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1.

Purpose

The OEB’s 2019-2022 Business Plan, together with OEB’s Strategic Blueprint,
emphasises on an efficient, innovative and consumer-centric approach. Pivotal UX
supports the OEB’s goals to modernize, and make regulatory systems robust and more
efficient.

The system provides an intuitive interface to reduce reporting time, increase efficiency
and make the RRR filing process more user friendly.

Immediate benefits offered by Pivotal UX include:

Self-service password control

Smart forms that provide pop-up alerts describing any reporting errors and
locating where the error is made

Auto-calculated fields

Flexibility to file RRR via Microsoft Edge/Internet Explorer or Google Chrome
Ability to save any work in progress

Ability to export or print RRR reports in editable or read-only formats such as MS
Word, MS Excel, RTF, PDF, CSV, XML and Crystal Reports

Ability to export data from the forms to MS excel

The UX platform also enables the opportunity for future enhancements through
upgraded features that will improve user experience.

Pivotal UX User Guide for Natural Gas Distributors
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2. Login and Change Password

The Pivotal UX can be accessed through either Microsoft Edge/Internet Explorer 10+ or
Chrome 38+. The Pivotal UX login webpage is shown in Figure 1.

Figure 1: Pivotal UX Login

» Ontario
Energy
Board

Or

URL

Gas distributors can add this link (https://p-pes.ontarioenergyboard.ca/PivotalUX/) to
their preferred browser to access the Pivotal UX login webpage.

Login

Existing RRR users can use their e-Filing Services user credentials for logging in to
Pivotal UX.
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Change Password

Users can follow these steps to change the password in Pivotal UX.

Step 1: Click on “Forgot your Password” on the OEB’s Pivotal UX login webpage.
Step 2: Enter the email address registered with the OEB as shown in Figure 2.

Figure 2: Password Recovery

» Ontario
Energy
Board

Nl
Ontario

Password Recovery

Please enter the Email associated with your account and
then click Continue to change your password

Step 3: An email will then be sent to the registered email address containing more
information about how to change the password. Click on the link and change the
password.

Pivotal UX User Guide for Natural Gas Distributors 6
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3. User Support

Users have access to support such as Pivotal UX User Guide and training videos in
Pivotal UX. All the user support materials, including this user guide, can be viewed in
the Action Center.

By clicking on the relevant links, the user can either view the web version of the user
guide or watch the various training videos. See Figure 3.

Figure 3: User Support

ACTION CENTER
E Default v
Action Center
USER SUPPORT ad
My Cases
Document Name Document Type
B FTETETS [X Pivotal UX User Guide for Natural Gas Distributors PDF
B RRRFilings Views Training Video
RRR Fiiings B Export Data Training Video
E"_; B Export Report Training Video
EDA;dmn"al @ Submit RRR Filings Training Video
Reporting
l B Submit RRR Revision Request Training Video
T V_Ein" B RRR Revision Request Status Training Video
R t
S B Self Service Password Control Training Video
SOP Application
SOP:View Work-in-
Progress
Submit an Application
MY FILING COMPANIES (3) ] :.’i’
B ORI
Submit Other
Documents (mF=] Company Name 1 Licence Number Address line 1 City
% () & TestGas Distributor GD 44 Queen St London
a E* (O & 0id Test Gas Distributor 100 Strathroy

What is Action Center?

The purpose of Action Center for accessing user support materials and directly go to the
desired filing company. The “Action Center” is the top most button located on the
navigation bar. The purpose of navigation bar is explained in the following section.

Pivotal UX User Guide for Natural Gas Distributors 7
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4. RRR Filings Views

The following section outlines the different views of RRR Filings in Pivotal UX.

4.1. Choose Reporting Period

After logging in with the registered username and password, click on the “RRR filings”
button located on the navigation bar (#1). Click on the company name from the list of
your filing company names. This will show the company details and reporting years as
shown in Figure 4.

Figure 4: Choose Reporting Period

TEST GAS DISTRIBUTOR, LONDON: CORPORATION GD ISSUED

Test Gas Distributor

LICENCE

(Gas Distributor

Issued May 31,2020
CHOOSE ELECTRICITY REPORTING YEAR
Os eI

CHOOSE GAS REPORTING YEAR
Os vER |

o8& s

1. This is a navigation bar which will be present throughout the RRR filings or
revision request process. Through this navigation bar users can perform tasks
such as RRR filing, RRR revision request, etc. At the top of the navigation bar,
there is a feature titled “Action Center”, which allows the users to create a custom
dashboard to track any of their RRR data. Additionally, the Action Center also
houses training videos on Pivotal UX.

2. This is a navigation bar and features four options namely Choose Reporting
Period, Summary, Contacts and Affiliates. The options are briefly described
below:

Pivotal UX User Guide for Natural Gas Distributors 8
November 2019



Ontario Energy Board

Choose Reporting Period: For accessing RRR forms click on “Choose Reporting
Period”. This will then prompt the user to click on the desired RRR Reporting
Schedule and finally the annual and quarterly RRR filings. This RRR navigation
bar will disappear once the reporting year from the “Choose Reporting Period” is
selected.

Summary: Clicking on this tab will open company details, address and
connections (details of registered users).

Contact: Clicking on this tab will open registered user’s contacts.
Affiliates: Clicking on this tab will open affiliate names.

3. This displays the selected company’s information and lists reporting years. Click
on “Choose Gas Reporting Year” for accessing RRR forms. As an example click
2019 as Reporting Year for entering annual 2018 data.

4. This is a menu bar which will be present throughout the RRR filing or revisions
request process. Through this menu bar users can perform tasks such as Add
group, Form refresh and Print All. The add group feature lets the user arrange
favorites under a designated group title.

5. This is the header which will be present throughout the RRR filing or revision
request process, but will reflect the title of the current layout with information such
as distributor name, type, filing year and form status. Notice that on the right hand
side of the header there is “Add Favorite” and “Menu” option, whereas, on the left
hand side there is “Navigation” and “Back arrow” option. The “add favorite” feature
lets the user create a shortcut of the current view in the menu bar.

Also notice that an icon (-) appears when the export data feature is selected.
Clicking on this icon will open a sub-window from where the exported data can be
downloaded. Pivotal UX does not keep a cache of exported files, hence the
exported files are only available in the particular session.

6. Right under the menu bar there is the “settings” and “log out” option. Before
logging out ensure that the filing is saved and the correct status (“Not Started”,
“Work in Progress” or “Submitted”) is displayed.

Pivotal UX User Guide for Natural Gas Distributors 9
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4.2. RRR Reporting Schedule

After selecting a reporting year from “Choose Gas Reporting Year”, the RRR reporting
schedule will appear as shown in Figure 5. The purple callout boxes as shown in the
figure below are provided here only for the purpose of explanation.

Figure 5: RRR Reporting Schedule

2045 FOR TEST GAS DISTRIBUTOR, LONDON: CORPORATION GD ISSUED

COMPANY'S YEAR
PG vEAR coupa @ g ¥

Test Gas Distributor, London: Corporation GD Issued

JANUARY 31
[) g9 REFORTNGPERIOD | STATUS LATEST SUBMISSION DATE

FEBRUARY 28/29
[0 £ REPORTINGPERIOD T STATUS LATEST SUBMISSION DATE

RRR Filings

ED Additional

Re
i APRIL 30 [ Annual Filings - Previous Year
[0 g REPORTING PERIOD 1 STATUS LATEST SUBMISSION DATE Quarterly Filings - Q4, Previous
RRR Revision Year
Requast u} —
Q r

SOP Application

&

SOP View Work-in-
rogress

Submit an Application

Submit Other
Documents

E]
o o

AUGUST 31 [

(m] REPORTING PERIOD 1 STATUS  LATEST SUBMISSION DATE —l

Quarterly Filings - Q2, Current Year

NOVEMBER 30 ' §
[ g8 REPORTINGPERIOD 1 STATUS LATEST SUBMISSION DATE —l

Quarterly Filings - Q3, Current
Year

MAY 31
(m] REPORTING PERIOD 1 STATUS  LATEST SUBMISSION DATE i ——l Quarterty Filings - Q1, Current Year J

7. This section displays all the annual and quarterly reporting periods for the
reporting year. This will also show the status of your RRR filings (“Not Started”,
“‘Work in Progress” or “Submitted”) and latest submission date of the particular
annual or quarterly RRR filings. Users can select the reporting period as follows:

e The April folder to report the annual and Q4 filings for the previous year;
e The May folder to report the Q1 filing for the current year;

e The August folder to report the Q2 filing for the current year;

e The November folder to report the Q3 filing for the current year.

Pivotal UX User Guide for Natural Gas Distributors 10
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4.3. RRR Forms

Once the required annual or quarterly filing is selected a screen for RRR filings appears
as shown in Figure 6. The RRR navigation bar (#2) reappears to help navigate to the
desired RRR form. Selecting one of the listed options will show the desired RRR filings
(#8).

Figure 6: RRR Forms

= PIVOTAL APRIL - 2045

Action Center GAS RRR FILING SUMMARY FOR PERICD

REPORTING PERIOD Funa Ve staus

- v Gas Disiributor, London: C GD lssued Not Started

My Cases suBMISSION DUE EXTENSION DEADLIE EXTENSION GRANTED
Apr 302045

o~ LATEST SUBMISSION DATE REVISIGH AFTER DEADUNE [E—

Case Documents Test Gas Distributor

RRAR Filings

G2.1.7 TRIAL BALANCE
[ & REPORTVERSION | STATUS DUE FROM PERIOD TOPERIOD SUBMITTERNAME  SUBMITTED SUBMITTER
ON

os 0 Not Started Apr302019  January 1, 2018 December 31, 2018

ED Additional
Reporting G2.1.8 AFFILIATE TRANSACTIONS

B O & REPORT STATUS Due FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
Fli VERSI\UN oN

RRA Revision
Raquest mE-K) Not Staried Apr302019  January1, 2018 | December 31, 2018

Q

G.2.1.9 SERVICE QUALITY REQUIREMENTS (SQR)
SOP Application

REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTERNAME  SUBMITTED SUBMITTER
=2 e

B \dEHEl\DN

5‘“’;‘1":"“ n- [m =] Not Started Apr 30,2019 y December 31, 2018 | Joanne Trinca finca, Joanne. +1 (519) 496-4617 JTi@test com
Togress
G2.1.10 EXCEPTIONS/AMENDMENTS TO PURCH/ACQUIS
Submil an Application a REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
ON

VERSION
i

‘Submit Other
Dacuments

B
& &

nE=-K) Not Started Apr302019  January?, 2018 | December 31, 2018

8. This is the section for accessing the desired form. For example, the above
screenshot shows the “Annual Gas Distributor Filing Forms 2.1.7-2.1.10” from the

RRR navigation bar (#2). Clicking the enter form icon ( = ) under any of the
desired RRR form titles will open the standard form template for entering RRR
data.

Pivotal UX User Guide for Natural Gas Distributors 11
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5. Submit RRR Filings

The following section outlines the key activities performed when submitting RRR Filings.

5.1. Select Company Name

After logging in, the user has to select a company name from the list of companies and
follow the steps given below.

Step 1: On the left-hand column, please select “RRR Filings”.

Step 2: From the list of companies, select your company by clicking this icon ( = )
beside the company name. See Figure 7.

Figure 7: List of Companies

SELECT A COMPANY
H BASIC SEARCH v
cion Conter M) | v [selecta Company |~
_ RESULTS
= Companies (3)
My Cases
D A d Company Name L Licence Number Address line 1 City
8 O B Test Gas Distributor e} 44 Queen St London
Case Document LI () & Old Test Gas Distributor 100 Strathroy
RRR Filings
0 Addtona
Reporting
RRR Revision
Request
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5.2. Access RRR Forms

The examples below cite quarterly and annual gas distributor filings G2.1.1 (NPV and
Profitability Index) and G2.1.7 (Trial Balance) respectively due by April 30 .

Please follow the steps given below to access any of the annual or quarterly filings.

Step 1: Click on “Choose Gas Reporting Year” as shown in Figure 4 to select

reporting year.

Step 2: Select RRR reporting schedule as briefed in section 4.2.

Step 3: Select the desired filing type (annual or quarterly) from the RRR navigation
bar (refer Section #2). Depending on the filing type selected, the corresponding RRR
forms would then appear on the RRR Forms Screen as shown in Figure 8.

In Pivotal UX the RRR navigation options are shown vertically. The Annual Gas
Distributor Filing Forms are grouped in two tabs: G2.1.7 — G2.1.10 and G2.1.11 —

G2.1.19.

Figure 8: Annual and Quarterly Filings

GAS RRR FILING SUMMARY FOR PERIOD
REPORTING PERIOD FILING YEAR STATUS
April 2045 for Test Gas Distributor, London: Corporation GD Issued Not Started
SUBMISSION DUE EXTENSION DEADLINE EXTENSION GRANTED
Apr 30,2045
LATEST SUBMISSION DATE REVISION AFTER DEADLINE COMPANY NAME
ii Test Gas Distributor
Annual Gas G2.1.7 TRIAL BALANCE
¢ Fiiing (J &= REPORTVERSION | STATUS DUE FROM PERIOD TO PERIOD SUBMITTERNAME ~ SUBMITTED SUBMITTER
ON
0os K 0 | Not Started Apr30,2019 | January 1, 2018 December 31, 2018
G2.1.8 AFFILIATE TRANSACTIONS
REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
us VERSL\ON ON
o8 o Not Started Apr30.2019  January 1, 2018 December 31, 2018
G.2.1.9 SERVICE QUALITY REQUIREMENTS (SQR)
REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
mh= VERSL\ON ON
mE= Not Started Apr30.2019  January 1, 2018 December 31,2018 | Joanne Trinca Trinca, Joanne; +1 (519) 496-4617 JT@test com
G2.1.10 EXCEPTIONS/AMENDMENTS TO PURCH/ACQUIS
REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
us VERSI\DN ON
s o Not Started Apr30.2019  January 1, 2018 December 31, 2018

Pivotal UX User Guide for Natural Gas Distributors
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Distributor Fi ing|

Forms

GAS DISTRIBUTOR FILING SUMMARY FOR PERIOD

REPORTING PERIOD FILING YEAR STATUS
April 2045 for Test Gas Distributor, London: Corporation GD Issued Not Started
SUBMISSION DUE EXTENSION DEADLINE EXTENSION GRANTED
Apr 30,2045
SUBMISSION DATE REVISION AFTER DEADLINE
COMPANY

Test Gas Distributor, London: Corporation GD Issued

2.1.1 NPV AND PROFITABILITY INDEX _

[0 & REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTERNAME ~ SUBMITTED
VERSION ON
!
G =] Not Started Apr 30,2019 Qctober 1, 2018 December 31, 2013

2.1.2 GAS /NON-GAS SUPPLY DEFERRAL ACCOUNT

[ & REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME ~ SUBMITTED
VERSION ON
!
D =] Not Started Apr 30,2019 Qctober 1, 2018 December 31, 2018

SUBMITTER

SUBMITTER

Step 4a: Click the enter form icon ( = ) under G2.1.7 form title to access the form.
The RRR navigation bar shows all accounts grouped in three tabs 100 — 179, 180 —
290, 300 — 339 as well as Schedule 1 and Trial Balance Summary as shown in
Figure 9. Or,

Figure 9: Sample Annual RRR Form

G.2.1.7; 0; NOT STARTED; ; APRIL

™

Accounts 100 -

Clicking Checkmark at the top of the page will not automatically submit this filing. To SUBMIT this filing, click on the SUMMARY/SUBMIT tab, scroll to the end of the page, select Yes in the Submit drop down then click the Checkmark

button

REPORT SUMMARY

FILING YEAR FILING NAME FILING DESCRIPTION
2045 G217 Trial Balance
RRRFILING NO REPORTING PERIOD EXTENSION GRANTED
25616 April - 2045

REPORT VERSION DUE EXTENSION DEADLINE
0 Apr 30,2019

STATUS SUBMITTED ON SUBMITTER NAME
Not Started

LICENCE TYPE FROM PERIOD TO PERICD
Distributor January 1, 2018 December 31, 2018
COMPANY EXPIRY DATE

Test Gas Distributor, London: Corporation GD Issued Dec 31,2019

PROPERTY, PLANT AND EQUIPMENT

() ACCOUNTNO T ACCOUNT DESCRIPTION AMOUNT
0 1o Utility Plant in Service

0 101 Utility Plant Leased to Others

0 12 Utility Plant Held for Future Use

g 103 Retirement Work In Progress

D 104 Utility Plant Acquisition Adjustments

D 105 Accumulated Depreciation - Utility Plant

O s Accumulated Amortization - Utility Plant

D 108 Accumulated Amortization - Utility Plant - Acquisition Adjustme

0 10 Other Utility Plant

Pivotal UX User Guide for Natural Gas Distributors
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Step 4b: Click on enter form icon ( *= ) under G2.1.1 form title to access the form.
The RRR navigation bar shows all the entry forms in three different tabs — Table A:
Summary Info, Table B: NPV Negative Performance and Table C: Pl Below 0.8 as
shown in Figure 10.

Figure 10: Sample Quarterly RRR Form

X

Clicking Checkmark at the top of the page will not automatically submit this filing. To SUBMIT this filing, scroll to the end of the page, select Yes in the Submit drop down then click the Checkmark button
TABLE A: REPORT SUMMARY

YEAR FILING FORM NAME FILING FORM DESGRIPTION
2045 G211 EBO 188 - NPV & PI

RRR FILING NO REPORTING PERIOD GAS EXTENSION GRANTED

25625 April - 2045

REPORT VERSION DUE EXTENSION DEADLINE
0 Apr 30,2019

STATUS SUBMITTER NAME SUBMITTED ON
Not Started

LICENGE TYPE COMPANY
Distributor Test Gas Distributor, London: Corporation GD Issued

FROM PERIOD TO PERIOD EXPIRY DATE %
October 1, 2018 December 31, 2018 Dec 31,2019

INSTRUCTIONS

A Please il in the information relating to the utility's net present value and profitability index of the utility’s rolling distribution system expansion project for the 12-month period, referenced in EBO 188, Appendix B Section 1.2 in Table A
B. In the rolling project portfolio, if the NET PRESENT VALUE (NPV) is NEGATIVE please explain the reason in each row marked (B) in Table A The NPV should be rounded to a whele number in ach row marked (A} in Table A

C.In the rolling project portfolio,if the PROFITABILITY INDEX (PI) is BELOW 0.8 please explain the reason in each row marked (D) in Table A. The Pl should be rounded to the first decimal number (e.g. 1.19=>1.2,23=> 2) in each row
marked(C} in Table A

D. IMPORTANT: IF NPV IS NEGATIVE AND/OR THE PI IS BELOW 0.8 in Table A, the utility is required to submit information in Table B & Table C respectively.

FOR THE QUARTER ENDING

December 31, 2018

NET PRESENT VALUE (NPV} 12 MONTH (4)% EXPLAIN NEGATIVE NPV (8]
FROFITABILITY INDEX PI 12 MONTHS (C)* EXPLAIN PI BELOW 0.8 (D)
SUBMIT?

SUBMIT FORM

Step 5: Click on the desired tab from the RRR navigation bar to access the RRR
reporting form template and enter the data.

Pivotal UX User Guide for Natural Gas Distributors 15
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5.3. Submit and View RRR Filings

The following topic describes the process and features of Pivotal UX for entering, saving
and submitting RRR forms.

Stepl: Access the desired form as per the instructions in the previous topic. In this
example, G2.1.9 Service Quality Requirement (SQR) is selected. The status shows
“not started” as shown in Figure 11.

Figure 11: View RRR Filing Status

APRIL - 2047

GAS RRR FILING SUMMARY FOR PERIOD

REPORTING PERIOD FILING YEAR STATUS
April 2047 for Test Gas Distributor, London: Corporation GD Issued Not Started
SUBMISSION DUE EXTENSION DEADLINE EXTENSION GRANTED
April 30, 2047

LATEST SUBMISSIGN DATE REVISION AFTER DEADLINE GOMPANY NAME

Test Gas Distributor

i.

Annual Gas

G2.1.7 TRIAL BALANCE
mE= REPORT VERSION | STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME SUBMITTED SUBMITTER
ON

o= 0 | NotStarted April 30,20 | January 1, 2018 December 31, 2012

G2.1.8 AFFILIATE TRANSACTIONS

) & REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME ~ SUBMITTED SUBMITTER
VERSI\ON ON

(mE =1 Not Started April 30, 20 January 1, 2018 December 31, 2018

G.2.1.9 SERVICE QUALITY REQUIREMENTS (SQR)

O3 REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME ~ SUBMITTED SUBMITTER
VERSI\ON ON

o= Not Started « April 30, 20 January 1, 2018

G2.1.10 EXCEPTIONS/AMENDMENTS TO PURCH/ACQUIS

o

ecember 31, 2018

O & REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTERNAME ~ SUBMITTED SUBMITTER
VERSION ON
1
o= Not Started April 30,20, | January 1, 2018 December 31, 2018

Step 2: As an example, the Figure 12 shows the following features available at the
time of entering RRR data.

e Sorting entries by month or based on the data entered in any of the columns in
the table.
o Sorting based on data — Click on the column header to select ascending or
descending
o Sorting based on month — Click on the sort and select ascending to view
the table in monthly order.
e Totals in the “Total” row is an auto calculated field.
e All the horizontally calculated (read-only) fields will perform the calculation once
the user clicks the “checkmark” button located at the top right hand of the screen.
e Pivotal UX differentiates between read-only and editable fields. Look for cells or

column headers highlighted in grey which denotes a read-only field.

Pivotal UX User Guide for Natural Gas Distributors 16
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e The red flags on the editable fields denotes an unsaved data entry which will
disappear once the user clicks the “checkmark” button.

Figure 12: Enter RRR Data

G.2.1.9; ; WORK-IN-PROGRESS: : APRIL

EXPIRY DATE GOMPANY

December 31, 2019 Test Gas Distributor, London: Corporation GD Issued

G.2.1.9.A - TELEPHONE ANSWERING PERFORMANCE

"Checkmark" for

G219A1 saving the form

Call Answering Service Level (CASL)
Measurement Calculation: CASL = Number of calls reaching a distributor's general inquiry number answered within 30 seconds divided by the number of calls received by a distributor's general inguiry number
OEB Approved Standard: Yearly performance shall be 75% with minimum monthly standard of 40%.

INSTRUCTION

Plaase complets the information in the first and the second columns and refer to the Gas Distribution Access Rule (GDAR) S.7.3.1.1 when completing this form

O SORT MONTH NUMBER OF CALLS REACHING A NUMBER OF CALLS RECEIVED BY 'CALL ANSWERING SERVICE LEVEL
T DISTRIBUTOR'S GENERAL INQUIRY A DISTRIBUTOR'S GENERAL (%) (3=1/27100) Read—nnly
NUMBER ANSWERED WITHIN 30 INQUIRY NUMBER (2)
‘ ONDS (1)

m] Aprl Ordering in monthly 0.00
O 5 May SORT sequence 0.00
(m} 6 June 0.00
7 Jul
O Y Unsaved data
(m] 8 August Auto Totals entry "red flag Auto calculated
0 9 | September once form is
saved
(m} 10 | October
v
O 11 November 56 12 0.00
4 4
(m} 12 December 100 67 0.00
o | 13| Total 155 79| 0.00 -

Step 3: When saving an incomplete form, Pivotal UX requires, at a minimum,
completion of all mandatory fields (red *). Saving an incomplete form will result in a
pop-up error message “Unable to save the form data. Provide a value for all required
fields” as shown in Figure 13. Exiting an unsaved form will loose any entered data and
the user has to start again.

Figure 13: Mandatory Field Error Message

Unable to save the form data. Provide a value for all required
fields.
T 0.00

(|} 8 August

0O 9 | September 000

0 10 October 000 .
4 13

G.2.1.9.B - BILLING PERFORMANCE

G.2.1.9.B.1 AUDITS

INSTRUCTIONS

The utilty is required to have verifiable Quality Assurance Program ("QAP") in place. Manual checks must be done to validate billing data when meter reads fall outside criteria (as set by the QAP) for excessively high or low usage
a. Please mail or courier your company's current QAP to the address below and referring to 5.7.3.2.1 of GDAR and G 2.1.9.8.1 of SQR

Office of the Chief Regulatory Auditor

Ontario Energy Board

P.0. Box 2319

2300 Yonge St., 27th Floor

Toronto, Ontario

M4P 1E4

b. State when letter (a) was mailed or couriered (mmiddiyyyy)

[ ]

¢ Does the QAP include random audits of data quality and billng accuracy?

[ v df—
«

d. Does the QAP include criteria to validate data when meter reads are *
excessively high or low?

[ |~
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Step 4: Once all the mandatory fields are completed, the user can save the form as a
work-in-progress status. This will also enable the auto-calculations and any red flags

within the specified cells will disappear as shown in Figure 14.

Figure 14: Save Form

-

MONTH NUMBER OF CALLS REACHING A NUMBER OF CALLS RECEIVED BY CALL ANSWERING SERVICE LEVEL
DISTRIBUTOR'S GENERAL INQUIRY - A DISTRIBUTOR'S GENERAL (%) (3=1/2"100)
NUMBER ANSWERED WITHIN 30 INQUIRY NUMBER (2)
SECONDE (1)
April 0.00
May 0.00
June 000
July 0.00
pust Red flags disappeared oo

September 0.00
October oo Calculated fields

November 55 12 45833 ,

December 100 67 149.25

Total 155 79 196.20
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Step 5: Only for G2.1.9, Pivotal UX has embedded data validation checks. If a user
attempts to submit a form with data validation errors or missing entries, Pivotal UX will
display pop-up indicating the issue(s) that needs to resolved. See Figure 15.

Figure 15: Validation Rules

- Call Answering Service Level (G.2.1.9.A.1) section can not have .
| empty values. Please complete the information in the first and !
the second columns and refer to the Gas Distribution Access
Rule (GDAR) 5.7.3.1.1 when completing this form.
CY RES
1 For Call Answering Service Level (G.2.1.9.A.1) section, please
ensure that the value of first column is less than or equal to
s to the second column when completing this form.

Abandon Rates (G.2.1.9.A.2) section can not have empty values.
Please complete the information in the first and the second
columns and refer to the Gas Distribution Access Rule (GDAR)
5.7.3.1.2 when completing this form.

p of emen Audits (G.2.1.9.B.1 ) section can not have empty values. Please
complete the information in all the columns when completing
this form.

M RESF Meter Reading Performance Measurement (G.2.1.9.C.1) section
1 can not have empty values. Please complete the information in
the first and the second columns when completing this form.

- Appointments Met Within the Designated Time Period
[Equiring 2 (G.2.1.9.D.1) section can not have empty values. Please complete S 'j
S0% of ¢ the information in the first and the second columns when mpl3
completing this form.
himns and

Time To Reschedule a Missed Appointment (&.2.1.9.D.2) section

"'!-EF-,BFES can not have empty values. Please complete the information in ez

TN all the columns when completing this form.

Emergency Calls Responded Within One Hour (&G.2.1.9.E.1)
section can not have empty values. Please complete the
information in the first and the second columns when completing
this form.

For Emergency Calls Responded Within One Hour (G.2.1.9.E.1)
section. please ensure that the value of first celumn is less than
or equal to second column when completing this form.

NMumber of Days To Provide A Written Response (G.2.1.9.F.1)
section can not have empty values. Please complete the
information in the first and the second columns when completing
this form.

Number Of Days To Reconnect A Customer (G.2.1.9.G.1) section
can not have empty values. Please complete the information in
the first and the second columns when completing this form.

L o

Step 6: Select “Yes” in the dropdown menu for submit form and then click checkmark
to submit the form. See Figure 16.

Figure 16: Submit RRR Form

SuBMIT?

SUBNIT FORM

Yes
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5.4. Export Data or Reports and Print

The following topic outlines key steps to export RRR data or reports from a submitted
form and take prints if needed.

5.4.1. Export data

Please follow the steps given below to export data in MS excel using the export feature.

Step 1: Open the desired RRR form and bring the desired table from where the data
is to be exported.

Step 2: Move the pointer over the selection box located on the header of the first
column of the table, and click on it to select all the row entries (Note: you can make a
custom selection by individually selecting or deselecting the rows from the first
column). See Figure 17.

Figure 17: Selection Box

AFFILIATES SALES AND PURCHASES -]

v * #0F SALESTO TOTAL ANNUAL SALES (3) # OF PURCHASES FROM TOTAL ANNUAL
E f UTEQAARINE AFFILIATE AFFILIATE PURCHASES (§)
vde

vdp

Step 3: Once the desired data are selected, right-click anywhere inside the
highlighted table to open a right-click menu with options such as “export selection”,
“export all”, etc. See Figure 18.

Figure 18: Export Selection

AFFILIATES SALES AND PURCHASES 0 O
v * Setosess RTAL ANNUAL SALES (5) # OF PURCHASES FROM TOTAL ANNUAL
¥ NAJE OF AFFILIATE Select and right click AFFILIATE PURCHASES ($)
® e
¥ 2
LOANS TO AND FROM AFFILIATES 0
2 % * YEAR LOANS FROM AFFILIATE EACH
D # NAME OF AFFILIATE YERR 5
o 1

Step 4: Click the desired option (export selection in this example). Enter a preferred
filename and also use the drop-down to select a file type such as .xls, .csv or .xml.
See Figure 19.
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Figure 19: Export File

File name:

[AfﬁlialesSaIesandPurchuses

Step 5: Notice a special icon (-) visible on the top right of the screen. This is the
location where all export data queries are saved for further download. Click on the
icon to view and download the exported files externally. Pivotal UX does not keep a
cache of exported files, hence the exported files are only available in the particular
session. See Figure 20.

Figure 20: Export File Download

Step 6: A window with all export file requests will open on the screen. Move the
pointer over the download icon (on the right hand side) and click to start the download.
The data is now exported in the desired format on the user's computer. See Figure 21.

Figure 21: Export File Lookup

Fle Status

Affliates SalesandPurchases sy Tieady for download Click to *’_*[\"—i
i Search for file name l download
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5.4.2. Export report

Pivotal UX “Print All” button allows the users to save a file on to their computers or take a
physical print of the desired RRR form. To export a report, please follow the steps given
below.

Step 1: Click open the desired RRR form using the UX navigation bar

Step 2: Click on the “Print All” button located on the menu bar. See Figure 22.

Figure 22: Print Report

Step 3: Through the “Print All” button, the user can generate a report for the selected
form. User may choose to either take a physical print by clicking on the print icon or
export the report by clicking on “export this report” icon. See Figure 23.

Figure 23: Export Report Option
e I ind... ™ % #1102 ~100% |+

ED ‘ Main Report |

Step 4: For exporting a report, click on “export this report” icon. This will open a
window with a dropdown selection for the desired file format and custom page range.
Pivotal UX has the following file formats PDF, RPT, RTF, XML, CSV and MS Word
version. See Figure 24.

Figure 24: Export Report Formats

were acquinpd eubec.aroot to o conocioo woose ooact coooct oot _coloscound_to. the entity as it existed priqg
H Revenue e Export D number of accounts
ded Distribul vour distribution system

hould have -
utcmati File Format: sed Regulation Summary
bbmit drop d

[ Crystal Reparts (RPT) .

print all tabs
ab to inﬁ*page ~ |[Crystal Reports (RPTj . this form cannot be subny
nting standsg lian GAAP / Accounting St

. . PDF
prnational Fil -

Microso ft Excel (97-2003)

Microso ft Excel (97-2003) Data-Only

soft Excel Workbook Data-only

Microsoft Word (97-2003)

Microsoft Word (97-2003) - Edilable

Rich Text Format (RTF) ﬁ'

Character Separated Values (GSW)
HnaL
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5.4.3. Print report

Pivotal UX print all button allows the users to take a physical print of the desired RRR
form. To print a report, please follow the steps given below.

Step 1: Click open the desired RRR form using the UX navigation bar
Step 2: Click on the “Print All” button located on the menu bar. See Figure 25.

Figure 25: Print Report

Step 3: Through the “Print All” button, the user may choose to take a physical print by
clicking on the print icon. See Figure 26.

Figure 26: Print Report Option

W e]l10f2 v | 100% |*
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6. RRR Revision Request

The following topic provides instructions on submitting and viewing RRR Revision
Request.

6.1. Submit RRR Revision Request
Please follow the steps given below to submit RRR Revision Request.

Step 1: Login to Pivotal UX.

Step 2: Click on RRR Revision Request selection on the Navigation Bar (refer #1).
This will open two tabs “Submit RRR Revision Request” and “RRR Revision Request
Status”. See Figure 27.

Figure 27: RRR Revision Request

Submit RRR Revision
Request

RRR Revision Request

Status

e

Step 3: Selecting “Submit RRR Revision Request” will open a blank form. User will
have to ensure that all the mandatory fields marked in red asterisk (*) are filled in
order to save the work in progress form.
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Step 4: Select reporting entity name. Once all the required fields are entered, save
the form first by clicking on the checkmark (V) on the top right of the screen. See

Figure 28.

Figure 28: Enter Data in RRR Revision Request

RRR DATA REVISION REQUEST

RRR DATA REVISION REQUEST
* Note that all fields on this form are required

REPORTING ENTITY NAME:* ITest Gas Distributor, London: Corporation GD Issued

.

LICENCE TYPE: Gas Distributor (S

CONTACT PERSON* I

DATE OF REQUEST* [.

REPORTING YEAR ¥ IZI]IG

QUARTERLY OR ANNUAL* IQuanerIy

REPORTING PERIOD* IQuanerIy -Q2 - April 1 - June 30

FILING NAME:* IQuanerIy -Q2 - April 1 - June 30 - Gas Distributor - 2.1.1

RRR SECTION REFERENCE: ¥ IQuanerIy -Q2 - April 1 - June 30 - Gas Distributor - 2.1.1 - 2.1.1 - Net Present Value And Profitability Index

ADDITIONAL RRR SECTION REFERENCE: l

ADDITIONAL RRR SECTION REFERENCE:

ADDITIONAL RRR SECTION REFERENCE:

4 4 4 4 4 4 4 4« 4« «[H4

ADDITIONAL RRR SECTION REFERENCE: [

ADDITIONAL RRR SECTION REFERENCE:

REQUEST STATUS New

DATA TO BE CHANGED

As Filed.
*

Filldata as filed h

As Revised.
*

Fill data to be revised ﬁ \

Step 5: Only after the form is saved the user should proceed with uploading an
attachment by clicking on the add attachment sign (+). See Figure 29.

Figure 29: Add RRR Revision Request Attachment

f you have any questions please contact performance d.ca

)}

ATTACHMENT (0)
D B Attachment Binary FileName

There are no records available to display.

- +
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Step 6: Clicking on the add attachment will open another window where the user can
select and upload a file as attachment. Click checkmark to save your attachment. A
prompt stating “Attachment Saved” will appear at the top-screen. See Figure 30.

Figure 30: Upload RRR Revision Request Attachment

RRR REVISION REQUEST ATTACHMENT

ATTACHMENT *

ATTACHMENT BINARY Form

Select & Upload a File

Step 7: To submit the revision request select Yes from the dropdown under the
Submit table. Click checkmark to save and submit your revision request. See Figure
31.

Figure 31: Submit RRR Revision Request

SUBMIT

SUBMIT FORM SUBMIT DATE

Yes v
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6.2. RRR Revision Request Status

Begin with Step 2 from section 6.1 and then click on “RRR Revision Request Status” to
view the status of all submissions. See Figure 32.

Figure 32: RRR Revision Request Status

MY COMPANY'S RRR CHANGE REQUESTS

BASIC SEARCH RESULTS

RRR Data Revision Requests (7)

D Y Contact Date of Filing Period _to which the Reporting Entity RRR Section Reference Status

Person Request | revision relates Name

@ $=] Abdi_..  October .. Quarterl. . Quarterly-Q2 .. TestGasDi .. Quarterly-Q2-April1-June. | New

D =) Alibh. .. Septem... Annual -...  Annual - Janua... TestGas Di... Annual - January 1- Decemb...| Completed
D 5 Alibh. August2... Annual-... Annual-Janua... TestGasDi... Annual-January 1-Decemb...| Approved
D $=) Alibh. August2... Annual-... Annual-Janua... TestGasDi... Annual-January 1-Decemb...| NotApproved
D &) Alibh. August2...  Annual-... Annual-Janua... TestGasDi... Annual-January 1-Decemb...| New

D 5=  Alibh. August2... Annual-... Annual-Janua... TestGasDi... Annual-January 1-Decemb...| Submitted
D =  Abdi, August1...  Quarterl... Quarterly-Q2 ...  Test Gas Di... Quarterly - Q2 - April 1-June...| Submitted

The status categories are listed below:

¢ New: RRR Revision Request that is saved but not submitted to OEB.

e Submitted: RRR Revision Request that is submitted to OEB.

e Approved: Submitted RRR Revision Request that has been approved by OEB.
e Not Approved: Submitted RRR Revision Request not approved by OEB.

e Completed: Approved RRR Revision Request marked as completed by OEB.
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7.

Frequently Asked Questions (FAQSs)

Can | use my existing e-Filing Services login credentials to enter Pivotal
Ux?

Yes, the login and password remain valid. Pivotal UX, allows the users to also
change the password at their end. For further instructions, please follow section 2
of the guide.

Will the e-Filing Services portal cease to exist once the Pivotal UX goes
live?

Yes. The e-Filing Services will be deactivated once Pivotal UX goes live.

| want to view my previous RRR filing submissions. Will Pivotal UX be able
to show me all my earlier filings?

Yes. All RRR filings from previous years have moved to Pivotal UX and
accessible by registered users. Please contact IT.help@oeb.ca for assistance if
you have any difficulties accessing your historic data.

| want to submit a data revision for a form that | submitted in e-Filing
Services. Can | submit a Data Revision Request for a filing that was done on
e-filing services?

Yes. All previously reported data is carried over to Pivotal UX.
Will the Pivotal UX auto save my work-in-progress?

No, but the forms can be saved manually. Once an incomplete form is saved, the
status will be shown as work-in-progress. For further instructions, please follow
section 5.3 step 4 of the guide.

Why am | unable to save a work-in-progress form?

Before saving a work-in-progress form please ensure that all the mandatory fields
marked with red asterisk (*) are filled. Once all the mandatory fields are entered
click on the “checkmark” sign (V) to save your work-in-progress form as explained
in FAQ #5.
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7. While entering data | see ared mark on the data entry cells. Is this an error
message?

A red mark displayed on data entry cells indicate that the data is not yet saved.
The red mark will disappear once the form is saved by clicking the “checkmark”

sign (V).

8. How do I distinguish between a read only and writeable cell in Pivotal UX?
A read only cell (either fixed or auto-calculated field) has a grey background
colour, whereas, an editable cell has a white background colour. Within a table, a
calculated cell has the column header in a grey background colour.

9. How do | view the auto-calculated fields once | enter data in the editable
fields?

To view these fields, you will need to save the work-in-progress in your form to
allow the system to run background calculations in order to display results in the
auto-calculated fields.

10. How do the auto-calculated fields show the calculated output once the data
is entered?

To view these fields, you will need to save the work-in-progress in your form to
allow the system to run background calculations in order to display results in the
auto-calculated fields.

11. Iwantto export saved data externally. Is there away | can copy the entered
data?

In Pivotal UX, the saved data can be exported in multiple user friendly formats.
For further instructions, please follow section 5.4.1 of the guide.

12. lwantto print a form. What should 1 do?

Use the “Print All” function located within the menu section of Pivotal UX for
printing forms. For further instructions, please follow section 5.4.3 of the guide.
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13. After clicking export the following message appears on the screen, “Your
export <filing title.xIsx> is ready for download”. | want to know, where the
exported file gets saved once it is exported.

Once the start export is clicked, the selected data is then saved in the exports tab
located on the top right side of the window. Click on the exports tab to view the
current and any previously exported selections for download in the desired
format. For further instructions, please follow section 5.4 of the guide.

14. Have general IT related questions?

For any general IT related questions, please get in touch with OEB’s IT Help at
IT.help@oeb.ca
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8. Contacts

Issue Type Contact

Technical Support IT help

RRR Filings or RRR Performance Analytics
Revision Request & Reporting
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9. Legend

Action Center
Action Center

Mandatory field

Add attachment

Menu Option (Show/Hide)

Add/Remove row

Navigation Option
(Show/Hide)

Back button

H o + B

Print

= Enter form (single click)

Save data (checkmark) and
Cancel data

- Export data

Selection (export data/order
rows)

=, | Export this report

Logout

n Favourite (Add/Remove)

Unsaved data entry

Pivotal UX User Guide for Natural Gas Distributors
November 2019

32



