Version 4
Instructions for Testing in the Sandbox
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Please perform all of the steps in each of these four sections to ensure that you have correct data and tools to test your filing.  

Part 1-Create a test email using yahoo, Hotmail or Google

1. Create a test email to input name, password and user ID.  (Yahoo, Hotmail, etc.)  
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Figure 1 – Email Account Create Screen-Yahoo

Part 2-Register your test email account on the FERC Test Site 

1. Enter the following address in the internet explorer http://eqrsandbox.ferc.gov
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Figure 2 – Sandbox screen

2. Click on the eRegister link located on the left side of the screen.  
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Figure 3 – eRegister Link

3. Input the information in the fields provided below. 
4. Input a password and make note of the password.  This is the password you will use to register your company in the next section of this document.  
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Figure 4 – Information Fields for Account

5. Click the next button at the bottom of the screen.  It is important that you do the full registration. 
6. Click on the link in your confirmation email to confirm your eregistration.  
NOTE:  Access your test email (Yahoo, Hotmail, Google) to find the eregister confirmation link.  
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Figure 5-Confirmation email


Part 3 –Register your Company  

1. Click on the company registration link located on the left side of screen.   
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Figure 6-Company Registration Link

2. Click on the Register link shown below to register a new company.  
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Figure 7 – Company Registration Screen

3. Input information into the fields provided. Any field with asterisk must have data.   
4. Select the Required Filing Radio button or the Delegated Filer Button. If you select the Delegated Filer button the screen below will display. 
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Figure 8 –Delegated Filer Message Box

5. Select Regulated program to continue these steps below and receive the following message. 
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Figure 9 –Required Filing Message Box
  
6. Select a Regulated Program from the drop down box.  
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Figure 10-List of Selected Programs
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Figure 11 –Registering Required Company Filer

7. Click the Next button. The following screen displays. 
8. Check the EQR box and the eTariff box in the blue area of the screen and select Public or Non Public from the drop down box.  
Important:  You must select both EQR and eTariff.
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Figure 12 – Appoint Account Manager Screen


Your name will default as assigned to the form selected and as an account manager as shown in the screen below.    

9. Select the eReg Account or the DID selection from the drop down below.
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Figure 13-Selecting an Account Option

10. If you select DID, begin typing the Designated DID number to view a listing of all other DIDs. 
[image: ]
Figure 14 – Selecting a DID

NOTE:  If you select eReg Account you must enter your full email address in the field provided.
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Figure 15 –eReg Select
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Figure 16 – Enter email address 

11. Click the Assign to Forms button and/or Appoint Account Manager to assign the Designated Filer. 

NOTE:  Any additional names added will appear as contacts when you file your EQR.  
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Figure 17 – Additional Account Manager

12. Click the Next button. 
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Figure 18 – Summary Screen

13. Click the Submit button to submit your new company for registration.  When your company is approved you will receive an email with your CID number.  
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Figure 19 – Confirmation Screen
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Figure 20– email containing CID

IMPORTANT:  Make note of your new test CID from the email and Company name.  This information will appear in two of your CSV Files that you are going to create to load into the test system.  




Part 4-Create your CSV File using the guidelines below

The CSV File is made up of four files components which are tied together and that contain necessary information to complete your EQR filing.  
The four files are:  

· Contract
· Identification
· Transaction
· Index Publisher

This is what each CSV file looks like in excel format.  
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Figure 21 –CSV Files
A template of each file is displayed on the following URL.  
http://www.ferc.gov/docs-filing/eqr.asp
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Figure 22 – CSV Templates


After you create each of the four CSV Files, then you must zip the file.  Ensure that your Zip file is accessible and easy to identify when you load the EQR into the EQR Web Interface.  
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Figure 23 – Example of CSV Zip File






Part 5-File an EQR using the test site  

1. Click on the EQR Submission Client Software Link on the left to access the EQR Filing Portal.  
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Figure 24 – EQR Submission Client Link
You are now ready to begin the EQR filing process. 

2. Click on the link below for steps on filing your EQR  
http://www.ferc.gov/docs-filing/eqr/tutorial/filingprocess.htm
1
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