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Regulatory Services Platform: Organization Setup and User Roles

Navigating the RSP Home Page

The RSP Home page is your personalized Regulatory Services Platform
dashboard for navigating the RSP. From P Epmdapgm Coimre

here, you can manage your account, [ I

personal submissions, organizations, and ﬂne

your specific organization’s dashboard. My organizations

Use the "Find organizations" button to search for and request to join existing organizations. If you don't find the

organization you're looking for, you can create a new one.

Find organizations 4—”

Here's the list of organizations to which you have access:

Manage your account

Flnd an Organ|zat|0n or see already Filter items ‘ ‘ Showing 1 to 1 of 1 entries | Showentries
associated Organ|zat|0ns Business name [4] 4 Business number 4|+

Access "Help and support" or "View
Invites" to join an organization
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Overview of User Roles

Organization Primary Administrator (OPA):
* |nvite and manage users within an organization
* Create & edit organization
* Create & edit facilities
* Addinstruments to an organization
* Create, edit & submit reports

Organization Individual Contributor (OIC):
* View organization
* View, create & edit facilities linked to assigned organization & instruments
* Create, edit & submit reports

Producer Responsibility Organization (PRO) has the ability (for FPR only) to:
* View organization
* Createreports

Organization Instrument Drafter (OID):
* View organization
* Createreports
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Organizations Overview

Before affiliating yourself with an Regulatory Services Platform
organization, you are considered a Home  Helpand support  View invices
Registered User (RU).

Home

You can either:

1. Find an existing organization My organizations
2 C reate an Ol’ga N izatio N Use the "Find organizations" button to search for and request to join existing organizations. If you don't find the

organization you're looking for, you can create a new one.

To proceed with either option, rndorgarzations [ on
select Find organizations. Here's the list of organizations to which you have access:

Filter items ‘ ‘ Showing 1 to 1 of 1 entries | Showentries

a Find organizations Business name [4#] + Business number |4+ |4
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Home * Find crganizations

1. Finding an Existing Organization Find organizatlons

Use the following form to search for existing crganizations within our database.

» Fields marked with an asterisk [ * ) are mandatary.
» Either search for an organization by business name or by business number.
* Canada's Business Registries can be consulted to search for existing businesses and their nine-digit business numbers.

Find organizations

Business number *

After selecting Find organizations, ‘ 4,_a
enter either the Business number or
Business name of the organization and ‘ﬂ
select “Search.”

© This organization exists

| Do you want us to notify the Primary Admin(s) that you would like to join this organization? The Primary Admin(s) will be provided your email and
name.

ﬂ If the organization already exists, select
“Yes” and then “Request Access” on ‘-ﬂ
the next screen. Arequest will be sent to © Join this organization
the Organization Primary Do you want us to notify the Primary Admin(s) that you would like to join this organization? The Primary Admin(s) will be
provided your email and name.
Administrator (OPA) for approval.

Message

Request Access X Cancel
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2. Creating an Organization

ﬂ If your organization does not exist after Confirm (required):
sSea rChing for it, cO nfirm and Select [ 1 confirm that | have reviewed the aorganizations above and none match my organization. 4—”
“Create new organization” and enter <—ﬂ % Cancel

the required information.

After creating a new organization, you
will be assigned the role of Organization
Primary Administrator (OPA).
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User Management (OPA Only)

Home » Organization dashboard

Organization dashboard

Only a user with OPA access can initiate, —_
accept or refuse requests to join an
O rga n |Zat| 0 n . ? User role: Organization Primary Administrator

Quick actions

On the Organization dashboard, —
select “User management.”

Home » Organization dashboard *» User management

Here, you can: U .
. Ser managemen
1. Invite users &

2. Viewrequests = o <—ﬂ

As an Organization Primary Administrator, this page will allow you to manage Organization users access to instruments,

remove and invite a user. As well as see items such as the assigned instruments, and their status of registration.
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1. Invite Users (OPA Only)

Home » Organization dashboard » User management » Invite user

OPAs can invite users to join Invite user

a n O rga n izatiO n give th e m As an Organization Primary Administrator (OPA), this page will allow you to invite users to an organization.
., . Types of roles

a C C e S S to S p e C |f| C Organization Primary Administrator (OPA) has the ability to:

instruments, and assign user A

* Create and submit reports
rO le S . Organization Individual Contributor (OIC) has the ability to:
* Create and submit reports

Producer Responsibility Organization (PRO) has the ability to:

Note: Invites should only be » Create reports but cannot submic reports

sent to email addresses Invitation information o1

associated with the users’ RSP el

accounts. Otherwise, users 50 you want ths ser o bean Organiaation Primary Adinistrator (0P
will not be able to view the o

invites. Assign user roles by cicking on the correct options under the appropriate instruments
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2. View Requests (OPA Only)

Ew requests
OPAs can view, accept or deny Legen:
requests to join an organization. L o1 Orammastion o amen: concir
They can either assign the user to " PRO:Producer Responsibilty Grganization
be an OPA, an Organization : Requests
Instrument Contributor (OIC) or a fiteritems || showing 1101071 entries | show([i6 ] antris
Producer Responsibility e Actions #14
Organization (PRO). -
Job title:
Organization: oo | o | srenarmo | +——ffR)
v saon sspm.
Message:
Iwould like to join this organization.
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Managing Access (OPA Only)

Home » Organization dashboard » User management

OPAs can update existing user
roles and access under “User User management

management.” BT

As an Organization Primary Administrator, this page will allow you to manage Organization users access to instruments,

remove and invite a user. As well as see items such as the assigned instruments, and their status of registration.

Filter items | | Showing 1 to 2 of Z entries | Show entries
User Status Email Actions
| Active #¥ Manage access « ﬂ

® Remove

I Active
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Adding Instruments to Organization (OPA Only)

Home » Organization dashboard

Organization dashboard

From the Organization

{3
daShboard’ SeleCt Add an 6 User role: Organization Primary Administrator
instrument.” '

Quick actions

a_> == Add an instrument # Edit this organization 2 User management

View Instruments associated
with your organization. Regulatory instruments <)

The table below lists the regulatory instruments added to this organization. Use the "Add an instrument” button above

to add more.

Filter items

Instrument name Reports
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Creating Facilities (OPA & OIC)

ﬂ From the Instrument

dashboard, select “Manage
facilities” to add a new facility
or edit an existing facility’s
information.

Select “Add new facility” and
enter the required information.

Editing Facilities: Select “Edit”
to update facility information.
Changes will be reflected in
draft reports.

Non classifié | Unclassified

i

Home » Organization dashboard » Instrument dashboard

Instrument dashboard
1
© Organization and instrument

Below is the information for the organization , associated with the requlatory

instrument Clean Electricity Regulations, also referred to as CER

» Understanding report types

Create new report

CER registration report w Manage facilities w

Home » Organization dashboard » Instrument dashboard » Facility dashboard

- Clean Electricity Regulations - facilities

I
Add new facility <_a

Filter items | | Showing 1to 1 of 1 entries | Showentries ‘
Facility name Instrument Last updated Action

‘ Clean Electricity Regulations 2026-02-10

a—o
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Creating Facilities (OPA & OIC)

Home 3 Organization dashboard » Instrument dashboard 3 Registration report

Registration report

A facility can also be created within
. o ©
a repo rt Itself under the Responsible Facility Contact person  Unit information  Unit relationships Uploads E!ectrcrc Pfe‘.-'ilewfal'd
person signature submit
report's “Facility” page by
SeleCtlng the “Create neW Facility instructions
ili » This dropdown enables the pre-population of data for existing facilities. To edit the information on this page, please go to your organization dashboard, click
faCIllty bUtton * "Manangacilities" andeéitljhe'::iredfacilitiﬁ.wmis:ﬁl not bea-utomaticallyapplied mpraﬂnus'l}:sgubfnmdaersioyr‘;oﬂ;ge registration reporr:TD perform
° Note that th IS WI ll further changes to a previous report, please resubmit the desired previous report.
temporarily redirect you
away from you r draft Please select a facility
report, but your draft will be -Selecta faity - ¥
saved, and you will be able
’ . y . Create new facility 4—”
to continue completing the
report once the facility is Note: this image was taken from the Clean Energy Regulations (CER).
created. This page may vary depending on the instrument you are submitting

information for.
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Managing Facilities

Currently, it is not possible to delete a
facility in the RSP. You can select “Edit”
for the specific facility you want to
remove and either:

(1) Rename those facilities to “Do not
use” to prevent yourself and other
users in your organization from using
that facility; or

(2) If you need to add a new facility to
your organization, you can modify
the existing facility profile with the
correct information instead of
creating a new facility entirely

Non classifié | Unclassified

Home » Organization dashboard » Instrument dashboard * Facility dashboard

- Clean Electricity Regulations - facilities

Filter items |

showing 1to 1 of 1 entries | Show entries ‘

Facility name [$]|

Instrument 4| ¥ Last updated 1|4 Action |14

Clean Electricity Regulations 2026-02-10 Edit 4_a
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Creating Reports

Home » Organization dashboard

Organization dashboard
From the Organization .
daShboa rd’ SeleCt the 6 User role: Organization Primary Administrator

|
instrument you would like to Quick actions

create a report for. You will
then be redirected to the Resulatory inst .

egulatory instruments
InStru me nt das h boa rd fo r that The table below lists the regulatory instruments added to this organization. Use the "Add an instrument" button above
specific instrument. to add more.

Filter items

Apply

Instrument name [$| 4 Reports |1 ¥ _

Clean Electricity Regulations 0 reports

Federal Plastics Registry 0 reports

Landfill Methane Regulations 0 reports _ﬂ
Prohibition of Certain Toxic Substances Requlations 0 reports

Reduction in the Release of Volatile Organic Compounds (Storage and Loading of Volatile Petroleum 0 reports

Liquids) Regulations _
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Creating Reports

Home » QOrganization dashboard » Instrument dashboard

Instrument dashboard
From the Instrument 1 o i
dashb d . © Organization and instrument
as oar ’ review Below is the information for the organization associated with the regulatory instrument Clean
¢ U n d e rsta Nn d i ng re po rt Electricity Regulations, also referred to as CER
» 11

types for the SpeCIfIC Lo ¥ Understanding report types
N Stru me nt y0 u are su b m Ittl ng This page can be used to submit the following reports: =
re p O rts fo r. o Registration Report (Schedule 2)

o Section 37 - Correction of Errors or Omissions

Report submissions and history: _”

m U S€ th € d ro pd own menu to o Only the latest version of a submission can be updated, if applicable.

select a specific report type -

Create new report

and then select “Create.” [y ——— ‘= Manage facites

| .
CER registration report .
e 2 ssions.

I Section 37 - Correction of errors or omissions
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Managing Drafts and Submissions

Instrument dashboard
1
© Organization and instrument
From the Instrument dashboard, you can o . - , ,
. « ’ . Below is the information for the organization associated with the regulatory
view the “Status” of each draft/submitted instrument Landfill Methane Regulations, also referred to as LMR
report for the corresponding instrument.

Create new report

Draft reports are automatically saved in Vethane generation sssessment report v Menags faciities
the Instrument dashboard and can be -
H . Facility Last
accessed any time before completing a Filters Report type [$]+ name 4[4  Status/4]¥ Actions[#|¥| updated 4]+
submission by selecting the “Edit” v Status Methane generation | brare Edit {7 2026-02-13,
function. Drafts can also be deleted by oAl assessment Delete 11:05:53 AM
selecting the "Delete" function. © Submitted Methane generation | submittea  Update 2026-02-13,
e assessment view {0 10:02:04 AM
) Update required

You can view your submission by selecting O Under review

“View.” If the submission deadline has not S—

yet passed, you can update a submitted v Facility Name

@ All

report by selecting “Update.”

-

L
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100 w
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