• Obligation: An obligation is a required submittal in Your DEQ Online. DEQ creates obligations in Your DEQ Online for covered fuel suppliers to submit permit applications and demonstrations of compliance.  
	• Owner: In the context of a submittal, owner may refer to the person who created or signed a submittal (instead of the owner of a covered fuel supplier). 
	• Responsible Official (RO): a person responsible for making submittals on behalf of a facility. The designated representative for a covered fuel supplier must register for Your DEQ Online as an RO. 
	• Transferring Entity: A covered entity transferring a compliance instrument to another covered entity in a compliance instrument trade. designates another entity to acquire the compliance instrument. 
	• Acquiring Entity: A covered entity acquiring a compliance instrument from a transferring entity in a compliance instrument trade.  
	• Submittal: A form, application, or other type of document that a member of the public submits to DEQ. 
	• Submittal Group: This controls the type of submittals an RO can make.  
	Your DEQ Online may be accessed through many different browsers such as Safari, Chrome or Firefox. Internet Explorer is not a suitable browser. 
	The dashboard is your initial landing pad when logging into Your DEQ Online. It shows a summary of current and pending activity for your account. The navigation panel on the left side of the screen is the primary way to navigate through the system. The navigation panel can be expanded by clicking the Navigation Menu button / at the top left corner of the screen. Some functions, such as adding new submittals, can also be accessed directly from the dashboard. 
	/ 
	Dashboard: This is your landing pad when you enter the system. It shows a summary of current and pending activity for your account. 
	Start New Submittal: This feature is used for submitting certain forms to DEQ for CPP, although it does not include the CPP permit application or demonstration of compliance. You may also have access to forms for other DEQ programs.  
	Resume Edits: Allows you to resume editing any submittals that have been started, but not yet submitted to DEQ. 
	Track Submittal Status: Shows the status of all complete submittals and allows you to review the submittal. 
	Upcoming Obligations: Displays any upcoming obligations for which a submittal can be started. 
	Pay Invoices/Fees: Allows for online payment of invoices or fees to DEQ. Note that there are no fees associated with the Climate Protection Program. 
	Permits/Certificates: Allows you to search for and view DEQ issued permits, such as the CPP permit. 
	CPP Compliance Instruments and CCI Credits: Allows you to view compliance instruments and Community Climate Investment credits for your facilities. 
	Published CPP Trade Inquiry Forum: Allows you to view published compliance instrument trade inquiries. 
	My CPP Trade Inquiry Forum: Allows you to create a new compliance instrument trade inquiry posting. 
	CPP Trade Status: Allows you to view the status of all compliance instrument trades for your facilities. 
	Public Records: Allows you to search for and view all published submittal records. 
	My Account: Allows you to change your contact information, account type, facility linkage, and other account options. 
	You will see the following common icons as you navigate the system.  
	/  Loading: This icon will appear while the system processes an action. 
	/  Save: This icon allows the user to save changes made on a page. 
	/ Edit: Clicking this icon allows the user to edit the selected submission. 
	 / View: Clicking this icon allows the user to view a selected submission. 
	Submittal Selection: This button allows the user to toggle between pending and submitted obligations on their dashboard. 
	 Requirement: This icon will appear when a particular field in a submittal is required. 
	2. User Account Types
	2.1 Choosing an Account Type
	2.2 Registering an Account
	2.3 Consultants
	2.4 Additional Account Instructions

	When you register for an account, you must select an account type: 
	• Responsible official (RO): The designated representative for a covered entity, as described in OAR 340-273-0020(16), must register with an RO account. A covered entity may have multiple ROs if necessary, including ROs who are not the designated representative for the covered entity. 
	• Consultant: An RO may identify a consultant to assist with preparing submittals (the RO must sign each submittal even if prepared by a consultant). That person must register a Consultant account.  
	• General public: This account type is not used for the Climate Protection Program.  
	See the Your DEQ Online Account Type fact sheet for more details: 
	https://www.oregon.gov/deq/permits/Documents/YDOAccountRegfactsheet.pdf  
	To register for a new account, click the “Register Account” button on the Your DEQ Online portal. You will be asked to enter your personal information and company affiliation and select the appropriate account type for your requirements, as described above. Accounts cannot be shared. 
	When you register your account, you will establish a password, PIN, and security questions for your individual use. These credentials can be used to submit forms to DEQ that result in legal obligations. Do not share this information with others. Each RO account requires completion of identity verification. 
	RO and consultant accounts cannot be transferred. If you are no longer the RO for a covered entity, the new RO must register for a new account. Any consultants would need to be identified by the new RO.  
	An RO can add a consultant, who is then able to assist in preparing a submittal. To add a consultant, the RO chooses the facility the consultant should access and the type of submittal. 
	The consultant is also able to view compliance instruments for that facility, if applicable.  If additional staff of a covered entity should have access to information in YDO, but do not need to sign submittals, the RO could add the staff as consultants.  
	/ 
	Additional account instructions for actions such as verifying your identity, editing your account information, and adding consultants are available in the “Public User Account Registration Guide” and training information on the Your DEQ Online Account Registration page.  
	3. Access to Climate Protection    Program Functions
	Before you can access any functions in Your DEQ Online related to the Climate Protection Program, you must request and receive DEQ approval to make submittals for a covered entity. 
	This process is designed to protect the privacy of your information in Your DEQ Online.  
	1. From the navigation panel, select My Account. 
	2. Navigate to the Account Type tab.  
	3. In the Submittal Groups section, check the box “Climate Protection Program:” 
	/ 
	4. In the Facility-Submittal Group Permissions section, click the Add Permissions 
	button./ 
	a. In the list of Available Sites, search for the name of the covered entity your need to access and check the box for that facility. If you are unsure which facility to select, contact the Your DEQ Online helpdesk. If you need to access multiple covered entities, such as related entities, you can search for each one and check the corresponding box. In the list of Available Submittal Groups, check the box “Climate Protection Program.” 
	Click the add button.     /
	5. Click the save button. /
	DEQ will review requests to link to facilities and may contact you during its review. 
	4. Permitting
	4.1 Submit a Permit Application
	4.2 View an Issued Permit
	4.3 Amend an Issued Permit

	Each covered entity must submit a CPP permit application. If a person is the designated representative for multiple entities, such as related entities, the person must submit a separate CPP permit application for each of the covered entities.  
	DEQ will create an obligation in Your DEQ Online to submit the permit application, including a due date for the submittal. If you are a covered entity without a CPP permit and you do not see an upcoming obligation for a CPP permit application submittal, contact cpp.info@deq.oregon.gov.  
	1. From the navigation panel, select Upcoming Obligations.  
	2. Click the Edit button / to open the CPP permit application.  
	3. Enter the website of the covered fuel supplier. 
	4. Review the information in the Designated Representative section of the form. If it is not accurate: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	c. Click the Auto-populate Designated Representative information button. 
	/ 
	5. For fuel suppliers, identify whether there are any related entities. A related entity is any direct or indirect parent company, direct or indirect subsidiary, company that shares ownership of a direct or indirect subsidiary, or company under full or partial common ownership or control. If you are unsure whether you need to list a related entity, contact cpp.info@deq.oregon.gov. If you have a related entity: 
	a. Click the New button. / 
	b. Provide the name and mailing address of the related entity. Identify whether it is currently a covered fuel supplier that holds a CPP permit. 
	c. Click the Collapse button. /  
	d. Add additional related entities as needed. 
	e. Click the delete button/to remove a related entity from the form. 
	6. Review the certification statement and click the toggle to agree to the statement. / 
	7. Generally, attachments are not required. However, on the Attachment tab you may choose to upload a file.  
	8. You do not need to use the Payment tab. 
	9. You may review your application on the Review table. 
	10. On the Submission tab, click the toggle/ to agree to the certification statement. Answer your security question and enter your PIN. If you do not remember your security question answer and your PIN 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	11. Click the Submit button. /   
	DEQ will review submitted applications and may contact you during its review. If DEQ determines that an application is incomplete, DEQ will send the application back to you. In the navigation menu, select Resume Edits to access an application that DEQ has sent back.  
	DEQ will notify you when a permit is issued. 
	1. From the navigation panel, select Permits/Certificates. 
	If necessary, modify the filters in the menu (for instance, to identify permits issued recently or during a certain period). If you do not see any results and you know DEQ has issued a permit, contact the Your DEQ Online help desk. 
	3. For the permit you want to access, click the View button.   
	4. On the Issuance tab, click the Permit Document button / to download the CPP permit.  
	In the event of a change in ownership or operational control, the covered entity must notify DEQ in writing within 30 days of the ownership or operational control change. 
	a. In the event of a change in ownership or operational control, the new person that owns or operates the covered entity must provide the information outlined in OAR 340-273-0120(1)(a)(A)-(F).  
	i. Note that the new designated representative of the covered entity must create an account in YDO and link to the existing facility as a Responsible Official. Please contact DEQ staff for assistance. 
	b. In the event a person subject to any regulations in OAR chapter 340 becomes a new related entity to a covered fuel supplier, the designated representative of the covered fuel supplier must amend their issued permit to add the new related entity. Refer to the information outlined in OAR 340-273-0120(2)(a)(A)-(E).  
	i. Note that if the new related entity is not already a covered fuel supplier, the designated representative of the new related entity must apply to 
	DEQ for a permit. Refer to OAR 340-273-0120(2)(b)(A)-(C) for detailed information about the requirements of a new related entity. 
	Follow the steps outlined below to amend your issued permit with a new related entity in YourDEQOnline: 
	1. From the navigation panel, select Permits/Certificates.  
	2. Click on / to View Submittal Detail 
	3. On the Submittal Summary tab, scroll down to the yellow pane to Amend the CPP permit and enter the Request Reason, “The covered fuel supplier must amend the CPP permit to add [Company Name] as a related entity per OAR 340-273-0120(2)(a).” 
	4. Click Send Request to submit the amendment request to DEQ. 
	/ 
	5. DEQ will receive an email notification that the Submittal Amend Request has been sent. Once the amendment is approved, the covered fuel supplier will be notified that a pending submittal is ready to edit in the dashboard. 
	6. Next, select Resume Edits in the navigation panel to open the Pending Submittals page. 
	7. Then click the Edit / button (to the right of the CPP – Permit Application) to open the Permit Application. 
	8. Click on the Basic Info tab to add any related entities.  
	a. Scroll down to the field, and choose the Yes radio button to answer the question, 
	“Are there any related entities?” 
	b. Click the / icon to add any new related entities. Each new related entity must be added one at a time. 
	c. Then manually enter the legal name and mailing address of the related entity. 
	d. The designated representative must notify DEQ in writing by attaching the required notification  within 30 days of the ownership or operational control change (OAR 340-273-0120(2)(a)).  
	/ 
	/ 
	e. On the Submission tab, click the toggle to agree to the certification statement. 
	Answer your security question and enter your PIN.  
	f. Click the Submit button.    / 
	10. DEQ will receive a notification to review the amended CPP permit application to ensure it includes the necessary information. If the application is complete, DEQ will approve the application. However, if the covered entity fails to provide timely notification of the change in ownership or an operation change or provides inaccurate information about any related entities, DEQ may deny or send back the application to the Responsible Official for further action. 
	11. Once DEQ sends an email notification that the application has been approved, the designated representative can navigate to the dashboard and click on the active CPP permit under the Permits & Transaction History section. Next, click the /icon to the right. After the Submitted Submittal Info page opens, click on the right-hand pane to download the amended permit application. Please retain for your records. 
	5. Compliance Instruments and CCI Credits
	5.1 Viewing Compliance Instruments and CCI Credits
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	Covered entities use compliance instruments and, if chosen, community climate investment (CCI) credits to demonstrate compliance with their covered emissions. By June 30 of each year, DEQ will distribute compliance instruments for that year to covered fuel suppliers. Covered entities can also apply for CCI credits if there are approved CCI third party entities which can receive CCI contributions.   
	DEQ will record the distribution of all compliance instruments and CCI credits in Your DEQ Online. To view your distributed compliance instruments and CCI credits: 
	1. From the navigation panel, select CPP Compliance Instruments and CCI Credits. If you know that you hold compliance instruments or CCI credits but encounter technical difficulties in being able to see them on this page, contact the Your DEQ Online help desk. 
	2. For additional details on the year of distribution and status of compliance instruments or 
	CCI credits, click the Edit button / (this will provide a view of the details but will not enable editing).  
	Covered entities may trade compliance instruments  according to OAR 340-273-0500. All trades must be reported to DEQ according to OAR 34-273-0510. The designated representatives of both the covered entity transferring the compliance instrument (transferring entity) and the covered entity acquiring the compliance instrument (acquiring entity) must sign and submit the compliance instrument trade form. The transferring entity must sign the form first and the acquiring entity must sign the form no later than one week (seven days) after it is signed by the transferring entity.  
	A Consultant may initiate a trade on behalf of the transferring (and acquiring) entity provided that the respective RO has granted permissions in My Account in the navigation pane.  
	1. From the navigation panel, select Start New Submittal.  
	2. Click the Add button  / to start a new “CPP - Compliance Instrument Trade Form (Transferring Entity)” submittal. 
	3. After the application opens to the Basic Info tab, select the Covered Entity that will initiate the trade form as a transferring entity. Note that a Consultant who starts the trade application on behalf of an RO will be prompted to select the appropriate public user from the drop down. 
	/ 
	4. Click the Auto-populate Designated Representative information button.  
	5. /  
	6. In the Trade Information section, enter the calendar year of the compliance instruments which you would like to trade, the number of compliance instruments to trade, the price of each compliance instrument, total trade price, and the date of the trade.  
	a. If a specific dollar amount is not paid for the compliance instrument, provide an estimate. If related entities are moving or trading compliance instruments from one related entity without cost, enter zero dollars for the price.  
	7. The Designated Representative (RO or Consultant) for the transferring entity must sign the trade form and select the acquiring entity. 
	8. Review the certification statement and click the toggle / to affirm that you have read and agree to the statement. 
	9. Review the declaration and select "Yes” or “No” to assert that information contained in the trade form is exempt from disclosure under the Oregon public records law because it qualifies as a trade secret as defined in ORS 192.345 or 646.461(4). 
	/ 
	10. An attachment is not required; however, you may choose to upload a file to the Attachment tab. 
	11. You do not need to use the Payment tab. Skip to the Review tab. 
	12. You may review your application on the Review tab. 
	13. On the Submission tab, click the toggle to agree to the certification statement. Answer your security question and enter your PIN.  
	14. Click the Submit button    /to complete the trade form.  
	To check status of a trade by Submittal ID: 
	1. From the navigation panel, select the CPP Trade Status module. 
	2. This module allows you to review your company’s trades. You can search the list for specific company names or sort the list by the following attributes: status, trade quantity, price per compliance instrument, total trade price, trade date, and creation date.  
	3. The transferring entity may withdraw a trade until it has been accepted by the acquiring entity. To withdraw a trade, click the “More actions” button on the right side of the trade, then select the withdraw button. 
	/ 
	Once the transferring entity has submitted the trade form, the acquiring entity will see the form as an unfinished submittal. The submittal may be viewed from either the Dashboard or the Resume Edits module on the navigation panel. This submittal must be completed within seven days of creation by the transferring entity, or the trade will automatically be cancelled.
	/ 
	2. On the top of the form, you will see the name and designated representative of the transferring entity. Under this, you will see the year of the compliance instruments which are being traded, the number of compliance instruments being traded, the price of each compliance instrument, total trade price, and the date of the trade. 
	3. The bottom section of the form will be pre-filled to show the acquiring entity and designated representative. The designated representative for the acquiring entity must sign their name to accept the terms of the trade. 
	/ 
	4. The designated representative must also select whether they assert that information contained in the trade form is exempt from disclosure under the Oregon public records law because it qualifies as a trade secret as defined in ORS 192.345 or 646.461(4). 
	/ 
	5. An attachment is not required, but any desired attachments may be uploaded on the attachment tab. 
	6. You do not need to use the Payment tab. Skip to the Review tab. 
	7. You may review your application on the Review tab. 
	8. On the Submission tab, click the toggle to agree to the certification statement. Answer your security question and enter your PIN.  
	9. Click the Submit button.    / 
	10. Compliance instruments will be immediately transferred from the transferring entity to the acquiring entity when the form is submitted. 
	The Trade Inquiry Forum allows regulated entities to publicly advertise their desire to transfer or acquire a specific number of compliance instruments and the desired price. Use of the public Trade Inquiry Forum is entirely voluntary and is not a pre-requisite for trading compliance instruments. 
	To post a new trade inquiry: 
	1. From the navigation panel, select My CPP Trade Inquiry Forum. 
	2. To post a trade inquiry, click on/to open the trade inquiry form.  
	3. On the Basic Information tab, select the Covered Entity Information in the drop-down field. 
	4. In the Trade Information section, enter the Request Type (i.e., Transfer or Acquire.). 
	5. Enter the Price Sought (per compliance instrument), the Quantity, and Cap Year. 
	6. Then enter your contact information in the Contact Person Information section. 
	/ 
	7. After all required fields have been entered, click the save button on the bottom right to view the action menu. 
	/ 
	8. Click on the menu to expand, then select “Publish” as the request status. You may add a comment if desired; the comment is not viewable by other entities. Click the “Submit” button to publish the trade inquiry. 
	/ 
	9. To edit or remove a published trade inquiry, click the “Edit Trade Request Data” icon on the right side of the trade inquiry summary from the My CPP Trade Inquiry module. You may change any of the inquiry details or withdraw the inquiry using the action menu.  
	To view published trade inquiries: 
	1. View all published trade inquiries by navigating to the Published CPP Trade Inquiry Forum module. 
	2. To search for trade inquiries, use the filters to select criteria for your search on the left panel. You can click on the green disk to save the query for future searches. 
	Covered entities may meet their compliance obligation, in part, by using CCI credits. Covered entities may apply for CCI credits if there are third party CCI entities approved to receive CCI contributions. After a covered entity has made a contribution to an approved CCI entity, the covered entity can apply to DEQ to receive CCI credits according to OAR 340-273-0810. DEQ then generates and distributes CCI credits according to OAR 340-273-0820. 
	To apply for CCI credits: 
	1. From the navigation panel, select Start New Submittal.  
	2. Click the Add button  / to start a new “CPP – Application for CCI Credits” submittal. 
	3. After the application opens to the Basic Info tab, select the Covered Entity applying for the credits. 
	/ 
	4. Click the Auto-populate Designated Representative information button. 
	/  
	5. Select the Community Climate Investment Entity which received your company’s  contribution.  
	6. Enter the dollar amount that was contributed to the CCI Entity. 
	7. Enter the date the contribution was made to the CCI entity. This must be the same date in the receipt provided to your company by the CCI Entity. 
	8. Review the certification statement and click the toggle / to agree to the statement.   
	9. Next, click on the Attachment tab to attach the receipt from the CCI entity.  
	10. You do not need to use the Payment tab. Skip to the Review tab. 
	11. You may review your application on the Review tab. 
	12. On the Submission tab, click the toggle to agree to the certification statement. Answer your security question and enter your PIN.  
	13. Click the Submit button.    / 
	14. CCI credits will be distributed by DEQ following review and approval of the contribution.  
	A covered entity may view a table summary of compliance instruments as well as CCI credits for planning purposes.  
	1. From the navigation panel, go to the CPP Compliance Instruments and CCI Credits module. 
	2. Select the facility or facilities in the CPP Compliance Instruments and CCI Credits page. 
	Click on the Click on the / icon top open the Facility Block Detail page. 
	3. Open the table summary for the facility or facilities and toggle between the two tabs named Compliance Instruments and CCI Credits, respectively.  
	/ 
	Key terms 
	Current Available: Number of compliance instruments available to hold and/or trade to another covered entity. 
	Distributed by Authority: Number of compliance instruments that DEQ distributed each cap year or the number of compliance instruments that were distributed from the reserve. 
	Transferred by Trade: Number of compliance instruments that a covered entity transfers to another covered entity in a trade.  
	Acquired by Trade: Number of compliance instruments that a covered entity acquired from a transferring entity in a trade. 
	Used: Number of compliance instruments used to demonstrate compliance at the end of the compliance period. 
	Retired: Number of compliance instruments retired to the reserve. 
	Placed in Reserve: Number of compliance instruments placed in the reserve. 
	Key terms 
	Current Available: Number of CCI credits currently available to the covered entity for demonstration of compliance, i.e., (Current Available = Distributed by Authority – Used).  
	Distributed by Authority: Number of CCI credits that DEQ distributed to the covered entity as determined by the CCI price of the cap year and their contribution amount to a third-party CCI entity. 
	Used: Number of CCI credits used to demonstrate compliance at the end of the compliance period. 
	Canceled: Number of CCI credits that have been canceled, which will occur if not used within two compliance period. 
	6. Demonstration of Compliance
	6.1 Demonstration of Compliance Form

	Covered entities have a compliance obligation for each metric ton of carbon dioxide equivalent of covered emissions. Covered entities report their emissions to DEQ’s Greenhouse Gas Reporting program. DEQ will determine compliance obligations and notify each covered fuel supplier of this determination. For full details on demonstrating compliance refer to OAR 340-273-0450. EITE and DNG sources are exempt from the first demonstration of compliance in 2028. 
	Each covered entity must demonstrate compliance by Dec. 9 of the year following the end of each compliance period, or 40 days after DEQ’s notification, whichever is later. If a person is the designated representative for multiple covered entities, such as related entities, the person must submit a separate demonstration of compliance for each of the covered entities. The first compliance period is 2025-2027, so the first demonstration of compliance will be in December 2028.   
	At that time, DEQ will create an obligation in Your DEQ Online to submit the demonstration of compliance form. If you are a covered fuel supplier without a CPP permit and you do not see an upcoming obligation for a CPP permit application submittal, contact cpp.info@deq.oregon.gov.  
	Please note that all covered entities must complete the demonstration process even if you do not have enough compliance entities or CCI credits to meet your compliance obligation. 
	From the navigation panel, select Upcoming Obligations.  
	1. Click the Edit button / to open the CPP Compliance Demonstration form.  
	2. Enter the website of the covered fuel supplier. 
	3. Review the information in the Designated Representative section of the form.  
	4. Review the Covered Emissions by calendar year and total compliance obligation in the table. 
	5. Click the / button to add the number of available compliance instruments and/or CCI credits for each calendar year. 
	6. Next, enter the number of compliance instruments to meet the annual compliance obligation. 
	7. Then enter the total number of CCI credits to use in order to meet the remaining compliance obligation. 
	8. Verify that the Total matches the Compliance Obligation in the section above. 
	9. Review the certification statement and click the toggle to agree to the statement. / 
	10. You may choose to upload a file on the Attachment tab.  
	11. You do not need to use the Payment tab. 
	12. You may review your application on the Review tab. 
	13. On the Submission tab, click the toggle/ to agree to the certification statement. Answer your security question and enter your PIN.  
	14. Click the Submit button. /   
	7. Additional CPP Submittals
	7.1 Request a Distribution from the Compliance Instrument Reserve
	7.2 Cessation
	7.3 Other CPP Submittals

	If a covered fuel supplier does not receive compliance instruments in the annual distribution, it may request a distribution from the compliance instrument reserve.  
	1. From the navigation panel, select Start New Submittal.  
	2. Click the Add button / to start a new “CPP – Request for Compliance Instruments from Reserve” submittal. 
	3. Select the name of the covered fuel supplier for whom you are applying. 
	4. Select the calendar year for which the covered fuel supplier did not receive compliance instruments. 
	5. Select the reason for the request. If you are not sure which reason to select, contact cpp.info@deq.oregon.gov.  
	6. Review the information in the Designated Representative section of the form. If it is not accurate: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	c. Click the Auto-populate Designated Representative information button. 
	/ 
	7. Review the certification statement and click the toggle to agree to the statement. / 
	8. Generally, attachments are not required. However, on the Attachment tab you may choose to upload a file.  
	9. You do not need to use the Payment tab. 
	10. You may review your application on the Review table. 
	11. On the Submission tab, click the toggle/ to agree to the certification statement. Answer your security question and enter your PIN. If you do not remember your security question answer and your PIN: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	12. Click the Submit button. /   
	DEQ will review submitted applications and may contact you during its review. If DEQ determines that an application is incomplete, DEQ will send the application back to you. In the navigation menu, select Resume Edits to access an application that DEQ has sent back.  
	According to OAR 340-273-0130, a covered entity may cease to be covered by the Climate Protection Program if its covered emissions are below the threshold for six consecutive years. If you are unsure whether you qualify for cessation, contact cpp.info@deq.oregon.gov.  
	1. From the navigation panel, select Start new Submittal.  
	2. Click the Add button / to start a new “CPP – Covered Fuel Supplier Cessation” submittal. 
	3. Select the name of the covered fuel supplier for whom you are applying. 
	4. Review the information in the Designated Representative section of the form. If it is not accurate: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	c. Click the Auto-populate Designated Representative information button. 
	/ 
	5. Provide information about any remaining requirements that must be met according to OAR chapter 340, division 273. This could include any outstanding demonstrations of compliance that must be submitted.  
	6. Identify whether there are any related entities. A related entity is any direct or indirect parent company, direct or indirect subsidiary, company that shares ownership of a direct or indirect subsidiary, or company under full or partial common ownership or control. If you are unsure whether you need to list a related entity, contact cpp.info@deq.oregon.gov. If you have a related entity: 
	a. Click the New button. / 
	b. Provide the name and mailing address of the related entity. Identify whether it is currently a covered fuel supplier that holds a CPP permit. 
	c. Click the Collapse button. /  
	d. Add additional related entities as needed. 
	e. Click the delete button/to remove a related entity from the form. 
	7. Review the certification statement and click the toggle to agree to the statement. / 
	8. Generally, attachments are not required. However, on the Attachment tab you may choose to upload a file.  
	9. You do not need to use the Payment tab. 
	10. You may review your application on the Review table. 
	11. On the Submission tab, click the toggle/ to agree to the certification statement. Answer your security question and enter your PIN. If you do not remember your security question answer and your PIN: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	12. Click the Submit button. /   
	DEQ will review submitted applications and may contact you during its review. If DEQ determines that an application is incomplete, DEQ will send the application back to you. In the navigation menu, select Resume Edits to access an application that DEQ has sent back.  
	Covered entities may use the Other CPP Submittal option to submit other documents or notifications required by the Climate Protection Program, such as: 
	• Record requested by DEQ 
	• Notification of a change in ownership or change in related entities submitted according to OAR 340-273-0120. 
	To submit the form: 
	1. From the navigation panel, select Start New Submittal.  
	2. Click the Add button / to start a new “CPP – Other Submittal.” 
	3. Select the name of the covered entity. 
	4. Review the information in the Designated Representative section of the form. If it is not accurate: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	c. Click the Auto-populate Designated Representative information button. 
	/ 
	5. Select the type of file you plan to attach. 
	6. On the Attachment tab, upload a file.  
	7. Click the Expand button / to select the document type. Add a comment if necessary. 
	8. You do not need to use the Payment tab. 
	9. You may review your application on the Review table. 
	10. On the Submission tab, click the toggle/ to agree to the certification statement. Answer your security question and enter your PIN. If you do not remember your security question answer and your PIN: 
	a. Edit your account.  
	b. From the navigation panel, select Resume Edits and click the Edit button / for the corresponding application.  
	11. Click the Submit button. /   
	DEQ will review submittals and may contact you during its review. If DEQ determines that a submittal is incomplete, DEQ will send the submittal back to you. In the navigation menu, select Resume Edits to access a submittal that DEQ has sent back.  
	8. Helpdesk and Resources
	If you have questions not answered by this guide, please consult the Your DEQ Online Help page or contact DEQ: 
	For technical assistance:  
	 Your DEQ Online Helpdesk 
	(Not compatible with Internet Explorer) 
	For Climate Protection Program questions or to request individual training on the Climate Protection Program provisions implemented with Your DEQ Online contact:  CPP.info@deq.oregon.gov  
	Your DEQ Online log in portal: 
	https://ordeq-edms-public.govonlinesaas.com/pub/login 

