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This Guide will walk through the steps required to acknowledge and access CEIll data in the CEIl

Request Portal system for AESO connection Projects. If you have any questions about the process,
please email psmm@aeso.ca

CEIll Data Request Steps:

1) Your email address will be added to the CEIl Request Portal and you will receive an email invitation to
connect.

a. Example of the email notifying you that your account has been added to the CEIll Request Portal:

Microsoft Invitations on behalf of Alberta Electric System Operator <invite
tome +

"
invitation, proces

Sender: ,
Organization: Alberta Electric System Operator
Domain: aeso.ca

This message was provided by the sender and is not from Microsoft Corporation.

Message from
i

You have been invited to joir

ESO SharePoint site. This message is to
ill be directed to the SharePoint site after

b. Click the ‘Accept Invitation’ link to complete/accept the invitation.
You may have to create a password if your email address isn’t associated with MS Office 365.
d. You will also be prompted to Accept “Terms and Conditions” and set up Multi-Factor Authentication

(MFA) using the Authenticator App. Please read through documents below to understand how to set
up MFA.

o
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MFA & Terms of Use for Guests aeso @

All guest users are required to accept the AESO Guest Terms of Use and set up Multi-
Factor Authentication (MFA®) when they login to AESO’s environment.

Accepting the Terms of Use is mandatory and will be required every quarter.

*MFA is an authentication method that requires a user to provide two or more verification methods to gain
access to resources/systems.

What to expect?

When logging into the AESO environment for the first time:

*  You will be prompted to read and accept the AESO Guest Terms of Use.

AESA &

e
«  You will be prompted to set up MFA.
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Setting up MFA using the Microsoft
Authenticator Application aeso@

Here are the instructions for setting up your security verification.
You may have already downloaded or have the Microsoft Authenticator application on your mabile device.

1. This is the next screen you will see once you have accepted the Guest Terms of Use, click on Accept

B Microsoft

Review permissions

A Alberta Electric System Operator aeso
This resource s not shared by Microsoft.

Ther corganizaticon Alberta Electric System Qperator
wizld like o

¢ Sign you in
' Redd your name, email address, and photo

Yioas should only sccapt if wou trust Alsrts Electric Syetem
Cperator. By accepting. you slkew this crger oess
and i te, control, and adminsse an
BCLD ceording to the i Alberta Electric System
Operator has mot provided & link to their privecy statesnesl
mary by

Far yeu te naview. Al0era ERcic Syetom Ope
if i Gl

Make sure:
Step 1: How should we contact you? How should we contact you is
M selected for Mobile app.

How do you want to use the mobile
app? Use Verfication code radio
button is selected

m P Click Set Up, then click on Next
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Slﬁp 2: Enter the verification code from the mobile app

aeso @

Select the next button at the
bottom of the screen once you
have competed the steps to
configure mobile app

Once you select next from the
screen above, this screen will
pop up! Enter the verification
code into the field and click on
Verify and you are all donel

2) Once the initial invitation is complete, you will receive an email notification to acknowledge the CEll

Terms & Conditions.

a. Click on “Click to Accept/Reject”:
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| Please Accept T&C for the CEll Request Portal | » i & o

o . @ 114PM (O minutesago)

Project Title: Renewables XYZ

Please accept T&C for the CEIl Request Portal

After clicking “Accept/Reject” link, you will be redirected to the Sharepoint site where you will have to choose "Accept” to have the requested data to
be shared with you.

AESO PM:

I Click to Accept/Reject I

Thank you

Select the row first and then click on () icon on the top right:

. CEll Request Portal

12 Share @ Copylink  [i] Delete #% Automate ~ 51 Moveto [ Copyto -~ X 1selected = MPApproval ¥ Y e

CEIl Request I\ -~

ID: 3445 X MP Approval - Please select: (Empty)

©  CaseName - MP Approval - ... ~  MP Acknowled

bt D

b. A Properties pane will open up on the right where you will find a row for MP Approval. Click
within the row:
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> 1selected = MPApproval ¥ VvV @ e

Z_ Renewables XYZ X

Has access

& This item is not shared
Manage access
Properties edit all

Content Type

Project

D Name *

Renewables XYZ

& MP Approval - Please select

= MP Acknowledgment Comments

Enter value here

More details

c. This will open up two options to choose from. Click on “Accept”:

& MP Approval - Please select

O Reject

d. When the Accept button is pressed, your selection will appear in Green. Now wait for another
email notification with the Shared documents containing the CEIl Data.
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«d = MPApproval v Y ® v

__ Renewables XYZ X

Manage access

Properties Edit all

Content Type

Project

D Name *

Renewables XYZ

&) MP Approval - Please select

Accept

= MP Acknowledgment Comments

Enter value here

= Description

Project for Renewables

N L

More details

e. You will receive an email notification that the CEll file is available for download. Click on
the folder icon to open your request:

shared the folder "Secure Files" with you = ibexx & B
o % @
@
shared a folder
with you
Here's the folder that shared with you.

Secure Files

() sk onywrksfor e arect ecperssof s message

B2 Microsoft emacy Stemeny

f.  You will be directed to your request on the Portal, directly to the CEIl data file:

8|Page



aeso @

. CEll Request Portal

2 Share @ Copylink 3 Sync & Download €l ExporttoExcel #% Automate ~ [ Integrate ~  --- = All Documents ™ Y

CEll Request > Renewables XYZ > Secure Files &

1D v D AESO Project# Name AESO Project M.... MP Date Of Ackno... ™ MP Acknowled... *

3447 o) 36667 “Renewables XYZ - AESO Terms and Condi... 32

g. Click on the ellipsis or the file name to download the CEIll data:

Open & Share @ Copylink Download ~ $1 Automate [y copyto -+ o 1selected = Al D

CEll Request » Renewables XYZ > Secure Files

@ [ AEsO Projects Name AESO Project M.~ MP Date Of Ackno...
@ 5 esr “Renewables XVZ - AESO Ter... ¥ 1 EG:‘E" "

Preview

Share

Copy link

Manage 3CCess

Automate

Copy to
Version history
Alert me

Mare

Details

h. The CEIl data file/s will be available for 15 business days.
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