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1 Introduction
1.1 User Guide
This is a guide for organisations that wish to take part in the MiQ Registry as Registrants.
You may apply for your organisation to use the MiQ Registry at https://miqregistry.org. To apply,
click the “Register now” button on the home page (Figure 1). If you wish to apply for the same
entity to be both a Registrant and an Account Holder, then you can select both roles in the
‘Organisation Role’ dropdown on the registration page.

Figure 1. MiQ Registry home page.

After you’ve submitted the registration information on the registration page, the MiQ Registry
Team will perform Know Your Customer onboarding checks. Once these checks have been
successfully completed and the organisation has signed the template user agreement that is
emailed to them, the organisation will be given access to the MiQ Registry.
You will need the email and password you provided at registration to access the MiQ Registry at
https://.miqregistry.org/login (or click the “Login” button at the top-right-corner of the home
page – Figure 1).
If you forget your login credentials (email address or password), or if you have trouble logging in,
please contact the MiQ Helpdesk at: support@miqregistry.org.
Once you login to the MiQ Registry, you will first see the dashboard page pictured in Figure 2.
In this User Guide, we focus on the functions that are specific to Registrants. Users who hold
both Registrant and Account Holder status can find information relating to Account Holder
functions of the MiQ Registry in User Guide – UG-02 Account Holders. The dashboard tabs on
the left of your screen will include the functions of both roles.
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Figure 2 Dashboard screen

Note that the following web browsers have been tested for use with the MiQ Registry user
interface and provide the best performance for Registrant functions:
•
•
•

Google Chrome (Windows 11 and macOS Monterey 12.5.1)
Microsoft Edge (Windows 11)
Opera (Windows 11)

Mozilla Firefox and Safari lack some functionality for selecting dates when creating audits and
making issue requests. Mozilla Firefox and Safari can still be used, but they do not always provide
the best user experience. Where necessary, simple workarounds to enter dates in these web
browsers are detailed in the relevant sections of this user guide.
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1.2 Facility Register
The public Facility Register provides information regarding the natural gas assets that have
current certifications registered on the MiQ Registry. The Facility Register is public and does not
require viewers to have an account on the MiQ Registry.
You can access the Facility Register from the home page of the MiQ Registry at
https://miqregistry.org/ by clicking the “Certifications” button at the top-right-corner of the
screen (Figure 1).
Summary data relating to all facilities is provided in the overview table on the Facility Register
page (Figure 3). Facilities can be filtered using the “Search” box above the table on the right.

Figure 3 Facility Register

Clicking the “View” button on the right-hand side of a specific facility provides more details on
that facility, as shown in Figure 4.

Figure 4 Facility Details
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2 General functionality
2.1 Users
2.1.1 User management
Clicking the “Users” tab will show the user management screen (see Figure 5).
On this page, you can see all the Users associated with your organisation’s account. You can
also edit each user’s details and create new users.

Figure 5 User management screen

2.1.2 Adding new users
To add a new user to your Account, go to the User management screen by clicking the “Users”
tab (Figure 5), and click the “+ Add User” button. This will open a form for you to complete the
details of the new user (Figure 6). You must complete all the fields provided on the form:
1. Title. – The new user’s title (Mr, Mrs, Miss, Ms, Dr, etc.). We recommend using a title
that does not exceed 4 characters.
2. Forename – The first name of the new user
3. Surname – The surname(s) of the new user (i.e., family name or last name)
4. Telephone – A contact telephone number for the new user, which could be their office or
personal telephone number. Please include the country code in parenthesis: for
example, for the UK use (+44). Please don’t put spaces or hyphens between numbers:
for example, (+44)123456789.
5. Email – The new user’s email address. This should be their office/organisation email
address (not their personal email address). The email address provided will be the
username that they will use to log in to the MiQ Registry. The email addresses cannot be
changed after User creation.

5

Then, click the “Create” button in the top-right-corner of the screen. An email will be sent to the
new user’s email address asking the new user to create a password (Figure 9). Please note that
the link to change the password will only be valid for 24 hours.

Figure 6 Create User screen

Please note that, once created, a user’s email address cannot be changed. If you wish to
change an email address, please create a new user as described above and contact MiQ
Registry Support (support@miqregistry.org) to delete the old user credentials.
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2.2 Passwords
2.2.1 Forgotten password
If you have forgotten your password, click on the “Forgot your password?” link on the Login
screen (Figure 7).

Figure 7 Login screen

You will be asked to enter your email address registered on the MiQ Registry platform. Enter
your email and click the “Email Password Reset Link” button (Figure 8).

Figure 8 Reset your password

If the email address provided is registered on the MiQ Registry, you will receive an email with a
unique link allowing you to reset your password (Figure 9). If you cannot find the email in your
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inbox, check your ‘spam’ or ‘junk’ folder. If you do not receive the email with the reset password
link, please contact support@miqregistry.org. Please note that the link to change the password
will only be valid for 24 hours.

Figure 9. Reset Password email.

Click the “Reset password” button (Figure 9) in the email that you receive, which will take you to
a page on the MiQ Registry where you can set a new password (Figure 10). Once your
password has been changed successfully, you will receive a confirmation email. You will then be
able to log in to the MiQ Registry with your new password.

Figure 10 Reset Password screen
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2.2.2 Change password
To change your password, log in to the MiQ Registry and click the “Users” tab to show the user
management screen (

Figure 5). Click the “Edit” button next to your own User details.
On the “Edit User” screen, click the blue “Reset Password” button in the top-right-corner of the
screen (Figure 11). An email will be sent to your registered email address with a link to reset
your password, which can be done as described for forgotten passwords in Section 2.2.1.
Please note that the link to change the password will only be valid for 24 hours.

Figure 11 Edit User screen
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2.3 Organisations
To view information held about your organisation, click on the “My Organisation” tab on the left
of the screen. You will see the Organisations screen (Figure 12).

Figure 12 Organisations screen

By clicking the “View” button next to your organisation, you can view the information held by the
MiQ Registry about your Organisation. To change any information relating to your organisation,
please contact MiQ Registry Support at support@miqregistry.org. If you are not the Primary
User, please ask your organisation’s Primary User to contact the MiQ Registry Support
(support@miqregistry.org) to make any changes.
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3 Registrant functionality
Registrants are responsible for registering facilities on the MiQ Registry and requesting the
issuance of certificates for those facilities. Registrants may be the owners of the facility
authorised by the owners of the facility to act on their behalf.
To be able to request the issuance of Certificates, a Registrant must:
1. Register a facility on the MiQ Registry (see Section 3.1).
Once created, you submit your facility to the Issuing Body for approval (see section
3.1.5).
2. Create an audit relating to that facility and submit the audit report (see Section 0).
Audit creation can only be done once the facility has been approved by the Issuing
Body.
Once created, you submit your audit to the Issuing Body for approval (see Section 3.2.8).
3. Create an Issue Request relating to the facility (see Section 3.3). This can only be done
once both the facility and the audit have been approved by the Issuing Body.
Once created, you submit your Issue to the Issuing Body for approval (see Section 3.3.5).
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3.1 Facilities
3.1.1 Facilities tab
To create a new facility or to view approved facilities, click the “Facilities” tab. This will show the
“Pending Facilities” and “Registered Facilities” sub-tabs. Clicking on the “Pending Facilities”
sub-tab will show all facilities that you have in draft or have submitted to the Issuing Body for
Approval and are still pending approval. Clicking on the “Registered Facilities” sub-tab will show
all facilities that have been approved by the Issuing Body.
The following information is displayed in each table:
•
•
•
•

Name: The name of the facility.
Segment: The segment in the natural gas supply chain (e.g. Production Onshore,
Production Offshore, Processing, Liquefaction).
Country: The country where the facility is located.
Status: The status of the facility in the facility creation process, which can be one of:
o Draft – You have created but not yet submitted the facility. You can edit, submit
or withdraw a Draft facility.
o In Progress – You have submitted the facility for approval and is under review by
the Issuing Body. You cannot edit an In Progress facility.
o Registered – The facility has been approved by the Issuing Body. You cannot
edit a Registered facility.
o Rejected – You have submitted the facility for approval, but it has been rejected
by the Issuing Body due to incorrect or incomplete data. You can edit, submit or
withdraw a Rejected facility.

3.1.2 Pending Facilities screen
The Pending Facilities screen shows all the “Draft”, “Rejected” and “In Progress” facilities in two
tables (Figure 13).
Facilities with a “Draft” or “Rejected” status (shown in the “Draft Facilities” table) are pending
submission to the Issuing Body and can still be edited, submitted or withdrawn. To do so, click
the “Edit” button next to the facility.
Facilities with an “In Progress” status (shown in the “Pending Facilities” table) have been
submitted to the Issuing Body and are pending approval. To view the details of an “In Progress”
facility, click the “View” button next to the facility.
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Figure 13 Pending Facilities screen

3.1.3 Registered Facilities screen
The “Registered Facilities” screen (Figure 14) shows all your organisation’s facilities that have
been approved by the Issuing Body. You can see the details of a registered facility by clicking
the “View” button next to the facility.

Figure 14 Registered Facilities screen
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3.1.4 Create a Facility
To create a facility, click on the Facilities Tab and click the “Pending Facilities” sub-tab. Then,
click the “+ Create Facility” button (Figure 13).
Complete the information that is requested for Steps 1 to 4 (Figure 15) and click “Create Draft”.

Figure 15 Create Facility screen

Please note that once you’ve created a draft facility, you will need to go back into the draft
facility and click “Submit” to submit it to the Issuing Body for approval. Don’t forget to perform
this step (described in Section 3.1.5).
3.1.4.1

Step 1: Facility Information

The Facility Information screen is pictured in Figure 16 below. This screen contains the following
fields:
1. Facility Name – Enter the name of the facility as communicated to environmental
regulators.
2. Segment – Select the supply-chain segment of the facility (e.g., Production Onshore,
Production Offshore, Processing, Liquefaction, etc.).
3. Default Recipient Account – If you wish, you can nominate a default account for
Certificates to be issued into for the facility. You can override this setting at each issue
request if required. This field is optional if you don’t want to set a default issuance
account.
4. Operational Status – The current operational status of the facility. Please select “Active”
if you will be requesting the issuance of Certificates for this facility.
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Figure 16 Facility Information screen

To move to the next step, click the “Next” button or the name of the step at the top of the
screen.
3.1.4.2

Step 2: Physical Location of Facility

The second screen (Figure 17) allows you to the location of the facility (note: not the location of
the operator or the owner). All fields in this section are mandatory, if any information is missing,
you will not be able to save the facility information.
The fields on this screen are as follows:
1. Facility Address – Enter the street address of the facility. If the facility covers a wide area
and the address of the facility is therefore not obvious, choose a relevant address, such
as a key location at the facility.
2. Facility State/Province – Enter the state, province or region of the facility.
3. Facility Postcode – Enter the zipcode, postcode or equivalent of the facility.
4. Facility Country – Enter the country of the facility.
The lower half of the screen allows you to draw a shape on the map to denote the geographic
footprint of the facility. Locate your facility on the map by drawing a polygon around the facility
boundaries to denote the borders. If you make a mistake drawing the polygon, click the
“Remove Polygon” button at the bottom left of the map. After completing the shape, it is
possible to edit using the white circles.
When finished, click Next to move to the next step. You can move to the previous page using
the Previous button.
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Figure 17 Physical location of facility
3.1.4.3

Step 3: Main operator information

Information relating to the main operator of the facility is required in Step 3 (Figure 18). If the
main operator is the same legal entity as the Registrant legal entity, click the button labelled,
“The Registrant is the operator of the Facility”, which will add the current Registrant information
automatically to the empty fields in Step 3. All fields in this section are mandatory: if any
information is missing, you will not be able to save the facility details.

Figure 18 Main Operator information screen
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The fields are:
1.
2.
3.
4.
5.
6.
7.
8.

3.1.4.4

Operator Name – Full name of the legal entity who is the main operator of the facility.
Address – Registered address of the operator of the facility.
Postcode – Registered zipcode, postcode or equivalent of the operator of the facility.
State/Province – state, province or region of the operator of the facility.
Country – Country of the operator of the facility.
Contact Name – Full name of the main contact of the facility.
Contact Email – Email address of the main contact of the facility.
Contact Telephone – Telephone number of the main contact of the facility. Please include
the country code in parenthesis: for example, for the UK use (+44). Please don’t put
spaces or hyphens between numbers: for example, (+44)123456789.
Step 4: Supplementary facility information

Supplementary facility information (Figure 19) refers to additional information required to identify
stakeholder interests and specific audit requirements. This includes any use by of the facility of
other environmental attribute tracking standards or certification schemes. All fields are
mandatory, except for “Notes”. If any information is missing, you will not be able to save the
facility details.
The data relating to other environmental attribute tracking schemes or certification scheme is
informative for the Issuing Body to avoid double-counting and is not a commitment of any kind
by the Registrant.
The fields are:
1. Main owners/licensees – Enter the full legal names, separated by commas, of all parties
that own more than 10% of the Facility.
2. Other environmental attribute tracking schemes – Provide information about certification
scheme other than the MiQ Standard or EO100™ that this facility is currently is planned
to be eligible for. This information will be used by the Issuing Body to reduce the risk of
double-counting with other certification schemes.
3. Certification Schemes of Interest – select the Certification Schemes and Standards
recognised by the MiQ Registry that the Registrant is interested in having Certificates
issued against, now or in the future.
4. Notes – This field allows you to provide any additional information that may be useful for
the Issuing Body. This field can also be updated by the Issuing Body to provide you with
comments or questions relating to the facility.
Once all the information has been entered, click the “Create Draft” button. You will be able to
see the facility on the Pending Facilities screen, in the “Draft Facilities” table (Figure 20).
Please note that at this stage, the facility is still in “Draft” and is not yet submitted to the Issuing
Body. You will have to submit the facility for approval, as described in the following Section.
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Figure 19 Supplementary facility information screen

Figure 20 Facility screen with draft facility.

3.1.5 Submitting Facilities
From the Pending Facilities screen, in the “Draft Facilities” table, click the “Edit” button next to a
Draft facility. The Edit Facility screen (Figure 21) has four buttons in the top-right-corner:
1. Save – This will save any changes made to the facility, without submitting it to the
Issuing Body.
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2. Submit – This will submit the facility to the Issuing Body for approval. On the following
screen you will be asked if you are sure you wish to submit the facility. Click “Submit” if
you are happy with the values entered in each field.
3. Withdraw – If you wish to withdraw the facility, click this button. It will be permanently
removed from the tables.
4. Close – Click here to move back to the “Pending Facilities” screen without saving any
changes made to the information.

Figure 21 Edit Facility screen

If all the details are correct and you wish to send the facility request to the Issuing Body for
approval, click the “Submit” button. After Submitting the Facility, it will appear in the “Pending
Facilities” table (Figure 20) with a status of “In Progress”. The facility will no longer be editable.
Please note: Make sure the “Operational Status” in Facility Information is Active before
submitting the Facility so that you can make issue requests for the facility in the future.

3.1.6 Registered Facilities
Once submitted, the facility will be reviewed by the Issuing Body for verification and approval of
the information provided. The Issuing Body will contact you to ask for anything else that it needs
to approve the submitted data.
Once a facility has been approved by the Issuing Body, it will appear in the Registered Facilities
table on the Registered Facilities tab (Figure 14).
Please note that data relating to a Registered Facilities can only be changed in exceptional
circumstances. If you notice an error or need to request a change, please contact
support@miqregistry.org.
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3.2 Audits
After a facility has been approved by the Issuing Body, you can view and submit audits relating
to different Standards (currently, MiQ and EO100™) on the MiQ Registry platform.
Audits relating to different Standards can be submitted for the same facility and for the same or
overlapping Certification Periods. This allows a Registrant to request the issue of Certificates for
their facilities in relation to the Standard(s) they have been audited against.

3.2.1 Audit Tab
To access the Audit screens, click the “Audits” tab. This will show the “Pending Audits” and
“Completed Audits” sub-tabs (Figure 22). Clicking on the “Pending Audits” sub-tab will show all
audits that you have in draft or have submitted to the Issuing Body for Approval and are still
pending approval. Clicking on the “Completed Audits” sub-tab will show all audits that have
been approved by the Issuing Body.
The following information is displayed in each table:
•
•
•
•
•
•

Facility: The facility the audit relates to.
Audit Type: Includes the Standard (MiQ/EO100™) which the audit is performed against
and, if applicable, the type of audit (Initial/Final audit in the case of the MiQ Standard).
Start Month: The first month of the Certification Period for the audit.
End Month: The last month of the Certification Period for the audit.
Grade: The Grade given to the facility for the Certification Period as determined by the
audit.
Status: The status of the audit in the audit creation process, which can be one of:
o Draft – You have created but not yet submitted the audit. You can edit, submit or
withdraw a Draft audit.
o In Progress – You have submitted the audit for approval and it is under review by
the Issuing Body. You cannot edit an In Progress audit.
o Completed – The audit has been approved by the Issuing Body. You cannot edit
a Completed audit.
o Rejected – You have submitted the audit for approval, but it has been rejected
by the Issuing Body due to incorrect or incomplete data. You can edit, submit or
withdraw a Rejected audit.

3.2.2 Pending Audits screen
The Pending Audits screen shows all the “Draft”, “Rejected” and “In Progress” audits in two
tables (Figure 22).
Audits with a “Draft” or “Rejected” status (shown in the “Draft Audits” table) are pending
submission to the Issuing Body and can still be edited, submitted or withdrawn. To do so, click
the “Edit” button next to the audit.
Audits with an “In Progress” status (shown in the “Pending Audits” table) have been submitted
to the Issuing Body and are pending approval. To view the details of an “In Progress” audit, click
the “View” button next to the audit.
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Figure 22 Pending Audits screen

3.2.3 Completed Audits screen
The Completed Audits screen (Figure 23) shows all the audits for your facilities that have been
approved by the Issuing Body. You can see the details of a completed audit by clicking the
“View” button next to the audit.

Figure 23 Completed Audits screen

21

3.2.4 Audit Rules
The following rules apply in the MiQ Registry when you create an Audit:
•
•
•

You cannot create an audit for a facility for a Certification Period that includes a month
for which when an Issue Request already exists for that facility;
Audits can overlap if they are from different Certification Standards; and
Creating a new audit for a Certification Period that overlaps with the Certification Period
of another audit against the same Standard will truncate the previous audit upon
approval. This will end the Certification Period of the previous audit to the day before the
selected start date of the newly approved audit.

3.2.5 Create an Audit
After a facility has been approved by the Issuing Body, you can create and submit audits
relating to that facility.
To create an audit, click on the Audits tab and click the “Pending Audits” sub-tab. Then click the
“+ Create Audit” button in the top-right-corner of the Pending Audits screen (Figure 22). The
“Create an audit” screen will be displayed (Figure 24).

Figure 24 “Create an Audit” Screen

Complete the fields by choosing the relevant options from the drop-down menus, starting from
the top to the bottom. The form contains the following mandatory fields:
1. Facility – Select the facility that has been audited from the dropdown list of your
approved facilities.
2. Certification Standard – Select the correct Certification Standard for the audit (MiQ
Standard or EO100™ Standard). The list of available Certification Standards will depend
on the supply chain segment of the selected facility.
3. Standard Version – Select from the available Standard versions for the Certification
Standard and the relevant supply-chain segment.
4. Audit type – Select the correct audit type from the available types.
Once you have completed all fields, continue with the audit creation by clicking “Proceed” on
the top-right-corner of the “Create an audit” screen. To cancel the form, just click the “Close”
button next to the Proceed button instead (Figure 24). On clicking “Proceed”, the forms to
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provide further information for the audit will be displayed, which will depend on the information
supplied on the “Create an audit” screen (see Section 3.2.6 or 3.2.7).
Please note: To approve a newly created audit, the Issuing Body will also require you to provide
the following information by email to support@miqregistry.org (refer to the MiQ Program Guide
for more information):
•
•

Sample Proof of Quantity (for Production Facilities, the sample Proof of Quantity that the
Registrant will use for the facility’s Issue Requests).
Full Audit Report (from the Certification Body).

3.2.6 Create MiQ Audits
There are four steps to be completed to create an MiQ Audit (Figure 25). All information to be
provided must have been assessed by the Certification Body and should be set out clearly in the
audit report provided by the Certification Body.

Figure 25. Create MiQ Audit Screen.

3.2.6.1

Step 1: Audit

The first step is as shown in Figure 25 above. All fields are mandatory except for “Notes”. If any
information is missing, you will not be able to save the details you have provided for the MiQ
Audit.
This screen contains the following fields:
1. Facility – This field is pre-populated with the facility you selected in the “Create an audit”
screen (Figure 24) and cannot be changed. If you want to change the facility, close the
audit by clicking the “Close” button in the top-right-corner of the screen (Figure 25) and
create a new audit with the correct facility.
2. Standard Version – This field is pre-populated with the Standard Version you selected in
the “Create an audit” screen (Figure 24) and cannot be changed. If you want to change
the Standard Version, close the audit by clicking the “Close” button in the top-right-
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3.

4.
5.

6.

7.
8.
9.

3.2.6.2

corner of the screen (Figure 25) and create a new audit with the correct Standard
Version.
Audit Type – This field is pre-populated with the Audit Type you selected in the “Create
an audit” screen (Figure 24) and cannot be changed. If you want to change the Audit
Type, close the audit by clicking the “Close” button in the top-right-corner of the screen
(Figure 25) and create a new audit with the correct Audit Type.
Grade – Select the Grade given to the facility in the audit report provided by the
Certification Body from the drop-down menu.
Requested start date of the Certification Period – Enter the first month of the
Certification Period covered by the audit, as indicated in the audit report provided by the
Certification Body or as agreed with the Standard Holder. In most web browsers, you
can select the month and year using the calendar icon on the right of the entry field, or
you can click on the dashed fields and use your up/down keys to select the month and
year. In Safari and Mozilla Firefox, you need to enter the date in the following format:
YYYY-MM, e.g., 2022-08 for August 2022.
End date of the Certification Period – This field will be pre-populated when you select or
change the start date. The duration of the Certification Period is fixed at twelve months
and will end on the last day of a calendar month.
Certification Body – Select the Certification Body that performed the audit from the list of
accredited Certification Bodies.
Lead Auditor – Enter the name of the person that led the audit.
Notes – You can provide additional information to the Issuing Body about the audit in the
notes field. This field can also be updated by the Issuing Body to provide you with
comments or questions relating to the audit.
Step 2: Methane Intensity

The second screen (Figure 26) is for data relating to the calculation of the Methane Intensity in
the. All fields are mandatory except for “Comments”. If any information is missing, you will not
be able to save the details you have provided for the MiQ Audit.
This screen contains the following fields:
1. Total annual estimated methane (CH4) emissions for facility– Enter the assessed total
Methane Emissions in metric tons per year (Mt/yr).
2. Annual estimated methane (CH4) emissions allocated to only gas stream– Enter the
assessed Methane Emissions allocated to the gas output in metric tons per year (Mt/yr).
3. Annual gas quantity used as fuel or other useful purposes within the facility– Enter
quantity of natural gas in MMBtu per year. (MMBtu/yr).
4. Annual gas production or throughput– Enter quantity of natural gas in MMBtu per year.
(MMBtu/yr).
5. Annual quantity of gas flared – Enter quantity of natural gas in MMBtu per year
(MMBtu/yr).
6. Methane content of gas exiting the facility– Enter the methane content in percentage
points on an energy basis (%). For example, enter 95 for 95%.
7. Methane Intensity – Enter the calculated Methane Intensity in percentage points (%).
For example, enter 0.12 for 0.12%.
8. Comments – This field allows you to provide any additional comments relating to the
Methane Intensity calculation.
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Figure 26. MiQ Audit – Methane Intensity screen

3.2.6.3

Step 3: Company Practices

The third screen (Figure 27) refers to the Company Practices part of the audit. All fields are
mandatory except for “Comments”. If any information is missing, you will not be able to save the
details you have provided for the MiQ Audit.
This screen contains the following fields:
1. Total Company Practices points – Enter the number of additional points for improved
practices.
2. Description of Company Practices for which points were awarded – List improved
Company Practice using the code IDs from the relevant Standard (e.g., GP1.5,
IMEP1.5).
3. Comments – This field allows you to provide any additional comments relating to the
Company Practices score calculation.

Figure 27 Company Practices Screen
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3.2.6.4

Step 4: Monitoring Technology Deployment

The fourth screen (Figure 28) refers to the Monitoring Technology Deployment part of the audit.
All fields are mandatory except for “Comments”. If any information is missing, you will not be
able to save the details you have provided for the MiQ Audit.
This screen contains the following fields:
1. Total points achieved for Monitoring Technology Deployment – Enter the number of
points achieved for Monitoring Technology Deployment.
2. Source-level Monitoring – Frequency of source-level monitoring technique (number per
year).
3. Facility-scale Monitoring – Frequency of facility-scale monitoring technique (number per
year).
4. Exemption – Has the Facility received an exemption approved by the Certification Body
from monitoring technology deployment? Yes or No, as detailed in the Audit Report.
5. Comments – This field allows you to provide any additional comments relating to the
Monitoring Technology Deployment score calculation.

Figure 28. Monitoring Technology Deployment screen.

3.2.6.5

Create MiQ Audit Draft

When information for all four steps has been provided, click the “Create Draft” button (Figure
25). This will create a draft of your audit. You can then review it before you submit it.
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3.2.7 Create EO100™ Audits
There is one step to be completed to create an EO100™ Audit (Figure 29). Certain fields (the
Principles scores, Carbon Intensity and Methane Intensity) are optional but must be completed
to the extent they have been reported in the audit report provided by the Assessment Body. If
any information is missing for any mandatory fields, you will not be able to save the details you
have provided for the EO100™ Audit.
This screen contains the following fields:
1. Facility – This field is pre-populated with the facility you selected in the “Create an audit”
screen (Figure 24) and cannot be changed. If you want to change the facility, close the
audit by clicking the “Close” button in the top-right-corner of the screen (Figure 29) and
create a new audit with the correct facility.
2. Standard Version – This field is pre-populated with the Standard Version you selected in
the “Create an audit” screen (Figure 24) and cannot be changed. If you want to change
the Standard Version, close the audit by clicking the “Close” button in the top-rightcorner of the screen (Figure 29) and create a new audit with the correct Standard
Version.
3. Audit Type – This field is pre-populated with the Audit Type you selected in the “Create
an audit” screen (Figure 24) and cannot be changed. If you want to change the Audit
Type, close the audit by clicking the “Close” button in the top-right-corner of the screen
(Figure 29) and create a new audit with the correct Audit Type.
4. Grade – Select the Grade given to the facility in the audit report provided by the
Assessment Body from the drop-down menu.
5. Requested start date of the Certification Period – Enter the first month of the
Certification Period covered by the audit, as indicated in the audit report provided by the
Assessment Body or as agreed with the Standard Holder. In most web browsers, you
can select the month and year using the calendar icon on the right of the entry field, or
you can click on the dashed fields and use your up/down keys to select the month and
year. In Safari and Mozilla Firefox, you need to enter the date in the following format:
YYYY-MM, e.g., 2022-08 for August 2022.
6. End date of the Certification Period – This field will be pre-populated when you select or
change the start date. The duration of the Certification Period is fixed at twelve months
and will end on the last day of a calendar month.
7. Assessment Body– Enter the name of the company that carried out the annual EO100™
assessment.
8. Lead Auditor – Enter the name of the person that led the annual EO100™ assessment.
9. Principle 1: Corporate Governance, Transparency & Ethics – Enter the score for the
facility from the audit report, in percentage points. For example, enter 95 for 95%. This
field is optional but should be completed if your facility has been scored.
10. Principle 2: Human Rights, Social Impact & Community Development – Enter the score
for the facility from the Audit Report, in percentage points. For example, enter 95 for
95%. This field is optional but should be completed if your facility has been scored.
11. Principle 3: Indigenous Peoples’ Rights – Enter the score for the facility from the Audit
Report, in percentage points. For example, enter 95 for 95%. This field is optional but
should be completed if your facility has been scored.
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12. Principle 4: Fair Labor & Working Conditions – Enter the score for the facility from the
Audit Report, in percentage points. For example, enter 95 for 95%. This field is optional
but should be completed if your facility has been scored.
13. Principle 5: Climate Change, Biodiversity & Environment – Enter the score for the facility
from the Audit Report, in percentage points. For example, enter 95 for 95%. This field is
optional but should be completed if your facility has been scored.
14. Carbon intensity – Enter the calculated carbon intensity emissions in gCO2e/MJ from the
Audit Report. This field is optional but should be completed if your facility has been
scored.
15. Methane intensity – Enter the calculated methane intensity emissions in gCH4/MMBtu
from the Audit Report. This field is optional but should be completed if your facility has
been scored.
16. Other Comments – Enter any other information relating to the annual assessment
(optional).
17. Notes – Enter any other information relating to the audit (optional).
When the information for all relevant fields has been provided, click the “Create Draft” button
(Figure 29). This will create a draft of your audit. You can then review it before you submit it.

Figure 29 Create EO100™ Audit screen

3.2.8 Editing, Saving, Submitting and Withdrawing Audits
When you save a “Draft” audit, you will return to the Pending Audits screen (Figure 22). To
review or amend the information provided, or to submit or withdraw the audit, go to the “Draft
audits” table and click the “Edit” button next to the audit you created. This will show the
information screens for the relevant audit and allow you to view and edit the information in the
Edit screen (Figure 30 shows the Edit EO100™ Annual Assessment screen).
You can edit the information and then either save the Draft audit, submit it to the Issuing Body
for approval or withdraw it using the appropriate buttons on the screen.
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After submitting the audit, it will appear in the in the Pending Audits table on the Pending Audits
tab and it will show a status of “In Progress”, indicating that it is pending approval by the Issuing
Body and cannot be edited.

Figure 30. Edit EO100™ Annual Assessment screen.

3.2.9 Completed Audits
Once an audit has been Approved by the Issuing Body, its status will change to Completed, and
it will appear in the Completed Audits table on the Completed Audits tab (Figure 23). Once
approved, Issue Requests can be made for that Facility against that Audit, during the period
corresponding to the Certification Period of the Audit. You can see the details of a completed
audit by clicking the “View” button next to the audit.
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3.3 Issue Requests
An Issue Request is a request by a Registrant to the Issuing Body to issue a defined quantity of
Certificates into a specific account in relation to a specific facility for a given month.

3.3.1 Issue Request tab
To access the Issue Requests screens, click the “Issue Requests” tab. This will show the
“Pending Requests” and “Completed Requests” sub-tabs. Clicking on the “Pending Requests”
sub-tab will show all Issue Requests that you have in draft or have submitted to the Issuing Body
for Approval and are still pending approval. Clicking on the “Completed Requests” sub-tab will
show all Issue Requests that have been approved by the Issuing Body.
The following information is displayed in each table:
•
•
•
•
•

•

Facility: The facility the Certificates are being issued in relation to.
Recipient Account Code: The code of the account that will receive the Certificates
issued.
Issue month: The month of production or throughput at the facility that the issue request
relates to.
Delivered Quantity: The number of Certificates requested.
Last Actioned: The date and time of the last action was performed in relation to the issue
request (e.g., submission, completion). In most web browsers, you can select the month
and year using the calendar icon on the right of the entry field, or you can click on the
dashed fields and use your up/down keys to select the month and year. In Safari and
Mozilla Firefox, you need to enter the date in the following format: YYYY-MM, e.g., 202208 for August 2022.
Status: The status of the issue request in the issue request approval process, which can
be one of:
o Draft – You have created but not yet submitted the issue request. You can edit,
submit or withdraw a Draft issue request.
o In Progress – You have submitted the issue request for approval and it is under
review by the Issuing Body. You cannot edit an In Progress issue request.
o Completed – The issue request has been approved by the Issuing Body. You
cannot edit a Completed issue request.
o Rejected – You have submitted the issue request for approval, but it has been
rejected by the Issuing Body due to incorrect or incomplete data. You can edit,
submit or withdraw a Rejected issue request.

3.3.2 Pending Requests screen
The Pending Requests screen shows all the “Draft”, “Rejected” and “In Progress” issue
requests in two tables (Figure 31).
Issue requests with a “Draft” or “Rejected” status (shown in the “Draft Requests” table) are
pending submission to the Issuing Body and can still be edited, submitted or withdrawn. To do
so, click the “Edit” button next to the facility.
Issue requests with an “In Progress” status (shown in the “Pending Requests” table) have been
submitted to the Issuing Body and are pending approval. To view the details of an “In Progress”
issue request, click the “View” button next to the issue request.
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Figure 31 Pending Requests screen

3.3.3 Completed Requests screen
The “Completed Requests” screen (Figure 32) shows all your organisation’s Issue Requests that
have been approved by the Issuing Body. You can see the details of a completed Issue Request
in the table.
You can sort the order in which completed issue requests are displayed by any column by
clicking on the double arrow

icon next to the column name (Figure 32).

Figure 32. Completed Requests screen.
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3.3.4 Creating an Issue Request
After a facility and a corresponding audit have been approved by the Issuing Body, you will be
able to make requests to receive Certificates against that facility and against the attributes of all
approved audits relating to the issue month requested (issue requests).
To create a new issue request, click on the “Issue Request” tab on the left of the screen and
click the Pending Requests sub-tab (Figure 31) or Completed Requests sub-tab (Figure 32).
Then click the “+ Create Issue Request” button in the top-right-corner of the screen. The
“Create Issue Request” screen will be displayed (Figure 33). All fields (apart from “Notes”) are
mandatory. If any information is missing, you will not be able to save the details you have
provided for the issue request.
To create an issue request, you need to complete the following fields:
1. Facility – Select the Facility for the issue request from the dropdown list of your
approved facilities. Note that the issue month requested must fall within the Certification
Period of an approved audit.
2. Recipient Account code – On selection of the Facility, this field will be populated with the
default account code that you entered when you created the facility (if provided). Either
accept the default account code or enter a new valid code for a trading account on the
MiQ Registry. If the account code that you enter does not exist on the MiQ Registry, you
will receive an error message.
3. Production Month – Enter the production month against which to Issue Certificates. Use
the “Calendar Icon” button on the right or the up and down arrows on your keyboard to
select the correct month and year of the production month.
Please note: The calendar functionality does not exist on Mozilla Firefox. If you’re using
Mozilla Firefox, please enter the date in the following format: “YYYY-MM”.
4. Delivered Quantity – Enter the total delivered quantity for the production month in
MMBtus.
5. Notes – Enter any relevant information for the Issuing Body. This field can also be
updated by the Issuing Body to provide you with comments or questions relating to the
issue request.
Please note that once you’ve created a draft issue request, you will have to go back into the
draft issue request and click “Submit” to submit it to the Issuing Body for approval. Don’t forget
to perform this step (described in Section 3.3.5).
Please note that for each Issue Request, you’ll need to provide to the Issuing Body a Proof of
Quantity evidencing the production volume in a form that was approved at the time of audit.
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Figure 33 Create Issue Request screen

Once you’ve entered the information requested, click the “✓ Create Draft” button. The draft
issue request will appear in the Draft Requests table on the Pending Requests screen (Figure
31).
Please note that the issue request is still in Draft and is not yet submitted to the Issuing Body.
You will need to submit it following the process below.

3.3.5 Submitting Issue requests
To submit an issue request, from the Pending Requests screen (Figure 31), click the “Edit”
button next to the relevant issue request. The “Edit Issue Request” screen (Figure 34) has four
buttons in the top-right-corner:
1. Save – This will save any changes made to issue request, without submitting it to the
Issuing Body.
2. Submit – This will submit the issue request to the Issuing Body for approval. On the
following screen you will be asked if you are sure you wish to submit the issue request.
Click “Submit” if you are happy with the values entered in each field.
3. Withdraw – If you wish to withdraw the issue request, click this button. It will be
permanently removed from the tables.
4. Close – Click here to move back to the “Pending Requests” screen without saving any
changes made to the information.
If all the details are correct and you wish to send the issue request to the Issuing Body for
approval, click the “Submit” button. After submitting the issue request, it will appear in Pending
Requests table on the Pending Requests screen (Figure 31) with a status of “In Progress”. The
issue request will no longer be editable.
Once submitted, the issue request will be reviewed by the Issuing Body for verification and
approval of the information provided. The Issuing Body will contact you to ask for any relevant
evidence (e.g., proof of quantity) or anything else that it needs to approve the submitted data.

33

Figure 34. Edit draft Issue Request screen.

3.3.6 Completed Requests
Once an issue request has been approved by the Issuing Body, it will appear in the “Completed
Requests” table on the “Completed Requests” tab (Figure 32), where you can view all your
organisation’s issue requests that have been approved by the Issuing Body. You can see the
details of a completed issue request by clicking the “View” button next to it.
Please note: Data relating to a Completed issue request cannot be changed. Should you have
any questions or request regarding approved data, please contact support@miqregistry.org.
Please note: The attributes from all Certification Standards for which there are valid audits
associated with the Facility during the issue month of the issue request will be applied to the
issued Certificates.
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