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Overview

This is a user guide for the Non-Domestic Renewable Heat Incentive (RHI) Register. The
RHI Register is a web-based system which you need to use if you're applying to the
scheme, a participant on the scheme or amending an existing accreditation. The RHI rules
require periodic data to be submitted for meter readings, registered fuels and heat output
data for biomethane in order to receive appropriate payments. The RHI Register allows you
to submit your periodic data.

The Department of Enterprise, Trade and Investment (DETI) suspended the Northern
Ireland RHI scheme to new applicants from 29 February 2016. From 9 May 2016, the new
Department for the Economy (DfE) assumed the roles and responsibility of DETI including
policy responsibility for the Northern Ireland Non-Domestic RHI. We continue to administer
the Non-Domestic RHI scheme on DfE’s behalf. This suspension only applies to the
Northern Ireland RHI scheme. The Great Britain RHI scheme is unaffected. For further
information see our frequently asked questions.

You can find the RHI Register here: https://rhi.ofgem.gov.uk/.



mailto:RHI.enquiry@ofgem.gov.uk
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Other useful guidance documents

For the Non-Domestic RHI in Great Britain

You can find general information about the scheme including guidance at:
https://www.ofgem.gov.uk/rhi

For the main guidance documents, visit: www.ofgem.gov.uk/ndrhi-guidance

Scroll to the bottom of this page to find our main guidance:

e Guidance Volumel: Eligibility and How to Apply

e Guidance Volume2: Ongoing Obligations and Payments
e Sustainability Self-Reporting guidance (GB only)

o Fuel Measurement and Sampling guidance

For the Non-Domestic RHI in Northern Ireland

You can find general information about the scheme including guidance at:
http://www.nidirect.gov.uk/rhi

Links to the main guidance: http://www.nidirect.gov.uk/index/information-and-
services/environment-and-greener-living/energy-wise/energy-saving-grants/renewable-
heat-incentive-rhi/rhi-for-non-domestic-customers.htm

e RHI Guidance Volume 1 - Eligibility and Applications
e RHI Guidance Volume 2 - Ongoing Obligations

Please note that references to sustainability in this document are not applicable to
Northern Ireland applicants and participants. It is for Great Britain (GB) only.
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1. Introduction

Introduction

We are committed to providing an excellent service to our applicants and participants through
our operational excellence programme.

If you have any comments on user experience and potential improvements to the register
please get in touch with us at RHI.enquiry@ofgem.gov.uk. We are constantly reviewing the
RHI Register to address any issues and to ensure the functionality continues to meet
stakeholder needs, and we appreciate the feedback we receive from you.

In this guidance document, details have been removed from screenshots which could be
associated with real data.

Providing Accurate Information

It's your responsibility to ensure that the information you submit is accurate. If we
subsequently find that the data submitted was incorrect, we may need to take enforcement
action as set out in Volume Two, Chapter 13 of the RHI Guidance (Compliance and
Enforcement Powers).

To monitor compliance with the ongoing obligations of the scheme, we (or agents authorised
on our behalf), carry out an ongoing programme of site inspections of accredited RHI
installations.

Receiving a financial gain through knowingly submitting false information could constitute
fraud. Irrespective of any action we may take in response to non-compliance by a
participant, where evidence of possible criminal conduct is discovered, such as fraud, we
may refer the case to the relevant authorities for investigation.

System Availability

If the RHI Register becomes unavailable for a prolonged period we may provide a paper-
based contingency system. If we decide to implement this, details and advice will be available
on our website. We will also notify all account contacts.


mailto:RHI.enquiry@ofgem.gov.uk
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Disclaimer

This document is classed as supporting guidance and should be considered alongside other
relevant documents relating to the Non-Domestic RHI scheme. (The RHI guidance volumes
1 and 2 takes precedence over this user guide).
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2. Accessing the RHI Register

To open the RHI Register homepage, go to your Internet browser and in the address box
type in https://rhi.ofgem.gov.uk.

For your security, we recommend that you activate a password protected screensaver or
system lock if you leave your PC unattended while you are accessing the RHI Register.
When you have finished using the Register, we recommend that you log out of your
account and close the browser window.

A time out function is applied to the Register after 20 minutes of inactivity. If this
happens, you will need to log back into your account to proceed.

Use the 'PREVIOUS’ and '‘NEXT’ buttons to progress through the account creation
process. Do not use the ‘Back’ or ‘Refresh’ buttons on your internet browser as it may
result in an application error.

Do not upload your bank details or confidential identification documents (for
example: passport photos) to your RHI application. These must be posted to our Verifications
team in Glasgow: Non Domestic RHI Verifications Team, Ofgem, Commonwealth House, 32
Albion Street, Glasgow, G1 1LH

Creating an RHI account

To create a new RHI account, you must be the Authorised Signatory for your company or
organisation. This means that you are either the owner or authorised representative of the
owner of the installation. You will need to submit evidence of this authorisation for review
as part of your application for accreditation.

2.1. The RHI Register homepage allows you to create a new user account to access the
system. Select the option to create a new RHI account. Cookie Statement shown in screenshot
below will only appear the first time you use the Register.


https://rhi.ofgem.gov.uk/
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Cookies on the Ofgem website

We use cookies to ensure we give you the best experience on our website. If you continue, we'll assume that you are
happy to accept all cookies on the Ofgem website.

Find out about our cookie policy

i3 GOV.UK Non-Domestic Renewable Heat Incentive

=13 7-W This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening. you will still be able to find everything you need to apply or resubmit your data.

Welcome to the Ofgem Non- Enter your login details for

the Non-Domestic RHI

Domestic Renewable Heat Register

Incentive (RHI) Register |U==emame |

The Non-Domestic RHI Register website has been developed to allow Password
scheme participants to perform a range of administrative functions required
for the RHI scheme. | |

The Non-Domestic RHI Register will allow participants to:
* create and maintain user accounts to gain secure access to the RHI

« apply for accreditation for a Non-Domestic RHI eligible installation; Forgotrermrerssword

* apply for registration as a biomethane producer; Are you trying to sign into the Domestic
RHI site?

Select ‘Create a new
RHI Account’

* maintain details of accredited/registered installations;

« submit periodic information, including meter readings, fuel measurements

and sustainability information: For advice and guide documents to help

with every part of the scheme see our
e submit annual declarations: website

s accessreports View GB Public Reports

For the NI Public Report please visit
www.detini.gov.uk

© 2016 OFGEM. Allrights reserved Privacy Policy GB Terms & Conditions NI Terms & Conditions
Freedom of information Accessibility Contactus Links Help & Guidance

ml. All content is available under the Open Government Licence v3.0, except where otherwise stated
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2.2. The ‘Create a new RHI Account’ link takes you to a page which informs you that you must be
an Authorised Signatory to create an account, submit an application for accreditation, to add /
create additional users or to sign a declaration. As part of the account creation process the
Authorised Signatory is required to provide personal details

such as their home address and date of birth for the purposes of identity verification.

5 GOV.UK Non-Domestic Renewable Heat Incentive

190 W Thisis a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Create anew RHI Account Subsection
Please note the following before you create a user account for the Renewable
Heat Incentive (RHI) Register:- ( \

« You must be the Authorised Signatory To create an account/ submit an Clicking on the ‘Authorised

application for accreditation or sign a declaration Signatory’ will take you to a
» During account creation the Authorised Signatory must provide personal screen which outlines who
details (e.g. home address and date of birth) for identity verification and
fraud prevention purposes
« Only the owner or delegated authority (as authorised by the owners) of
an eligible installation may apply for support under the Renewable Heat \ )
Incentive
» Please ensure that you have read the RHI scheme guidance as well as the
RHI Register User Guide before creating an account and applying for
accreditation
« Ofgem will require personal information (including either a National
Insurance Number or UK Passport number) relating to the Authorised
Signatory of an account in order to verify their identity and assist in fraud
prevention.
« Any accounts that are created on the register and not activated will be
deleted after 3 months.

can be an Authorised
Signatory for the account

Next

Select ‘Next’ to continue.

2.3. When you click on the ‘Next’ button you are presented with a screen which allows you
to add details to register your account.
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=130 Thisis a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Register your Account

“*” indicates required information

Account Details
Account Address

Other Details

Cancel [NIEE

Register your Account

** indicates required infermation

Account Details

Mame of Account =

Account Address

Account Postcode *

Subsection

Open all

Su ion

Bseal

1d—

Mandatory questions are
indicated with * and MUST be

answered in order to continue.

Game of Account: This is the \

name that you wish your
account to be known by e.g
your company/ organisation
name. It should match the
name on your company bank
statements which will help

with the verification process A/

Enter your Account Address (e.g. company or

Account Address List *

<d—

Find Address 21

organisation address) by first entering your

postcode.
Then click on ‘Find Address’.

Enter your address manually

Account Address Line 1%

Account Address Line 2

Account Address Line 3

Account Town/City ~

Account County

Account Country *
Other Details

Company Telephone Number *

Fax

Company Registration Number or Register

Cancel

harity Number

\onto link to ‘Enter your address manually’

If the address or postcode is not found then click

~N

J

.
Click on ‘Next’ to proceed or ‘
Cancel’ if you no longer
wish to proceed

.

10
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2.4. Fill in the fields ensuring that all the mandatory boxes are completed. Click on ‘Next’

to continue with creating your account, or *‘Cancel’ button if you wish to cancel creating
your account.

2.5 When you click ‘Next’ you will be presented with a screen which allows you to add
details for the ‘Authorised Signatory’ contact of the organisation. The Authorised
Signatory is a ‘super user’ of the system. This is the user who has maximum access
rights and permissions for a user account and the only user that can add other

contacts to their account. The first contact added to an organisation is always the
‘Authorised Signatory’.

2.6 You will be prompted to enter your home address in the same way as your account address
previously, by first searching for the postcode. If the system finds your postcode, it will
allow you to select the ‘Find Address’ option. If the postcode or address is not found,

you can manually enter the address details. In addition to the home address, your date of
birth is also required.

2.7 Complete all mandatory questions as outlined below and enter a Username which must be
uniqgue on the RHI Register. You must also select a Secret Question and type in the answer

using letters only (no numbers or symbols). This is for identification purposes in case you
forget your password.

11
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* Ensure you make a note of your username and secret answer for the future as you will need it if
you ever forget your password. These can’t be changed once you've set them.

Add Authorised Signatory Subsection

formatian Login

Create A New AHI Account

Personal Details - \':.'n n-u:l!

Title *

[

First Name *

L ]

Laxt Mame *

Micdle Initials

Date of birth *

I Email address and confirmation field required for
Ew"" lo activation of the account and all future

T correspondence will be sent by email to this

| 'I"/) registered address.

Confirm Email Address *

Remittance Email Address

Ceafirm Remittance Email Address

Account Address -
Contact Home Postoode *
Contact Mome Address List *

ENter yous address manaalty

Contact Mome Address Line 1™

Contact Home Aderess Ling 7

Comtact Fioms Agdress Une 3 The answer to the Secret Question must be
| typed in letters only (no numbers or symbols)
] and is case sensitive.

Contsct Home TownCity *

Contact Mome County
—— PLEASE ENSURE YOU MAKE A NOTE OF THE

El ANSWER AND KEEP IT SAVE.

L=
Other Details -

Account Contact Telephone Number *

o Enter a Username unique to the account and nof

| I/ already registered on the RHI Register.
Usemama *
| |

Secret Question *

Select a secret question from the drop down|

| Piease select ~|

Answer *

[:I“ Enter the answer for identification use.
Rl o | e | Internal Only

12
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New User Account Confirmation

2.8 Once you have confirmed the email address you will receive a screen message
confirming that your RHI account is now ‘pending activation’. An activation email will
then be sent to the email address you provided. See below for an example of the
screen message, email confirmation and the activation message.

Confirm Account Details

Subsection
The RHI account is now pending activation - please refer to the activation Login
email that has been sent to the email address you provided to activate the Create A New RHI Account

account. Forgot Password

View Public Reports

To activate your account click on

‘here’ in the activation email that
will be sent to the email address

do-not-reply

. o you entered in the Application
User account creation confirmation

Dear

Thank you for creating an account on the Renewable Heat Incentive system. Please cli o activate your account, which will then enable you to make changes and to apply for 1l
Please note that this activation link will expire in 14 days.

Please contact the RHI Customer Support team at RHL enquiry({@lofgem.gov.uk or on 0300 003 2289 if you further assistance.

Kind regards,

RHI Team

Ofgem E-Serve
https://www.ofgem.gov.uk/contact-us

Tel: 0300 003 2289
www.ofgem.gov.uk

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you would like to contact us, our details are: RHLEnquiry@ofgem.gov.uk

* The link to activate your account included in the activation email expires after 28 days
OR once you have successfully activated your account by setting a password. If your
account activation link has expired you can still click on it - you will be taken to the
RHI website where you will then see an option to resend an activation link to your
email address.

If there has been no activity on the account after 3 months it will be suspended.

13
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Activation of Account

2.9 When you log in for the first time, using the URL link provided in the activation
email, you will be prompted to read and then accept the new account declaration
and terms and conditions (T&Cs) as shown below.

2.10 To gain full access to the RHI Register you must read and accept the user account
declaration and T&Cs, by ticking the ‘I accept’ box at the bottom of the page, before
you click on the ‘Confirm’ button. To read the whole section you need to scroll all the

way to the bottom.

Renewable Heat Incentive
T

Lin ou we legging in ke bhm AR ayate for the fad fime. Plaeas exsust tarms wnd sandiion

/Read the user \

account declaration

Click the ‘1 accept’
box to accept the
declaration & the
T&Cs

Click on confirm to
proceed

N

j .

2.11 The ‘Confirm’ button will take you to the ‘Create Password’ screen. For security
purposes you will be asked to create a password before you log into the Register.

14
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TR Renewable Heat Incentive

Blmann provide o paessmond Bor your acoount S0 yoms coe kg on bo the SRl syt
i s st b e s

*Passwords must be at
least 9 characters and

Create and confirm a must include one lower

password for the account case letter, one upper
case letter and one
number

Home  Accossbay  Comtactus  Lnks

Sl =3 Renewable Heat Incentive

Ecrpy User account is active
Create A New RHI Account

“Yeur acceunt en the RHI Registeris new active and zn email netificatien has been sent,

Home

15
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Home Log In page

2.12 To log into the RHI Register select enter your username and
password in the relevant boxes on the Home Log In page. And Select ‘Login’

Non-Domestic Renewable Heat Incentive

]3P W This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data

Welcome to the Ofgem Non-
Domestic Renewable Heat
Incentive (RHI) Register

The Non-Domestic RHI Register website has been developed to allow scheme
participants to perform a range of administrative functions required for the
RHI scheme.

The Non-Domestic RHI Register will allow participants to:

+ create and maintain user accounts to gain secure access to the RHI
Register;

« apply for accreditation for a Non-Domestic RHI eligible installation;

« apply for registration as a biomethane producer;

+ maintain details of accredited/reqgistered installations;

+ submit periodic infermation, including meter readings, fuel measurements
and sustainability information;

+ submit annual declarations;

+ access reports

Enter your login details for

the Non-Domestic RHI

Register

Username

| Select Username
Password Select Password

Select Login

Create a new RHI Account
Forgotten Password

Are you trying to sign into the Domestic
RHI site?

For advice and guide documents to help

with every part of the scheme see our
website

View GB Public Reports

For the NI Public Report please visit
www.detini.gov.uk

© 2016 OFGEM. All rights reserved  Privacy Policy GB Terms & Conditions NI Terms & Conditions

Freedom of information Accessibility Cookie Policy Contactus Links Help & Guidance

OGL Al content is available under the Open Government Licence v3.0, except where otherwise stated

2.13.  You will now see your User Management page as shown below. From here, you
can make Manage Users on your account, make an application for
accreditation, Submit Periodic data, and look at payment history or past declarations
and access your Annual Sustainability Report Information.

16
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Logout

.......

Non-Domestic Renewable Heat Incentive

Welcome

Home Accreditation Periodic Data Declarations
Log out

Payments Annual Sustainability Report Information

-1 3. This is a newssgrvice - your feedback will help us to improve it. We'Xe currently updating the look and feel of the RHI reqgister.
Whilst this is happening, you will still be able to find everything you Need to apply or resubmit your data.

Home » User Management

Subsection

User Account

Manage Account

Manage Additional Users
Update Password

Use this service to:

* maintain your Account details Change of Ownership
+ update your name, address or other details Bank Details

+ add/ remove additional users
- add additional users Links to: Accreditation, Periodic Data, Declarations, Payments and

« change your bank account details Annual Sustainability Report and Log out
+ change ownership

© 2016 OFGEM. All rights reserved  Privacy Policy GB Terms & Conditions N1 Terms & Conditions
Freedom of information  Accessibility Cookie Policy Contactus Links Help & Guidance

OGL All content is available under the Open Government Licence v3.0, except where otherwise stated

2.14 There is a log out option on the horizontal menu bar. Click on logout to exit the RHI

2.15.

Register. You will be asked to confirm if you wish to log out.

If you click ‘logout’ a message is displayed asking for confirmation that you wish to

log out of the application and if you select ‘logout’ then you will be returned to the
Login screen.

17
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Forgotten Password

2.16
login page.

Cookies on the Ofgem website

If you have forgotten your password click on the ‘Forgotten Password’ link on the

We use cookies to ensure we give you the best experience on our website. If you continue. we'll assume that you are

happy to accept all cookies on the Ofgem website.

Find out about our cookie policy

Close message

Non-Domestic Renewable Heat Incentive

BETA This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening. you will still be able to find everything you need to apply or resubmit your data

Welcome to the Ofgem Non-
Domestic Renewable Heat
Incentive (RHI) Register

The Non-Domestic RHI Register website has been developed to allow
scheme participants to perform a range of administrative functions required
for the RHI scheme.

The Non-Domestic RHI Register will allow participants to:

e create and maintain user accounts to gain secure access to the RHI
Register:

= apply for accreditation for a Non-Domestic RHI eligible installation;

e apply for registration as a biomethane producer:

* maintain details of accredited/registered installations:

= submit periodic information. including meter readings. fuel measurements

and sustainability information:
* submitannual declarations:
e access reports

© 2016 OFGEM. All rights reserved Privacy Policy GB Terms & Conditions NI Terms & Conditions

Freedom of information Accessibility Contact us Links Help & Guidance

OGL Allcontent is available under the Open Government Licence v3.0. except where otherwise stated

Please enter your account details to

request a new password

‘“** indicates required information
Account Details

Username *

Email Address *

Forgotten Password
Are you trying to sign into the estic
RHI site?

Enter your Login details for
the Non-Domestic RHI
Register

Username

Password

Account

Click on ‘Forgotten

Eor advice and guide documents to help
with every part of the scheme see our
website

Password’ Link and

View GB Public Reports

provide your Username

For the NI Public Report please visit
www.detini.gov.uk

and Email address

Create A New RHI Account

Forgot Password

View Public Reports

18
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2.17 Select ‘Next’.

2.18. You must then provide the answer to your secret question. Enter the answer and
click 'Submit’.

1R This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Please answer your secret question

Subsection
**" indicates required information Login
Secret Question Create A New RHI Account
Whatis your mother’'s maiden name?* Forgot Password

| View Public Reports

Enter the answer to the secret

guestion in the exact format
that it was originally entered

2.19. You will receive an email containing an activation link. Please either click on the link
or copy and paste the link into the address box on your main web browser. You will
then have to accept the T&Cs again, and you will be taken to a new page. For security
purposes you will be asked to select a new password, before you can log into the
Register again.

Locked Account

2.20 There is a maximum number of login attempts, and if you exceed this you will see
the below message. Click on the forgotten password link circled on the right.

]
Subsection

Exceeded maximum login attempts

Login
You have exceeded the maximum number of login attempts. Due to this your Create A New RHI Account

account has now been locked.

Please use the “Forgotten Password” link to reactivate your account and Forgot Password
reset your password. View Public Reports

Home

19
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2.21. You will be asked to provide the Username and email address that you used to
create your account.

YvnistT

Please enter your accountdetailsto ¢, .ction
request a new password

Login

*** indicates required information Create A New RHI Account
Account Details Forgot Password

View Public Reports

Username *

Email Address *
| and email address and

Enter your username

select ‘Next’

2.22. You must then provide the answer to your secret question which you would have set
upon creating your account. Enter the answer and click 'Submit’.

-1 3P\ This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Please answer your secret question Subsection

“** indicates required information

Secret Questi
ecretduestion Enter the answer to the

What s your mother’s maiden name?* . .
| secret question in the exact

format that it was

originally entered

2.23. After you have successfully entered the above details, you will receive the onscreen
message below, advising that we have sent a reactivation link to your email address.
&1 GOV.UK Non-Domestic Renewable Heat Incentive

This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening. yvou will still be able to find everything you need to apply or resubmit your data.

You have been sent an email

. R . . . Subsection
notification with an account activation _
- Login
link that you can use to reset your Cromte A New RHI Account
password Forgot Password

iew Public Reports
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2.24. You will receive an email containing the activation link. Please either click on the link
or copy and paste the link into the address box in your web browser. You will have
to accept the T&Cs again, and you will be taken to a new page. For security
purposes you will be asked to select a new password, before you can log into the
Register again.

If at any stage you enter your secret answer incorrectly too many times you will see the
onscreen message below and you should contact us.

Non-Domestic Renewable Heat Incentive

m This is 3 new service = your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Maximum secret question attempts

Subsection
reached

Create A New RH| Account
You have reached the maximum attempt, your account has now been locked. Fargot Password

View Public Reports
Please contact the RHI Customer Support team at
EHl enguiryi@ofgem.gov.uk or on 0300 003 2289 if you further assistance.

Login as Proxy

2.25. If you are unable to access the Register, an Ofgem Non-Domestic RHI
schemeadministrator may carry out tasks on behalf of either an Authorised Signatory
or an Additional User who has an account on the Register.

The scheme administrator, when logged in as a ‘proxy user’, will have the same
permissions as the user that they are logged in as.

2.26. In order for a scheme administrator to log in as a proxy user and access your

account, they will ask you to supply them with random characters of your password.
You will never be asked to supply your full password.
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3. Account Management

*

To make any changes in the User Management section of the Register, you will need
to enter your user credentials for verification.

You will be asked to enter 3 characters (selected by the system at random) from
your password as shown:

I

-

Verify User Subsection
Managen.ccoum

Please enter characters 2. 4 and 10 from your password. :I:::t:llnsn:::n:users
Change of Ownership
Hank Details

Username *

Password =

el ]

Amending Your Account

Once your password has been validated, a confirmation screen will be displayed:

The

Account details have been Subsection

changed Manage Account
Update Password
Details for RHI account number + have been amended CBJ—M: De of Ownershi
an etails
RHI account number is a unique identifier on the RHI Register for your organisation’s

account. You should quote it in any correspondence that you send to the RHI team.

User Management

3.1

The User Management section (you can find the link to the User Management section
on the Home Page) displays a list of options to manage your account. The options
available will depend on your permission rights. For example, only the Authorised
Signatory of the account is able to ‘Manage Additional Users’ (create or disable any
Additional Users).
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Non-Domestic Renewable Heat Incentive

User Management) Accreditation PeriodicData Declarations

Log out
9 Payments AnnuaiSust: nability Report Information

1R This is a new service — your feedback will help us to improve it. We're cuNently updating the look and feel of the RHI register.
Whilst this is happening. you will still be able to find everything you need tg apply or resubmit your data

Welcome to the Ofgem Non-
Domestic Renewable Heat
Incentive (RHI) Register TS ST

website

Are you trying to sign into the Domestic
RHI sita?

The Non-Domestic RHI Register website has been developed to allow
scheme participants to perform a range of administrative functions required
for the RHI scheme.

For the NI Public
www . detini.gov.uk

eport please visit

The Mon-Domestic RHI Register will allow participants to:

Selecting ‘User
s create and maintain user accounts to gain secure access to the RHI

Register: Management’ will
= apply for accreditation for a Non-Domestic RHI eligible installation: display the menu of
e apply for registration as a biomethane producer;

* maintain details of accredited/registered installations: options that you have to
* submit pelriodilcl informatiorl. including meter readings. fuel measurements manage your Account
and sustainability information:

e submit annual declarations:

e access reports

{1y GOV.UK Non-Domestic Renewable Heat Incentive
Wel :
sleoms Home Accreditation Periodic Data Declarations
Log out . - N
Payments Annual Sustainability Report Information
Manage Account: Allows
This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI H 1
Whilst this is happening. you will still be able to find everything you need to apply or resubmit your data. bOth AUthorlsed SIgnatory
Home » User Management and any Additional Users

to view and amend their

User Account Management Subsection / personal contact details.

Manage Account

Use this service to- ( \ Manage Additional Users Only Authorlsed S|gnat0ry
., Update Password .
* maintain your Account detail Change of ownerShlp' —Chaﬂgq of OwnersRip can amend main account
« update your name, address of  Allows the Authorised /'M information.
e add/ remove additional users Signatory to notify us of
* add additional users M HY .
; anage Additional Users:
e change your bank account d¢ any Change of OwnerShlp' & .
- change ownership Allows Authorised
Bank Details: Allows the Signatory to create, edit
Authorised Signatory to and disable Additional
view Bank Details and edit Users.

wem. /
© 2016 OFGEM. Allright: d T & Conditi
rights reserve erms onditions Update PaSSWOrd:

Freedom of information Accessibility Contactus Links Help & Guidance . . . .
This option is available to

xl. All content is available under the Open Government Licence v3.0, except where otherwise stated

all Users. This allows Users
to change their password
whenever required

N\ J

23



Non-Domestic Renewable Heat Incentive (RHI)

Manage Account

3.2 The *‘Manage Account’ option is available to everyone with an account. It lets you
view and amend your personal contact details which you supplied when you created
your account.

* Only the ‘Authorised Signatory’ is able to edit details for the main account including
contact information of Additional Users and adding and removing Additional Users
from the account.

* You won't be able to change the main postal address on your account if the same address
has been used to define the site installation address of an RHI installation (i.e. is linked to
an accreditation application). In this instance, you'll need to contact us either by email
(RHI.enquiry@ofgem.gov.uk) or telephone (0300 003 2289).

Create Additional Users

3.3 The Authorised Signatory is the only user who can add additional users to an
account. They can do this by selecting the ‘Manage Additional Users’ option. The
additional users will only be visible under the Authorised Signatory’s account once
they have successfully activated their account.

35 GOV.UK Non-Domestic Renewable Heat Incentive
Welcom
come Home Accreditation PeriodicData Declarations

Log out

Payments Annual Sustainability Report Information

This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home User Management Manage Additional Users

Please note that the below tableis
scrollable

Subsection
Manage Account
Manage Additional Users

Update Password

Change of Ownership
Bank Details

Manage Additional Users

Account Users

First Name LastName Username Status Edit Disable Reinstate

John Active  gqjt Disable

Add New
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Welcome
Accreditation Periodic Data Declarations

Log out

Payments Annual Sustainability Report Information

AW This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home > User Management > Manage Additional Users

Manage Additional UserS Subsection

Manage Account
Account Users Manage Additional Users
Mo users added yet Update Password
Change of Ownership

Bank Details

If you are an Authorised Add New
Signatory you can create a
new Additional User by

clicking the ‘Add New’

3.4 To add an additional user, select the ‘Manage Additional Users’ option and click on
‘Add New’ button.

Add additional user account

ndicates required information
Personal Details

Title *

First Name * Take a note of the username, secret
| question and answer for the additional
user.

Last Mame *

Middle Initials

[ ]

Email Address *

Confirm Email Address *

Contact Telephone Number *

Assign the Additional
User role by clicking in
the Additional User box

User Details

Please select roles

I:lAddutlonalUse-r Create a Username that is
Username * P unique to the account and is
o [ not already on the Register
Secret Ouestion *
i}| Pleaze select ﬂL
Answer *

| | A secret question must be selected

from the drop down. Please type in
Ol c-cx [ .o | ’ P
the answer using Letters only
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Edit Additional User’s Account

3.5 Using the ‘Manage Additional Users’ option, the Authorised Signatory can also edit
additional user details or disable their access to the RHI Register. Select ‘Manage
Additional Users’ and the screen will display a list of Additional Users associated to
the account. Select the ‘Edit’ option against the relevant Additional User and the
screen will display that Additional User’s account information. The Additional User’s
account can then be edited by the Authorised Signatory.

Disable Additional User’s Account

3.6 To disable an Additional User’s access to the RHI Register, select the ‘Disable’ option
against the relevant Additional User, and the screen will display the name of the user.
Select the disable button. It is the responsibility of the Authorised Signatory to manage
all their RHI Account Users’ access, including disabling accounts when appropriate (for
example, when an employee leaves the company). Ofgem is not responsible for
managing any account access granted by the Authorised Signatory.

Update Password

3.7 The update password option is available to everyone with an account. It allows you, when
logged into the Register, to change your password whenever you think it is necessary.
It’s good practice to do this at least every 3 months.

Change of Ownership

3.8 When you select Change of Ownership, if you are the Registered Owner you will be able
to submit the details of the change in the form below
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5 GOV.UK Non-Domestic Renewable Heat Incentive

Welcome

Home Accreditation Periodic Data Declarations
Log out

Payments Annual Sustainability Report Information

=13 ¢-W This is a new service — your feedback will help us to improve it. We’re currently updating the look and feel of the RHI register
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » User Management » Change of Ownership

Change Of Ownership Subsection

Manage Account

Open all Manage Additional Users

Please complete the form below Update Password
Change of Ownership
Bank Details

Date Change of Ownership is Effective From +

Meter Reading at date of change -+

Has there been any physical changes to the +

installation?

Are all installations on the account changing +

ownership?

Have you received your final payment? -+

New Owner's Name +

New Owner's Telephone Number +

New Owner's Email Address +

Bank Details

Please note - As Authorised Signatory you have access to the bank details
screen. It is therefore very important you don’t share your logon ID or password with
other people as it gives them full access to your bank account details.

3.9 You will be able to submit, view and change your bank details your bank details
online. To add details complete the form online below:
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i GOV.UK Non-Domestic Renewable Heat Incentive

Welcome

Home Accreditation Periodic Data Declarations
Log out

Payments Annual Sustainability Report Information

21308 This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » User Management - Bank Details

. ]
Bank Details Subsection
Please enter your bank details and select submit. Manage Account
Manage Additional Users
Account Name Update Password
Ofgem Test Account Change of Ownership
Bank Details
Bank Name

Bank Branch

Sort Code

Account Number

Account Description (optional)

© 2016 OFGEM. All rights reserved  Privacy Policy GB Terms & Conditions NI Terms & Conditions

Freedom of information Accessibility Cookie Policy Contactus Links Help & Guidance

The account name will be populated with the account name entered when you set up your
account. This needs to match your bank account name as shown on your bank statements

If you wish to change the bank details click on ‘bank details’ then ‘edit’ (bottom right)
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i GOV.UK Non-Domestic Renewable Heat Incentive

Welcome "

Home Accreditation Periodic Data Declarations
Log out N .
Payments Annual Sustainability Report Information

1PN This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » User Management » Bank Details

L]
Bank Details Subsection
This page allows you to view the Bank Details for your account. If you wish to Manage Account
edit the information., please click on the Edit button below. Manage Additional Users

Update Password

Account Name Ofgem Test Account Change of Ownership
Bank Details

Bank Name llods

Bank Branch Glasgow

Sort Code 11-11-12

Account Number ending in 4578

Account
Description
(optional)

Cancel Qi

You will then be advised that editing bank details will stop payments until your new bank
details are validated and asked to click next to proceed, or otherwise return.
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4. Applying for Accreditation

Before completing this section in the Register, it is very important that you read
the guidance and other supporting documents atwww.ofgem.gov.uk/RHI to help

you get your application right first time.

* Use the '‘PREVIOUS’ and ‘NEXT’ buttons to progress through the account creation
process. Do not use the ‘Back’ or ‘Refresh’ buttons on your internet browser as it may

result in an application error.

* An application for accreditation could take some time to complete. Selecting the
‘Next’ button at the end of each page of the application will automatically save your
answers as you progress through each screen, but before leaving the register you
must click on ‘'SAVE AND EXIT’ - otherwise your answers won't be saved. Then you'll
be able to resume your application at another time.

Apply for Accreditation

—HAL0D - Name of the i lation

Please enter the name of the installation or biomethane plant. I 0

—HAL110 - Installation technology

Please select your installation’s technology, or if vou are applying for a |p|ease select j
biomethane plant

Cancel Print application \ Sawe and Exit

N~

Some questions ask you to choose one or more responses (e.g.: Q: HH100, shown below).
You might need to press the 'Ctrl’ key on the keyboard if you wish to select multiple
answers. You can find the ‘Ctrl’ key below the ‘Shift’ key on most keyboards.

Apply for Accreditation

HH 188 - Using heat generated

Please select how the heat generated by your installation is used

Space healing
Water heating
Process heating

S (Y R I (g S N (g ——
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Applying for a New Accreditation

If you own one or more renewable heat installations, you can apply for accreditation for your
installation(s) under the RHI scheme (or registration if you're a producer of biomethane).

4.1 The Accreditation section at the top of your home screen enables you to apply for
accreditation and manage your accreditation details.

ity GOV.UK Non-Domestic Renewable Heat Incentive

Welcome
Home User Management Periodic Data Declarations

Log out

Payments Annual Sustainability Report Information

210 W This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home > Accreditation

Renewable Heat Incentive -

X i Subsection
Accreditation ,
Apply for Accreditation
Resume partially completed application
This part of the system is for your application for accreditation. EMS Submission

Edit or view accreditation application

The application form can be complex as it requires detailed information about
your installation. Be prepared to answer a number of technical questions and
to upload mandatory documents as evidence.

To help you do this it's essential to read our web page for advice and to use
our guides. They show you exactly what to do, what information and
documents you need to gather in advance to be able to complete the form
and even tips for answering some of the most important questions. To go to
the web page click on 'Help and Guidance' at the top right of the screen.

© 2016 OFGEM. Allrightsreserved Privacy Policy GB Terms & Conditions NI Terms & Conditions
Freedom of information Accessibility Cookie Policy Contactus Links Help & Guidance

ml. All content is available under the Open Government Licence v3.0, except where otherwise stated
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' Aypy e hezeiaion

PLEASE READ THE FOLLOWING INFORMATION BEFORE VOU PROCEED WITH YOUR APPLICATION

Please be advised that:
= Yau must be the designated Authorised Signatory” af an acpount te manage 5 the account and x far review.
+ Ofger wil require perscnal informatian refating 1o the Authorised Signatory of an account n order ta werify their Kentity and assist in raud prevention

+ To raceue paymants for acoredied nstallations associsted ta an account, the Autharised & gnatery must provid Cégem with detalk for 2 vald bank secount. Thi must be an accaunt that can accept payments I the LI In pounds stering. The Authorised Signatory must alsn agree for shared, by Gfgem in dats protection leglzation, with third paries In arder to
crganse paymen:.

 any applications that are erested an an account and ot subitied wehin 3 menths {since th ‘st eaved) wil d you wil nat be abla ta retrieve them,

Use of Digem website/ Privacy Policy
= By procpeding with this application 1o the Nan- Damestic RHI, yau: [the appi cant’) agree to comply with the Privacy Falicy and Terms and Condtions far L of the Ofgem K register which can be found in the Ik befow.
 Additianaly any Informatian you pravide wil be subject & Freedom af Information and Enviranmental informatian Regulaticns summeary prevdded In the [k beiow.

When completing an application:

= ou wil be provided with assstznce it the form of help tex, ar ks ta ciher You can refor to these when you have querles and alsa fid them on aur *Haw 13 #pply” web page. T ge to k, Cick on 'Help and Guldance' o the 1o right af the screar.
 To complete our appicatin you wil meed to arculde Information relating to yourInstaliation, This may include detalls about the type of technclogy and equipment wsed, the capadity of the Iratalati, meters nstaled, the prermises where the heat 5 d detals of any grant
« When appying for accreditaticn or regtratio to the non-damestic Aensatic: Haat Incentive szheme you wil be asked to provide evidence and documentaton ta suppart your application.

Mandstery doouments that you must upload t the Regiter are
1. Commiasionng certiczte or commasioning repart
2. #vidence of non-single domesdc status such 25 multigle councl ta bls or business rates evidence
3. Schematic dizgrem of the installatn
4. #hato of meter(s)
5. Photo of the namepiate of the nstellatian clarly showing the capacity znd serial number
6. Lettar of Autharisation that corfiems your orgenisation's Authorised Signatary for s RHL account
7. Independient Report on Metcring Aangements - I your nstalation has: & capacy of 1MW cr above, o s classed 2 multipk for RAL mitering purpases: and |5 mare than 45 kW
8. An WS cartfcate or equivalent certficats f your installation s 45K ar below
9. Evidence of the Coefficent of performance (€CP) if your Inatafiation s 2 hezt pump
ou may also be required ta upload the following applicetion speciic documants:
10, Tedhmiczl blomess nstzfations the boler msets the sodd blomass o5 ‘primary fue source’ requirement
11. Ifommation about grants
12. Tratalier deciaration I your rstalation & & heat pump (G anly)

13, Techrical speciication f your Instafiation b 2 heat pump
 tihen camgieting an appication, the data you enter wil be saved by the system every Hme you progress ta 2 new pege. Saved applcations can be redrieved via the zcoredSatian meny optiors.
Onece your application has heen submitted:
« Gz yaur application has been subimetad, Cfgem wil respond ta the Autharked £ignatary within 20 working days {4 woaks) for standard appications and 30 werking days (& weaks) for mutiple zpplicatians ta advsa of the takan o your applcstion,

Preliminary accreditation;
o may apply for preliminary accredtation o regitration (rather than compiete: full applcstion) If an nstallation has ot yet been cxmmissianed or the biomethan has ot yet started being produced and you mset any of the folowing ciera
« For an Instalaion:

3 Your e aersa e o Once you have read the Information you should
b g

© e gk o select ‘Confirm to Proceed’ if you wish to continue

2. Solld blomeasz (including energy from waste] and the installation = 200kWth or above: M H H
PR i with an Application.
1. Vou are the persan who propases ta produce biomethane for injection and has not yet started production.

Taritt Guarantee application
o may agply for tarff quarantee accreditation ar regiriratian  an nstalatian has not et bean commizsioned cr th biomathane has not et started belng produced and you mest amy of he follawing orierla:

 For an nstalation which generates heat fram a technoiogy desaribed in the tate:

rology Tyt [Capecity
o1 Blamass Baller =TT
0119 Blamass CHP o
|
- 500w
[Blometfans o

 You are the persan whe propases ta canstruct or amange for the eonstructian o cperate the instalatian.
+ The necessary planring permiazian has een granted for the insaliation or 3 oy that 15 nok required,

Far Blamethane (G8 only) of ail capacities:
Yo are the person who proposes t produce biomathane far njoction and ha nct et started preductian.
+ A canmaction agreamert n elation to the propased praduction of Bomethana has besn ertered ito.
+ Fusling roquirerments il be neceszary I certaln soenarias for 3o energy techmoiogies.

* The follawéng dsinition Is prowided for “Autharised Sqnatar,
B Ao Spratary we sre g o parscn afo s s i cpen nd s an acoun it he Qigen R el o e ot by s, i i and conpletth innm deckaton. Tisprsn mus b o of: the ommer o et b st (or e case o an rstaleion i hes e et repesertat owrdto s ey o oct on

cor of bismethene ( producer of Biomethana must be elther the praducer of the biagas used to produce the blcmathane o 3 person b has boen suthariied by the bioges peoducer t apply for reglstratin), or, whase the cuiner, Fepresentatiie owner or producer of biomathane 5 an crganisatian, the employec af that organisatin who = uhadg by the orgarissticn ta
o vt e behes of that ergenisatian n 15 Capecity a5 an awres, representative cwner oe praducer of Domethane.

™ Coniirm 1o proceed

4.2 When you select ‘Apply for Accreditation” you will see a screen (above) which you
must read before proceeding. This screen explains that you must be the designated
Authorised Signatory of an account to sign the required declarations and submit an
application for RHI accreditation. Details of other information required to support
your application are also provided. You'll need to confirm that you have read this
page by selecting ‘Confirm to Proceed’; if you don’t want to continue with the
application select ‘Cancel’.

On question HA099 you must select the correct country of installation (England, Scotland,
Wales OR Northern Ireland?'). This can’t be amended once selected. If you select it in error
you’ll have to cancel the application and start a new application from scratch.

1 The Department of Enterprise, Trade and Investment (DETI) suspended the Northern Ireland RHI scheme to new applicants from
29 February 2016. From 9 May 2016, the new Department for the Economy (DfE) assumed the roles and responsibility of DETI
including policy responsibility for the Northern Ireland Non-Domestic RHI. We continue to administer the Non-Domestic RHI
scheme on DfE behalf. This suspension only applies to the Northern Ireland RHI scheme. The Great Britain RHI scheme is
unaffected.
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An Additional User can enter details as part of an application for RHI accreditation.
However, only an Authorised Signatory can sign the required declarations (see Chapter 3)
and submit the application.

4.3

4.4

4.5

You will now be taken through a series of structured questions required to enable
our team to reach an informed decision about the eligibility of your application. The
process involves answering a number of questions about the installation. The key
eligibility questions cover:

e Where the installation is situated (this must be selected correctly at the
beginning of the application as it can’t be amended). If you select it in error
you’ll have to cancel the application and start a new application from scratch

e Is it a domestic installation?

e Date of installation / commissioning

e Microgeneration Certification Scheme (MCS) certification if applicable

e Details of any grants

e Heat transfer medium

e Use of heat: what and where

e Metering

e Technology specific questions

You may see a message displayed (example below) during your application process
indicating that the installation isnt eligible for the RHI scheme based on the answers
you‘ve provided. If this happens, you won't be able to progress further or submit the
application. The answers you have already provided to earlier questions are
automatically saved and your application can be resumed from that point once you
have clarified any eligibility information required.

Apply for Accreditation

For the RHL, &8 1 the plant(s) compneng the nstalabon w s were nat ndw At the bme when

vl aned Hirs i Comrmambned

Next button is not active therefore

This mstallation i not &g
tha natalaboan Wwas comphate

Message displayed indicating that the

installation is not eligible for the RHI
unable to progress any further

You can find your saved application(s) by selecting the ‘Resume Partially Completed
Application’ menu option. You will be taken to the last question that you answered
when you saved the application.
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4.6 The answers you provided during the application will determine the subsequent
questions you are asked, and any associated answer validations. Therefore, if you
edit any answers, you may experience errors depending on eligibility rules relating
to the new answer and / or whether it matches other answers already provided.

The screenshot below illustrates an example of this. In this case the capacity of a solar
thermal installation was changed from 150kWth to 200kWth. It resulted in an error

message because the new capacity was ineligible for the RHI.

* Please ensure any answer relating to capacity is in kWth.

Apply for Accreditation

| ® HA130 - Solar thermal installstion equal to or greater 200 kWth, Solar thermal
o installstions with an installation capacity equal to or above 200 kwth are not eligible
far the RHI.

—HAL1ZO - ion capacity

Please enter the installation capacity in kwth IQDD e
—HA130 - the i ion capacity

Please re-enter the installation capacity in kiwth |2|:||:|

<< Previous

If you see any error message displayed, you won't be able to progress through the application
until the information has been corrected.

4.7 Some answers will cause a ‘warning message’ to appear which will advise you to
check / confirm information entered. Although a warning message won't stop you
from progressing, you should still check the information is correct.

For example if you enter an installation capacity lower than 5 kWth, a warning message will
appear checking that you have entered the correct value:

[0 S =191 Renewable Heat Incentive HOme  AccosTNY  Conwctus  Links

User Management | Accreditation | Periodic Data | Declarations | Payments

A itetion Apply for Accreditation

esu et

& inn w =Tion capacity lower than 5 KWER

FMS Submis: n

S — W installztion capacity is ccrrs:t.> O ovas
application

Céncel  Print applicition Ssue snd Exit
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Submitting an Application

4.8 You should complete all of the relevant questions and, after confirming your
personal details and signing (accepting) the Declaration (see Chapter 4), click on the
‘Submit’ button. This will take you to a screen to validate your password. Then, by
selecting ‘Continue’, you will be taken to a screen which allows you to ‘Submit’,
‘Print’ or ‘Save and Exit’ the application:

Welcome "TestFourteen' Logo

Apply for Accreditation Submit the accreditation application
Resume partially

completed application You have now completed all the relevant sections of the application, If you are happy with the infarmation provided, please

FMS Submission submit the application. Once the application has been submitted, it will be passed onto the RHI team for review. You will not

Edit or view accreditation be allowed to make an T the application unless you obtain permission from the R
application

<< Previous Print application 235ve and Exit Cancel

4.9 If you select ‘Submit’, the Register will confirm that you have successfully submitted
your accreditation application. You will be asked to submit the installation owner’s
ID verification information to Ofgem as shown:

Accreditation application successfully submitted

You have completd and submitted your appliication for the RHI Actreditation, We will contact you within 20 working days (4 weeks) for simple applications, 30 working days (6 weeks) for complex
applications, or 10 working days (3 weeks) for Tanff Guarantee stage 1 and 2 applcations 1o provide an update on progress., Please keep a nate of your RHI reference number RHIOD00023363 as
you will need this in any comespondence.

i you are applying for pre-accreditation for your installabion, please contact us when the instaliation is comenissioned 1o provide us with the commissioning datie and the meter readings

Submission of identity detalls

Thank you for completing your RHI accreditation application. If thes i your fiest RMI application, you now need to submit your ientity detass 1o Ofgem for verication.

I yois have alteady submitted this information to Ofgem then please ignore this message,

We will review your application and accredit the installation / register you as a biomethane
producer where all legislative requirements are met.

Any delay in supplying your Bank or ID Verification details will result in a delay in
processing your application.
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Resume a Partially Completed Accreditation Application

ik GOV.UK Non-Domestic Renewable Heat Incentive

Welcome
Home User Management Periodic Data Declarations

Log out

Payments Annual Sustainability Report Information

1PW This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » Accreditation

Renewable Heat Incentive -

. i Subsection
Accreditation .
Apply for Accreditation
Resume partially completed application
This part of the system is for your application for accreditation. FMS Submission

Edit or view accreditation application

The application form can be complex as it requires detailed information about
your installation. Be prepared to answer a number of technical questions and ‘Resume partially completed
to upload mandatory documents as evidence. application’ can be found on the

Accreditation page

4.10 The ‘Resume a partially completed application’ menu option allows you to return to a
partially saved application that you did not complete. You’'ll be taken to the last
question that you answered prior to leaving the application (as long as you used the
‘Save and exit’ option).

4.11 Select the menu option ‘Resume a partially completed application’, a screen listing
all partially completed accreditation applications is displayed, as shown below.
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HOME  ACCRSSIANTY

CSula 0 Renewable Heat Incentive Applications
User Management | Accreditation | Periodic Data | Declarations | Payments Showing as ‘In
Progress’ can be
Partially saved accreditation applications
Resume partially completed amended’
application 1
FMS S0 Inst:l::linn Date Created Date Last = Cancel Contlnued and
Ed\kl.urlv.\:w ascereditation — Created By Sawed By Application Cance“ed by an
ey -~
Additional User
testl 28/06/20012 28/06/2012 In Progress Lancal
as well as an
Authorised
Signatory
Select either Continue or Cancel Applications
showing as
Selecting Cancel will delete the application from the ‘Awaiting
system and a screen will be displayed requesting declaration’ can
confirmation of cancellation only be
continued by an
Authorised

Qignatory /

* Your saved application(s) are removed from the Register if you don’t submit them
within 3 months of the last saved date. They cannot be recovered after being removed.

View / Edit Accreditation Details

4.12 The View / Edit menu option allows you to view or amend your application once it
has been submitted or approved.

* Approved accreditation applications can be edited however installation technology
and capacity information is not editable.

4.13 If your application has been submitted, and is being reviewed by our team, it will
have an application status of ‘In Review’ and you won’t be able to edit it. If you need
to edit it, we can ‘release’ it back to you. Your application status will then be ‘With
Applicant’.
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Submitted Applications: Changes can be made to any part of the
application but only if the status is ‘With applicant’

Edit or View accradital  APProved applications: Changes cannot be made to information relating

L el

L e

to technology and capacity. All other information can be edited at any

m time /‘}

TIToaaoT T e T e Tt
020020101 Wk app P g rediasg H

Camaal [ Select ‘view’ to amend the application

HI150

HKM160

HKM170

HM1E0

HM150

HM200

HM2 10

HKMZ40

Authorised sighatary — Address line 3

Authorised signatary - Town/City

Authorised signatory - County

Authorised signatory - Postcode

Mon - domestic : company house registration number

Mon - domestic : company house registration name

MNon - domestic : company address

Company Telephone Mumber

=218 cancel

/‘V

4.14.

4.15.

Scroll to the bottom of the page and
select ‘Edit’ to access and amend the
application

You must enter the reason for editing the application. Then you will need to
navigate through the whole application form by selecting the ‘next’ button to find the
relevant questions and make your changes. After making your changes you’ll need
to continue through the rest of the form by selecting the ‘next’ button until you
reach the end of the form. The Authorised Signatory will need to ‘sign’ the
declaration again and re-submit the edited application for us to review, as the changes
may affect the accreditation status of any approved applications.

If you click on the cancel link, this will cancel your edits in the application, however

the application will not return to its previous submitted status - it will be
saved as a partially completed application. You will need to click on the
‘Resume partially completed application’ in the menu bar, select the application in
question and progress it through the application process by selecting the ‘next’ button
at the bottom of each page. The Authorised Signatory will need to click in the I
accept’ box on the declaration and then they will be able to resubmit the form.
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4.16. Additional Users may edit an application but will not be able to resubmit as only the
Authorised Signatory may ‘sign’ the declaration and submit applications for review.

View Submitted Applications

4.17 The Edit or View Accreditation menu option lists all your submitted applications. By
selecting the 'View’ link beside the relevant application you can see details of that
application.

Uploading Documents

4.18 After completing the sections of the application relating to your installation, you will
be asked to upload certain documents as your supporting evidence:

—HL99 - Uploading documents

You've completed the gquestions, now we need you to upload documents as evidence to support your application.

On this part of the application form you will see requests for documents that are specific to your application and
also requests for others which are required from all applicants such as a schematic diagram of the heating system.
all of the documents that we require as evidence must be uploaded in PDF format,

To help you with this it's essential to see our web page for advice. It shows you the full list of documents that
must be uploaded by all applicants, gives help with converting documents to PDFs, has templates that you can
use for some of the documents and also gives details for a guide with screenshots and instructions for how to
upload them, Go to our ‘How to Apply’ web page by clicking on *Help and Guidance® at the top right of the screen.

One final thing - as part of your application we need to verify your identity and bank details. Please note that
unlike other evidence documents, these must not be uploaded to the RHI Register but instead must be posted to
us., On the 'How to Apply' web page you'll see a section about ID and Bank Details. It has a link to a form which
explains exactly what information you should send us together with address details for posting, You must post this
infarmation to us as soon as you have submitted your application form,

<< Previous m

You must only upload documents in PDF format. You might need to save your
documents to your computer desktop or C drive before so you can upload them, or
convert them to PDF files.

Do not upload your bank details or confidential identification documents (for
example: passport photos) to your RHI application. These must be posted to our
Verifications team in Glasgow: Non Domestic RHI Verifications Team, Ofgem,
Commonwealth House, 32 Albion Street, Glasgow, G1 1LH.

Below are some suggestions if you need tips for converting documents to PDF files:
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e Follow the step by step screenshot or video guide from RHI Accreditation team
(request this by emailing RHI.Enquiry@ofgem.gov.uk).
o Download Adobe Acrobat reader software free online
o Use a free online file converter to convert the document from its existing file
format (usually Microsoft Word) to PDF

from your
computer by
selecting the

Upload Documents

—HL100-1 - Upload the letter of offer

o e roninue
<< Previous k

fUpIoad documents\

Please upload the letter of offer from the grant making body. Browse... | (7] browse button and
Uploaded Document : GuestSDK 1.pdf .
searching for the
—HL110-1 - Evidence that the grant has been surrendered document
Please supply evidence that the grant has been surrendered. EiEnEs.. | Py /
Uploaded Document : GuestSDK_New 1.pdf .
Click ‘Next’ to

/

Cancel Print application Save and Exit

Make sure you add version numbers to the names of the PDFs you upload so that
the RHI Accreditation team can review your newly submitted document without delay.

Submit FMS (Fuel Measurement and Sampling) Questionnaire

4.19 After you have completed and submitted your application for RHI Accreditation, you
may need to submit a Fuel Measurement and Sampling (FMS) questionnaire. Please
see Table 1 in the FMS Guidance to find out whether you are required to complete
one. For more information on the FMS questionnaire please refer to the link under
Associated Documents on page 2 of this guide.

You can complete the FMS questionnaire immediately after submitting your
application, or later by selecting the FMS questionnaire submission from the menu
bar on the left hand side of the screen, as shown below. If submitting an FMS
questionnaire is a requirement of your application, we will not proceed with
reviewing your application until the FMS questionnaire has been submitted.
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Apply for Accreditation Accreditation application successfully submitted

Resume partially completed

sppiication You have completed and submitted your application for the RHI Accreditation, We will contact you within 20 working days (4 weeks) for simple applications, 30 working days (6 weeks) for complex
applications, or 10 working days (2 weeks) for Tanff Guarantee stage 1 and 2 applications to provide an update on progress, Please keep a note of your RHI reférence number RHIO000025565 as

FMS Submission you will need this in any correspondence.

Edit o view accreditation If you are applying for pre-accreditation for your installation, please contact us when the installation is commissioned to provide us with the commissioning date and the meter readings,

application

Submission of identity details

Thank you for completing your RHI accreditation application. If this is your first RHI application, you now need to submit your identity details to Ofgem for venification.
1If you have already submitted this information to Ofgem then please ignore this message.

Please provide the following details on a separate page. The information provided below will not be kept for longer than necessary and will be securely destroyed when the verification process has
been completed.

Authorised Signatory Identity Details
Name -
Please provide one of the following:

INational Insurance Number -

UK Passport number -

Upload FMS questionnaire

According to your answers provided in your accreditation applicalion.you need to complete an FMS questionnaire. You can either do this now, or at a later date by selecting the ‘FMS Submission’
option from the menu.

~

If required to

13PN This is a new service —your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.

Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data. submit a FMS
Home > Accreditation submission
. I Select FMS
Renewable Heat Incentive Subsection Submission from

Accreditation

Apply for Accreditation the menu bar:

Resume partially completeda Screen will display
This part of the system is for your application for accreditation. . .
—— —— o applications which
Edit or view accreditation application

The application form can be complex as it requires detailed information about
your installation. Be prepared to answer a number of technical questions and . .
to upload mandatory documents as evidence. questionnaire

completion

requires FMS

To help you do this it's essential to read our web page for advice and to use

our guides. They show you exactly what to do, what information and X .
i Click on hyperlink

documents you need to gather in advance to be able to complete the form

and even tips for answering some of the most important questions. To go to to ‘Download

the web page click on 'Help and Guidance' at the top right of the screen. Submission

Template’ &

download the
FMS Submission

feted questionnaire
I ——

B RHI000000 Uplosd O Complete the form
RHI0000D Upload ensuring that ALL

[

RHI00000 test U

mandatory
questions are

answered
CDe

Save the form and
convert to PDF file

- J
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4.20 When you've uploaded the FMS questionnaire, you will see an onscreen confirmation
message explaining that your FMS questionnaire was submitted successfully. (We'll
still need to review the information in it.)

Managing your consignments

4.21b If you have submitted a FMS questionnaire and agreed your consignment
classification with Ofgem, you will need to add these consignments of fuels on the
register in order to report against them on a quarterly basis alongside your meter
readings.

4.22 To add a consignment, select the ‘Periodic Data’ tab at the top of the screen. Then
select the ‘'Consighment Management’ option from the list and choose the
installation for which you will be adding the consignments listed in your FMS
questionnaire.
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JUNIV 1.0 WV /1 SHIVMILL/ALG/ | SHUUIL L/ Al IVIHTS.Ad A

it GOV.UK Non-Domestic Renewable Heat Incentive

Welcome
Home User Management Accreditation Declarations

Log out

Payments Annual Sustainability Report Information

21308 This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home  Periodic Data

Periodic Data Subsection

Fuel Management

View/Submit/Edit Periodic Data and Fuel
Measurement

View Periodic Submission History,

( . . \ wlonsignment Management
Select Periodic Data then

Select ‘Consignment

Management’ then
Select the installation that

© will be having consignments 8 Terms & Conditions NI Terms & Conditions
rd added listed in the FMS

q\questionnaire

Contactus Links Help & Guidance

nt Licence v3.0, except where otherwise stated

IS0 This is a new service - your feedback will help us to improve it. We're kurrently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you nekd to apply or resubmit your data.

Home > Periodic Data > Consignment Management

Subsection

Fuel Management
View/Submit/Edit Periodic Data and Fuel
Measurement

View Periodic Submission History
Consignment Management

Consignment Management

Installation

| Please select
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Home > Periodic Data > Consignment Management

Please note that the below tableis
scrollable

Subsection

Fuel Management
View/Submit/Edit Periodic Data and Fuel
Measurement

View Periodic Submission History
Consignment Management

Consignment Management

No consignments to display

.

Once you have selected the ‘Add’ button, you will see the following screen in which you will need to
type in details of the consignment you wish to add.

Add Consignment

The acceptance of new consignments may be subject to a review of the installation’s Fuel Measurement and Sampling
regime. Prior to agreement, use of any unapproved/unaccepted consignment will produce a periodic data exception.

Openall
Fuel Details
Installation +
Name +
Description +
Classification +

o [

Once you have entered the Name and Description of the consignment you wish to add, click
the 'Add’ button again and you will be presented with a box confirming the submission you
have made.

4.23 You will be able to delete any consignment you have added by navigating to the

‘Manage Consignments’ section and clicking the ‘delete’ button alongside the
consignment you wish to delete.
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Respond to Queries from Ofgem

4.24

4.25

Once you have submitted an accreditation application, it becomes available to our
team for review. During the review process, we may send queries back to you about
the application.

We’ll send all queries, via email, to the authorised signatory. If we are asking you to
edit an answer on the application, you’ll need to edit your submission on the Register.

4.26 If we have a query on the application, your application status will read *With applicant’.

4.27

Go into the application and you'll be able to review the application from the beginning
of the questions and then amend the relevant details as requested. In some cases
you may just need to respond to the queries by email. If so we’ll indicate this
when we raise the query.

You must submit all information that directly relates to your installation via the RHI
Register. This helps to ensure data integrity and a proper audit trail, and minimises
the time taken to process your application. (The bank account and ID verification
details form is an exception to this as it must be printed, completed and posted to
us - see 4.18.) There could also be other exceptional circumstances when we may
ask you to provide us with data or documents via email or post.
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5. Submitting periodic data for all
technologies

What is periodic data?

Once an installation is accredited, or a producer of biomethane registered, participants will
need to submit information on a regular basis as an ongoing obligation and in order for our
team to calculate the appropriate payment. Information we require will include:

e Meter readings

e Calculated heat output data (for biomethane producers)

e Fuel data (for certain bioenergy installations)

e Sustainability information (for biomass, and biogas installations, and registered
producers of biomethane for injection, GB only))

This information is referred to as ‘periodic data’.

Periodic data must be provided for all accredited RHI installations and biomethane producers.
If you have more than one accredited installation you will need to provide periodic data
separately for each installation.

If your application has not yet been accredited you'll still need to take meter readings at
the appropriate frequency and save the information within the RHI Register. This will enable
accurate payments to be made if your application is approved.

Depending on your metering arrangements, it should only take 5 to 20 minutes to complete
your periodic data submission. Your meter readings should be taken and submitted within
your meter reading window.

* Information required for periodic data submission: supporting meter readings for
each meter.
* Information required for certain bioenergy installations:

o Fuel use data

o Sustainability information (for all biomass and biogas installations, and
registered producers of biomethane for injection, GB only)

o Heat loss information

o Heat output data (biomethane only)
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Periodic data can be entered and saved for any installation with an accreditation application
in a submitted state and not in either a ‘withdrawn’ or ‘terminated’ status. The data can be
submitted once the installation is accredited.

Frequency that periodic data should be submitted:

e Quarterly, if the installation capacity is less than 1MWth or a biomethane plant.

e Monthly, if the installation capacity is greater than or equal to 1MWth.

e For certain technologies, or capacities, you will also be required to submit fuel
measurement and sustainability information at the end of the quarter (for GB
only, see Chapter 6).

You must take meter readings within three days, either side of the submission period end
date, and these should be submitted in the Register within one month of that period’s ‘end
date’.

Submitting Monthly and Quarterly periodic data

5.1 To add periodic data, log in to the RHI Register and select ‘Periodic Data’ at the top
of the screen.

i GOV.UK Non-Domestic Renewable Heat Incentive

Welcome

Home UserManagement Accreditation Declarations

Log out

Payments Annual Sustainability Report Information

=13 0% This is a new service - your feedback will help us to improve it. We're currently updating the look and fee

Whilst this is happening, you will still be able to find everything you need to apply or resubmit your d . . .
] After logging into the RHI Register
Home - Periodic Data

select the Periodic Data option
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5.2 Select ‘View / Submit / Edit Periodic Data and Fuel Measurement’ to add periodic
data.

5 GOV.UK Non-Domestic Renewable Heat Incentive

Welcome
Home User Management Accreditation Declarations

Log out

Payments Annual Sustainability Report Information

:1330.W This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home  Periodic Data

Subsection

Periodic Data

Fuel Management Select VleW/smelt/Edlt
View/Submit/Edit Periodic Data and Fu . . .
Measurement Periodic Data and List of

View Periodic Submission History

Installation will show

Consignment Management

Periodic Data Submission Subsectjch

Fuel Mafiagement
VieyfSubmit/Edit Periodic Data and Fuel

View Periodic Submission History
Consignment Management

Please select the installation

Please select hd

Cancel
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A list of the installations related to your account and eligible for periodic submission will be
displayed. Hover over the installation to view the full name as shown above.

Once selected, all of the periodic submissions relating to that installation will be shown with
status and available actions e.g. ‘Record/Submit’.

Please note that the below tableis Subsection

scrollable

Fuel Management
View/Submit/Edit Periodic Data and Fuel

Periodic Data Submission Vioes Pt Submission History

Consignment Management

Please select the installation

RHI00000¢ M|
Period Dates Status Action
Year 6, PDS 2,17 May 2019 to 16 Aug 2019 New/Pending Record/Submit
Year 6, PDS 1,17 Feb 2019 to 16 May 2019 Approved View
Year 5, PDS 4,17 Nov 2018 to 16 Feb 2019 Approved View
Year 5, PDS 3,17 Aug 2018 to 16 Nov 2018  Approved View
Year 5, PDS 2,17 May 2018 to 16 Aug 2018 Approved View

Year 5, PDS 1, 17 Feb 2018 to 16 May 2018 Approved View
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Recording / Submitting Periodic Data (EXCLUDING BIOMETHANE)

5.3

Select ‘Record / Submit’ to add periodic data. You will see a meter grid based on
your accreditation application where you enter the meter readings and the
respective readings dates for each meter which makes up your installation. If you
are submitting a number of meter readings, you’'ll notice that when you select the
meter reading date for your first meter, the dates for the rest of your meters will
automatically populate with the same date.

FUEL IMlanagement
View/Submit/Edit Periodic Data and Fuel

Periodic Data Submission Voo ponote Submisson sty

Consignment Management

Installation Details

Installation name:
RHI Number: RHIO0000!

Calculate EHO/Payment Details JEOEL:I Enter Sustainability Information

Year 6, PDS 2, 17 May 2019 - 16 August 2019 +
Previous  Actual Requirement
Meter Meter serial Meter descrition Meter meter Meter for .data tobe
label number P reading reading readingdate  estimated
(kWhth) (kWhth)
Heat Meter No 1
M001.00 13-008097 - 93220 -
Heat Meter 3
12- .
M002.00 2210660 &
Meter to replace
M003.00 615 675660 =
Meter to replace
M004.00 615 211420 =
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Please note you should only tick the ‘Requirement for data to be estimated’ box if
you have agreed in advance with Ofgem that estimated data can be submitted for
the period.

5.4  After you enter your meter reading information you should select ‘Calculate
EHO/Payment Details’ to calculate your heat output data, including eligible heat

output and payment. Note, this is not the end of the submission process.

Year 6, PDS 2,17 May 2019 - 16 August 2019 +

Eligible heat output(kWhth) and Payment Details +

Heat generated by the installation(kWhth)

|200000 |

Heat used for eligible purposes(kWhth)

| 197969 |

Total Heat generated by all the plants supplying heat to the heating system(kWhth)

|200000 |

Qualifying percentage

|1OO |

Eligible Percentage

Eligible heat output
[197969.0 |

Payment Value

|15296,45 |

Submission Exceptions +

Update Cancel Enter Sustainability Information
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5.5 If there are any exceptions generated by your meter readings, you must provide
reasons for these. If at this stage you notice any information is incorrect you should
select ‘update’ to edit your meter reading details.

Submission Exceptions +

Exception Reason

Based on your meter readings provided, the figure calculated for Heat
Generated by the Installation (HGEI) is 25% more than the same
period the previous year. Please provide an explanation for this
increase?

Based on your meter reading provided, your Heat used for eligibility
purposes (HUEP) is 25% more than the same period the previous year.
Please provide an explanation for this increase?
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5.6

5.7

Once you're satisfied, proceed to enter your sustainability information (Great
Britain; biomass, biogas and biomethane participants only). If you are not required
to submit sustainability information press the ‘Submit’ button to submit your meter
readings to us for review. If your accreditation application has not yet been approved
or is going through an amendment you will only have the option to save your data
rather than submit it.

To enter your sustainability information, click the ‘Enter Sustainability Information’
button in your periodic data submission screen

View/Submit/Edit Periodic Data and Fuel

PeriOdic Data SmeiSSion mswmission History

Consignment Management

Installation Details

Installation name:
RHI Mumber: RHIOO(

T~
Update [MeEL=M Print ( Enter Sustainability Information )
——

Year 6, PDS 2,17 May 2019 - 16 August 2019 +

Previous  Actual Requirement
Meter Meter serial Meter descrintion T€te" meter Meter for datato be
label number P reading reading reading date 99‘5““"3“‘5

(kWhth)  (kKWhth)

Heat Meter No 1
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5.8 You will see a drop-down menu showing the different options for demonstrating
compliance with the sustainability requirements. If you are not sure which reporting
route is most appropriate for your installation please refer to chapter 4 of the RHI
guidance volume 2 for further information.

Measurement

View Periodic Submission History

Consignment Management

From 5 October 2015 all fuel used must meet the sustainability requirements. From this date, participants must
provide information about the sustainability of the fuels used in each quarter (even if the fuel was purchased/received

prior to 5th October).

Please state which route of compliance you used to demonstrate you met the sustainability criteria for this quarter

Please select

|

Back to Periodic Submission Page

The Biomass Suppliers List/ Sustainable Fuel Register route of compliance

5.8a If you have selected the ‘Using fuels listed on the Biomass Suppliers List (BSL)’ or
‘Using fuels listed on the Sustainable Fuel Register (SFR)’ option, you will see a box that
allows you to select the list that you have sourced your fuel(s) from.

(:19y-W This is a new service - your feedback will help us to improve it. We're currently updating the lock and feel of the RHI register.

Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data

Home » Periodic Data > Submit Periodic Data

Periodic Data Submission

BSL or SFR list

Su

bsection

Fuel Management
View/Submit/Edit Periodic Data and Fuel

Periodic Submission History
signment Management

From 5 October 2015 all fuel used
provide information about the sus|
prior to 5th October).

Please state which route ufcu@

BSL or SFR list

| —-Please Select BSL List type--

]

Please enter authorisation number

s

his date, participants must
he fuel was purchased/received

pbility criteria for this quarter

Using fuels listed on the Biomas

FR) v

Back to Periodic Submission Page [AG[R=E]RGIgs 2 1]
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Once you have selected the list that you are reporting against you will be asked to
provide the authorisation number of the fuel(s) you have used in the quarter. Once
you have completed this, select the ‘Submit’ button to submit that information to
Ofgem.

The details will be summarised in a table.

VIEW/SUDMIT/EQIT PENodic UATta ana Fuel

Periodic Data Submission

Consignment Management

From 5 October 2015 all fuel used must meet the sustainability requirements. From this date, participants must
provide information about the sustainability of the fuels used in each quarter (even if the fuel was purchased/received
prior to 5th October).

Please state which route of compliance you used to demonstrate you met the sustainability criteria for this quarter

Using fuels listed on the Biomass Supplier List (BSL) or Sustainable Fuel Register (SFR) jl

Biomass Supplier List (BSL) or Sustainable Fuel Register
(SFR) information

BSL or SFR list ( Authorisation number Action
BSL BsL1n-111

Back to Periodic Submission Page [ts[sR=iINCIgS 54 g1 o]

If you have used more than one authorised fuel during the quarter, you can submit these
by clicking again on “Add BSL or SFR info”, and following the same steps. The details will be
summarised after each submission.

Biomass Supplier List (BSL) or Sustainable Fuel Register
(SFR) information

BSLorSFRlist Authorisation number Action

BSL BSLI111111-1111
BSL BSL2222222-2222
BSL BSL3333333-3333

Back to Periodic Submission Page [ts[sf=istN 812 11 {0]
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The self-reporting route of compliance

5.8b

If you have selected the ‘Self-reporting’ option, you will see a box that allows you to
select the consignment you wish to report against and provide the necessary
declarations for that consignment. If you need to add a new consignment, you
should first add this via the ‘Consignment Management’ area as described in

sections 4.21-4.22.

| Self reporting [x1

e look and1
it your dat

Please select consignment used this quarter

1 | Oat Husk Pellets -1 jlo |—
bsectic

Was the consignment waste?

| Managem:
v/ Submit/E
jsurement

v Periodic €
signment

::' Yes

ed his date, ¢
us| fhe fuel vw

=] B bility criil

‘fage Add Self reporting Info

Once you have provided the necessary declarations for your consignments, click the
‘Submit’ button and you will see a table summarising the information you provided
for the consignment in question.

Self Reporting Information

Did the

Did the What were the
consignment . GHG
Was the consignment GHG emissions
. meetthe GHG Emission
Consignment consignment meetthe land associated with Action
" emissions X unit of
waste? criteria for this . the consignment
criteria for this measure
quarter? for this quarter?
quarter?

Oat Husk
Pellets -1

Delete

<
]
2

M I

<

Back to Periodic Submission Page [GLRSEIEE Teladlal- Y gi{e]

56



Non-Domestic Renewable Heat Incentive

The Renewables Obligation (RO) route of compliance

5.8c If you have selected the ‘Accredited under the RO scheme’ option, you will be asked
to provide a declaration that your CHP installation is currently accredited under the
RO scheme and complying with the sustainability criteria of the RO scheme.

Periodic Data Submission

R.O. Declaration

Please confirm whether you have been
From 5 October 2015 all fuel used must f complying with the Renewables

provide information about the sustainabi Obligation sustainability criteria to the
prior to 5th October) best of your knowledge and belief

Please state which route of compliance y| I m

Accredited under the RO scheme and ¢

|
Subsection

Fuel Management
View/Submit/Edit Periodic Data and Fuel
Measurement

View Periodic Submission History
Consignment Management

From this date, participants must
bven if the fuel was purchased/received

ustainability criteria for this quarter

ents of the RO scheme ﬂl

Once you have provided a declaration to confirm this is the case you will see a table

summarising the information you provided.

From 5 October 2015 all fuel used must meet the sustainability requirements. From this date, participants must
provide information about the sustainability of the fuels used in each quarter (even if the fuel was purchased/received

prior to 5th October).

Please state which route of compliance you used to demonstrate you met the sustainability criteria for this quarter

| Accredited under the RO scheme and complying with sustainability requirements of the RO scheme jl
.

RO declaration

Declaration Yes/No Action

Complying underthe R.O. Yes

Back to Periodic Submission Page

57



Non-Domestic Renewable Heat Incentive (RH

5.9 Once you have entered your sustainability information using one of the routes
above, click the ‘Back to Periodic Submission Page’ and then click ‘Submit’ to submit
your meter readings and sustainability information to us for review. If your
accreditation application has not yet been approved or is going through an
amendment you will only have the option to save your data rather than submit it.

If you experience issues with submitting your data, contact the Enquiries team on
RHI.Enquiry@ofgem.gov.uk.
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Record/Submit Periodic Data (BIOMETHANE ONLY)

5.10 Select ‘Record/Submit’ to add periodic data. You will be presented with a Heat
Output data section, where you will be required to complete details on heat supplied

etc.
Enter your heat
Eligible heat output(kWhth) and Payment Details + supplied data here
Heat supplied to the W}

[40203.4 |

eat supplied to the biomethane production process{kWhth)

Proportion of biomass contained in the feedstock used to produce the biogas. where the biogas was produced by
gasification or pyrolysis (no units)

Qualifying percentage

Eligible Percentage

Emut

I |
Payment Value

I |

Submission Exceptions -+

l Enter Fuel Measurements ’

Back Galculate EHO/Payment Details  Cancel
Enter Sustainability Information

Print

If Fuel Measurements need to be
entered this option will be displayed
please refer to Chapter 4 on how to
enter fuel measurements

You will not be required to submit meter reading data for biomethane via the RHI
Register.

After you have entered the heat supplied details you can select Calculate EHO/
Payment details

Eligible heat output and qualifying percentage based on the data entered are shown. Once
you're satisfied, proceed to enter your sustainability information (Great Britain only).

5.11 To enter your sustainability information, click the ‘Enter Sustainability Information’
button in your periodic data submission screen.
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Installation Details

Installation name:'
RHI Number: RHIO0000

Calculate EHO/Payment Details eIl Enter Fuel Measurements

‘ Enter Sustainability Information .

Year 2,PDS 1,18 August 2019 -17 September 2019 +
Meter Previous Actual meter Requirement for
Meter Meter Meterreading datatobe
serial Meter description reading
label number reading (KWhth) date estimated ©
(kWhth)

Compact integrated
heat meter as shown
6 SE

M001.00 on schematic 3

You will see a drop-down menu showing the options for demonstrating compliance
with the sustainability requirements. As a biomethane producer, you will need to
‘self-report’. Please refer to the sustainability self-reporting guidance for further

information on this route of compliance.
Measurement

View Periodic Submission History
Consignment Management

From 5 October 2015 all fuel used must meet the sustainability requirements. From this date, participants must
provide information about the sustainability of the fuels used in each quarter (even if the fuel was purchased/received
prior to 5th October).

Please state which route of compliance you used to demonstrate you met the sustainability criteria for this quarter

< Please select \1r>
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5.12 You will see a box that allows you to select the consignment you wish to report
against and provide the necessary declarations for that consignment. If you need to
add a new consignment, you should first add this via the *Consignment Management’
area as described in sections 4.21-4.22.

Faymenits Annual Sustainability Repos nformation

service - your Self reporting ook and feel
happening, yo your data.

> Submit Peri
U U
| Oat Husk Pellets - 1 ~| |0
lad -
- Da" section
Was the consignment waste?
— Nanagement

r/ \\

| IYes Bubmit/Edit

M Lrement

Py Periodic Subi

( INo

\,/ pnment Man
S all fuel usd E date, par
about the sy . . - e fuel was
3 Did the consignment meet the land criteria for

’ this quarter?

PN - X |
oute of com| ( 'Yes pility criteri
e e -

o~ T,

[ INo

M __/J

Did the consignment meet the GHG emissions
criteria for this quarter?

~

( JYes
ubmission P \"':'/

e ™

( /No

N

What were the GHG emissions associated with ()
1ts reserved tha concignmant far thic auarkar? Freedam
Felimar Mrantasct e linke MHalm 2. Rnidancas
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Once you have provided the necessary declarations for your consignments, click the
‘Submit’ button and you will see a table summarising the information you provided

for the consignment in question.

Self Reporting Information

Did the S;::ihenment
Was the consignment 9
. N meet the GHG
Consignment consignment meet the land ..
i e . emissions
waste? criteria for this . .
quarter? criteria for this
) quarter?
Oat Husk
Pellets - 1 nNo Yes ves
<

Back to Periodic Submission Page Add Self reporting Info

What were the
GHG emissions
associated with
the consignment
for this quarter?

45

GHG
Emission
unit of
measure

Action

D
eq per MJ elete

>

5.13 Once you have entered your sustainability information, click the ‘Back to Periodic
Submission Page’ and then click ‘Submit’ to submit your meter readings and
sustainability information to us for review. If your accreditation application has not
yet been approved or is going through an amendment you will only have the option
to save your data rather than submit it.

Year 6, PDS 2,17 May 2019 -16 August 2019 +

Eligible heat output(kWhth) and Payment Details -+

Heat generated by the installation(kWhth})
[200000 |

Heat used for eligible purposes(kWhth)
[197969 |

Total Heat generated by all the plants supplying heat to the heating system{kWhth})

[200000 |

Qualifying percentage
[100 |

Eligible Percentage
I |

Eligible heat output
[197989.0 |

Payment Value

[15296.45 |

Submission Exceptions -+
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5.14 After selecting ‘Submit’ on the Periodic Data Submission screen the details you have
just entered will show as ‘In Review’ and will appear in read-only format

Please select the installation

RHI0000 E

Period Dates Status Action

Year 6, PDS 2,17 May 2019 to 16 Aug 2019 In Review  \iew
Year 6, PDS 1,17 Feb 2019 to 16 May 2019 Approved \iew
Year 5, PDS 4,17 Nov 2018 to 16 Feb 2019 Approved  \iew

Vaar B DS 2 A7 Aoa 200182 #4168 Blaw 30082 A rvee oo Whiewan

* If your accreditation application has not yet been approved or is going through an
amendment you will only have the option to save your data.
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Sustainability audit report information

5.15 Certain participants of the RHI scheme are required to provide sustainability audit report
information on an annual basis. The purpose of this is to verify the sustainability information
that has been provided to Ofgem throughout a reporting year. More information about
sustainability audit report information can be found in the Sustainability Self-Reporting
Guidance and the Sustainability Audit Guidance for Participants and Auditors. This section will
provide participants with guidance on the submission of sustainability audit report information.

5.16 In order to submit or view sustainability audit report information, you must click on the tab
titled ‘Annual Sustainability Report Information’, located at the top of the screen. This tab
includes two pages - ‘Submit Audit Report Information’ and ‘View Audit Report Information’

i GOV.LIK Non-Domestic Renewable Heat Incentive

Welcome

Home User Management Accreditation PeriodicData Declarations
Log out

Payments

3PN This is a new service — your feedback will help us to improve it. We're currently updating the look and feel &fthe RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » Annual Sustainability Report Information

Annual Sustainability Report Subsection

.
Information ST TER
View Audit Report Information

Under the Renewable Heat Incentive Scheme Regulations 2011, as amended,
(RHI regulations) participants who have self-reported against the

Select Annual Sustainability
Report Information

sustainability requirements (that came into force on 5 October 2015) for fuel
used in an accredited installation with a capacity of IMWth and above,
including those using waste, and all producers of biomethane must provide
an annual independent sustainability audit report.

The annual independent sustainability audit report must be submitted within
three months of the anniversary of your date of accreditation or registration.
It must be prepared by a person who is not the participant and is not a
connected person, (any person connected to the participant within the
meaning of section 1122 of the Corporation Tax Act 2010.) and it must be
prepared in accordance with the International Standard on Assurance
Engagement (ISAE) 3000 (Revised) or an equivalent standard.

The annual independent sustainability audit report is required to provide
Ofgem with independent assurance that your accredited installation or
registered plant has been complying with the RHI sustainability
requirements. If the findings of the annual independent sustainability audit
report show that one or more consignment of fuel used in the previous year
was unsustainable or did not have adequate supporting information,
enforcement action in accordance with the Regulations may be taken, which
could include reducing or withholding RHI payments.

For further information on annual independent sustainability audit reports
please refer to the 'Renewable Heat Incentive: Sustainability Audit Guidance
for Participants and Auditors'.
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5.17 To submit sustainability audit report information, click on the ‘Submit Audit Report
Information’ page. Select the installation and reporting period for which you are submitting
sustainability audit report information. Once you have made those selections, choose the type
of sustainability audit report information you will be submitting for you chosen installation - i.e.
upload a sustainability audit report or if appropriate, declare compliance via the Renewables
Obligation (RO) scheme).

&5 GOV.UK Non-Domestic Renewable Heat Incentive

Welcome ‘timbletcher*
Home UserManagement Accreditation PeriodicData Declarations

Log out
Payments

1:13F-W This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening. you will still be able to find everything you need to apply or resubmit your data.

Home » Annual Sustainability Report Information > Submit Audit Report Information

Smeit AUdit Report Subsection
Info rmation Submit Audit Report Information

View Audit Report Information

Please select the installation
[ RHI0000 Biomethane Plant  (v))

Please select the reporting period

| 2017/2018 @

Select reporting method

Upload Sustainability Audit Report

Declare compliance via the RO Scheme
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5.18 If you are submitting an audit report you must ensure the format of the document is PDF.
A box pop up will appear on the screen that will allow you to upload three separate documents.
Each document must be in PDF and must not exceed 10mb in size.

Non-Domestic Renewable Heat Incentive

Home UserManagement Accreditation PeriodicData Declarations

Log out

Payments

EIAZM This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home  Annual Sustainability Report Information > Submit Audit Report Information

Submit Audit Report Snmesien
Information Submit Ault Rrpert Information

iew Audit Report Information

Please upload the sustainability audit report __ [X1

Please select the installation
RHI0000C

Choose File No file chosen
Please select the reporting period Choose File No file chosen

2017/2018
Choose File No file chosen

Select reporting method

@  Upload Sustainability Audi

Declare compliance via the RO Scheme

Once you have uploaded your document(s), please click on the ‘Submit button’. You will then be prompted
by a message asking you to ensure you have supplied all the relevant information.

i GOV.UK Non-Domestic Renewable Heat Incentive

Welcome

Home UserManagement Accreditation PeriodicData Declarations

Log out

Payments

21300 This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home > Annual Sustainability Report Information > Submit Audit Report Information

Smeit AUdit Report Subsection
Information Submit Audit Report Information

iow Audit Report Information
Submission Ci rmation X1

Please select the installation Please ensure you have included all the

| RHI0OC relevant information for the installation
and reporting period you have selected

before proceeding with this submission.

Please select the reporting period| | Once this information is submitted you will

| 2017/2018 not be allowed to submit additional
sustainability information for the period

you have selected.

Select reporting method

Proceed Cancel

@ Upload Sustainability Audi

Declare compliance via the RO Scheme
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If you are happy that you have submitted all the relevant sustainability audit report information, click the
‘Proceed’ button.

If you have been complying with the RHI sustainability requirements through your participation on the
Renewables Obligation (RO) scheme and wish to declare that you will be complying with the ongoing

obl

RO

igation to produce sustainability audit report information to the RHI through your participation on the
scheme, you will need to sign and submit the RO declaration.

r fee
ou

wt In

»d

wdit]

1 the|

Declare compliance via the RO Scheme

1 am the participant or an authorised sisnatorv for the particivant in
respect of RHIG0000 and
for the purposes of regulations 36D(3)(a), 36B(3)(=) and 36B(1) of the
Renewable Heat Incentive Scheme Regulations 2011 (as amended) T
make the following declaration and statement.

I declare that an annual sustainability audit report covering the period  [1€ look
2017/2018 is not required in resvect of the biozas or biomass used in  prmit yol
that period in RHIOO for

the following reasons:

(1) The accredited RHI installation RHIOO

is a generating station with a capacity of 1MW
or above
(2) That installation has been accredited under the Renewables
Obligation Order 2009, the Renewables Obligation Order 2015 orthe DS
Renewsbles Obligation (Scotland) Order 2009
(3) In the period identified above: [
- in the case of solid biomass used before 24th March 2016, w Audi
information about that solid bicmass has been provided to the  —
Authority in accordance with article 54 of either the Renewables
Obligation Order 2002 or the Renewables Obligation (Scotland) Order
2009

- in the case of biogas or solid bmmzm used on or after 24th March
2018 in  generating station in Scotland, iozas or solid biomass
paragraph 2 of Part 1 of
ble: (Scotland) Order 2009
2nd the relevant land criteria i Schedule A2 o that Order:

- in the case of biogas or solid biomass used on or after 24th March
2016 in a generating station in England or Wales, the biogas or solid
biomass neets the greenhouse gas criteria in paragraph 2 of Part 1 of
Schedule 2 to the Renewables Obligation Order 2015 and the relevant
land criteria in Schec

1 agree to notify Ofgem within 28 days of any change in
circumstances which indicates that biogas or solid biomass that has
been used in RHI000

does not meet the criteria set out in the above declaration.

I und rstand that following receipt of the above declaration it will be

rified by Ofgem. If the declaration cannot be confirmed, I
\nderstand that Ofem may take farthar steps which could mclude
withholding and / or recovering periodic support payments and / or
requiring further information (including one or more sustainability
audit reports) in relation to the sustainability requirements insofar as
they are applicable to the accredited REI installation.

By ticking thiz box T confirm all of the above declaration |:|

Privacry Palicy . (GR Tarme & Canditinne NI Tarme & Canditiane |

5.19 To view sustainability audit report information you have previously submitted, click on the
‘View Audit Report Information’ page. Select the installation and reporting period for which you
wish to view the sustainability audit report information.

Once you have selected the installation and period for which you wish to view sustainability audit
report information, click the ‘View Audit Reports’ button and you will see a table listing the
submissions you have made. Each item on the list will include information on the reporting method
chosen, the name of the file(s) uploaded (where applicable), the date the information was submitted
and the review status of the submission.
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21309 This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » Annual Sustainability Report Information » View Audit Report Information

View Audit Report
Information

Please select the installation

Subsection

Submit Audit Report Information

View Audit Report Information

| RHI0000( v|
Please select the reporting period
| Please select v |
View Audit Reports
Reporting  Reporting . Submission
period Method File Name date Status
Sustainability
Audit Report
Upload
2015/2016  Sustainability 120943342017 Approved
Audit Report o
RHI
Sustainability
Upload =
2016/2017  Sustainability Report 16/03/2018 Approved
) 14:19:08
Audit Report
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Editing previously submitted periodic data

5.20 After you submit your periodic data, you’ll only be able to edit it if the RHI Review
team set the status as ‘With Participant’. Select ‘View / Submit / Edit Periodic Data
and Fuel Measurement’ and then select the action ‘Edit’ on the period required.

Periodic Data Submission

Please select the installation

RHI00000 V|

Period Dates Status Action

Year1, PDS 4, 25 Mar 2019 to 24 Jun 2019 With Participant  View
Year1, PDS 3, 25 Dec 2018 to 24 Mar 2019  With Participant  View

Year 1, PDS 2, 25 Sep 2018 to 24 Dec 2018 With Participant_Edit >
Year 1, PDS1, 25 Jun 2018 to 24 Sep 2018 In Review View

View Periodic Submission history
5.21 Select ‘Periodic Data’ from the top of the screen.
5.22 Select ‘View / Submit / Edit Periodic Data and Fuel Measurement’. Then once you've

selected the installation you can view past submissions by clicking on the View
button. These submissions are read-only and are not editable.

Please select the installation

RHI00000 V|
Period Dates Status Action
Year 4, PDS 3, 23 Jun 2019 to 22 Jul 2019 New/Pending Record/Submit
Year 4, PDS 2, 23 May 2019 t0 22 Jun 2019 In Review View
Year 4, PDS 2, 23 Apr 2019 to 22 May 2019 In Review View
Year 4, PDS 2, 23 Mar 2019 to 22 Apr 2019 In Review View
Year 4, PDS1, 23 Feb 2019 to 22 Mar 2019 In Review View

Year 4, PDS 1, 23 Jan 2019 to 22 Feb 2019 In Review

Select ‘View’ to view any

past submissions
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6. Adding/Deleting and Viewing Fuel
information

Before using this section of the Register, make sure you have read the RHI guidance
volume 2.

Please note this chapter is relevant to those installations listed below only. There are
additional sustainability requirements for all Great Britain biomass and biogas installations,
and biomethane producers which will involve entering information about ‘consignments’ for
some applicants/participants. Please see chapter 4 for further details.

* Before you can submit your periodic data, you must add fuel information and fuel
measurements if you have any of the following:

o Municipal Solid Waste (MSW) of any capacity

. Solid biomass (of a capacity greater than 1IMWth - GB Only)

o Biomethane

o Biogas (of any eligible capacity) if the installation uses either Gasification or

Pyrolysis to convert biomass feedstock into biogas AND uses feedstock contaminated
with fossil fuel

For all other installations or capacities, no fuel information needs to be added.

Adding fuel information for fuels used in a specified period

6.1 The Periodic Data tab at the top of the screen enables an Authorised Signatory and
Additional User to add fuel information.

Non-Domestic Renewable Heat Incentive

Home UserManagement Accreditation Declarations

Payments Annual Sustainability Report Information

AW This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » Periodic Data

Periodic Data Subsection
Measurement
‘ ’ View Periodic Submission History
SeleCt Fuel Management Consignment Management
option

© 2016 OFGEM. Allrights reserved  Privacy Policy GB Terms & Conditions NI Terms & Conditions
Freedom of information  Accessibility Cookie Policy Contactus Links Help & Guidance

OGL Al content is available under the Open Government Licence v3.0, except where otherwise stated
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6.2 Select ‘Fuel Management'.

6.3 Select the relevant installation for which you want to add fuel information.

Select the relevant installation from the drop down menu. (Note only installations which
require fuel information to be added will appear in the menu.)

FUE'. Maintenance Subsection

Fuel Management
View/Submit/Edit Periodic Data and F
Measurement

View Periodic Submission History

Consignment Management

Installation

Please select ﬂl

Cancel

6.4 You'll see the screen below where you can add the fuel information.

View/Submit/Edit Periodic C
Measurement

Fuel Maintenance Vo peste o

Consignment Management

Fuel Maintenance

No data found

Back Add Fuel
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6.5 After selecting ‘Add Fuel’ the screen will display a pre-defined list of fuel types and

fuel names as shown below.

All of these fields are mandatory. You can’t enter the same fuel twice for one

installation.

(- )

Fuel Details he reference is the fuel name followed
by the number, in order, that fuel has
Installation been added. For example the first time
) that fuel has been entered it will be ‘-1’,
Installation
‘ the second time ‘-2’. This includes
Plegse complate the detalls bebow, and then click OF button | f deleted fuels (eg HousehOId waste _1)
* flalcds ara mandatar Unique Fuel Reference is \ j
1t bory
automatically generated
Fuel Type but can be edited if -
necessary

Fuel Type *| Please select

Flease gelect 8 fuel type fromthe lst for your installation

Fuel Name

Celect the ‘Fuel Type’ from \

the drop down menu

Fuel Mame * | Please select |
installation Select the ‘Fuel Name’ from

Flease gelact A Fuel from the ligt availaide for yo
the drop down menu

Reference
Select the ‘Fuel Category’
Fuel Reference =

| x Qom the drop down menu J

The Fuel Referance has bean automatcally gensrated. You can enter 4 Fuel Referance of your cholce If reguined.

Fuel Category -

Fuel Category | Please select

Please gelect 8 Fuel Category from the st enailable for the fusl bedng added

MNotes/Comments -
Please enter any relevant

Motes/Coamments * ‘Notes/ Comments’

Please provide any further comments bo the fued belng added booyowr inatallation

( Once all the information has

Back <
L been entered select ‘Submit’
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If the fuel or fuel type you wish to add is not listed here, please contact us either by calling
0300 003 2289 or emailing RHI.Enquiries@Ofgem.gov.uk.

6.6 After you've completed the relevant, mandatory fields, select ‘Submit’ and your fuel
information will be saved.

Fuel Maintenance Subsection

Fuel Management
View/Submit/Edit Periodic Data and Fuel
Measurement

View Periodic Submission History

Consignment Management

Ei v ed successfully to your installation
@/ Select ‘Continue’

You’'ll see the above screen confirming your fuel information was successfully added. An
email will be generated and sent to the Authorised Signatory as shown below.

From: do-not-reply@ofgem, gov.uk Sent: Wed 14/0§/2013 16:36
To: Externallserz

Ca

Subject: RHIFuel Registered

I

Dear Participant,

This 1z an automatically generated confirmation receipt of fuel(s) that have been registered for the BHI mstallation EHI
Installation Humber,

The fuel, Fuel Mame: Household waste, Fuel Reference: Household waste - 1, was registered on the RHI Register.

If you have any fiurther questions about Fuel IMeasurement Sampling please review our guidance documents at www. ofgem gov ub'rhi, call the BHT
tearn on 0845 200 2122 or email EHT perodicdata@ofgem gow

Kind regards,

RHI Team

Ofgem E-Serve

9 Millbank

Londen

SW1P 3GE

Tel: 0845 200 2122

www. ofgem. gov.ule
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Deleting and viewing previously entered fuels

There is no option to ‘edit’ a registered fuel. You need to delete and add a new fuel. This
new fuel will be given a new reference number.

6.7 The option to view and delete fuel is available for each registered fuel. Registered
fuels can only be deleted if no periodic data has been submitted for that fuel.

6.8 Select ‘Periodic Data’ > ‘Fuel Management’. Then select the relevant installation
from the drop down list.

Fuel Maintenance

Installation

Please select Q j|

Cancel

6.9 To view or delete the details of a fuel, select the relevant option.

Fuel Maintenance

FuelName FuelType FuelRReference FuelCategory

Wood Pellets Solid Biomass Wood Pellets-1  Solid @ Delete

Select ‘View’ to view the

details of the registered . ,
Back Add Fuel Select ‘Delete’ to delete
fuel .
the registered fuel

6.10 If you select delete, you must then confirm the deletion by selecting ‘Yes’. If you
don't want to delete, select ‘No’.
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Confirm Delete

Are you sure you want to delete Wood
Pellets with reference Wood Pellets-1?

6.11 You'll see the message below confirming that you have deleted the selected fuel.

Fuel was deleted successfully from your installation

- M

Select Continue

6.12 The deleted fuel should no longer appear in the list of fuel information and you will
therefore not be able to select it when submitting periodic data.

Fuel Maintenance

No data found
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7. Add/Edit Fuel Measurements for Fuels

For certain installations, you must add fuel information before you can add fuel
measurements. See Chapter 6 for help with adding fuel information.

Please note this chapter is relevant to those installations listed below only. There are
additional requirements for all Great Britain biomass and biogas installations, and
biomethane producers to enter sustainability information. Please see chapter 5 for further
details.

* Before you can submit your periodic data, you must add fuel information and fuel
measurements if you have any of the following:
e  Municipal Solid Waste (MSW) of any capacity
e Solid biomass (of a capacity greater than 1MWth - Great Britain only)
e Biomethane (if you're submitting fuel measurement data for biomethane for the
first time, please contact us first)
e Biogas (of any eligible capacity) if the installation uses either Gasification or
Pyrolysis to convert biomass feedstock into biogas AND uses feedstock
contaminated with fossil fuel

For these fuels you will be required to submit data at the end of the quarter. Please
remember fuel measurements can only be added for fuel types which have already been

registered with Ofgem.

For all other installations or capacities, no fuel information needs to be added - please go
straight to section 5 and follow ‘Submitting Periodic Data for All Technologies’.

Adding fuel measurements for fuels used in a specific period

7.1 To add new fuel measurements for a periodic data submission, select the ‘Periodic
Data’ tab at the top of the page. After selecting continue, select the relevant
installation and submission period.

7.2 In the screen in which you enter your periodic data, select ‘Enter Fuel
Measurements’.
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Installation Details

Installation name: )
RHI Number: 7.3

—
Calculate EHO/Payment Details  Cancel [Rdilils | Enter Fuel Measurements '
D ——

Enter Sustainability Information

Open all
Year1,PDS 1,22 May 2018 - 21 August 2018 +
Eligible heat output(kWhth) and Payment Details +

7.3 After selecting ‘Enter Fuel Measurements’, the screen below will be displayed to
enter your fuel measurements.

7.4 Once you have filled in your measurements select ‘OK".
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Phiis okl 18 it i, St L Ch ok D8 Et o
* Bk - o

Fuel Measurements

m—

Enangy Contribution (EC)

Select ‘Fuel Reference’ from
the drop down menu

]

Quantity of Fuel

Fossil Fusl Contamination %

Guantity Unit of Measura (UOM)

Enangy contribution of contam inakon

Gross Calorific Walue (GCV)

Grads Calanfic Unital Meas i (U0 M)

Sustainability Data

Bismass Type

Country of erigin

Please Selact ™

Mass

Enter ‘Quantity of Fuel’.
This must be a value greater
than 0

(Select ‘Quantity \

Unit of Measure’
from the drop
down menu. If no
Unit is selected the
system defaults to
‘Tonne’. For
Biomethane the

Country of purchasa

Prase Selact

Biomass darhed from washe

By product

Land usa

Enangy crop types and proporiions

\Unit must be m3. J

Enwirafimsntal quality 55uran ca schamas

Select ‘OK’ once you have entered
all of the relevant information

a‘““

* For installations using biomass with a capacity of more than 1MWth (Great Britain
only), and where fossil fuel is not used for ancillary purposes and the biomass is not
contaminated with fossil fuel, there is no requirement to supply Gross Calorific Value
(GCV) information. The Register will automatically default to 1.

78



Non-Domestic Renewable Heat Incentive (RH

If your installation is solid biomass of a capacity greater than 1MWth, or biomethane, then
you will also be required to enter further sustainability data (in addition to the sustainability
information described in Chapter 5). You should input this data on the same screen as your
Fuel Measurements. See ‘Adding fuel measurements for fuels used in a specific period’ for
details.

7.5 Once you have selected '‘OK’ the screen below will appear. You now have the option
to add a further fuel measurement, or continue to the periodic data submission.

Select ‘Add New Fuel Measurement’ if you need

| Add New Fuel Measurement to add measurements for another fuel
Options are given Quantity g;f:rsiflc
to ‘View’ the details Fuel Quantity of Fuel Unitof  Gross Calorific Value Unitof Energy Contributio
of the submission Reference y Measure (GCV) Mg (EC)
and ‘Delete’ the (UoM) (UOM)
submission
Injected
) Biomethane
View |
Edit i Biomethane 100.000000000000 m3 100.000000000000 kWh/m3 10000.00000000C
from
Delete .
anaerobic
digestion
< >

Once you have finished entering your Fuel Information

‘ Continue Periodic data submission select ‘Continue Periodic data submission’ to enter the

relevant data to complete your periodic data submission

Adding further sustainability information for fuels used in a specific period

Sustainability information must be added for solid biomass installations with a capacity
greater than 1MWth (Great Britain only), and biomethane producers, which is in addition to
the information described in Chapter 5:

7.6 Once you have finished entering your data select ‘OK’.
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Select ‘Country of Origin’ from the
Sustalnablllty Data drop down menu

Biomass Type

Country of origin Select
‘Country of

| Please Select v )
Purchase

Mass from the

| drop down
menu

Country of purchase

| Please Select j

\Biomass derived fromwaste

Check if relevant

By-product

(PIease insert \

information

Land use

regarding ‘Land

use’, ‘Energy crop

Energy crop types and proportions types and
proportions’ and

A

‘Environmental

quality assurance
Environmental quality assurance schemes schemes’ )

Cancel

Once you have entered all the relevant
information please select ‘OK’

80




Non-Domestic Renewable Heat Incentive (RH

You can only edit sustainability data when periodic data is editable and ‘With Participant’.
You will then be taken back to the screen in which you can add and submit periodic data.
Enter the rest of your periodic data and then select ‘Submit’.

Editing, viewing and deleting previously entered fuel measurements

7.7 If a periodic data submission is ‘With Participant’, you will be able to view / edit /
delete your fuel measurement entries associated with that submission period.

‘ Add New Fuel Measurement

Quantity Gross
. PR
Option to ‘Edit and Fuel Quantity of Fuel Unit of Gross Calorific Value S:::::Ic Energy Contributio
‘Delete’ the fuel Reference Y Measure (GCV) (EC)
UOM Measure
measurement (uom) (UOM)
Injected

i Biomethane

View |

Edit Biomethane 100.000000000000 m3 100.000000000000 kWh/m3 10000.00000000C

from

Delete

anaerobic
digestion

<
Continue Periodic data submission

If you delete a fuel measurement from this particular submission you are not deleting the
fuel from your application.
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8. View Payment History

8.1 Log into the Register and select ‘Payments’ at the top of the screen. Select View Payment History

Non-Domestic Renewable Heat Incentive

Welcome
Home UserManagement Accreditation PeriodicData Declarations

£innual Sustainability Report Information

Log out

m This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home - Payments

Payments Subsection

View Payment History

Use this service to:

¢ View all the details of each payment

© 2016 OFGEM. Allrights reserved  Privacy Policy GB Terms & Conditions NI Terms & Conditions

The screen below will be displayed showing payments made against the installation:

Non-Domestic Renewable Heat Incentive
Welcome
Home UserManagement Accreditation PeriodicData Declarations

Annual Sustainability Report Information

Logout

This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home - Payments - View Payment History

Payment  Subsection

Periodic Periodic Actual Payment
. L Success/ ) ,
Submission Submission Payment Reference . View Payment History
Failure
Start End Amount Number R
Indicator
(Ul 28/11/2011  27/02/2012 £! Success
AUl 28/02/2012 27/05/2012 £ Success

8.2. If no payments have been made then the message ‘Sorry, no data’ will appear.
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9.

Declarations

It is very important that you view and read each declaration before you ‘sign’ it. You can
also print off a copy of the declaration. Signing the declaration by checking the ‘I accept’
box, as shown below, indicates that you have read and agreed to the declaration.

Declaration Signatory

9.1.

Only an Authorised Signatory can sign a declaration. The Authorised Signatory will
be asked to sign declarations confirming their agreement to the conditions of joining
and remaining on the scheme.

When declarations must be signed

9.2.

9.3

The Authorised Signatory will need to sign declarations at various stages; for
example, for new account creation, at the submission of an accreditation application
or when an application is edited and re-submitted and on an ongoing annual basis
(annual declaration) when we request it.

When an annual declaration is due, we will send a notification email to the
Authorised Signatory.

How to sign an annual declaration

9.4

To sign an annual declaration, the Authorised Signatory will need to log into the
Register and select the Declaration link. Select '‘Sign Annual Declarations’ and search
for the installation in the drop down list. If you have a declaration that needs to be
signed you will see it when the installation is selected. If there are no declarations to
sign you will see ‘No Results Matched’. To sign you should read and tick the box at
the bottom of the page.
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i GOV.UK Non-Domestic Renewable Heat Incentive

Welcome

Home UserManagement Accreditation Periodic Data

Log out
g Payments Annual Sustainability Report Information

This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home - Declarations

. ]
Declarations Subsection
Use this service to: View Agreed Declarations

Sign Annual Declarations

* view agreed declarations

« signannual declarations

iy GOV.UK Non-Domestic Renewable Heat Incentive

Welcome
Home UserManagement Accreditation Periodic Data

Payments Annual Sustainability Report Information

Log out

This is a new service - your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening. you will still be able to find everything you need to apply or resubmit your data.

Home - Declarations - Sign Annual Declarations

Installation: Subsection

Please select an installation ~ . i
View Agreed Declarations

Sign Annual Declarations

9.5 After agreeing the annual declaration, you will see a message confirming that your
annual declaration option has been submitted.
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How to view previously signhed declarations

9.6 You can view all previously declared declarations under the Declaration link on the
homepage by selecting ‘View Agreed Declarations’.

Non-Domestic Renewable Heat Incentive

Welcome "Lipwood®

Home User Management Accreditation Periodic Data

Log out Payments Annual Sustainability Report Information

This is a new service — your feedback will help us to improve it. We're currently updating the look and feel of the RHI register.
Whilst this is happening, you will still be able to find everything you need to apply or resubmit your data.

Home » Declarations > View Agreed Declarations

Search Criteria Subsection

View Agreed Declarations

Installation: Sign Annual Declarations

Declaration Type:

AlL v

RHI Number Installation Declaration View Effective e .
Name Type Declaration From Date Select ‘View’ to view

a previously signed

RHIO00000000" Infarmation .
declaration

RHIOD0000000" Information  View 05/01/2012

RHIOD0000000" Information  View 05/01/2012

RHIOD0000000" Information  View 31/01/2012

RHIDD0000000" Information  View 01/02/2012
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10. Support

Access issues and general enquiries

Our team provides operational and technical support by email RHI.enquiry@ofgem.gov.uk or by
telephone on 0300 003 2289. Use the phone number if your enquiry is urgent.

Examples of support provided include:
. Account access issues
o Queries on how to answer a specific question (but please refer to any help text
in the first instance)
o General enquiries (but please refer to the comprehensive guidance in the first
instance)

We will provide support during the following hours, unless otherwise specified.
9am - 5.00pm Monday to Thursday
9am - 4.30pm Friday

Please have your account details to hand when contacting us. If your enquiry is complex, or
the matter cannot be easily dealt with, the issue may not be immediately resolved and we

may have to call you back.

Information on any change to our opening hours will be published on the Non-Domestic RHI
web pages: www.ofgem.gov.uk/RHI.

Email address for accreditation application enquiries

Once you have made a submission you should email enquiries to the
RHI.accreditation@ofgem.gov.uk inbox, quoting your RHI installation number in the subject
line. The phone number remains the same.
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11. RHI Register and Use of Data

Ofgem is committed to protecting and respecting your privacy. Our privacy notice tells you what
to expect when Ofgem collects personal information. You can read our privacy notice on our

website.
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