Guide to Complete EIA SSO (Single Sign-On) Registration
1. Open your Internet Browser, enter this address, and press Enter

https://signon.eia.doe.gov/ssoserver/login

a EIA Single Sign On Login Screen - Micros «ft Internet Explorer
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2. In the window that opens, bypass the Userid and Password requests, and just click:
Register for a Userid

energ\\information administration
to the ElA Single Sign On Login System

Userid: ||

|

Register for a Userid | Forgotyour password?

Password:

Frequently Azked Questions | Security and Privacy Staternent

If you experience problems, please call 202-586-8959 or send an emall to the User Sernices Center

User Hotification

This iz & Federal computer system and is the property of the United States Government, Users
(autharized) have no explict or implict expectation of property.
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https://signon.eia.doe.gov/ssoserver/login

3. Type in the requested information.

When you type in Userid, please record the Userid on paper and keep it in an E—
accessible place. You will mainly use this Userid to access the system in all future
sessions. Please record the Userid exactly as you have typed it into the input window.

When you type in Password, please record the Password on paper and keep it in an
accessible place. You will mainly use this Password to access the system in all future
sessions. Note that the Password is case sensitive. Please record the Password
exactly as you have typed it into the input window.

@ia| EIA Single Sign-On Registration
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After all information is
entered, click Submit

When you type in the answer to the Security Question, please record your answer
on paper and keep it in an accessible place. If you forget your password, you can
use this answer to reset your password.
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Forgot the Password?
Just click on Forgot your passwor%

energy information\administration
Welcome to the EIA Single Sign R Login System

Userid: [

Password:

Reqister for a Userid | Forgot vour password?

Freguently Asked Questions | Security and Privacy Statement

If you experience problerms, please call 202-586-3952 or send an email to the User Services Center

User Hotification

Thiz iz a Federal computer system and is the property of the United States Government. Users
(authorized) hawve no explict or implict expectation of property.

This window is used to assign a new password if the original password has been
lost or has become unavailable. The user is prompted to answer a secret question
that was first determined when he / she was assigned a userid. The user will
enter a new password twice following the prescribed formats in the bulleted list
below. The user will then click on the Logon button.

energy information administration

Passwornd

Lisigon Marmie: CHANNELE
Ouestion:  VWhat vearwsare you bom 7
Answer: |

Ener a Hew Passwond: |

Re-pnter New Passwond: |

PasEwind Fubes

Lise a rminirmurm of 9 characierns

Lisg & spacial characier (@ % a")

Lize at least ane lower case kst

Lizg at least one numens charachar

Lize at least ong uppar case lelar

Do meol inchede the gserid in Fe password

Logon | Cancel |

L6533:\prj\EIA-7A\ 1/13/2006
visual_guide_eia7a_gif.doc



5. If you complete the instructions for SSO, after you click Submit, you will see:

@q EIA Single Sign-On Registration

» Get your Single Sign-0On identity Date: 047262004

Registration Completed

Your ElA Single Sign-on account has been created.

LG oty

At this point close your browser.

You can complete the SSO registration, as above, as an independent step. Notice that
you do not use the Mail ID and Secret Code sent to you via email by EIA.
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6. Open your Internet Browser, enter this address, and press Enter

https://signon.eia.doe.gov/ssoserver/login

a EIA Single Sign On Login Screen - M.crosoft Internet Explorer

File Edit ‘iew  Fawvorites  Top Help

SBack + =5 - @ @Search (3] Favarites @Media §| %* = Be:

Address ;E:l https:|/signon.eia, doe, gov)ssoserverflogin

Hiskary: x

Yigw - @Search

7. Enter the Userid that you set at step 3 above.

Enter the Password that you set at step 3 above. Remember the Password is case
sensitive.

vl

Click Logon

Reqister for a Userid | Forgotyour password?

Frequently Asked Questions | Security and Privacy Staterment

If you experience problems, please call 202-586-8959 or send an email to the User Services Center

User Hotification

Thiz is a Federal computer sywstem and is the property of the United States Gavernment. Users
(authorized) have no explicit ar implicit expectation of property.
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8. In the next window—EIA Applications and Functions—click

Add Coal Survey Reporting Capability

ElA Applications and Functions

4

Add Coal Survey Reporting Capabhility

Add Electricity Survey Reporting Capabhility

Update your Account Profile
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9. In the next window, titled, Add Coal Survey Reporting Capability

Enter the special Mail I1d and Secret Code

ei“b EIA Coal Survey Registration

» Add Coal Survey Reporting Capability Dat

Enter the Mail ID that EIA sent to you via email

To register to submit surveys online, please enter your Mail Id and Code in the fields helow.
If you have not received a Mail Id and Code from EIA, or if you need help, click here.

Enter your Mail Id: I <
Enter your Code: | \ Enter the Secret Code that EIA sent to you
via email. The secret code is case sensitive
Submit Credentials | Cancel f Return ta List of Applications

Click: Submit Credentials

This is the only time you use the special Mail Id and Secret Code sent to you by EIA.

In any further sessions, you use the Userid and Password set during SSO
registration to enter the system.

7 L6533:\prj\EIA-7A\ 1/13/2006
visual_guide_eia7a_gif.doc



10. The next window should have the Coal EIA-7A as an option.

If you do not see: Coal EIA-7A
then send email immediately to

EIA-7A@e¢eia.doe.gov

With subject line: No EIA-7A capability

Otherwise, click Coal EIA-7A

ElA Applications and Functions - External Inte

Coal Eléﬂ

Coal EIAGA
Coal EIAS

Coal EIA 3

Add Coal Survey Feporting Capability

Add Electricity Survey Reporting Capability

Update your Account Profile

If you are responsible for submitting other forms, such as electric forms or other coal
forms, you will see those options listed in this window.

In subsequent sessions, after you logon using Userid and Password (as set by you),
you will come to this window. You get access to your EIA-7A survey forms by
clicking on:

Coal EIA-7A
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11. The next window lets you access forms for your particular sites.
Place your cursor on top of Select Site ID

A drop down list will display the site numbers you manage.

Click on the site number to access the EIA-7A data survey form

1 Report

Stephen Hamilton,
o Tipdite Profile
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stem and your support will contribute to the dissemination of reliable and timely
coal information by the ELA.

Select MSHA ID

Text Oiby MSHA 1 List 4
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Or click here for a text only list of Site Ids
If you do not see a site number or a list of site numbers
then send email immediately to

EIA-7A@ceia.doe.gov

With this subject line:

No site ids for the EIA-7A
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