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How to Manage Contributors 

 

The following table provides step-by-step instructions, with accompanying screen captures, describing how to manage contributors using the 

Online IESO web-based registration system. 

Step Instructions User Interface 

1.  Log in to the Online IESO web-based 

registration system using the following 

hyperlink: https://online.ieso.ca/suite/ 

Enter your Username and Password, 

and click Sign In. 

 

 

https://online.ieso.ca/suite/
https://online.ieso.ca/suite/
https://online.ieso.ca/suite/
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Step Instructions User Interface 

2.  Click Actions on the menu bar at the top 

of the screen. 

Click Manage Demand Response 

Contributor Registry Information 

from the list of available action items 

displayed on the subsequent screen. 

Note: This allows you to: 

• Register new Virtual or Physical 

contributors to a Demand Response 

Resource. 

• Modify or remove Virtual or Physical 

contributors associated to a Demand 

Response Resource. 

 

 

3.  If your organization already has a request 

open under another resource, then the 

Manage Contributor Request screen 

is displayed. 

Click Next. 

Note: It is possible to cancel the request, 

provided that the request has not passed 

final approval. 
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Step Instructions User Interface 

4.  Select a Demand Response Resource 

from the drop-down list. 

 

 

5.  

 

New Contributor Management 

Registration Request for (C&I) 

Resources 

 

The screen is populated with registration 

data for the selected resource – click Add 

Virtual Contributor or Add Physical 

Contributor (based on your 

requirements). 
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Step Instructions User Interface 

6.  

 

For virtual contributors, provide details 

for each contributor on the form (an 

asterisk indicates a mandatory item), and 

click Save Contributor to create virtual 

contributor. 

 

 

Design Updates:  

 

 The requirement to submit a record 

of installation (ROI) has been 

removed. DRMPs will now be 

required to submit a copy of an LDC 

Statement (issued within three 

months of the contributor effective 

date) with each metering installation  

 ‘Premise ID’ field is removed 

 ‘Data Acquisition Method’ 
extended to include ‘other’  

 SLD only required if the Demand 

Response type is selected as Behind 

the Meter Generation 
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Step Instructions User Interface 

7.  

 

For physical contributors, provide details 

for each contributor on the form (a red 

asterisk indicates a mandatory item). 

**Note: If the resource ID type is invalid, 

the system will check and return the 

following error message: 

“Error: NDL Resource ID not available 

where one or more parameters are not 

valid: (1) NDL Resource ID has already 

been registered as a physical contributor 

(2) Associated NDL metering installation 

active for less than two months. (3) 

Resource ID not fully registered as an 

NDL.” 

 

Click Save to add a physical Contributor. 
 

 

 

**
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Step Instructions User Interface 

8.  

 

Upon completing the forms, you can view 

added contributor(s) on the Contributor 

Management screen in the New 

Contributors Added section, and then 

click Submit. 

 

Finally, at the ‘Submit Request – 

Confirmation’ screen select Click Here 

to Finish Submission. 
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Step Instructions User Interface 

9.  Once the request has been submitted by 

the DRMP, Online IESO will generate a 

separate task for the Non-Dispatchable 

Load (NDL) Revenue Metering 

Contact to approve the capacity allocated 

to the physical contributor  

 

The NDL Revenue Metering Contact 

must log in to the Online IESO web-

based registration system in order to 

approve the request. 

 

Click ’Tasks’ on the menu bar at the top 

of the screen and Select ‘Begin 

Reviewing NDL Resources’ from the 

list of tasks.  

 

Once selected, the NDL Revenue 

Metering Contact must first Accept the 

task before completing it. 

 

Under ‘Submitted Contributors’, click 

on the Contributor ID to see contributor 

details 
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Step Instructions User Interface 

 At the next screen, review Contributor 

Details, update comments as needed, and 

click ‘Approve’.   

 

At the main screen, click ‘Submit’  
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Step Instructions User Interface 

 Finally, at the ‘Review NDL Resource – 

Confirmation’ screen select Click Here 

to Finish Submission. 

 

10.  

 

Scenario #1 – IESO Approves 

Contributor Request 

Once the IESO has reviewed and 

approved all contributor registrations 

within a request, a confirmation email 

notification is sent to the Demand 

Response Market Participant’s 

Contributor Information Contact 
(CIC) summarizing the registration 

details. 
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 Scenario #2 – IESO Rejects a 

Contributor Request 

 

Design Updates:  

 

 Monthly Contributor 

Management Registrations will be 

processed by ‘individual 

contributors’ and not by ‘monthly 

task’ 

 Registration requests will move 

forward with the contributors that 

have been approved. 

 DRMPs will be notified of all 

Rejected Contributors via email 

notification.  

 If a physical contributor has been 

rejected by the IESO or removed by 

the DRMP, the NDL Revenue 

Metering Contact of the physical 

load will receive a separate email 

notification indicating the removal of 

their facility from the Demand 

Response Resource.  

 Online IESO contributor 

management process have been 

modified to eliminate the need for 

NDL Approval before removing 

physical contributors  

 

 

--- Recipient: DRMP --- 

 

--- Recipient: NDL--- 
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Step Instructions User Interface 

  The Online IESO system will save 

the Rejected Contributor 

registration information and present 

it to the user (DRMP) for the 

subsequent month's registration with 

a "rejected" status. 
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Step Instructions User Interface 

11.  

 

Click the Reports tab, and select 

Demand Response – Contributors 

Report to view the Registered Active 

Contributors list for each zone/Demand 

Response Resource by month. 

 

Note: You can view your Site 

Registration Report (SRR) by clicking 

the hyperlinks at the bottom of the screen. 

Select Export Results to Excel to export 

the Contributors Report to Excel. 

The Contributors Report is now 

available for download as an Excel 

workbook. 

 

 

Design Updates:  

 

 Contributor Reports updated to 

include four additional columns: LDC 

Name, LDC Account #, DR Type, and 

Data Acquisition Method 
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How to Submit Demand Response Measurement Data 

 

The following table provides step-by-step instructions, with accompanying screen captures, describing how to submit demand response 

measurement data using the Online IESO web-based registration system. 

Step Instruction User Interface 

1.  Log in to the Online IESO web-based 

registration system using the following 

hyperlink: https://online.ieso.ca/suite/ 

Enter your Username and Password, 

and click Sign In. 

 

 

https://online.ieso.ca/suite/
https://online.ieso.ca/suite/
https://online.ieso.ca/suite/
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Step Instruction User Interface 

2.  Click Actions on the menu bar at the top 

of the screen. 

Click Submit Demand Response 

Measurement Data from the list of 

available action items displayed on the 

subsequent screen. 

Note: This allows you to submit Virtual 

Measurement data with a virtual meter 

point ID associated to a Demand 

Response Resource. 

 

 

3.  Select a Demand Response Resource 

from the drop-down list. 

 

Design Updates:  

 

 Measurement Data Control Sheet 

Template added to the Data 

Submission Task 

 Measurement Data Submissions 
will be triggered based on Activation 

 Each submission will require a Three 

Month Measurement Data File  
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Step Instruction User Interface 

 

 

The screen is populated with registration 

data for the selected resource – click 

Upload to locate and upload a 

measurement data file (in CSV format 

only). 

Note: The system will indicate the data 

required in the measurement submission 

(i.e., months of interest).  
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Step Instruction User Interface 

4.  

 

Example of a Failed Validation 

 

Click Validate. 

The screen is populated with results when 

the validation process is complete. 

The validation will check: 

 That the file format meets 

requirements. 

 Three months of data is submitted. 

Specific errors will be identified if the 

data does not pass validation. 

In this example, the number of records 

did not match what was expected (i.e., 

uploaded the wrong month).  
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Step Instruction User Interface 

 Example of a Passed Validation 

 

Click Validate. 

The screen is populated with the results 

when the validation process is complete. 

Important Note: The process of 

completing the validation for the three-

month file can take up to one minute 

because of the number of records. Do not 

navigate away from the screen during this 

time.  

 

 

5.  

 

A confirmation page is displayed after the 

file has been successfully validated.  

Click Finish to complete the process.  
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Step Instruction User Interface 

6.  

 

An email confirmation Notification is 

sent after the IESO has implemented and 

approved the measurement data 

submission.  

 

7.  

 

To view measurement submissions for 

each zone/DR resource by month, select 

DR Auction Measurement Data 

Submission Report in the Reports tab.  

Note: You can view all the details of your 

submissions for any previous month. 

Select Export Results to Excel to export 

the Measurement Data Submission 

Report to Excel. 
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How to Submit Audit Documentation 

 

The following table provides step-by-step instructions, with accompanying screen captures, describing how to submit Demand Response 

Audit documentation using the Online IESO web-based registration system. 

Step Instruction User Interface 

1.  Log in to the Online IESO web-based 

registration system using the following 

hyperlink: https://online.ieso.ca/suite/ 

Enter your Username and Password, 

and click Sign In. 

 

 

https://online.ieso.ca/suite/
https://online.ieso.ca/suite/
https://online.ieso.ca/suite/
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Step Instruction User Interface 

2.  A metering installations representative 

will initiate a Demand Response 

Virtual HDR Resource Audit through 

Online IESO. 

The default Deadline is set to One 

Calendar Month from the date of 

issuance for the submission of all required 

contributor documents. 

The demand response market participant 

will be notified of the audit via an 

Automated Email Message.  
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Step Instruction User Interface 

3.  The Demand Response Market 

Participant will be prompted through an 

Online IESO task to submit the required 

Audit Documentations applicable to 

the audit month 

Click Submit Demand Response 

Measurement Audit Documentation 
from the task list to upload supporting 

documentation on the subsequent screen.  
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Step Instruction User Interface 

4.  The demand response market participants 

are required to provide to the IESO a copy 

of Local Distribution Company 

(LDC) billing statement and individual 

Meter Data for all virtual contributors 

registered under the DRMP’s HDR 

Resource 

Click Submit to Validate the file 

formatting of the Measurement Data. The 

validation will check if the file format 

meets the requirements. Specific errors 

will be identified under the task 

‘Resubmit Measurement Data’ if the 

data does not pass validation. 

In this example, the number of records 

did not match what was expected (i.e., 

uploaded the wrong month).  

 

Design Updates:  

 

 Participant Agreements have been 

removed from the list of required 

supporting documentation  
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Step Instruction User Interface 

5.  The metering installations representative 

will review the documents submitted by 

the demand response market participant 

for completeness and accuracy. 

If the review produces any findings, 

contributor Audit Findings will be 

issued and the demand response market 

participant will be required to submit 

Remedial Evidence as per audit 

outcome. 

The demand response market participant 

must submit remedial evidence within the 

prescribed time frame assigned for the 

re-submission. 

Once remedial evidence is submitted, 

IESO will review the documents and 

decide whether to mark the Demand 

Response Audit as Closed or Closed 

with Observations.  
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Step Instruction User Interface 

6.  The demand response market participant’s 

Contributor Information Contact will 

be notified via an Automated Email 

Message once the audit results have been 

finalized. 
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