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1 Introduction

The Office of Fossil Energy (FE) has established a user-access, web-based Portal for companies and
other entities that interact with FE, in relation to the import/export provisions of the Natural Gas Act.
The Portal will simplify and speed users’ interactions with FE for routine matters, reducing time and
burden for the user community.

The Portal can be accessed through desktop or laptop computers, or with mobile devices.

This document serves as a reference manual for users outside of FE. This includes companies or other
entities that import and/or export natural gas to or from the United States (Import/Export users) and
public users of the Import/Export Authorization Portal for Natural Gas (the Portal) who access reports
and related information published by FE (Public users).

1.1 Purpose

The purpose of this document is to present step-by-step instructions for using the Portal.

1.2 Definitions, Acronyms and Abbreviations

FE Office of Fossil Energy, U.S. Dept. of Energy
FERGAS Fossil Energy Regulatory Gas Activity System
GSA U.S. General Services Administration

1.3 References

1 Login.gov Help A help page to browse common https://login.gov/help/ External
topics of login.gov website.

1.4 Overview of the Document

This document provides instructions for functions currently available through the Portal. It includes
numbered instructions for each activity, along with illustrative screenshots. Portal functionality is
being built over time, so some user interactions may not be available through the Portal immediately.
Where appropriate, the Portal provides links to other web locations if functionality has not yet been
set up through the Portal.

1.5 Additional help

If you need additional help with the Import/Export Authorization Portal application, you may send
email to Portal@hq.doe.gov for assistance.
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2 Portal Access and User Management
2.1 User Roles and Access
As a Portal user, you must be assigned to one or more of following four roles:
Company Administrator
Applicant

Attorney
Reporting Contact

Users may be associated with more than one company. For example, an Attorney may have
several clients who wish to give him/her access to the Portal to perform certain functions on their
behalf. Each individual Company Administrator may associate users with their company.

1) Company Administrator

e A Company Administrator can add other, subsidiary users, including additional Company
Administrators, if desired.

o  After successful login, an Import/Export user will see a menu like the one in Figure-1
below, based on their role. The Company Administrator will have all the functionality
necessary to perform currently available company operations, including maintaining
company information, authorizing/adding new company users, filing applications,
working with existing authorizations, and filing monthly reports under import/export
authorizations.

IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL weicome John Doett

B Applications v Reports B users/Contacts B switch Company v John Doe

ABC Inc

Authorizations Name Change Request

Figure-1: Company Administrator User Menu
2) Applicant

Applicant users have access to functionality including Submit Applications, Request
Extension, Transfer Control and other functionalities related to Applications/Authorization.

3) Attorney

Attorney users can access some functionality related to filing import/export applications
(filing the Opinion of Counsel form).

4) Reporting Contact

Reporting Contacts have access to functionality related to filing monthly import/export
reports.
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2.2

New Company Registration

Import/Export users interact with the Portal for multiple purposes. All users must register, creating
a Portal account. Companies new to importing/exporting natural gas to/from the United States must
also be registered. (Companies with current authorizations, or which have had authorizations in
recent years, are already in the system.) A new Company and the Company Administrator user will
be registered at the same time.

Please note that the company registration process is new for FE’s natural gas import/export
administration. It is necessary for implementation of the web-based Portal. Companies already in
the database — e.g., ones that have recently had an active import/export authorization -- have
been pre-loaded into the Portal and registered. FE staff have contacted those companies to have
them designate a Company Administrator, since that is a new role.

The representative of a new company should complete the company registration. The following are
the steps to complete a new company (and Company Administrator) registration. (Note that other
users for a company will be designated by the Company Administrator.)

The steps for registering a new company and a Company Administrator are as follows:

1) Access the Portal’s home page at https://fossil.energy.gov/fergas-fe/main.html (Figure-2).

e IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

I Register New Company I I I

»

Welcomel Resources
This is the Department of Energy's portal for entities importing and/or exporting natural gas to or from the United + Contact Us
States. « How to Obtain an Authorization
- Electronic Docket Library
If you want to register a company that is not already in our system, please click on Register New Company. If your - Natural Gas Regulation Home Page
company is already registered and you are enrolled as a company representative, just click Sign in above to get » Reporting Guidelines

started

Access to this portal is managed by company’s Import/Export Authorization Portal for Natural Gas Administrator.
Please contact your Company Administrator if you would like to gain access.

Privacy Accessibility Contact

Figure-2: Portal Home Page
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2) Click the “Register New Company” button link in the upper right corner of the page. A
confirmation dialog box will be displayed (Figure-3).

Are you sure you want to register a new company?

Access to this portal is managed by company's Import/Export Authorization Portal for
Natural Gas Administrator. Please contact your Company Administrator if you would like to
gain access.

If you want to register a new company, please continue..

Figure-3: New Company Registration — a confirmation dialog box to continue

3) Click “Continue” to proceed in registering a new company. A page with DOE’s privacy
policy will be displayed (Figure-4). You may click “Close” to the process.

U.S. Department of Energy

WARNING:
This system contains Department of Energy (DOE) data. Unauthorized use of this system is prohibited.

IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

This is a DOE computer system. DOE computer systems are provided for the processing of official U.S. government
information only. All data contained within DOE computer systems is owned by the DOE, and may be audited,
intercepted, recorded, read, copied, or captured in any manner and disclosed in any manner, by authorized
personnel. THERE IS NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential
evidence of crime found on DOE computer systems to appropriate authorities. USE OF THIS SYSTEM BY ANY USER,
AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS AUDITING, INTERCEPTION, RECORDING,
READING, COPYING, CAPTURING, and DISCLOSURE OF COMPUTER ACTIVITY.

Note —

Per our personal privacy policy, no personal information will be collected on this site beyond that provided by you
when you registered for an Import/Export Authorization Gateway account.

Cancel

Figure-4: New Company Registration - Portal Privacy Policy Page for the registrant to agree

4) Click “I agree. Please Continue To Registration Form..” to go to the next step of the
registration process. If you do not agree to the DOE’s privacy policy, you can exit the
registration process by clicking the “Cancel” button.
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5) Enter all the required information (fields marked as “*”) on the registration form as seen on
Figure-5. The “reCAPTCHA” feature ensures the user is not a bot. It will ask the registrant to
click or tap on photographs with certain characteristics, and shows a green checkmark after
successful completion. The registration form may show a validation error for any incorrectly
completed fields.

a. You may want to check whether your company is already in the system. When
entering the company name, the user can search the list of Companies that are in the
system, to see whether that exact company name is already registered. If it is, there is
no need to complete a new registration. (Please be careful to enter your
company’s precise legal name, taking care with commas, abbreviations, etc.)
Click the “Search existing companies” link to access the search page, enter part of
your company name, and click or tap the “Search” button to get the list (Figure-6). If
there is no match, proceed to completing the company registration form.

@ IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

Registering a Company for the First Time

Please search for your company’s name before starting a new registration - it may be pre-loaded in the
system, This form is to register companies that haven't had an import/export registration in several years, or
have never had one. (We have pre-loaded information about companies that already have authorizations.)

If you submit a new registration, you'll receive an email for verification, and providing further instructions.

Company Detail (Search existing companies):

Company Name *

ABC Inc

Company Administrator Detail:

First Name *

Jakn Middle Initial

Last Name = Job Title *

Doe Manager

@

Verify Ermail Address =

fergas@ihg.doe.gov fergas@hg.doe. gov
Phone Number * Verify Phone Number *
(301) 902-2020 [301) 903-2020

+*" I'mnot a robot
TRCARTICHA

[ES————

Figure-5: New Company Registration - Form Page
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Search Existing Companies

Compary Mame *

aBC |

1. ABC Inc

- |

6) Upon completing the form, click or tap the “Submit” button. This button will be enabled after
required fields are completed.

Figure-6: New Company Registration - Search Existing Companies

7) After successful submission, a confirmation message will be displayed (Figure-7) and the new
Company Administrator user will receive an email with a user-specific link (a button) to click
or tap on and complete the registration process (Figure-8). See sections 2.3 and 2.4 below,
for detailed instructions about the process of creating an account and logging in to the Portal.

IMPORT/EXPORT AUTHORIZATION GATEWAY FOR NATURAL GAS

Thank you for registering.

Please check your email for instructions on how to complete the registration/verification process and login to the site,

HOME LOGIN

Figure-7: New Company Registration - Confirmation Page
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2.3

From: Fossil Support Team

To:

Sent:

Subject: You have registered for access to the Import/Expert Authornzation Portal

You have Registered for Access to the Import/Export Authorization Portal for Natural Gas
IMPORT/EXPCORT AUTHORIZATION PORTAL FOR
NATURAL GAS

ABC LLC has added you to the U.S. Department of Energy's Import/Export
Authorization Portal for Natural Gas (Portal).

The Portal uses a secure federal government service for identity management.

Please complete your registration by:
1. Clicking the Login button below and setting up an account.
2. Go to Account/Company Associations, and select your company affiliation.

If you have any guestions about accessing the site, please contact the Portal
Customer Team.

Figure-8: New Company Registration - Email confirmation message

Create an Account at Login.gov
PLEASE NOTE

For purposes of the Portal, accounts should be created either during the process of
registering a new company with us, or through a user-specific registration link sent from
the system by the Company Administrator.

Using the “Create an Account” feature at login.gov won’t connect the user to the Portal. If
you’ve accidentally tried this and need assistance to properly create a Portal account, please
contact Portal@hg.doe.gov for further assistance.

1) Click on “Create an account” and follow the prompts - you’ll be creating an account at

Login.gov for purposes of interacting with this DOE system (Figure-10). Your account will be
based on your business email address. One security feature is that the system will send you a
code separately that you will enter. If you like, you can tell the interface to remember the
device you’re using, for 30 days, so you won’t have to enter a code each time.
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E= An official website of the United States government

D LOGIN.GOV

Enter your email address

Email address

Security Practices and Privacy Act Statement

Cancel

Figure-9: Create an account — Initiation form to confirm email address

2) Click “Submit” and you will see a confirmation message page (Figure-10).

Check your email

We sent an email to I

with a link to confirm your email address. Follow
the link to continue creating your account.

Didn't receive an email? Resend

Or, use a different email address

You can close this window if you're done.

. A

Figure-10: Create an account — Confirmation page to validate email

3) Anemail will be sent to the email address of the account that you are trying to create. You must
check your email inbox (Figure-11) and follow the instructions to complete the user
registration.
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From:

Sent:

To:

Subject: Confirm your email

D LOGIN.GOV

Confirm your email

Thanks for creating an account. Please click the link below or
copy and paste the entire link into your browser. This link will
expire in 24 hours|

Confirm email address

Please do not reply to this message. If you need help, visit
www_login.gov/help

About logingov | Privacy policy

Figure-11: Portal Login — Create an account email confirmation page

4) Click “Confirm email address” from your email (Figure-11) and follow the instructions on
setting up a strong password (Figure-12).

@ You have confirmed your email address

Create a strong password

It must be at least 12 characters long and not be a commonly
used password. That's itl

(O Show password
Password

Password strength: Good

Password safety tips o

« Cancel account creation

Figure-12: Portal Login — Create an account password setup
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5) Click the “Continue” button and choose an option to secure your account (Figure-13). In the
example shown here, a user has selected to receive a code by text message.

Secure your account

login.gov makes sure you can access your account by adding a
second layer of security.

Select an option to secure your account:

O Text message / SMS

Get your security code via text message / SMS

O Phone call
Get your secunty code via phone call

O Authentication application
Set up an authentication application to get your security
code without providing a phone number

O Security key

Use a security key to secure your account

O Backup Codes
Receive a pre-generated list of security codes to use
when signing in

« Cancel account creation

Figure-13: Portal Login — Create an account security setup

6) Click the “Continue” button and enter the mobile phone number (in this example; you may
choose another method) to receive a code and click “Send code” (Figure-14).

Page 14 of 58



User Manual ver. 1.2 — Import/Export Authorization Portal for Natural Gas

hkk dkk
1

Send your security code via text
message

We'll text a security code each time you sign in

Mobile phone number
example: (201) 555-0123

"

end code

¢ Choose another option

Figure-14: Portal Login — Send security code

7) Enter the one-time security code that you received on the mobile phone (in this example) and
click the “Submit” button.

Enter your security code

We sent a security code to +1 301-461-9228 . This code will
expire in 10 minutes.

One-time security code

= Get another code [0 Remember this browser

Entered the wrong phone number? Use another phone number

¢ Cancel account creation

Figure-15: Portal Login — Enter security code
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Always have access to your account
with your personal key

This is the only way to regain access to your account if you lose
your phone or security options. Write it down or print it out.

Your personal key

Generated onliji N
Figure-16: Portal Login — Personal key display to remember

8) The system generates a personal key. Note down the value for later use. On the next page, enter
the personal key and click “Continue” (Figure-17).

Enter your personal key

Please confirm you have a copy of your personal key by entering it
below

|

Figure-17: Portal Login — Enter personal key
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You have created your account with

login.gov

You can now log into Import/Export
Authorization Portal for Natural Gas.

This is the only information login.gov will share
with Import/Export Authorization Portal for
Natural Gas:

@& Email address

« Return to your login.gov profile

Figure-18: Portal Login — Confirmation and interface to the Portal from login.gov
9) Click “Continue” to “Sign In” to the Portal.

2.4 Signin

Registered users can access the Portal with an email address and password. The site is accessed
using Login.gov, a system offered by the U.S. General Services Administration (GSA), for federal
government use. It is secure and straightforward to use. At login, you will be navigated to
Login.gov. After successfully entering credentials, you will gain access to the Portal.

1) For your first Sign in, you must click or tap the “Login” button in a confirmation email you
will receive (Figure-8). The login button represents a unique identifier and it’s very important
for the user to access the login page from the email, the first time. The button will navigate the

user to the Portal’s login page. (Figure-19).

Page 17 of 58



User Manual ver. 1.2 — Import/Export Authorization Portal for Natural Gas

Z= An official website of the United States government

D LOGIN.GOV @

Import/Export Authorization Portal
for Natural Gas is using login.gov to
allow you to sign in to your account
safely and securely.

‘ Signin ‘

Back to Import/Export Authorization Portal for Natural
Gas

a U.5. General Services Administration @ Language v HELP CONTACT PRIVACY & SECURITY

Figure-19: Login.gov Main Page

2) Click “Sign in” on the main page and you will be directed to accept DOE’s privacy policy
statement (Figure-20).
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IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

U.S. Department of Energy

WARNING:
This system contains Department of Energy (DOE) data. Unauthorized use of this system is prohibited.

This is a DOE computer system. DOE computer systems are provided for the processing of official U.S. government
information only. All data contained within DOE computer systems is owned by the DOE, and may be audited,
intercepted, recorded, read, copied, or captured in any manner and disclosed in any manner, by authorized
personnel. THERE IS NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential
evidence of crime found on DOE computer systems to appropriate authorities. USE OF THIS SYSTEM BY ANY USER,
AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS AUDITING, INTERCEPTION, RECORDING,
READING, COPYING, CAPTURING, and DISCLOSURE OF COMPUTER. ACTIVITY.

Note —
Per our personal privacy policy, no personal information will be collected on this site beyond that provided by you

when you registered for an Import/Export Authorization Gateway account.

This system uses Login.gov Authentication service (run by the General Services Administration). You will be
redirected to Login.Gov for authentication purposes, once authenticated you would be able to access this system.

1 Agree. Please Continue.. Cancel

Figure-20: Portal Sign in —Privacy Statement for the user to agree

3) Click “I Agree, Please Continue..” to continue to the sign in page. If you don’t agree to the
privacy policy you may click “Cancel” to exit the sign in process (Figure-20).

D LOGIN.GOV @

Sign in to continue to Import/Export
Authorization Portal for Natural Gas

Email address

(O Show password
Password

Security Practices and Privacy Act Statement

¢« Back to Import/Export A...
Forgot your password? = Create account

Figure-21: Portal Sign in — Account
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4) Enter your Email address and password and then click the “Next” button to Sign in to the Portal
(Figure-21).

2.5 Users/Contacts management by Company Administrator

The Company Administrator can assign others to one or more roles associated with their
company. The new user must then register by following a user-specific link sent to them by the
Portal. The specific steps for this process are listed below.

2.5.1 Add New User

1) After logging in, the Company Administrator clicks or taps on “Users/Contacts” and then clicks
on “Add New User” (Figure-22).

@ IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

E Authorizations E Applications v Reports : m Switch Company v John Doe

ABC LLC

Users/Contacts Add New User Edit User

First Name Last Name Email Address Role(s) Login Status

Figure-22: Users/Contacts - Menu

2) A “Create New User” dialog box will be displayed (Figure 23). For users not in the system,
provide the name and email address for, and select checkboxes to choose role(s) for, the new
user. Click “Save.”
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3)

Create User Search Contacts

First Name * Last Name *

Email Address * Confirm Email Address *

User Role

D Company Administrator

Person at each company who has the ability to name other individuals who will have access to one or more aspects of the company's
business in the system. Users having this role will have access to all the functionalities.

[:] Applicant

Ability to Submit Applications, Request Extension, Transfer Control and other functionalities related to Applications/Authorization.
D Attorney

Ability to submit Supporting Documents for Applications/Authorization.
D Reporting Contact

Ability to Submit Monthly Transactions Report.

Cance‘

Figure 23: Users/Contacts - Create New User Page

If a user is already registered, the Company Administrator can click or tap on “Search Existing
Contacts” in the upper right of the page. A search box will be displayed (Figure 24). Type in
parts of at least two of the fields in the search box. If the user is listed in the search results, from

the results page, select the user, check the box(es) for the user’s role(s) for the company, and click
or tap “Add User.”
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Create User Search Contacts

First name (Like) Last name (Like)
John Doe

Email Address (Like)

First Name Last Name Email Address Phone Number

User Role

I:' Company Administrator

Person at each company who has the ability to name other individuals who will have access to one or more aspects of the company's
business in the system. Users having this role will have access to all the functionalities.

Applicant

Ability to Submit Applications, Request Extension, Transfer Control and other functionalities related to Applications/Authorization.

Attorney
Ability to submit Supporting Documents for Applications/authorization.
Reporting Contact

Ability to Submit Monthly Transactions Report.

Cancel

Figure 24: Users/Contacts - Search Contacts Page

4) After successful submission, a confirmation message will be displayed and the new user will

receive an email with a user-specific link (a button) to click or tap on to complete the registration
process (Figure-25).

From: Fossil Support Team
Sent:
To:

Subject: Welcome to the Import/Export Authorization Portal for Natural Gas

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

You have been added to the U.S. Department of Energy's Import/Export
Authorization Portal or Natural Gas (Portal).

The Portal uses a secure federal government service for identity management.

Please complete your registration by clicking the Login button below and setting
up an account. Thank you!

If you have any questions about accessing the portal please contact the Customer
Portal Team.

This is an automated m

e se do notreply. You are receiving this email because you have
regisiered for access fo th

riment of Energy’s ImporiExport Authorization Portal for Natural
Gas

ssage. Pl
e

U5 Dep

oW

U S. Department of Energy, Office of Fossil Energy

Figure-25: Add New User — Confirmation email from company administrator
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5) The new user must then click or tap on the “Login” button in the email and sign in to the Portal,
as described in the section 2.4.

2.5.2

Edit User

Company Administrators can edit users’ roles for their company.

1)

2)

3)

First Name *

Email Address*

User Role

Company Administrator

Person at each company who has the ability to name other individuals who
will have access to one or more aspects of the company's business in the

system. Users having this role will have access to all the functionalities.

D Applicant

Ability to Submit Applications, Request Extension, Transfer Contrel and

other functionalities related to Applications/Authorization.

D Attorney

Ability to submit Supporting Decuments for Applications/Authorization.
[:] Reporting Contact

Ability to Submit Monthly Transactions Report.

Save

Figure-26: Users/Contacts — Edit User

Cancel

From the Company Administrator’s page, select “Users/Contacts” from the menu.

Select the check box next to a user’s name. Two tabs that have been grayed out will turn blue
and become active.

Click “Edit User” to change role(s). Use the check boxes to make changes, then click or tap
“Save.” (See Figure-26)

Edit User
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2.5.3 Remove Association

A Company Administrator can remove the user’s association with the company — for example, if
they no longer work at the company (Remember that a particular user might be associated with
more than one company. Deleting one association leaves the others intact) by doing the following
actions.

1) From the Company Administrator’s page, select “Users/Contacts” from the menu.

2) Select the check box next to a user’s name. Two tabs that have been grayed out will turn blue
and become active. When selecting a non-admin user, the “Remove Association” button
becomes active.

3) Click “Remove Association” to remove the user’s connection with the company in the
Portal. The Portal will provide a popup confirmation box (Figure-27). Click or tap “OKk” to
complete the action or “Cancel” to cancel it.

Please Confirm

Are you sure you want to remove association with this user?

Figure-27: Users/Contacts — Remove Association

2.6 User Profile Menu Actions

2.6.1 Edit Portal User Profile

You can edit your profile to update the email address where you receive messages from the
system and other information. To do so, click or tap the dropdown menu in the upper right of the
home page (where you arrive after login), and select the profile option: “[User Name] -> My
Profile” to edit. (See Figure-28) After making any changes, click or tap the “Save” button. The
“Cancel” button may be used to cancel the operation. Please note that the email address on the
profile is the company email where the user receives communications from the Portal, and not
necessarily the same as an email address used for account login.
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2.6.2

1)

2)

% IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

L

My Profile 4 Company Associations
Contact Us
First Name * Last Name ™
John Middle Initial Doe @ Help
(_!) Sign out
Email Address * Job Title
fewebmaster@hq.doe.gov Manager
Phone Number *
(301) 903-2020 Fax

Cance'

Home Privacy Accessibility Contact

Figure-28: My Profile - Edit Portal User Profile

Company Associations

Access the “Company Associations” option under the menu [User name]. This page will list all
the company associations of the user.

&3 authorizations B applications v Reports B users/Contacts B switch company

o IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

L1l
o
<
-]
o
<

Company Associations

1 ABC LLE Artive Admin (]

Figure-29: Company Associations — User Accept/Reject request

If you have a pending request by a Company Administrator to be associated with a new company,
you can accept it here. (For example, your family of companies may get an authorization under
the name of a new subsidiary.) To do so, click or tap the “Accept” button (See Figure-29) to
accept the request from the Company Administrator.
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3) A popup confirmation message appears (Figure-30). Click “Ok” to accept the request. You can
also cancel the “accept request” by clicking the “Cancel” button.

Please Confirm

Are you sure you want to Accept the request?

Figure-30: Company Associations — User acceptance confirmation dialog box

4) The user’s status will be changed from “Waiting for your Approval” to “Active.” (Figure-31)

° IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

Company Associations

ABC LLC Active Admin [ ]

2 ABC Ine Aetive Amarney, Reporting Contadt, Applicant

Figure-31: Company Associations — Accept result page

5) Click or tap the “Reject” button to deny a request from the Company Administrator (Figure-29).
A popup confirmation message appears (Figure-32). Click “OKk” to reject the request. You can
also cancel the “reject request” by clicking the “Cancel” button.

Please Confirm

Are you sure you want to Reject the request?

Figure-32: Company Associations - Reject confirmation dialog box

Page 26 of 58



User Manual ver. 1.2 — Import/Export Authorization Portal for Natural Gas

e IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

E Authorizations B Applications ~ Reports B users/Contacts

v lohn Doe

Company Associations

Company Name

1. ABC LLC Active Admin

2. ABC Inc Rejected by You Admin

ABC LLC

Figure-33: Company Associations — Rejection of company associations by the user

6) You can delete your associations with a company, as long as you are not the only Company

Administrator. To do so, click or tap delete icon (Figure-34).

IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

U.S. Department of Energy

E Authorizations E Applications v Reports A users/Contacts a Switch Company

v John Doe

Company Associations

No. Company Name Status Role
1. XYZ Company Active Admin
2. ABC Inc Active Attorney, Reporting Contact, Applicant, Admin

Action

ABC Inc

Figure-34: Company Associations - Multiple company associations view

7) A dialog box will be displayed to confirm deletion of the company association. Click or tap the
‘OK” button. The “Cancel” button may be used to cancel the operation.

Please Confirm

Are you sure you want to delete this company association?

— ——

Figure-35: Company Associations - Delete company associations confirmation page
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2.6.3

@ IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

E Authorizations E Applications v Reports g Users/Contacts v John Doe

Company Associations

No. Company Name Status

1 ABC LLC Active Admin [ 1

ABC LLC

Figure-36: Company Associations - Company associations view after deletion

Note that a Company Administrator’s association may only be deleted if that company has
another Company Administrator. This is a system rule that ensures there is always one
associated with each company.

Contact Support

You can contact support for any questions related to your use of the Portal by completing a
“Contact Us” form.

1) From the menu in the upper right of the home page, click or tap the “[User Name] ->
Contact Us” button from the drop-down menu to send a message to the support team.

2) Please be sure to select the appropriate topic — this will route your question to the right
staff. Fill out the contact form (see Figure-37) and click or tap the “Send” button. (You
may also cancel out of the message form.)

Contact Us

Topic*

Monthly Reports -

Subject *

Submission of Monthly Transaction

Message *

Could vou please send us the timeline in submitting the monthly transactions?

Please include a Phone number if you want us to call you

Figure-37: Contact Us - Contact support form
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3) The appropriate staff will receive the message via email (Figure-38) and take appropriate
action.

From: Fossil Support Team

Sent:

To:

Subject: Registrant submitted Contact US form.

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

John Doe from ABC Inc has submitted the following comments via the
Import/Export Authorization Portal for Natural Gas:

Topic: Monthly Transactions
Subject: Submission of Monthly Transaction

Comment: Could you please send us the timeline in submitting the monthly
transactions?

If you need assistance accessing the portal, please contact the FE IT Support
Team.

=]
(D

]
iy
[aE

Figure-38: Contact Us - Contact support confirmation email

2.6.4 Help

Please note that the Help feature, which will be accessible in the [User name] menu, is under
construction and not currently available.

2.6.5 Sign Out

To exit the Portal, click or tap the “[User Name] -> Sign Out” button in the drop-down menu to
logout. The Portal will prompt the user for confirmation to close all active sessions.
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3 Report Submission through the Portal
3.1 Monthly Report
Please take the following steps to submit monthly reports on natural gas import/export activity.

1) Login to the Portal
2) Click “Reports” and then click “Monthly Report”(Figure-39)

g% IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

E Authorizations E Applications g Users/Contacts a Switch Company v John Doe
I Monthly Report I ABC Inc
Monthly Reports 2 semi-annual Report =+ New Report
Month/Year Docket# Date Modified Status =

Figure-39: Monthly compliance report menu

3) The Monthly report page displays past reports (these can be viewed by clicking on the document
icon on the right hand side). To begin a new report, click the “+New Report” button in the upper
right part of the page.

4) Select the Docket number of an active docket from the drop-down menu, then select the Year and
Month for the new report.

5) If you’d like to import data from the previous month’s report, click on “Copy from Last Report,”
and a page with that data, but for the currently selected month, will appear.

6) A transaction can be edited by selecting the pencil icon on the right hand side of the line for the
transaction.

7) To enter new data (instead of copying it from the previous month), click the “Add Transaction”
button.

E Authorizations E Applications E Users/Contacts a Switch Company v John Doe

ABC Inc

Month/Year Docket# Date Modified - Status =
Apr/2019 19-14-NG 04/08/2019 6:43 PM Submitted /‘ B
Apr/2019 19-13-NG 04/08/2019 6:31 PM In-Complete Report /'

Rows per page: %0  1-2 of 2

Figure-40: Monthly Compliance report list
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e IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS
US. Department of E

nent of Energ

E Authorizations E Applications v Reports E Users/Contacts a Switch Company v John Doe

ABC Inc
Form FE-746R®

OMB Control Number: 1901-0204

Expiration Date: 06/30/2019
Reporting Burden: 3 huursG)

Docket Number * Year * Month *

19-14-NG (Short Term) - Active - 2019 - April -

Add Transaction Copy From Last Report

1. Select Docket, Year and Month.
2. Add Transaction(s) or No-Activity to the monthly report by clicking on the 'Add Transaction’ button

Or you can copy Transactions from last Monthly Report for this Docket by clicking on ‘Copy From Last Report' button
3. Once all transactions are added, you can submit the report by clicking 'Submit Report' button below.

Cancel

Figure-41: Add monthly transaction report

8) A data entry wizard will populate various fields based on the terms of the specific Import/Export
authorization. Select the Transaction Activity and Gas Type in the first page of the wizard. Please

note that the Gas Type will change dynamically based on the Transaction activity selection. If
you select “No Activity” the Gas type will be “none.”

9) Each field on the form displays an information icon ® . Clicking the icon displays information
about that data field.

New Transaction - Step:1 of 3 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: Import, Gas Type: NG)
Transaction Activity *
@ Impeort O Export O MNo-Activity O In-Transit ®©

Gas Type *

@® ne ®

10) The following screenshots (Figure-43, Figure-44, Figure-45, Figure-46) provide an illustration

of how the Gas Type options change depending on the Activity selected. Make the appropriate
selection and click “Next” to navigate to the next step.

Figure-42: Add monthly transaction report wizard — Landing Page
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3.1.1

Transaction Activity *

@ Import O Export O MNo-Activity O Ir'l—'l'ransit(D

Gas Type *

® ne ®

Figure-43: Add monthly transaction report wizard — Step 1 Import Activity

Transaction Activity *

O Import @ Export O Mo-Activity O Ir1—'|'rar'|sitl:DI

Gas Type *

® ne O cne ®

Figure-44: Add monthly transaction report wizard — Step 1 Export Activity

Transaction Activity *

O Import O Export @ Mo-Activity O Ir'|—Tran5it(DI

and Gas Type

and Gas Type

Transaction Activity #*

O Import O Export O Mo-Activity @ I|'1—Trar1sit(D

Gas Type *

@ ne ®

Import Transaction Activity

Figure-45: Add monthly transaction report wizard — Step 1 No-Activity and Gas Type

Figure-46: Add monthly transaction report wizard — Step 1 In-Transit Activity and Gas Type

1) Select the Import Transaction Activity, Gas Type and click “Next” button (Figure-42). A data

entry page (Figure-47) will be displayed and enter the monthly transaction information. You must
enter the data in a tab sequence left to right since few of the dropdown values depends on the
selected dropdown value of the previous dropdown box. An illustration for one type of import
transaction activity is shown in the Figure below.

Page 32 of 58



User Manual ver. 1.2 — Import/Export Authorization Portal for Natural Gas

New Transaction - Step:2 of 3 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: Import, Gas Type: NG)
Country of Origin* Point of Entry *
Canada - Sumas, Washington -
US Transporter Foreign Transporter
Sumas Pipeline U.5.A. - Westcoast Energy Inc. Pipeline -
Supplier @

Area*
ABC LLC @

South -
Import Volume (Mcf) * Average Price ($/MMBtu) *
3,000 Mcf s 2.8 /MMBtu
Estimated Duration of Supply Contract * Comment
24 |

Back Cancel

Figure-47: Add monthly transaction report wizard — Step 2 Import Activity

2) Click “Next” to navigate to the next step, which is a review of entered data.

New Transaction - Step:3 of 3 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: Import, Gas Type: NG)

Activity: [Import] Gas Type: [NG|

Country of Origin: |\Canada'| Point of Entry: |\Sumas, WashingtonJ

US Transporter: |Sumas Pipeline U.S.A. | Foreign Transporter: |Westcoast Energy Inc. Pipeline|
Area: |South| Supplier: |ABC LLC|

Import Volume: |\5,000 Mch Average Price: |\$2.8 /MMBtuJ

Estimated Duration of Supply Contract: |'24\|

Back Save And Continue

Figure-48: Add monthly transaction report wizard — Step 3 Import Activity Data Preview

3) Click “Save And Continue” to save the transaction.
4) You may click “Cancel” to avoid saving the transaction.

3.1.2 Export Transaction Activity
1) Anillustration for one type of Export is shown in the Figure below.
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MNew Transaction - Step:2 of 3 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: Export, Gas Type: LNG)

® ®
Country of Destination * Point of Exit *
-- Select Country of Destination - - -- Select Point of Exit -- -

@ Supplier

Search a company (D

Mode of Transport * - - —

® ®
Purchaser Name Export Volume (Mcf) * Mcf

® ®
Average Price ($/MMBtu) *
% Dlease enter Price.. /MMBtu Estimated Duration of Supply Contract *
Comment

Back Next Cancel
Figure-49: Add monthly transaction report wizard — Step 2 Export Activity
2) Click “Next” to navigate to the next step, which is a review of entered data.
New Transaction - Step:3 of 3 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: Export, Gas Type: LNG)
Activity: Gas Type:
Country of Destination: Point of Exit:
Mode of Transport: LNG Truck Transporter: :]
—_—

LNG Receiving Facility: Supplier:
Export Volume: |9,000 Mcf Average Price: [$3.15 /MMBtu
Estimated Duration of Supply Contract:

Figure-50: Add monthly transaction report wizard — Step 3 Export Activity Data Preview

3) Click “Save And Continue” to save the transaction.
4) You may click “Cancel” to avoid saving the transaction.
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3.1.3 No Activity

1) The Figure below illustrates the page shown with a selection of “No Activity.”

No Activity for this month

New Transaction - Step:2 of 2 (Docket #: 19-13-NG, Month/Year: April/2019, Activity: No-Activity, Gas Type: )

Back Save And Continue Cancel

Figure-51: Add monthly transaction report wizard — Step 3 No Activity Data Submission

2) Please NOTE that there is no preview page with this selection.
3) Click “Save And Continue” to save the transaction.
4) You may click “Cancel” to avoid saving the transaction.

3.1.4 In-Transit Transaction Activity

1) After selecting “In Transit,” enter the appropriate information on the page as shown in the

example below.

Origin & Final Destination Country *

Mexico

Initial Border Crossing Point *

McAllen, Texas

Foreign Transporter at Initial Border Crossing

PEMEX Pipeline

Foreign Transporter at Final Border Crossing

PEMEX Pipeline

Volume (Mcf at U.5. Border) *
Enl[l Oj

®

Transit Country *

u.s.

New Transaction - Step:2 of 2 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: In-Transit, Gas Type: NG)

®

Final Border Crossing Point *

Del Rio, Texas

LS. Transporter at Initial Border Crossing

Kinder Morgan Border Pipeline

LS. Transporter at Final Border Crossing

West Texas Gas, Inc.

Comment

Back Next Cancel

Figure-52: Add monthly transaction report wizard — Step 2 In-Transit Activity

2) Based on the Origin and Final Destination, enter the crossing point information. Click “Next” to
navigate to the next step, which is a review of entered data.
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New Transaction - Step:3 of 3 (Docket #: 19-14-NG, Month/Year: April/2019, Activity: In-Transit, Gas Type: NG)
Activity: |In-Transit| Gas Type: |NG |

Origin & Final Destination Country: |Mexico |

Initial Border Crossing Point: |McAIIen, Texas|

U.S. Transporter at Initial Border Crossing: |\Kinder Morgan Border PipelineJ

Foreign Transporter at Initial Border Crossing: |PEME){ Pipeline|
Transit Country: |U.S. |

Final Border Crossing Point: |\De| Rio, TexasJ

U.S. Transporter at Final Border Crossing: | West Texas Gas, Inc. |

Foreign Transporter at Final Border Crossing: |PEME)( Pipeline|

Volume (Mcf at U.S. Border): | 5,000 Mcf‘|

Back Save And Continue

Cancel

Figure-53: Add monthly transaction report wizard — Step 3 In-Transit Activity Data Preview

3) Click “Save And Continue” to save the transaction.
4) You may click “Cancel” to avoid saving the transaction.

3.1.5 Monthly Report Submission

1) You can review monthly report data prior to submission. You can edit or delete transactions from

the Transaction list using the edit and delete icons.
2) When you’re ready, click “Submit Report” to send your report to the system (Figure-54).
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IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS
U.S. Department of Energy
E Authorizations E Applications v Reports E Users/Contacts Switch Company v John Doe
ABC Inc
Form FE—746R® Expiration Date: 06/30/2019
OMB Contral Number: 1901-0204 Reporting Burden: 3 hours®
Docket Number * Year * Month *
19-14-NG (Short Term) - Active - 2019 - April -
No. Activity Gas Type PoEE Volume (Mcf) Price (3/MMBtu) i?
1. Import NG Sumas, Washington 5,000 s2.8 Ve |
2. Export LNG Sumas, Washington 9,000 $3.15 VA |
3. In-Transit NG McAllen, Texas 5,000 VA |

Figure-54: Monthly Report - Transaction Submission

3) A dialog box will be displayed to confirm the report submission (Figure-55)

Please Confirm

Are you sure you want to submit the Monthly Transactions report?

Figure-55: Monthly Report - transaction submission confirmation dialog box

4) A conformation message will be displayed (Figure-56).
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Monthly Report Submitted successfully.

Confirmation email has been sent to your email address.

Figure-56: Monthly Report - transaction report submission confirmation message

5) The status of the report will be changed from “Incomplete Report” to “Submitted”. You will
receive an email confirming the submission (Figure-57).

Fossil Support Team

Monthly Transaction Report Successfully Submitted for Docket# 19-14-NG
To

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

A Monthly Transaction Report was successfully submitted for:
Docket# 19-14-NG
Month/year: Aprili2019.

To view the monthly transaction report, please login and navigate to the Monthly
Report section of the portal.

If you have any questions about accessing the site, please contact the
Import/Export Authorization Portal Team.

This is an automated message. Please do notreply. You are receiving this email because you have
registered for access to the U.S. Depariment of Energy’s Import/Export Authorization Portal for Matural
Gas

U.5. Department of Energy, Office of Fossil Energy

Figure-57: Monthly Report - transaction report submission email confirmation message
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6) Once your report is reviewed by one of FE’s Data Analysts, it will be marked as “Accepted”.

You will be notified by email when this occurs.

3.2 Semi-Annual Report

Semi-Annual reports are filed by companies building LNG export facilities. To submit them:

1) Login to the Portal

2) Click “Reports” and then Click “Semi-Annual Report” (Figure-58).

B users/Contacts

E Authorizations E Applications

m Switch Company v John Doe

Monthly Report

Monthly Reports I % Semi-Annual Report I

Month/Year Docket# Date Modified

Apr/2019 19-14-MNG 04/08/2019 6:43 PM

Apr/2019 19-13-MNG 04/08/2019 6:31 PM

ABC Inc
+ New Report
Status =
Submitted /. B
In-Complete Report

Rows per page: 0 1-20of 2

Figure-58: Semi-Annual Report menu

3) Click the “Choose File” or “Browse” button to browse and select a file to upload. Please note that
currently the system supports only one file at a time to upload (Figure-59).
4) If you want to receive a date- and time-stamped copy of your filing, check the box.

Semi-Annual Report

import/export activity.)

Semi-Annual Reports are filed by companies building LNG export facilities.
(Please choose "Monthly Reports” if you need to submit reports on

Companies with authorizations to export LNG are required to file, twice per
year, written reports describing the progress of the planned liquefaction
project that is part of the company’s LNG export application and order. These
reports are due by April 1st and October 1st of each year.

Month * Year*

April - 2019 -

Browse... ®

Only PDF files are allowed at this time.

E] I would like timestamped copy of the document.

Cancel

Figure-59: Semi-Annual Report — File Upload
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5) Click “Send” to upload the file to the system. A confirmation message will be displayed (Figure-

60).
IMPORT/EXPOR’ semi Annual Report submitted \L FOR NATURAL GAS
U.S. Department of Energy successfully.
The Semi Annual Report has been
submitted to the FERGAS data analyst via
E Authorizations E Applications E email. a Switch Company v John Doe

Month/Year

Apr/2019

Aprf2019

Monthly Reports

Docket# Date Modified Status
19-14-NG 04/08/2019 6:43 PM Submitted
19-13-NG 04/08/2019 6:31 PM In-Complete Report

ABC Inc

<+ New Report

6) You will receive a confirmation email message in your email inbox (Figure-61).

Figure-60: Semi-Annual Report — File submission confirmation message

To

Fossil Support Team

Semi Annual Report submitted successfully

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

John Doe from ABC Inc has submitted a Semi-Annual Report for April, 2019
via the Import/Export Authorization Portal for Natural Gas.

Timestamped copy of the document will be sent in seperate email.
If you need assistance accessing the Portal, please contact the EE IT Support

Team.

This is an automated message. Please do notreply.

U.S. Department of Energy, Office of Fossil Energy

Figure-61: Semi-Annual Report — File submission email message
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4 Application Submission and Requests for Changes in an
Authorization

You can submit applications for first-time blanket (2-year) authorizations or renew applications to
replace active blankets that will be expiring.! This includes withdrawing applications you’ve submitted
through the Portal before DOE/FE has issued an authorization.

The Portal can also be used to submit a request to change the name of a company holding an
authorization. In addition, you can work with active authorizations. You can submit a request to transfer
control (or change control) of an authorization (or the authorization that would result from a pending
application) for an authorization holder that is experiencing a change in ownership. You can also
request to vacate active authorizations.

4.1 Working with Applications

4.1.1 New Blanket (2-year) Application Submission

1) Login to the Portal
2) Click “Applications” in the upper left portion of the page (see figure below)

° IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

D auvoiaions [N v v

(-]
B
<

ABC I
Applications New Application Opinion Of Counsel
Appl K t

Figure 62: Applications Home Page

3) The “Applications” home page displays a list of past and current applications, along with their
statuses and other information. Click on the page icon at the right end of a row to display a summary
of the submitted application.

E Authorizations ¥ Reports E Users/Contacts B switch Company v John Doe
ABC Inc
Appl Num Docket# Date Submitted Combined Volume Status
d 102524 Mar 29, 2019 950 Bef Submitted
Rows per page: %0 1-1of 1

Figure 63: Application Summary View

! Note that applications for long-term import and/or export authorization cannot be submitted through the Portal at
this time.
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4) Click “New Application” in the upper right of the page to begin a new blanket application.

ABC Inc

New Application Opinion Of Counsel

Figure 64: New Application — Selecting the Option to Begin

5) The “New Application” wizard takes you to the Basic Information Page of the application
sequence, with the company name pre-populated. On this page, you will enter Basic company
information, Headquarters contact information, Principal Place of Business and Requested
Authorities information.

Natural Gas Regulatory E-filing Application - Obtain New Blanket Authorization

o Basic Information Combined/Separate Volumes Contact Information Review Confirmation

Basic Company Information

Company Name * Type of Business Entity * Country in which company is located *

ABC Inc Corporation - us.

State/Province of Incorporation *

Maryland -

Headquarters Contact Information

Address Line 1%

City *

19901 Germantown Road Address Line 2 Germantown
Country * State/Province Zip/Postal Code *
U.s. - Maryland -

20874

Phone Number *

3019032020 Fax Number

Principal Place of Business

Same as Headquarters Address?

Requested Authorities (Check all that apply) *

Import NG from Canada D Export NG to Canada Import NG from Mexico D Export NG to Mexico
D Import LNG from Various Sources by Vessel

D Import LNG from Canada by Truck Export LNG to Canada by O Vessel @ Truck

El Import LNG from Mexico by Truck D Export LNG to Mexico by O Vessel o Truck

cancel

ABC Inc

Figure 65: New Application — Basic Information Page

6) Click “Next” and the Portal will navigate to the “Combined/Separate Volumes” page (see
below). On this page, you will enter the combined (scenario 1 Figure 66) or separate (scenario 2
Figure 67) Import/Export volume in Billion cubic feet (Bcf). You can click the“Back” button on
this page if you want to change any of the previously entered information.
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ABC Inc

Natural Gas Regulatory E-filing Application - Obtain New Blanket Authorization

o Basic Information e Combined/Separate Volumes Contact Information Review Confirmation

Combined/Separate Volume
To expedite processing, you may request a combined total volume. You may also separate out velumes by import/export.

@ One Combined Veolume O Separate Volumes

Enter the combined Volume in Bcf for all selected autherities*: 950.00 Bef

REMINDER: Applicant companies may not have twe (2) concurrent blanket (short-term) authorizations with the same requested authorities (e.g. two exports). If you
have a current blanket authorization that will not expire before the effective date requested for your new authorization, the current authorization must be vacated. A
vacate request must be received by our office before the new authorization can be issued. Please review our Web site or contact our office for information regarding
vacate requests.

[:] Have you ever had, or do you currently have, an Order?

Order Effective Date (you must choose one):

@ Order should be effective on the date the Order is issued by DOE.
o Order should be effective the day after my current Order expires.

o I request a different effective date:

ADDITIONAL COMMENTS

Cancel

Figure 66: New Application — Combined Volumes Page Scenario 1
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Natural Gas Regulatory E-filing Application - Obtain New Blanket Authorization

Q Basic Information e Combined/Separate Velumes Contact Information Review Confirmation

Combined/Separate Volume

To expedite processing, you may request a combined total volume. You may also separate out volumes by import/export.

O One Combined Volume @ Separate Volumes

Import NG from Canada *: 400.00 Bof

Export NG to Canada *: 450.00 Bef

Import NG from Mexico *: 400.00 Bcf

Export NG to Mexico *: 500.00 Bcf

Import LNG from Various Sources by Vessel *: 300.00 Bcf
Import LNG from Canada by Truck *: 300.00 Bef

Export LNG to Canada by Truck *: 400.00 Bcf

Import LNG from Mexico by Truck *: 300.00 Bcf

Export LNG to Mexico by Truck *: 500.00 Bcf

REMINDER: Applicant companies may not have two (2) concurrent blanket (short-term) authoerizations with the same requested authorities (e.g. two exports). If you
have a current blanket authorization that will not expire before the effective date requested for your new authorization, the current authorization must be vacated. A
vacate request must be received by our office before the new authorization can be issued. Please review our Web site or contact our office for information regarding
vacate requests.

|:| Have you ever had, or do you currently have, an Order?

Order Effective Date (you must choose one):

@ Order should be effective on the date the Order is issued by DOE.
O Order should be effective the day after my current Order expires.

O Irequest a different effective date:

ADDITIONAL COMMENTS

Cance‘

Figure 67: New Application —Separate VVolumes Page Scenario 2

7) Click “Next” and the Portal will navigate to the “Contact Information” page (Figure 68). On
this page, you will enter Applicant, Attorney and Reporting contact information. You can click the
“Back” button on this page if you want to change any of the previously entered information.
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Natural Gas Regulatory E-filing Application - Obtain New Blanket Authorization
o Basic Information 0 Combined/Separate Volumes e Contact Information Review Confirmation

Applicant Contact Information: *
John Doe 2

John Doe - rd
Manager

19901 Germantown Road

Germantown, Maryland 20874 U.S.
Phone: (301) 903-2020

Fax: N/A

E-Mail: fewebmaster@hqg.doe.gov

For Application/Order/Service List

Attorney Contact Information: *

John Doe Va
Manager

19901 Germantown Road

Germantown, Maryland 20874 U.S.
Phone: (301) 903-2020

Fax: N/A

E-Mail: fewebmaster@hqg.doe.gov

John Doe -

Reporting Contact Information: *

.

John Doe - John Doe /
Manager

For Monthly Reports 19901 Germantown Road

Germantown, Maryland 20874 U.S.
Phone: (301) 903-2020

Fax: N/A

E-Mail: fewebmaster@hq.doe.gov

How should DOE communicate with the Company? (Check all that apply) *

Email D Phone D Fax

Back Cancel

The signed order will be sent via U.S. mail to the "Applicant” listed. Also, an email copy of the Order will be sent to each contact person listed above.

ABC Inc

Figure 68: New Application — Contact Information Page

8) Click “Next” from this page and the Portal will navigate to the “Review” page (Figure 69). On
this page, you will review all the previously entered information. You can click “Back” on this

page if you want to change any of the previously entered information.
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ABC Inc

HNatural Gas Regulatory E-filing Application - Obtain New Blanket Authorization

a Bazic Infarmation a ComBincd/Scponstz Volumeza Q Contact Informabicn o Rovicw Confirmoticn
Baszic Company Information f
Company Mame: | ABC :rcI Tyipe of Business Entity: Cn'::lmu:n|
Country In which company Is located: |[U.5. I State/Frowince of Inoconporation: Muryland|

Headquarters Contact Information

Addregs Lne 1: | 19501 Garmanbown Rnﬂdl Address Lne 2: (15501 Germarriown Rnadl
Clty: @| Country: E|

State/Frovinos: Murs'lan-ul ZipPastal Toge: @|

Phane Numiber: 301'5E31010| Fax Numbear

Principal Placz of Business

Same as Headguartars Address

Requested Authorities
» Import NG from Canada
« Import NG from Mexica

& Ewport LNG to Canada by Truck

Combined Volume

Combdned Walume in Bof for all salected autharithes: |S50.00 !crl

REMINDER: Applicant companies may not haree bwo (2] concurment blanket (shart-term) authorizations with the same reguestad authorftes [=.g. two exparts). IF you
have a curment blanket authorization that will not =xpire before the affective date reguested for your new autharization, the cument authorization must be vacated. A

vacate regusst must be recehved by our offics before the new asthartzation can be Issued. Pleace review aur Web site or contact our affice for Information regarding
vaCHtE reguests,

Hawe you sver had, ar oo you cunrently have, an Oroer?: | \lul

Order Effective Date: |Order should be =ffective on the oate the Order IS issued by DOE

Contact Infarmation

4
Applicant Contact Informathon: Attorney Contact Information:
Jahn Dos Jahn Doe
HManager Hanager
19901 Garmantown Road 12901 GErmantown Road
Germantown, Maryland Z0E74 UE. Germantown, Maryland Z0E74 U.E.
Phone: [301} S03-2020 Phone: [301} S03-2020
Fa: WfA Fax: W/A
E-Mall: fewebmasten@ihg.doe.gov E-Mall: fewebmasten@ihg.doe gov

Reporting Contact Information:
Jahn Dos

Manager

15801 Garmantown Raad
Germantown, Maryiand 20874 U.E.
Phone: [301} S03-2020

Fan- W/A

E-Mall: fewebmasten@hg.doe.gov

How should DOE communicate with the Company?: E-lel|

The signed ordsr will be sent via U.S. mall to the “Applicant” listed. Also, an emall copy of the Order will be S2nt 1o each Contact person listed above.

| Finish | Cancel

Figure 69: New Application — Review Page

9) If all of the information on the summary page is correct, click “Finish” at the bottom of the page.
A signature “Confirmation” dialog box will be displayed (Figure 70). Check the box to certify
and sign the application on behalf of your company.

10) Click “OK?” to submit the application. You can click “Cancel” on this page to cancel the entire
application submission.
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Please Confirm

I understand.
1 John DDE{ * understand that checking this box constitutes a legal
signature confirming that I represent and am empowered to take this action on its
behalf. T agree to submit the filing fee in the amount of $50.00 for processing and to

submit all forms and reports specified in the Monthly Reports paragraph of the Order
granted in this docket.

I also certify that I have reviewed the application information that I have entered and I
affirm that it is correct.

Ok Cancel

Figure 70: New Application - Signature and Confirmation Page to Submit Application

11) You will see a page summarizing the information in your application and providing you with
additional information. You may print a copy for your records if you wish by clicking on “Print”

at the bottom of the page.

12) Once you are finished with the summary page, you can click “Close” at the bottom of the page to

return to the main application summary home page.

Natural Gas Regulatory E-filing Application - Obtain New Blanket Authorization

@& sasic Information @& combined/separate Volumes & contact Information @ review © confirmation

Your Application for New Blanket Authorization has been saved,

but the process is not yet complete!

Thanks for submitting your application. You may print this summary for your records, if you wish. When finished, you may close this window to return to the Portal. The DOE has assigned
Application Tracking Number 102524 to your application. Please refer to this number when you communicate with us regarding your application. A summary of your application follows.
Date Received: Mar 29, 2019

Application Tracking Number: 102524

ABC Inc
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Basic Company Informa

Name of the Applicant: ABC Inc
Type of Business Entity: Corporation
Country in which company is located: u.s.
State/Province of Incorporation: Maryland

Headguarters Contact Informa

Street: 19901 Germantown Road
City: Germantown
State/Province: Maryland

Zip/Postal Code: 20874

Phone Number: 3019032020

Fax Number:

Principal Place of Business:

Same as Headquarters Address

Reguested Authorities :
+ Import NG from Canada
= Import NG from Mexico

* Export LNG to Canada by Truck

Combined Volume in Bcf for all selected authorities: 950.00 Bcf for 2 years.

Order Effective Date:

Order should be effective on the date the Order is issued by DOE.

REMINDER: Applicant companies may not have two (2) concurrent blanket (short-term) authorizations with the same requested authorities (e.g., two exports). If you have a current
blanket authorization that will not expire before the effective date requested for your new authorization, the current authorization must be vacated. A vacate request must be received by our
office before the new authorization can be issued. Please review our Web site or contact our office for information regarding vacate reguests.
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Applicant Contact Information:

John Doe
(For Application/Order/Service List) Manager
19901 Germantown Road
Germantown, Maryland 20874 U.S.
Phone: (301) 903-2020
Fax: N/A
E-Mail: fewebmaster@hg.doe.gov
Attorney Contact Information: John Doe
Manager
19901 Germantown Road
Germantown, Maryland 20874 U.S.
Phone: (301) 903-2020
Fax: N/A
E-Mail: fewebmaster@hg.doe.gov

Reporting Contact Informat
John Doe
(For Monthly Reports) Manager

19901 Germantown Road
Germantown, Maryland 20874 U.5.
Phone: (301) 903-2020

Fax: N/A

E-Mail: fewebmaster@hg.doe.gov

The signed order will be sent via email to each contact person listed above. You may contact us to request a hard copy via mail.

How should DOE communicate with the Company?
* E-Mail

Does the company have either past or current Orders?
* No

Note: Because you have no previous Orders, a signed copy of your Opinion of Counsel must be completed and uploaded by selecting the "Opinion of Counsel” button in the Portal.

Payment Options:

Electronic Payment: You may submit vour pavment electronically by dicking this link. When filling out the electronic submission form please include in Other Field: DOE/FE 34

Import/Expert Application Processing FEE; and Application Tracking Ne. 102524 as well as Applicant's Name.

If you wish, you may also pay by check. Your check in the amount of $50.00 should be made payable to "U.S. Department of Treasury”. Please be sure to write your Application Tracking
Number 102524 in the memo section of the check.

If paying by check, please mail the filing fee to:

Attention: Larine Moore, Docket Room Manager

Office of Matural Gas Regulatory Activities - Docket Room 3E-042 FE-34
Fossil Energy, U.S. Department of Energy (FE-34)

P.0. Box 44375

Washington, DC 20026-4375

Overnight deliveries via FEDEX, UPS or DHL should be addressed to:

Larine A. Moore, Docket Room Manager

Office of Regulation and International Engagement

Office of Oil and Natural Gas, Office of Fossil Energy

U.5. Department of Energy, Room 3E042, (FE-34)

1000 Independence Avenue, 5.W., Washington, D.C. 20585
(202) 586-9478 (Contact phone number should also be included.)

Thank you for submitting your application to the Office of Fossil Energy, U.S. Department of Energy. You will be receiving an Email Confirmation stating the next steps to be completed, and
notifying you that your application has been received. DOE generally responds to these requests within five (5) working days of our receiving the completed signed application. You may
contact our office by Email: fergas@hg.doe.gov, by phone using 202-586-9478 or by fax using 202-586-6050.

Close

Figure 71: New Application — confirmation message and Print Page
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13) A confirmation email will be sent out automatically to your email address.

Fossil Support Team

Online Application Submitted. Application #: 102524

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

A Application was successiully Submitted for ABC Ing with Appl¥ 102524

To wiew the submitled appications, please k)gll'l ang n.mgae tiy the Applications
section of the portal

o

I you have any questions about accessing the sile, please contact the
ImpeExport Authorizaton Pordal Team

Figure 72: New Application — email confirmation message
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14) At the confirmation print page, you will see a link to pay the application processing fee and it
will take you to an external payment gateway called Pay.gov (Figure 74).

Paymeent Options:
Edvctronic Payment] fou may submit vour pavment electronically by dicki this Bnk,

Import/Export Applica as well as Applicant’s Name.

teen filling ot the alectronic submission form please inchude in Other Field: DOE/FE 34

Figure 73: Application Processing Fee Gateway link

" - _ -
L~-ac I & Pay.gov - U.S. Department ... * r ‘ -

BE an official website of the United States government Here's how you know v

Wm Signln = Create an Account

N
() (=) <@ htps.//www.pay.gov/public/form/start/18573422/

U.S. Department of Energy General Collections

Need Help?
® : « :
; : ; ; . i . X Contact:
Before You Begin Complete Agency Enter Paymentinfo Review & Submit Confirmation Carol Fuster
Form

Email:
About this form Click to email
Please use this form to pay the Department of Energy for all previously advised payments. These -

Phone:

payments were previously sent to U.S. Bank Lockbox 979019.
(301) 903-0534

Accepted Payment Methods:

« Bank account (ACH)

+ Debit or credit card

Cancel Continue to the Form

This is a secure service provided by United States Department of the Treasury. The information you will
enter will remain private. Please review our privacy policy for more information.

@ Pay.gov is a program of the U.S. Department of the Treasury, Bureau Home Contact Us

7' ofthe Fiscal Service Explore More Options Notices & Agreements

Figure 74: Application Processing Fee Payment gateway website
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15) If your company has not had an authorization before, you must also submit an Opinion of Counsel
affirming the company’s capabilities to execute the authorization being applied for. The summary
page contains a link to a sample form for this purpose. You may print, complete, and sign it, or
you may use your own format. Please see below for instructions about submitting the Opinion of
Counsel form.

4.1.2 Submitting an Opinion of Counsel for First-Time Applications

As required by regulations under 10 CFR 590, applications must include an attached statement,
including a signed opinion of legal counsel, showing that a proposed import or export of natural
gas is within the corporate powers of the applicant. This is required if this is the first time an
authorization is being sought for a particular entity.

1) From the Applications page, click on “Opinion of Counsel” in the upper right.

ABC Inc

New Application Opinion Of Counsel

Figure 75: Opinion of Counsel - Selecting the Option to Submit

2) A dialog box will be displayed (Figure 76). You may use your own format for submitting an
Opinion of Counsel. If you wish to use the sample form, click on the link, print, complete, sign,
and scan the finished form.

Opinion of Counsel

1. Click here to download the blank Opinion of Counsel form, or submit the
information in your own format.

2. If you've used the sample, print, complete, and sign the form.

3. Scan and upload a signed Opinion of Counsel by selecting "Choose File"

below.

Signed Opinion of Counsel *

Browse...

Figure 76: Opinion of Counsel - Dialog Box

Only PDF files are allowed at this time.

3) Click on “Choose File” or “Browse” to upload a signed Opinion of Counsel. (Note that PDF is
the only format currently accepted.)
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4) Click “Submit” and a confirmation pop-up will appear near the top of the page.

4.2

Working with Authorizations

Authorizations are granted “applications” or “Orders” to import and/or export natural gas to or

from the United States.

1) To work with authorizations, click on “Authorizations” in the upper left of the page. (This
should also be the default landing page you see when you first log in, so clicking on the
button may not be necessary.) You must select one authorization at a time by clicking the
checkbox associated with a Docket#. The buttons will be enabled based on the status of the

authorization.

U.S. Department of Energy

IMPORT/EXPORT AUTHORIZATION PORTAL FOR NATURAL GAS

E Applications v Reports E Users/Contacts ﬂ Switch Company v John Doe
ABC Inc
Docketz Order Nbr Status Term Filed Date Issue Date
19-14-NG 4323 # pnd Active Short Mar 29, 2019 Apr 8, 2019
O 19-13-NG 4332 # Pnd pending Short Apr 1, 2019 Apr 1, 2019

Rows per page: %0 1-20of 2

Figure 77: Authorizations — Home Page

4.2.1 Name Change Request

You must request to change the name of a company that has an authorization with DOE/FE, if the
entity holding the authorization is changing names for any reason, such as an acquisition. A
change in the name of a company that holds one or more authorizations will affect all of the

authorizations held by that company.

1) From the Authorizations page, click on “Name Change Request.” (Figure 78)

Name Change Request Renew Authorization Transfer Control Vacate Authorization

Figure 78: Authorizations - Company Name Change Request Selection

2) A dialog box will be displayed. Type in the new company name, making sure to type the exact
legal name, including presence or absence of commas and periods.
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3)
4)

5)
6)

Request to Change Name of Authorization Holder

New Company Name *

ABCLLC

Reason*

Changed from Corporation to LLC

State-Issued Certification of Name Change *

Authorization NameChangeProof.p Browse...

Only PDF files are allowed at this time.

Figure 79: Authorizations — Company Name Change Request Dialog Box

Type in the reason for the name change (e.g., merger).
Click on “Choose File” or “Browse” to upload a copy of the state-issued certification of the
corporate name change. (Note that PDF is the only format currently accepted.)
Click “Submit.” A confirmation pop-up will appear near the top of the page.

An email will be sent out automatically to your inbox. You may check your email to see the
name change submission confirmation (Figure 80)

To

Fossil Support Team

Your request for Company Name Change submitted successfully

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

John Doe from ABC Inc has submitited Name Change Request via the
Import/Export Authorization Portal for Natural Gas.

New Company Name: ABC LLC
Reason: Changed from Corporation to LLC

If you need assistance accessing the portal, please contact the FE 1T Support
Team.

This is an automated message. Please do notreply.

U.S. Department of Energy, Office of Fossil Energy

Figure 80: Authorizations — Company name change confirmation email message
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4.2.2 Renew a Blanket Authorization
To “renew” an existing authorization, users must submit a new application. By selecting this
option, the new application will be pre-populated with data from the existing authorization,
reducing the need to enter information.

1) Click on “Renew Authorization” (Figure 81)

Name Change Request Renew Authorization Transfer Control Vacate Authorization

Figure 81: Authorizations - Renew Authorization Selection

2) A dialog box will be displayed. Click “OK” to continue with the blanket application process
(Figure 82).

Please Confirm

To renew this authorization, you will have to submit a new application.

Would you like to start the new application using information from this
authorization?

Ok Cancel

Figure 82: Authorizations - Renew Authorization confirmation dialog box

3) The first page of the blanket application sequence will appear, with data fields already completed,
parallelling the existing authorization in all details. Review each piece of information carefully
and make changes where needed (e.g., volume requested). Note that you will have to re-select
contacts on the third page.

4) Complete the application process as detailed in section 4.1.1 of this manual. Note that, for a
renewal application for the same authorization holder, you do not need to submit an Opinion of
Counsel.

4.2.3 Transfer of Control (or Change in Control)
1) Click on “Transfer Control,” which is available only for active authorizations.

Name Change Request Renew Authorization Transfer Control Vacate Authorization

Figure 83: Authorizations — Transfer Control Selection

2) A dialog box will be displayed. Type the reason for requesting a change in control for the
authorization, based on a change in control of the company holding the authorization (e.g.,
acquisition).
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Transfer Cantrol request for Docket# 19-14-NG m

Reason*

Supporting Document *

Browse...

Figure 84: Authorizations - Transfer of Control dialog box

Only PDF files are allowed at this time.

3) Click “Choose File” or “Browse” to attach supporting documentation demonstrating the change

in control in the company holding the authorization. (Note that PDF is the only format currently
accepted.)

4) Click “Submit.” A confirmation message will be displayed near the top of the page (Figure 85).

Your request is Submitted

Your request is Submitted Successfully.

Figure 85: Authorizations - Transfer of Control confirmation message

5) A confirmation email will be sent out automatically to your inbox. You may check your email to
see the transfer of control submission confirmation (Figure 86)

Fossil Support Team

Your request ‘Transfer Control Requested for Docket #: 19-14-NG' submitted successfully
To

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

John Doe from ABC Inc has submitted T fer Control Requested for
Docket #: 19-14-NG via the Import/Export Authorization Portal for Natural Gas.

Reason: Acquisition
If you need assistance accessing the portal, please contact the EE [T Support

Team.

This is an automated message. Please do not reply.

U.S. Department of Energy, Office of Fossil Energy

Figure 86: Authorizations - Transfer of Control email confirmation message
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4.2.4 Vacate an Authorization

Vacating an authorization effectively cancels it, and it can no longer be used to import and/or export
natural gas.

1) Click on “Vacate Authorization,” which is available only for active authorizations.

Name Change Request Renew Authorization Transfer Control Vacate Authorization

Figure 87: Authorizations — Vacate Authorization Selection

2) A dialog box will be displayed. Type the reason for vacating the authorization, (e.g., exiting the
natural gas business).
3) Click “Submit.”

Vacate Authorization request for Docket# 19-14-NG

Reason *

Figure 88: Authorizations — Vacate Authorization Submission Page

4) A confirmation dialog box will be displayed, to make sure you wish to terminate this
authorization on behalf of your company (Figure 89). If you wish to vacate, click on “Ok.”
Button. You can click “Cancel” to cancel the vacate authorization submission.

Please Confirm

Are you sure you want to request that DOE/FE vacate this authorization?

Ok Cancel

Figure 89: Authorizations — Vacate Authorization Submission Confirmation Page
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5) A confirmation message will be displayed near the top of the page (Figure 90).

Your request is Submitted

Your request is Submitted Successfully.

Figure 90: Authorizations — Vacate Authorization Submission Confirmation Message

6) A confirmation email will be sent out automatically to your inbox. You may check your email to
see the Vacate Authorization submission confirmation (Figure 91)

Fossil Support Team

Your request "Vacate Authorization Requested for Docket #: 19-14-NG’ submitted successfully
To

IMPORT/EXPORT AUTHORIZATION PORTAL FOR
NATURAL GAS

John Doe from ABC Inc has submitted Vacate Authorization Requested for
Docket #: 19-14-NG via the Import/Export Authorization Portal for Natural Gas.

Reason: Existing Natural gas business

If you need assistance accessing the portal, please contact the FE IT Support
Team.

Figure 91: Authorizations — Vacate Authorization email confirmation message
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