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1. Purpose

RRR Filing Guide

The purpose of this RRR Filing Guide is to aid natural gas distributors in completing their annual
RRR filings due on April 30 and quarterly filings due on April 30, May 31, August 31 and
November 30 of each year.

The RRR Filing Guide is also updated to provide guidance arising from distributors’ enquiries on
reporting requirements and/or new or modified forms in the RRR Pivotal UX system.

Pivotal UX System

To support the OEB’s 2019-2022 Business Plan and OEB’s Strategic Blueprint that emphasize
efficient, innovative and consumer-centric approach to energy regulation, the OEB has
implemented the Pivotal UX as the RRR Filing System to support the OEB'’s goals to
modernize, and make regulatory reporting robust and more efficient.

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

The UX platform also facilitates the opportunity for easier future enhancements through
upgraded features to improve user experience.

RRR Filing Guide for Natural Gas Distributors 4|Page
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2. Login and Change Password

The RRR Filing System can be accessed through either Microsoft Edge/Internet Explorer 10+ or
Chrome 38+. The RRR filing system login webpage is shown in Figure 1.

Figure 1: RRR filing system Login

URL

Gas distributors can add the link to their preferred browser to access the RRR filing system
login webpage.

Login

Existing registered RRR users can use their e-Filing Services user credentials for logging in to
RRR filing system.

RRR Filing Guide for Natural Gas Distributors 5|Page
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Change Password

Users can follow these steps to change the password in RRR filing system.

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

Figure 2: Password Recovery

» Ontario
Energy
Board

Ontario

Password Recovery

Piass eries the Emall associated with your account and
ihen chick Continue to change your passwaoed

Email

Step 3: Open the email sent to the registered email address for additional information on
password reset. Click on the link provided in the email and proceed to change the password.

RRR Filing Guide for Natural Gas Distributors 6|Page
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3. User Support

Users have access to support such as RRR Filing Guide and training videos in RRR filing
system. All the user support materials can be viewed in the Action Center.

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.

By clicking on the relevant documents, a user can either view the web version of the RRR Filing
Guide or watch the various training videos. See Figure 3.

Figure 3: User Support

ACTION CENTER
Default v
Action Center
USER SUPPORT ad
My Cases
Document Name Document Type
~
Ease Dudiatones [ Pivotal UX User Guide for Natural Gas Distributors PDF
B RRR Filings Views Training Video
RRR Fiings B Export Data Training Video
— B Export Report Training Video
o
B _ ,
ED Additional B Submit RRR Filings Training Video
Reporting
B Submit RRR Revision Request Training Video
R e D RRR Revision Request Status Training Video
R
! B Self Service Password Control Training Video
SOP Application
SOP:View Work-in-
Progress
Submit an Application
MY FILING COMPANIES (3) &
Submit Other
Documents o= Company Name | Licence Number Address line 1 City
% () &= TestGas Distributor GD 44 Queen St London
¢ E‘ [ & Old Test Gas Distributor 100 Strathroy
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4. RRR Filings Views

The following section outlines the different views of RRR Filings in the RRR filing system.

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 hames. 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

May 31,2020
CHOOSE ELECTRICITY REPORTING YEAR
Os =1

CHOOSE GAS REPORTING YEAR
O& R

O&8 s

1. This is a navigation bar that 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 RRR filing system.

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

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 navigation bar will disappear once the
reporting year from the “Choose Reporting Period” is selected.

RRR Filing Guide for Natural Gas Distributors 8|Page
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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 that 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. The add group feature lets the user arrange favorites under a
designated group title.

5. This is the header that will be present throughout the RRR filing or revision request
process. The header mentions 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
the “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
and saved externally. It is recommended to download and save the exported data
externally since RRR filing system does not keep a cache of the exported files once the
user has logged out of the 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.

RRR Filing Guide for Natural Gas Distributors 9|Page
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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 explanation.

Figure 5: RRR Reporting Schedule

= PIVOTAL 2045 FOR TEST GAS DISTRIBUTOR, LONDON: CORPORATION GD ISSUED
H COMPANY'S YEAR

Acson Centes 2ol
045 Test Gas Distributor, London: Corporstion GO lssued

i JANUARY 31

My Casen.

~

Cane Documents

[] 0 REPORTINGPERIOD 1 STATUS  LATEST SUBMESSION DATE

g& FEBRUARY 28/29

i 0 REPCRTING FERIOD | STATUS  LATEST SUBMISSION DATE
AR Fliogs =

ED Addiional
feparting APRIL 30

Annual Filings - Previous Year

% (w] REPORTING PERIOD | STaTUS LATEST SUBMISSION DATE Quarterly Filings - G4, Previous
S Flasiakon Year

m\r;“ u]

Q

SO0 Apphcation

=]

S0P View Work &

MAY 31
(] g FEPORTINGPERIOD | STATUS  LATEST SUBMESSION DATE Quartarty Filings - Q1. Current Year

AUGUST 31 {
() & REPORTINGFERIOD | STATUS  LATEST SUBMESSION DATE __l Quarterly Filings - 2, Current Year

NOVEMBER 30 o Quarterly Filings - Q3. Cument

() g REPORTING PERIOD T STATUS  LATEST SUBNESSION DATE __l Year

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

RRR Filing Guide for Natural Gas Distributors 10| Page
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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 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 PERIOD
= Ape
et

Apnit

G2.1.7 TRIAL BALANCE

0 @  RePoRT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
? VERSION | oM
RAR Fiings 2110
oea 0 Not Started ANt 30,20, | January 1. 2018 Decamber 31, 2018 :
% [ ¢ >
ED Asditional -
Rigoring G2.1.8 AFFILIATE TRANSACTIONS
) g@ REPORT STATUS DUE FROM PERION TOPERION SUBMITTER NAME  SUBMITTED SUBMITTER
U
% VERSION ON
R Rewision o
Fats [+ o& o Mot Started Apal 90, 20, Januady 1, 2018 Dectmber 31, 2016 s
s < >
a G.2.1.9 SERVICE QUALITY REQUIREMENTS (SQR)
508 Appliczition
u E REPORT STATUS e FROM PERIOD TO PERIOD SUBMITTER NAME SUBMITTED SUBMTTER
WERSION ON
SOFView Work-in- O& o WK RGeS Ape 30, 70 Jarnsary 1, A8 Decembes 31, 2018 | Sahm Aba A, Salm, +{J 165024511 salunmxnmm—c:u:
FProgress
€ >
E G2.1.10 EXCEFTIONS/AMENDMENTS TO PURCHIACQUIS
Subenn an Appicaton REFORT STATUS DUE FROM PERION TOFERION SUBMITTER NAME  SUBMITTED SUBMITTER
o ; ! D E VERSION
=
E’ [HE =] Work-in-Progress. Apeil 30, 20 Jaruary 1, 2018 December 31_ 2018 Salim Abdi Ancs_ Salim; +{416-522-6611 salim abdi@oen r:
ﬁ < 3

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 navigation bar
(#2). Clicking the enter form icon (see legend) under any of the desired RRR form titles

will open the particular RRR form template for entering RRR data.

RRR Filing Guide for Natural Gas Distributors
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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 enter form icon (see
legend) beside the company name. See Figure 7.

Figure 7: List of Companies

SELECT A COMPANY

BASIC SEARCH «

Action Cenlor |l'.mumniss | A |Sl.a|eclnccﬂ|9.nn,'

RESULTS

Companies (3}

Company Name | Llcence Number  Address g 1 City
GO 44 Qusen St London

100 Strathroy
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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 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 RRR filing system, the 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 — G2.1.22.

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 Work-in-Progress
SUBMISSION DUE EXTENSION DEADLINE EXTENSION GRANTED
April 30, 2045
LATEST SUBMISSION DATE REVISION AFTER DEADLINE COMPANY NAME
Test Gas Distributor
G2.1.7 TRIAL BALANCE
[j = REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTERNAME ~ SUBMITTED SUBMITTER
VERSION |
fa)
[j = * 0 Not Started April 30, 20.. January 1, 2018 December 31, 2018 v
< >
G2.1.8 AFFILIATE TRANSACTIONS
[:] 2 REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME ~ SUBMITTED SUBMITTER
VERSION ON
1
N
[:] = * Not Started April 30, 20. January 1, 2018 December 31, 2018 9
< >
G.2.1.9 SERVICE QUALITY REQUIREMENTS (SQR)
C] = REPORT STATUS DUE FROM PERICD TO PERIOD SUBMITTER NAME ~ SUBMITTED SUBMITTER
VERSION ON
I
BE=F ] Work-in-Progress April 30,20...  January 1, 2018 December 31,2018 Salim Abdi Abdi, Salim; +()416-522-6611 salim abdl@uel:l.cc
< >
RRR Filing Guide for Natural Gas Distributors 13| Page
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GAS DISTRIBUTOR FILING SUMMARY FOR PERIOD
REFOH

2045 for Test Gas London: GD Issusd Work-in-Progress

EXTENSION DEADUNE EXTE

COMPANY

Test Gas London: G

2.1.1 NPV AND PROFITABILITY INDEX

[ & REFORT STATUS DUE FROM PERIOD 10 FERION SUBMITTER NAME  SUBMITTED SUBMITTER
- VERSION ON
|
o& 1 * Work-in-Progress April 30, 20 Octaner 1, 2018 December 31, 2018 Salm At Octaber 07 Andl, Salm; +{416-527-6611 salim abak@oeh ca .
O o Submitted Apri 30, 20 October 1, 2018 December 31, 2018 Salm Abg October 07 Abdi, Salm; +{}416-522-6611 salim abdk@oeb.ca Y
< >
2.1.2 GAS INON-GAS SUPPLY DEFERRAL ACCOUNT
O & REPORT STATUS DUE FROM PERIOD 10 FERIDN SUBMITTER NAME  SUBMITTED SUBMITTER
VERSION ON
!
O& o * Mot Started Apra 30, 20 Octoner 1, 2018 December 31, 2018 :
< >
2.1.3 CONSUMER INFORMATION
O g ReFoRT STATUS DUE FROM PERICD 10 FERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
VERSION ON
!
~
0O® o * Mol Started Apii30,20..  October 1, 2018 Decernter 34, 2018 9

Step 4a: Click the enter form icon (see legend) under G2.1.7 form title to access the form.
The 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

E king Checkmark at the tap of the page will nat autamatically submit this filing To SUBMIT thés filing, click an the SUMMARY/SUBMIT tab, scroll to the and of the pagn % In thee Submit drop down then click tha Chedkmark
REFPORT SUMMARY
r i FILING YEAR 21
2045 G21.7 Trial Balance
RR REPORTING PERIOH E E
Apiil - 2045
e £ EXTENS € E
] Apr 302019
L §T SUBMITTED O B ER NAME
Notl Started
CE TYPE ROM PERIOD e
Distributor January 1, 2018 December 31, 2018
OMPAN EXPIRY DATE
Test Gas Distributor, London: Corporation GO Issued Dec 31,2019
FPROPERTY, PLANT AND EQUIPMENT
[ ACCOUNT NO T ACCOUNT DESCRIFTION AMOUNT

Accumulatnd Amortization - Utiity Plant - Acquisition Adjustme
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Step 4b: Click on enter form icon ( = ) under G2.1.1 form title to access the form. The
navigation bar shows all the entry forms in three different tabs — Table A: Summary Info,
Table B: NPV Negative Performance and Table C: PI Below 0.8 as shown in Figure 10.

Figure 10: Sample Quarterly RRR Form

[:@ Clcking Checkmark at the top of the page will not awtomatically submit this filing. To SUBMIT this filing, scroll to the end of the page, select Yes in the Submit drog down then cick the Chackmark button
; Inf: TABLE A: REFORT SUMMARY
FILING FORM HAME FILING FORM DESCRIPTION
2045 G211 EBO 188 . NPV & P1
REPORTING PEROD GAS EXTERSION GRANTEL
25625 April - 2045
v n DUk L
o Apr 302019
" AMBMNTTER HAME SUBMITTED ON
Not Started
LICERCE TYPE
Distribustor Test Gas Distributor, Londan: Corporation GD lssued
FROM PLAIOD HIOD EXPIRY DATL L
October 1, 2018 Dacembar 31, 2010 Dec 31,2013

INSTRUCTIONS

ction 1.2 in Tabio A
A)in Tabla A
23=> 2)in sach row

ating to
Bo_ if the NET PR
lics f the PROFIT,

1 in Tabte A the utiity is required 16 submit information in Tabla B & Tabls G respoctively

Dacembar 31, 2018

suBmMIT?

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

RRR Filing Guide for Natural Gas Distributors 15| Page
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5.3. Submit and View RRR Filings

The following topic describes the process and features of RRR filing system 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
REPGRTING PERICD

2047 for Tast Gas Distributor, London: Corporation GD Issued Not Started

1SIGN AFTER DLADLINE

Test Gas Distributor

G2.1.7 TRIAL BALANCE

EPDR 2310 STATUS h i UoD SUBMITTE A SUBMITTE TTER
= REPORT VERSION | STATUS DUE FROM PERIOD 10 PERIOD SUBMITTER NAME SUBMITTED SUBMITTER
ON

mary 1. 2018 December 31, 7018

GZ.1.8 AFFILIATE TRANSACTIONS

!_| &= 'REPORT STATUS e FROM PERICD 10 PERIOD SUBMITTER NAME SUBMITTED SUBMITTER
— == | VERSION on
o8| « Mot Starterd April 30, 30 January 1, 2018 Dizcember 31, 2018
G.2.1.9 SERVICE QUALITY REQUIREMENTS (5QR)
[ &= | REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME  SUBMITTED SUBMITTER
= VERSION ON
1
o= Mot Startad h April 30, 20... | January 1. 2010 December 31, 2018
G2.1.10 EXCEPTIONS/AMENDMENTS TO PURCH/ACGQUIS
] 5= | REPoRT STATUS DUE FROM PERICD TC PERIOD SUBMITTERNAME  SUBMITTED SUBMITTER
VERSION ON
1
os ¢ Nt Started Agpril 30, 20 January 1. 2010 December 31. 2010

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

1. 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.
Totals in the “Total” row is an auto-calculated field.
3. 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.
4. RRR filing system differentiates between read-only and editable fields. Look for cells or
column headers highlighted in grey, which denotes a read-only field.
5. The red flags on the editable fields denote an unsaved data entry that will disappear once
the user clicks the “checkmark” button.

N
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Figure 12: Enter RRR Data

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

EXPIRY DATE O
December 31, 2013 Test Gas Diswibutor, London: Corporation
G.2.1.9.A - TELEPHONE ANSWERING PERFORMANCE
G.2.1.9.A1
Call Answaring Service Lavel (CASL)
Misasurement Calaation. CASL = Nurmber of cal i vl wilhin 30 seconds divided by the number of calls ecehved by a dsbibutor's general inguiry numbo
OEB Approved Sandard Yearly performanca sh 1. Sort by month or by data
INSTRUCTION :
Plous complals the information in the fest and the socond columies and @or ba the Cas Detibution Acoess Rule (GOARYS 73 11 when complaling this foem
O] sort MONTH NUMBER OF CAL NUMBER OF CALLS RECEVED BY  CALL ANSWERING SERVICE LEVEL
i [ A DISTRIBUTOR'S GENERAL (%) (3=12"100)
J T INQUIRY NUMBER (2}
SECONDS (1)
Cl 4 Apd 0.00
[m] May L1
(=] & Jume 0.00
[m] 7| Ju 000
(m] B | August 5. Unsaved data 000 4. Read-only fields. Auto
entry “red flag calculated once form is

[m} 5 | Septamber 00 saved
Cl 10 Octaber 0.00

"
O 11| Novembe 2. Auto Totals 55 12 0

-
0 12 Decembor 100 &7 000
o| 13| Toul 155 i .60

Step 3: When saving an incomplete form, RRR filing system 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: Incomplete Mandatory Field Error Message

_ Urahle 6 Sav e Toom G, Erady a0ame ot MMM
. fields.

)] 2 Apgust 0.00
O 9 September 0on
B 10 Cctober 000 -

G.2.1.9.B - BILLING PERFORMANCE

G.2.1.9.8.1 AUDITS

INSTHUCTIONS.

Thi utility s roguired ta have vorflable Quality Assurance Frogram 0AP) bn placo. Manunl chacks must bo donn ta validate hillng dots whan maoter rands fall outelde crisorks (25 ot by the QAP) far sxcrashaly high or low usage
8. Plaase mail e courler your compary's curment QAP to the address below and referring to 57 32 1 of GDAR and G2.198.1 of SOR.

Oiffice of the Chief Requlatony Auditor

Ontario Energy Doard

PO Box 2319

2300 Yorge 81, 271h Flooe

Taranta, Crtaria

M4P 1E4

b Sate when letter (3) was mailed or courtered (mmiddiyyyy)

« Does the QAP includo randam audits of data quality and biling accuracy?  w

o Dotes the UAF nclude ailiria o validate data whin miter reads ae *
oucnashnly high or low?

RRR Filing Guide for Natural Gas Distributors 17 |Page
March 2020



Ontario Energy Board

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 - ADISTRIBUTOR'S GENERAL (%) (3=1/2*100)
NUMBER ANSWERED WITHIN 30 INQUIRY NUMBER (2)
SECOND (1)
April 0.00 -
May 0.00
June 0.00
July 0.00
o Red flags disappeared vo0

September 0.00
October 00 Calculated fields

November 55 12 45633 (

December 100 67 149.25
Total 155 79 196.20
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Step 5: For G2.1.9, RRR filing system has embedded data validation checks. If a user
attempts to submit a form with data validation errors or missing entries, RRR filing system will
display pop-up indicating the issue(s) to be addressed to submit the form. See Figure 15.

Figure 15: Validation Rules

- Call Answering Service Level (G.2.1.9.A.1) section can not hawve
| 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
| 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)
8.7.3.1.2 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.

N RESE 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

lequiring & (G.2.1.9.D.1) section can not have empty values. Please complete

80% of ¢ the information in the first and the second columns when
completing this form.

bimns and

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

JI’EEIBFI{E}IE can not have empty values. Please complete the information in

TON 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 column is less than
or equal to second column when completing this form.

Number 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 (&.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.

s ref
mplg

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?

SUBMIT 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

make prints of the exported reports if needed.

5.4.1. Export data

Please follow the steps given below to export data in MS Excel or other file types 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

= 2

e

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 08
2 NNUAL &
]
& 2
LOANS TO AND FROM AFFILIATES  [GEEITE 0
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Step 4: Click the desired option (export selection in this example). Enter a preferred filename
and use the dropdown menu to select a file type such as Excel XLSX, CSV or XML. See
Figure 19.

Figure 19: Export File

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. RRR filing system 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

Fie Status

AfitosSaiesandPurchuses oux Feady for downiaad Click to *\l_l_
i Search for file name l download
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5.4.2. Export report

RRR filing system allows the users to save and export the desired RRR form(s) in a file format on
their computers. Please follow the steps provided below.

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

Step 2: Click on the “Print” button located on the menu bar to access the export option. See
Figure 22.

Figure 22: Export Report via Print Button

Step 3: The user can generate a report for the selected form by clicking on “export this report”
icon. See Figure 23.

Figure 23: Export Report Option

|+ 100% |+

Export this report

Step 4: Use the dropdown to select the desired file format and custom page range. RRR filing
system has the following file formats PDF, Crystal Reports (RPT), RTF, XML, CSV, Microsoft
Excel and Microsoft Word. See Figure 24.

Figure 24: Export Report Formats

were acquirpd L= ko ki & kol & L + +othe entity as it existed prig]
Export e number of accounts.
ded Distrib our distribution system.

File Format: sed Regulation Summary |

Crystal Reports (RPT)

~ |Crystal Reporis (RPT) . this form cannot be subn|

Page
ian GAAP / Accounting St

PDF
-
Microsoft Excel (87-2003)

Microsoft Excel (97-2003) Data-Only

Microsoft Excel WWorkbook Data-only

Microsoft Word (97-2003)
Microsoft Word (97-2003) - Editable

Rich Text Format (RTF) Zxport

Character Separated Values (CSW)

XKML
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5.4.3. Printreport

RRR filing system print button on the menu bar allows the users to print a PDF report. To print a
report, please follow the steps provided below.

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

Figure 25: Print Report

Step 3: The user may now print a PDF file by clicking on the print icon to generate a PDF
report and then take a print as desired. See Figure 26.

Figure 26: Print Report Option

10f2 * 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 the RRR Revision Request.

Step 1: Login to RRR filing system.

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

Step 3: Selecting “Submit RRR Revision Request” will open a blank form. Users will have to
ensure that all the mandatory fields marked in red asterisk (*) are filled 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 : B
* Note that all fislds on this farm are requin [ ™
REPORTING ENTITY HANE:® rlsalﬁnsuisirihulnr.lnrdm: Corporation GO lssued | v

Gas Distributor £ Roleh
CONTAGT PERSON® [ -
DATE OF REQUEST* | ! &
REFORTING TEAR™ [mn -

[Quanerh' -
REPORTING PERIC ¥ | covarterty - 32 - Apit 1. dune 30 v
FILING NAME ¥ [L\uinertr 0 April 1. June 30 . Gas Distributor - 20,1 v
R SECTHON REFERERCE ® |.Quanerh' <02 - Apeil 1 - June 30 . Gas Distributor - 219 - 2.1.1 . Net Present Viskue And Prefitabiity Index. hd
ADOTIONAL FEA SECTION REFERENCE: | v
ADOIOHAL RRR SECTION REFERENCE [ v
ADDVFIORAL R o | -
ADDITIONAL RRA SF l b
ADEICHAL RRA SECTICH REFEREWCE. | -
REQUEST 5TATUS Naw
DATA TO BE CHANGED
As Filed
"
Fill data as Fed h
As Revisad
"
|Fi|l1la|n o b el h ]

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

If you have any questions please cantact peric bogrd ca

ATTACHMENT (0) * %

[0 & Altachmeni Binary FieNams

These are nu records availabke o 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 an attachment. Click the 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 L

o I Refresh
Solect & Upload a Fllo

Step 7: To submit the revision request select Yes from the dropdown under the Submit table.
Click the 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 Revisionm (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

C] &)  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
C] $=) Alibh. August2...  Annual-... Annual-Janua... TestGasDi... Annual-January 1-Decemb...| NotApproved
D 5= Alibh. August2...  Annual-... Annual-Janua... TestGasDi... Annual-January 1-Decemb...| New

C] $=) 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.
Submitted: RRR Revision Request that is submitted to OEB.

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

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

© o N
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7. Cyber Security Readiness Report (RRR G2.1.22)

As per OEB'’s letter dated April 25, 2019, all rate-regulated gas utilities are required to annually
submit the Cyber Security Readiness Report (Cyber Report) along with an executive self-
certification statement signed by the Chief Executive Officer (CEO) and the Chief Information
Security Officer (CISO).

The following sections provide instructions on saving, submitting and revising (if required) the
G2.1.22 form in RRR Filing System.

7.1. Save G2.1.22 form with RRR filer credentials

A registered user with RRR filer credentials can complete the form and save it as a work in
progress. Note that RRR Filing System only allows the user with executive credentials to submit
G2.1.22 form.

Please follow the steps given below to complete and save the form:

Step 1: Login to RRR filing system (please reference section 2 within this guide for additional
instructions on login and password).

Step 2: Click on G2.1.22 form using the navigation bar (please reference section 5.2 within
this guide for additional instructions on accessing RRR forms). See Figure 33.

Figure 33: Access G2.1.22 Form

GAS LEAP EMERGENCY FINANCIAL ASSISTANCE

() g= FHREPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME SUBMITTED
VERSIOM oN
1

O o Mot Started April 30, 20... | January 1, 2051 December 31, 2051

GAS 2.1.18

[ REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME SUBMITTED
VERSIOM onN
T

O = o Mot Started April 30, 20 January 1, 2051 December 31, 2051

GAS 2.1.19

= REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME SUBMITTED
=
VERE‘iION o1 ]]

O o Mot Started April 30, 20... | January 1, 2051 December 31, 2051

cAS 2122 Wi—

C] = REPORT STATUS DUE FROM PERIOD TO PERIOD SUBMITTER NAME SUBMITTED
VERSIOM ON

O = 0 Mot Started April 30, 20... | January 1, 2051 December 31, 2051

Step 3: Complete the form by entering the information requested in Part 1&2 — General
Information section and selecting the appropriate response using the drop down menus in
Part 3 — Request for Information section. See Figure 34 and Figure 35.

RRR Filing Guide for Natural Gas Distributors 28 |Page
March 2020


https://www.oeb.ca/sites/default/files/Notice-Final-Amendment-Gas-Reporting-RRR-20190425-1.pdf

Ontario Energy Board

Figure 34: View G2.1.22 Form (Part 1&2 — General Information)

STRIBUTOR

Save Form
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SUMMARY
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Figure 35: View G2.1.22 Form (Part 3 — Request for Information Section)

TEST GAS DISTRIBUTOR

PLEAZSE ANSWER THE FOLLOWING CUESTIONS BY SELECTING THE CHECKBOX THAT MOST CLOSELY REFLECTS YOUR EFFORTS. Save Form
IDENTIFY
1. D yaui have a corparate privacy and cyber saourity govemance program
in placa?
|¢ |Ir|1p|nma|1lnd | y
2 Based on your crganization’s risk profile, do you have privacy and cyber
Part 3 = Request | Secirily risk identification and sk priorilization processes in place &
Far w1 | support your aperrional risk decisions? | Implamenisd | -
3. Do you undemgo 3rd perty andlar sa-audits’assessments of your privacy  app papTy ALDmRIA SELF AUDNTSASEEEEMENTS
and cybar sacunty pragram based on your organizaion’s sk profle? | | | |
Implamenigd w |Implemgniad -l
4. Da you actively participate in one or more of the eyber secirity risk CYEER BECURITY SITUATIONAL AWARENESS HFORMEION EXCHARGE
information sharing serdces?
[Actvety using Information | = [Actvet] Participating | =
PROTECT
£ Da you have mitigatian plans in place for your arganizsian’s privacy and
cyber sacuity risk areas based on your 3rd party of self-assess ment? |
Implamenied -
£. Da you have a privacy and cyber securty awareness educatian and
training progeam in plaos for e aganization's persarnel and pafness 1o
perfaimn their information secunity-rekaled duies and
responshifties consistend with relaled policies, procsdures, standards and
agresmans 7
| Implamenisd | -
7. Do ol hnies & program in place o address privacy and cyber security
coninaks for 3rd pary sendce providers? | |
Implemenied -
Irfarmmation Sharing Sardoes
T
DETECT
B Dyl have systems andlor processes in place o identify, protect and
derlect cybier sacurity and privacy eventslincidents 7
Implamenied -
RESPOND
8. Da yau have decimenied insident responss processes ard procedines in
Pl Tor privacy and cyber searty eventsincidents? | |
Implamenied -
10, Are you regularly testing your documenied aventincident response
processes and procedunss for privacy & cyber security? | |
Implamenied -
RECOVER
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12, Ares you reggularly besfing your dociimentéd eventincident recovery
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Step 4: Once all the information requested is entered, click checkmark (V) to save the form as
work-in-progress. The form is ready for executive self-certification by the CEO and CISO.
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7.2. Self certify and submit G2.1.22 form using executive credentials

The self-certification and submission of G2.1.22 form can only be performed using executive
credentials. Please follow the steps given below to self certify and submit G2.1.22 form:

Step 1: Login to RRR filing system (please reference section 2 within this guide for additional
instructions on login and password).

Step 2: Click on the G2.1.22 form using the navigation bar (please reference section 7.1
within this guide for additional instructions on accessing G2.1.22 form).

Step 3: Complete the self-certification statement by clicking on the checkbox for signature
next to the appropriate credential type i.e. CEO or CISO. See Figure 36.

Figure 36: Complete G2.1.22 Form Self-Certification Statement

SELF-CERTIFICATION STATEMENT

| attest to the reported cyber security readiness outiined in this report for the utility as of the report completion date:

CHIEF EXECUTIVE OFFICER (CEO) DATE CEO SIGNED

Summerfield, Leslie; +(}416-440-7610 x.610 leslie.summerfield@o March 04, 2020 Executive
CHIEF INFORMATION SECURITY OFFICER (CISO) CISO SIGNATURE DATE CISO SIGNED .

Abdi, Salim; +()416-522-6611 salim.abdi@oeb.ca (4 March 04, 2020 C red entia IS
SUBATFORM

[No | =

Step 4: Upon completion of the self-certification statement as per step 1 to 3 by both CEO and
the CISO, the user with executive credentials will select “Yes” from the dropdown menu
provided under the Submit Form and then click checkmark (V) to save and submit the form.
See Figure 37.

Figure 37: Submit G2.1.22 Form

= PIVOTAL TEST GAS DISTRIBUTOR v
C’ SUMMARY
Part18&2-
General FILING DUE YEAR FILING NAME RRR FILING NO
Information
2052 G.2.1.22 36976
REPORTING PERIOD GAS ENTITY TYPE STATUS
April - 2052 ‘Gas Distributor Submitted
REPORT VERSION EXTENSION GRANTED EXTENSION DEADLINE
o
FILING DUE DATE REPORTING FROM REPORTING TO
April 30, 2052 January 1, 2051 December 31, 2050

EXFIRY DATE
May 01, 2052

PART 1 - GENERAL INFORMATION

All information submitted in this process will be used by the OEB solely for the purpose of assessing the gas industry's cyber security readiness against utilities' intemal
Cyber Security Programs.
All information submitted in this process will be kept confidential and used by the OEB solely for the purpose of assessing the industry's cyber security readiness.

ENTITY NAME ENTITY ID

Test Gas Distributor, London: Corporation GD Issu GD
CYBER SECURITY COMTACT MAME CYBER SECURITY CONTACT NUMBER CYBER SECURITY CONTACT EMAIL

[Test Name | [1999) 999 9999 | [test@xyz.ca

SELF-CERTIFICATION STATEMENT
1 attest to the reported cyber security readiness outlined in this report for the utility as of the report completion date.

CHIEF EXECUTIVE OFFIGER (CEO) DATE CEO SIGNED
Summerfield, Leslie; +{)416-440-7610 x.610 leslie_s: March 04, 2020
CHIEF INFORMATION SECURITY OFFICER (CISO) CISO SIGNATURE DATE CISC SIGNED
Abdi, Salim; +()416-522 6611 salim.abdi@oeb.ca [~ March 04, 2020

SUBMIT FORM
[Yes | - h

PART 2 - REQUEST FOR INFORMATION

Pursuant to the Natural Gas Reporiing and Record Keeping , utilities are required to provide the OEB with information on cyber security

readiness and actions it is taking relative to its cyber security risks. Utilities are expected to apply their intemal Cyber Security Program to determine the
control objectives it plans to achieve and reflect on its own risk management approach to establish its objectives.
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7.3. Revise G2.1.22 form

The steps for submitting and viewing the revision request status are the same as any other RRR
form (please reference section 6 within this guide for additional instructions on submitting RRR
revision request).

Note: Whenever a G2.1.22 form is revised, the executive self-certification provided in the original
submission would reset and a fresh executive self-certification will be required from both CISO
and the CEO credential users. Similar to the original submission, the revised form can only be
submitted using executive credentials. The process for entering revised data and submitting the
revised form remains the same as explained in section 7.1 and section 7.2 within this guide.

RRR Filing Guide for Natural Gas Distributors 32| Page
March 2020



Ontario Energy Board

8. Frequently Asked Questions (FAQS)

1. Can |l use my existing e-Filing Services login credentials to enter RRR filing
system?

Yes, the login and password remain valid. RRR filing system provides self-service
password reset option to the registered. For further instructions, please reference
section 2 within this guide.

2. Will the e-Filing Services portal cease to exist once the RRR filing system goes
live?

Yes. The e-Filing Services will be deactivated once RRR filing system goes live.

3. lwantto view my previous RRR filing submissions. Will RRR filing system be
able to show me all my earlier filings?

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

4. |lwant 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 RRR filing system.
5. Will the RRR filing system 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 reference
section 5.3 step 4 within this guide.

6. 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 a 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.

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 indicates that the data is not yet saved. The
red mark will disappear once the form is saved by clicking the “checkmark” sign (V).
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8. How do I distinguish between a read-only and writeable cell in RRR filing
system?

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. Iwant to export saved data externally. Is there away | can copy the entered data?

In RRR filing system, the saved data can be exported in multiple user-friendly formats.
For further instructions, please reference section 5.4.1 within this guide.

12. Iwant to print a form. What should 1 do?

Use the “Print” function located within the menu section of RRR filing system for
printing forms. For further instructions, please reference section 5.4.3 within this guide.

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
is 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 reference section 5.4 within this 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

RRR Filing Guide for Natural Gas Distributors 34| Page
March 2020


mailto:IT.help@oeb.ca

Ontario Energy Board

9. Contacts

Issue Type Contact Email
Technical Support IT help IT.help@oeb.ca
RRR Filings or RRR Performance Analytics & performance reporting@oeb.ca
Revision Request Reporting
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10. Legend

Action Center * Mandatory field
Action Center

Navigation Option

Add/Remove row (Show/Hide)

+ Add attachment - Menu Option (Show/Hide)

- Back button 4 Print

Selection (export data/order
rows)

- Export data

== | Export this report E‘ Logout

=
Save data (checkmark) and
= Enter form Cancel data (cross)
r

Unsaved data entry

ﬂ Favourite (Add/Remove)
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