Adding a Contact Role: Step-By-Step

1. Under ‘Actions’, choose, ‘Update Organization’.
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X

Cancel an In-Progress Enrolment Request

All »

Manage Meter Installation -
Starred ¥

Register new connections, update existing meter installations and deregister meter
Applications installations

Manage Meter Installations
Manage My Information
Prudential System

Update Contact Information, Request System Access, Request to Deregister
Registration System (DEV)
Manage Participation -

Enter Participation in an IESC-Administered Market or Program

Manage System Access 7

Grant/Revoke System Access to IESO Information Systems. Update IP Address for Machine
Accounts

Submit Prudential Support Information
View _manag

e and calculate prudential support obligation

al Organization Information, Contacts, Emergency Preparedness

2. Select the organization you are adding a contact for, or if there is only one, your organization is
automatically selected.
Select ‘Update Contact Role(s)’ and choose ‘Next’.

Actions Amy Apprep -

‘% . Select ‘Update Organization' Request Type
4 I e SO Request Details
Organization 1D:
Organization:
Select Request Type

Update Contact Role{s)

{Update

Update TICENCE
|Update Emergency Preparedness Plan
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3. Choose to search ‘By Person’.

News Ta Records orte Actions

. Select an Update Type
Sieso

Request Details

D Amy Apprep - Appiar

QOrganization ID:
Organization:
Request Type: Update Contact Role(s)

3 Need Help?
| http:iwww.ieso.calregistration.help/#1.21

A Role By Section

4. Enter the person’s name and choose ‘Search for Person’.

News Tasks (13) Recor Reports Actions

] BintMsp- Appia

‘ . Search for a Registered Person
by 1€S0

Request Details

Organization ID:
Organization:
Request Type: Update Contact Role(s) by Persen

Search for a Registered Person

Search for the registered person using the following search fields. Enter complete information to refrieve accurate results. At least one field must be filled
in for the search. If the person is not found after a search, the person can then be registered

Person 1D
Last Name
First Name
- ?
a Need Help?

http:/ferww _ieso_calregistration.help/i#1.31

Search for Person
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5. Ifthe person is not registered, choose ‘Register New Person’. Otherwise, go to step 8.

Actions m Bill Msp- Appia|
Select Registered Person
Request Details

Organization ID:
Organization:
Request Type: Update Contact Role(s) by Person
Search Results

Person ID Last Name First Name Preferred Name Middle Name

No items available

If you do not see the correct person, please refine your search in the fields below or click ‘Register New Person’

Person ID
Last Name  dow
First Name | Jane

& Need Help?
i hitp:/iwww ieso.calregistration.help# .32

m Refine Seart

Register New Person

6. Enter the Person Information and choose ‘Next’.

Msp - Appia

. Register a New Person
b ieso

Request Details

Organization ID:
Organization:

Request Type: Updste Contsct Rola(s) by Person

Plzase fill in the mandatory information below. The address fields have been populated with the organization's registered address but can be madified.
Please note an email will be sent to this person upon registration

Person Information

*First Name  Jane * Address Line 1 | 123 fake street
“Last Name Dow Address Line 2
*Main Phone | 123-456-T200 Address Line 3

= 123-456-7800 "
Example. 123-458-TER Address Line 4

Main Phone
Extension *Ci Ogdenville
Numbers only 2 o
*Main Email | jane@dow.com *Province/State | Qntario &l
Outside Canada or USA_ select N/A
*Postal Code/Zip |HOH DHO| |
Code - = o
Example: R3T 276 or 12245, If unknown, use NA
*Country | Csnads [=]
Meed Help?

& hittp: e ieso.calregistration. he
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7. Review your new person details and choose ‘Confirm’.

Actions ' | B Msp~  Appia
. Confirm New Person Registration
X I e S 0 Click "Confirm” to register the person, an email will then be sent to the person. Ensure you have entered the information correcaly as it may be used to send confidential
information.

Request Details

Organization ID:
Organization:
Request Type: Update Contact Role(s) by Person

Person Information

First Name Jane Address Line 1 122 fake streat
Last Mame Dow Address Line 2
Main Phone 123-455-7860 Address Line 3
Main Email jane@dow.com Address Line 4
City Ogdenville

Province/State Ontario

Postal Code/Zip HOH OHD
Code

Couniry Canada

Need Help?
http-/iwww.ieso.calregistration.help/#1.9

Actions Bill Msp - Appiar

‘ . Select Registered Person
by 1€S0

Request Details

Organization ID:
Organization:
Request Type: Update Contact Role(s) by Person
Search Results

Person ID Last Name First Name Preferred Name Middle Name

507435 Doe Jane

If you do not see the correct person, please refine your search in the fields below or click 'Register New Person'.

Person ID
Last Name Doe
First Name Jane

5 | Need Help?

| nttp:/mwww.ieso.calregistration helps#1.32

ne Search Register New Person Cancel
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9. Choose the required contact role and choose ‘Add Contact’

Update Conta

Request Details

Sieso

Organization ID:
Organization:
Request Type:

Person Name: Jane

ct Role(s)

Update Contset Role(s) by Person

Doe

Available/Removed Contact Role{s}

Click.

Click.

“Add Contact Role(s) to 3dd selscted contact rolels)

g Min No.OF Max
Description Required Existing Permittzd
Person or Section resgansitle for communicating with tre IES0

about information technology senvices. projects and changes for ]

your organization.

Parson or Section respensible for metering data for your
organization. This includes reviewing metering data and
data downloads.

esting 1 2

Person respansible for retrieving revenue meter data repons for
your organization.

dded Contact Role(s)

‘Remove Contact Role{s)' to remove selected contact role(s). Te remave all contact role(s),

dlick Femavs Conter Roels]
Contact ; No. OF Mz,
O RoleMame  Deseription Required Existing Permitted
Ferson or Seation responsibls for monitoring metering data and the
o g:"fo'n'r“"‘"'e response of the Meter Servioe Provider, and responding to the late 1 1 1

10. Choose ‘Done’

notification of Meter Trouble Reports fof your organization

Need Help?
it/

canegleiration help

Status

select the top left check box and then

Status

Existing

e Contact Role(s)

&ieso

Request Details
Organization ID:
Organization:
Request Type:

Person Name:

Update Contact Role(s)

Update Contact Rale(s) by Persan

Jane Doe

Available/Removed Contact Role(s)

Click ‘Add Contact Role(s) 1o 3dd selectad contact role(s).

Contact Role s Min No. OF
O Name Description Reguired Existing
Parsan or Section resgansible for metering data for your
[l MEPRENME  gmanzaton This indludes reviewing mefering data and requesting 1 2
g data downloads
n Person rasponsible for refrieving revenue meter dataregortsfor o

your erganization.

Existing/Added Contact Role(s)

Click ‘Remave Contact Rele(s)' to remave selected cantact rolels)

«click ‘Remove Contact Rale(s)"

Contact
o Role Name
o Infenmation
Tachnalogy
Meater Trouble
O Report

; Win. No. Of
Description Required Existing
Person or Section responsitle for communicating with the IESO akout

informaticn technology services, prajects 3nd changes fr your o 1

arganization.

Person or Section responsible for monitoring metering dsta and the
responsz of the Meter Service Provider, and responding to the [t 1 1
netification of Metar Trouble Fieports for your organization

Need Halp?
ttp:itern caireglstration help#1 25

Add Contact Role(s)

=n -

Max.

Permitted Status

Ta remove all contact roleis), select the top left check box and then

M.
Permitted Shalic

1 Existing

Remove Contact Role(s)
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11. Choose ‘Confirm

MNews ¥ (14) Records Reports Actions

‘9 ieso Confirm Contact Role(s)

Request Details

Save Changes Organization ID:

Orpganization:
Request Type: Updste Centact Role(s) by Person
Person Name: Jans Dos

Contact Role(s) to be Added

Contact Role - Min.
Name Description Required
\nfiormation Person or Section responsible for communicating with the IESC about
Technolo information technolegy semvices, projects and changes for your 1)

¥ organization.

Contact Role(s) Summary
This is the list of contact role{s) the person/zection will have after you click "Confirm’.

Contact

S Min.
Role Mame Deseription Required
Information Parsen or Section responsible for communicating with the IESO about B
Technology information technology services, projects and changes for your organization.

Meter Trouble Persen or Szction responsitle for monitoring metering data and the respanse
Repart of the Meter Service Provider, and responding to the [ate notification of Meter 1
¥ Trouble Repens for your onganization.

Go Back

No. of
Existing

No. of
Existing

1

D Bill M=p - Appian

Max.

Pamitted Slotus
Max.

Permitted Status
1 Existing

Information about Online IESO is available at the Online IESO Homepage

For more information, contact IESO Customer Relations:
Tel: 1.888.448.7777

Email: customer.relations@ieso.ca
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