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1. How to Authorize as a Capacity Auction Participant (CAP)  

The following chapter pr ovides an overview, followed by step-by-step screen captures, 

describing how to authorize as a Capacity Au ction Participant (CAP) using the Online IESO 

web-based registration system. 
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Action: Manage Participation  

Step 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/
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Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click  Manage Participation from the l ist of available action items displayed on the subsequent 

screen. 
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Step 3 

The Choose Organization screen is displayed. 

Select the check box corresponding to the organization that you wish to become authorized as a 

Capacity Auction Participant (CAP), and click Next.  

 

Step 4 

The Select Participation Type screen is displayed. 

In the Action to Complete drop -down list, select Enter Market Participation, and click Next.  
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Step 5 

The Market Participation screen is displayed. 

In the Market Participation Type d rop-down list, select Capacity Auction Participant, and click 

Next. 
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Step 6 

The Required Tasks to Complete screen is displayed for your review ɬ click Proceed. 

Note:  The following required tasks are applicable only to orga nizations with Demand Response 

Resources: 

1. Submit IESO Market Entry Application Fee Payment  

2. Confirm Connectivity to IESO Information System(s)  

3. Assign Contact Role(s) 

4. Submit Banking Information  

For organizations with Capacity Generation Resources, some tasks are not required because 

they would have already been completed when the organization was first registered with the 

IESO. 
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Task: Submit IESO Market Entry Application Fee  

Step 7 

Click Tasks on the menu bar at the top of the screen. 

 

Click Submit IESO Market Entry Application Fee for < your organization> from the list of 

available tasks displayed on the subsequent screen. 

 

Step 8 

Click Yes to confirm that you accept the task. 
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Step 9 

The Submit IESO Market Entry Application Fee screen is displayed. 

Click Pay By Credit Card to link to the external website where you can make the payment. 

Note: For Market Trial testing no payment is required.  

Select the payment method that you used, and click Paid. 

 



 
 

March 2020    Online IESO Market Trial Guide: June 2020 Capacity Auction    Public 12 

Step 10 

Click News on the menu bar at the top of the screen to view the Payment Received notification . 

 

Step 11 

You will also receive an email with the subject line  Training Info for <your organization>: 

Capacity Auction Participant Requestɬ this email provides you with valuable links to training 

documents and contact information at the IESO. 
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Task: Confirm Connectivity for Access Roles  

Step 12 

Click Tasks on the menu bar at the top of the screen. 

 

Click Confirm Connectivity for Organization Access Roles for <your organization>: Capacity 

Auction Request from  the list of available tasks displayed on the subsequent screen. 

 

Step 13 

Click Yes to confirm that you accept the task. 
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Step 14 

After you confirm that you are able to access your participant reports (at the following link: 

https://repo rts.ieso.ca/private/ ) by logging in with your credentials, select the appropriate check 

box via the Confirm Connectivity to IESO Information Systems  screen, and click Confirm. 

 

Step 15 

Click News on the menu bar at the top of the screen to view the confirmation notification that 

the task has been completed. 

 

 

https://reports.ieso.ca/private/
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Task: Assign Contact Roles  

Step 16 

Click Tasks on the menu bar at the top of the screen. 

 

Click Assign Contact Roles for <your organization> from the list of avai lable tasks displayed on 

the subsequent screen. 

 

Step 17 

Click Yes to confirm that you accept the task. 
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Step 18 

The Add Mandatory Contact Roles screen is displayed. 

Select the check box corresponding to Capacity Auction Contact (listed under Contact Role 

Name), and click Assign Contacts. 

Note: During CAP authorization, the following contacts are mandatory:  

1. Capacity Auction Contact  

2. Invoicing and Banking  

These contacts are applicable to both organizations with Demand Response Resources and 

organizations w ith Capacity Generation Resources. At a minimum, one contact is required per 

Contact Role. 
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Step 19 

The Choose Contact Type for Assignment screen is displayed for your review ɬ click By Person 

to proceed. 

 

Step 20 

The Search for a Registered Person screen is displayed. 

To search for a registered person, enter the name of the registered person in the search fields, 

and click Search for Person. 
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Step 21 

If a person is registered in the IESO database, that name appears in the Search Results via the 

Select Registered Person screen ɬ select the corresponding check box, and click Next. 

Note: If a person is not already in the IESO database, you must register that individual by 

clicking Register New Person. 

 

Step 22 

Repeat Steps 18 ɬ 21 after selecting the check box corresponding to Invoicing  and Banking listed 

under Contact Role Name. 
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Step 23 

After all mandatary contact roles have been added, click Done. 

 

Step 24 

Click  News on the menu bar at the top of the screen to view the notification confirming that th is 

step has been completed. 

You will also receive an email confirmation notification with the subject line IESO Notice ɬ 

Contact Update ɬ this email confirms that the  roles have been assigned. 
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Step 25 

Assign optional contact roles (if applicable) in a similar manner to mandatory conta ct roles. 

Note: You can also add more than one person per contact role at this point. 

 



 
 

March 2020    Online IESO Market Trial Guide: June 2020 Capacity Auction    Public 21 

Task: Submit Banking Information  

Step 26 

Click Tasks on the menu bar at the top of the screen. 

 

Cli ck Submit Banking Information for < your organization>: Capacity Auc tion Request from the 

list of available tasks displayed on the subsequent screen. 

 

Step 27 

Click Yes to confirm that you accept the task. 
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Step 28 

The Submit Banking Information screen is displayed.  

All fields marked with  a red star are mandatory ɬ complete the form and click Continue.  

 

Step 29 

Click News on the menu bar at the top of the screen to view the confirmation notification that 

the form has been completed. 
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Step 30 

A second user (Primary Contact, Authorized Representative or other Invoicing and Banking 

Contact role) must log in to the Online IESO web-based registration system in order to approve 

the banking information.  

Note: If the original user tries to co mplete this task, an error message is displayed. 
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Task: Approve Banking Information  

Step 31 

The second user (separate sign-in required) must accept the task by clicking Tasks on the menu 

bar at the top of the screen, and then clicking Approve Banking Information for <your 

organization>: Capacity Au ction Request from the list of available tasks displayed on the 

subsequent screen. 

 

 

Step 32 

Click Yes to confirm that you accept the task. 
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Step 33 

Review the information in the form, confirm or edit as required, and click Approve.  

 

Step 34 

The original user can view a confirmation notifica tion that t he form has been completed by 

clicking News on the menu bar at the top of the screen. 
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Step 35 

After all tasks have been completed, click News on the menu bar at the top of the screen to view 

a confirmation noti fication.  

You will also receive a Registration Approva l Notification (RAN) in your email inbox after the 

IESO has completed the authorization process. 
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2. How to Submit a Capacity  Auction Enrollment Request  

The following flowchart and table provide  step-by-step instructions, with accompanying screen 

captures, describing how to enroll capacity using the Online IE SO web-based registration 

system. 

Note: You must receive a Registration Approval Notification (RAN) email authorizing you as a 

CAP before you can enroll capacity using Online IESO. 
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Action: Submit Capacity  Auction Enrollment  

Step 1 

Log in to the Online IESO web- based registration system using the follow ing hyperlink: 

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

Enter your Username and Password, and click Sign In. 

 

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


 
 

March 2020    Online IESO Market Trial Guide: June 2020 Capacity Auction    Public 29 

Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click Submit Capacity Auction Enrollment from the list of available action items displayed on 

the subsequent screen. 
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Step 3 

The Choose Organization screen is displayed. 

Select the option button corresponding to the desired organization, and click Continue . 
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Step 4 

The Enroll Capacity screen is displayed. As you prepare your capacity auction enrollment 

request, your draft submission will  be displayed here. 

Click Add Ne w Capacity Auction Resource and Capacity Auction Resource screen appears. 
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Step 5 

The Capacity Auction Resource screen is displayed. 

A. If you plan to participate with a resource that is registered in the IESO -Ad ministered 

Market, then select Existing ResouÙÊÌɯÐÕɯÛÏÌɯËÙÖ×ɯËÖÞÕɯÉÖßɯÉÌÚÐËÌɯÛÏÌɯÛÌßÛɯȿ ËËɯ

"È×ÈÊÐÛàɯ ÜÊÛÐÖÕɯ1ÌÚÖÜÙÊÌɯÍÖÙɀȭɯ/ÙÖÊÌÌËɯÛÖɯ2ÛÌ×ɯƚȭ 

B. If you plan to participate with a resource that is not currently registered in the IESO - 

Administered Market, then select New R esource in the drop down box beside the text 

ȿ ËËɯ"È×ÈÊÐÛàɯ ÜÊÛÐÖÕɯ1ÌÚÖÜÙÊÌɯÍÖÙɀȭɯ3ÏÐÚɯÖ×ÛÐÖÕɯÐÚɯÈÝÈÐÓÈÉÓÌɯÖÕÓàɯÍÖÙɯËÌÔÈÕËɯÙÌÚponse 

resources. Proceed to Step 7 

C. If you plan to participate with a System -Backed Import, then select System-Backed 

Import in the  ËÙÖ×ɯËÖÞÕɯÉÖßɯÉÌÚÐËÌɯÛÏÌɯÛÌßÛɯȿAdd Capacity Auction  1ÌÚÖÜÙÊÌɯÍÖÙɀȭɯ

Proceed to Step 8. 
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Step 6 

This step applies only if you selected Existing Resource. 

Use the drop down boxes to filter for Type and Zone to filter your list of available resources.  

Once you have selected the Resource, click Add.  
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Step 7 

This step applies only if you selected New Resource. 

Use the drop down boxes to choose a Type and Zone that would apply to the new resource. 

These parameters will apply to the potential Capacity Auction Resource and affect your 

capacity enrollment and offer submission.  

Once you have selected the Resource, click Add.  
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Step 8 

This step applies only if you selected System-Backed Import. 

Use the drop down boxes to choose an Interface that would apply to the import . 
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Step 9 

The Capacity Auction Resource details screen is displayed. 

Enter the Name for your Capacity Aucti on Resource. If you selected an existing resource, that 

resource name is entered as a default. 

Enter the Enrolled Capacity (MW) for the appl icable obligation periods.  

Note: The maximum value available to be inputted for enrolled capacity summer or winter is 

the minimum between maximum physical capability of that resource (located below Associated 

Energy Resource) and the limits shown in the column(s) before the Enrolled Capacity (MW) 

column. 

Click Update.  
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Step 10 

If you are enrolling the following Capacity Auct ion Resources, you will be prompted to submit 

an Attestation: 

¶ Capacity Generation Resource 

¶ Capacity Import Resource 

¶ Capacity Storage Resource 

Press Click Here. 
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Step 11 

The Accept or Reject Attestation screen is displayed. 

You can download a copy by clicking Download the attestation.  

Select I have read the entire attestation checkbox. 
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Step 12 

If your capacity auction enrollment requ est includes multiple capacity auction resource types, 

you may be required to submit multiple attestations. Click Next to view and accept each 

attestation. 

Once all attestations have been accepted, click Submit. 
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Step 13 

The Enroll Capacity screen is displayed. To submit all the capacity auction resources, you are 

required to provide the deposit information.  Click the option button corresponding to either 

Cash or Letter of Credit to indicate the Expected Payment Method for your deposit ɬ additional 

instru ctions are displayed for the chosen payment method. 

Not e: If you choose Letter of Credit, you must also provide the name of the bank that you wish 

to use. You may also enter additional information concerning the deposit payment in the 

Comments field if you  choose. Click Submit.  
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Step 14 

A dialog box is displayed showing your Estimated Auction Deposit Balance ɬ click Yes to 

confirm your submission.  
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Task: Submit Capacity  Auction Depo sit  

Step 15 

The IESO will review your submi ssion. When accepted, you will receive a task. 

Click Tasks on the menu bar at the top of the screen. 

Click Submit 2020 Capacity Auction Deposit for <Your Organization> from the list of available 

tasks displayed on the subsequent screen. 

Click Yes to confirm that you accept the task. 
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Step 16 

The Capacity Auctio n Deposit task is displayed. 

Select the Payment Method and enter the amount in the Actual Deposit Paid field. Note: If you 

ÚÌÓÌÊÛɯȿ"ÈÚÏɯÈÕËɯ+ÌÛÛÌÙɯÖÍɯ"ÙÌËÐÛɀȮɯàÖÜɯÞÐÓÓɯÉÌɯÙÌØÜÐÙÌËɯÛÖɯÚÜÉÔÐÛɯÛÏÌɯÈÔÖÜÕÛɯÍÖÙɯeach. 

Click Submit.  
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After IESO approves your deposit submission, you will receive an email denoting your 

enrollment completion in addition to summarizing your submission.  
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3. How to Offer Capacity  into the Auction  

The following table provides step -by-step instructions, with accompanying screen captures, 

describing how to offer capacity into the auction using the Online IESO web -based registration 

system. 
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Action: Submit Capacity  Auction Offer  

Step 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/
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Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click Submit Capacity Auction Offer from the list of available action items displayed on the 

subsequent screen. 
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Step 3 

The Submit Capacity Auction Offer ɬ Select Organization screen is displayed. 

Select the option button corresponding to the desired organization, and click Continue.  

 

Step 4 

A list of existing offers for you r organization, if any, is displayed. You have the option to either 

update any of these existing offers, or create a new offer. 

To create a new offer, click Create New Offer. 
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Step 5 

Select the desired Obligation Period (i.e., Summer or Winter), from the Obligation Period drop 

down list.  

Select the Capacity Auction Resource for which you wish to submit an offer.  

Submit your offer by first e ntering the price and quantity for each Lamination.  

 

Note: Your offer can include up  to 20 laminations ɬ you must select a flag to indicate if any 

given quantity is to be provided in full or as partial for each lamination.  

Click Submit to complete the off er. 
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4. How to Authorize as a Capacity Market Participant (CMP)  

The following flow ch art and table provides step-by-step instructions, with accompanying 

screen captures, describing how to become authorized as a Capacity Market Participant (CMP) 

using the Onl ine IESO web-based registration system. 
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Action: Manage Participation  

Step 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. 
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Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click Manage Participation from the list of available  action items displayed on the subsequent 

screen. 
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Step 3 

The Choose Organization screen is displayed. 

Select the check box corresponding to the organization that you wish to become authorized as a 

Capacity Market Particip ant (CMP), and click Next.  

 

Step 4 

The Select Participation Type screen is displayed. 

In the Action to Complete drop -down list, select Enter Market Participation, and click Next.  
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Step 5 

The Market Participation screen is displayed. 

In the Market Partic ipation Type drop -down list, select Capacity Market Participation, and click 

Next. 

Note: An organization will only be able to complete the Capac ity Market Participant 

ÈÜÛÏÖÙÐáÈÛÐÖÕɯÐÍɯÛÏÌàɀÝÌɯÙÌÊÌÐÝÌËɯÈɯÊÈ×ÈÊÐÛàɯÖÉÓÐÎÈÛÐÖÕɯÍÖÙɯÈÕɯÜ×ÊÖÔÐÕÎɯÊÈ×ÈÊÐÛàɯÈÜÊÛÐÖÕȭ 
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Step 6 

Select the appropriate check boxes to select the Market Participant Role(s) for your organization. 

Note: You can select multiple roles. If multiple organizations will take on roles, select only the 

role that applies to you.  

The CAP must become the CMP - Owner.  

The following st eps assume that you are taking on all four roles. 

Click Next to proceed. 

 



 
 

March 2020    Online IESO Market Trial Guide: June 2020 Capacity Auction    Public 56 

Step 7 

Online IESO automatically determines the next steps and displays these steps on the Required 

Tasks to Complete screen (depending on the roles selected). 

Make note of these tasks, and click Proceed. These tasks will also be shown on the News screen. 

Note: If you are new organization to IESO you will b e required to submit the entire next set of 

required tasks. 
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Task: Submit Emergency Preparedne ss Plan 

Step 8 

Click Tasks on the menu bar at the top of the screen. 

 

Click Upload Emergency Preparedness Plan for <your organization> from the list of available 

tasks displayed on the subsequent screen. 

 

Step 9 

Click Yes to confirm that you accept the task. 
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Step 10 

Click Accept at the top of the Submit Emergency Preparedness Plan screen, click Upload to 

attach the Emergency Preparedness Plan PDF file, and click Submit. 

If your organization has previously submitted the Emergency Preparedness Plan, then  it will be 

available for selection or you can choose to upload a new plan. 

Further inst ructions on how to complete an Emergency Preparedness Plan are available on the 

IESO website by following  the link: http://www.ies o.ca/en/ in the Sector- Participants - System- 

Reliability  - Emergency-Preparedness section. 

  

http://www.ieso.ca/en/
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Task: Confirm Connectivity for Access Roles  

Step 11 

Click Tasks on the menu bar at the top of the screen. 

 

Click Confirm Co nnectivity for Organization Access  Roles for <your organization>fr om the list 

of available tasks displayed on the subsequent screen. 

 

Step 12 

Click Yes to confirm that you accept the task. 
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Step 13 

Separately, confirm that your organization can connect to the tasks listed, then select the 

appropriate check box(es) via the Confirm Connectivity to IESO Information Systems screen, 

and click Confirm . 

 



 
 

March 2020    Online IESO Market Trial Guide: June 2020 Capacity Auction    Public 61 

Task: Assign Contact Roles 

Step 14 

Click Tasks on the menu bar at the top of the screen. 

 

Click Assign Contact Role(s) for <your organizati on> from the list of available tasks displayed 

on the subsequent screen. 

 

Click Yes to confirm that you accept the task. 

 

Note: A CMP has more mandatory contact roles than a CAP. 
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Step 15 

Online IESO automatically determines the contact roles that apply to the CMP roles that you 

previously selected. 

Note: Mandatory Contact Roles are the same for both organizations with a Capacity Generation 

Resource, and organizations with Demand Response Resources. 

Select the contact role that you wish to assign (you must assign roles one-at-a-time), and click 

Assign Contacts. 

At a minimum, one contact is required per Contact Role. If you already have pre -existing 

contacts assigned, then you are not required to assign any additional contacts. 
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Step 16 

The Choose Contact Type for Assignment screen is displayed ɬ review and cli ck By Person. 

 

Click Search for Person to search for a person registered in the IESO database. 
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Step 17 

If a person is registered in the IESO database, that name appears in the Search Results via the 

Select Registered Person screen ɬ select the corresponding check box, and click Next. 
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Step 18 

Note: If a person is not already in the IESO database, you must register that individual by 

clicking Register New Person, and providing their contact infor mation. 

 

Repeat for each contact role ɬ once all mandatory roles have been assigned, click Done. 
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Step 19 

After all roles are filled with the appropriate registered person(s), the Add Mandatory Contact 

Roles screen is displayed ɬ click Done. 
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Step 20 

The Assign Optional Contact Roles screen is displayed ɬ click Done. 

 

Step 21 

You can verify completion on the News screen and viewing a notification that contact roles 

assignment has been completed. 
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Task: Show PSO 

Step 22 

Click Tasks on the menu bar at the top of the screen. 

 

Click Show PSO for <your organization> from the list of available tasks displayed on the 

subsequent screen. 

 

Click Yes to confirm that you accept the task. 

 

Note: This task is made available after the Prudential Requirements contact is assigned as part 

of Assign Contact Role(s).  
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Step 23 

The Capacity Prudential Support Information screen is displayed - click Submit. 

 



 
 

March 2020    Online IESO Market Trial Guide: June 2020 Capacity Auction    Public 70 

Task: Submit PSP 

Step 24 

Click Tasks on the menu bar at the top of the screen. 

 

Click Show PSO for <your organization> from t he list of available tasks displayed on the 

subsequent screen. 
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Enter the required prudential support obligation amount in the Actual Amount to be Posted 

field, select the Payment Method from the Payment Method drop -down list (the Letter o f Credit 

must be provided per the template), enter bank name in the Bank field, and click Submit to 

confirm the information submission.  
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5. How to Register /Update Virtual Demand Response Resources  

The following table provides step -by-step instructions, w ith accompanying screen captures, 

describing how to register/update virtual Dem and Response Resources using the Online IESO 

web-based registration system. 
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Action: Manage Resources 

Step 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/
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Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click Manage Resources from the list of available action items displayed on the subsequent 

screen. 
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Step 3 

The Manage Resources screen is displayed. 

Select the option button corresponding to Register Resources for Virtual Capacity Obligations, 

and click Next.  

 

Step 4 

Select the appropriate organization fr om the Owner Organization drop - down list, and click 

Next. 

Step 5 

The Request New Virtual Resource(s) screen is displayed. 

Select the check box corresponding to the zone(s) requiring a resource, and click Next. 
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Step 6 

Identify the Metered  Market Participant (MMP), the R egistered Market Participant (RMP), and 

the Virtual DR Resource Type for each resource, and click Submit Request. 

Note: After the IESO approves the resource modelling name, another task is initiated. 
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Step 7 

The Manage User ɬ Resource Relationship screen is displayed. 

Select the appropriate resource(s), and click Add Selected User(s) to all Resources. 
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Step 8 

Review/confirm your selection, and click Submit. 
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Step 9 

The Confirm User ɬ Resource Relationship Changes screen is displayed. 

Click Confirm.  

Note: The IESO issues a Registration Approval Notice (RAN) after completing an assessment of 

the submission. 
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6. How to Assign a Resource to Capacity Obligation  
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Action: Assign Resource to Capacity  Auction Ob ligations  

Step 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/
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Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click Assign Resource to Capacity Auction Obligation from the list of available action items 

displayed on the subsequent screen. 

Important Note: Follow the steps indicated below, based on your resource type: 

¶ Physical Obligations: Steps 3 ɬ 7. 

¶ Virtual Obligations: Steps 8ɬ 9. 
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Step 3 

The Assign Resource to Capacity Obligations screen is displayed. 

Select the Capacity Market Participant. Online IESO will pre -select the available actions. Select 

the Action and Commitment Ye ar, if needed. 

Click Next.  
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Step 4 

You will see your capacity obligations for the selected commitment period.  

Choose the desired capacity obligation and click ASSIGN RESOURCE. 
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Step 5 

Your available resources will be shown. Select one resource that wil l satisfy the capacity 

obligation and click ADD RESOURCE ASSIGNMENT.  

Click SUBMIT at the bottom of the page. 

 

Step 6 

Click Yes to confirm the assignment. 
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Step 7 

Upon approval, you will receive an email summarizing the resource assignment.  
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7.  How to  Manage Cont ributors for Hourly Demand Response 

Resources 

Note: This section is not within the scope of the Market Trial, and is provided here only for your 

reference. 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. 
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Action: Manage Demand Response Contributor Re gistry Information  

Step 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/
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Step 2 

Click Actions on the menu bar at the top of the screen. 

 

Click Manage Demand Response Contributor Registry Informati on 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. 

Step 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 4 

Select a Demand Response Resource from the drop- down list.  

Important Note: Follow the steps indicated below, based on your resource category: 

Commercial and Institutional (C&I) Res ources: Steps 5 ɬ 11. 

Residential Resources: Steps 12 ɬ 17. 

 

Step 5 (C&I)  

Commercial and Institutional (C&I) Resources  

The screen is populated with registration data for the selected resource ɬ click Add Virtual 

Contributor or Add Physical Contributor (based on your r equirements). 
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Step 6 (C&I)  

For virtua l contributors, provide details for each contributor on the form (a red asterisk 

indicates a mandatory item), and click Save Contributor to create virtual contributor . 
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Step 7 (C&I)  

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: 

Ɂ$ÙÙÖÙȯɯ-#+ɯ1ÌÚÖÜÙÊÌɯ(#ɯÕÖÛɯÈÝÈÐÓÈÉÓÌɯÞÏÌÙÌɯÖÕÌɯÖÙɯÔÖÙÌɯ×ÈÙÈÔÌÛÌÙÚɯÈÙÌɯÕÖÛɯÝÈÓÐËȯɯȹƕȺɯ-#+ɯ

Resource ID has already been registered as a physical contributor (2) Associated NDL metering 

ÐÕÚÛÈÓÓÈÛÐÖÕɯÈÊÛÐÝÌɯÍÖÙɯÓÌÚÚɯÛÏÈÕɯÛÞÖɯÔÖÕÛÏÚȭɯȹƗȺɯ1ÌÚÖÜÙÊÌɯ(#ɯÕÖÛɯÍÜÓÓàɯÙÌÎÐÚÛÌÙÌËɯÈÚɯÈÕɯ-#+ȭɂ 

Click Save, and then to complete the submission, select Click Here to Finish Submission. 
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Step 8 C&I)  

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.  
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Step 9 (C&I)  

An email confirmation notification is sent.  
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Step 10 (C&I)  

Click the Reports tab, and select Demand Response ɬ 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 wo rkbook.  
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Step 11 (C&I)  

Click the desired Site Registration Report (SRR), and use the pop-up on the screen to download 

the file. 

 

Step 12 (Res) 

Residential Resources 

The Contributor Management screen is populated with registration data for the selected 

resource ɬ click Add Monthly Re sidential Contributor Group.  
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Step 13 (Res) 

Enter Contributor Details, and upload the Contributor list file.  

 

Click Save to create the new Residential Contributor. 

Contributor List format:  

 










