
Information you need for Registration

Organisational Information 
Changes since qualification
Contact Information
Half Hourly Meter (HHM) details 
Electricity Supply 
Payment Details

Presenter�
Presentation Notes�
This screen summarises the information that you will need for registration. There are 6 steps to the initial registration process. �



Entering the CRC Registry

New to Government 
Gateway and CRC? 

Login here

Already a 
Government 

Gateway 
account holder?

Login here

Presenter�
Presentation Notes�
At the first page of the Registry you have a choice: either (i) log in using Government Gateway details that your organisation may already have, or (ii)  you can click `Register as a new user’. 

The Government Gateway is the portal you use to register for online Government services, such as submitting tax returns. It is an important part of the Government's strategy of delivering 'joined up' Government, enabling people to carry out transactions with Government from a single point of entry

�



Select Registration Type

Select Registering as a 
Participant

Presenter�
Presentation Notes�
The next screen you see is the front page of the CRC Registry: here you select to register as:

An information disclosure

A participant

A mandated participant (does not apply to the private sector). 

We will describe the process to register as a CRC Participant - so we select `Participant’.

�



Organisation Type

Click on “Company, 
Limited Partnership or 
Limited Liability 
Partnerships”

Presenter�
Presentation Notes�
Select from `Company’, `Limited partnership’ or `Limited Liability Partnership’. Let’s select `company’. 

�



Company Search

You can search for your 
company using your 
Companies House 

Number or Company 
Name

Presenter�
Presentation Notes�
The Registry has a link to the Companies House database so you may input your company’s registration number at Companies House, or your  Company Name. 

�



Summary of Organisation Details

Check the details are correct and 
click next to move on to the next 

part of registration

Presenter�
Presentation Notes�
You now need to enter the Country where the registered office is – this means England and Wales, Northern Ireland or Scotland, which is where the regulators are - and also the principal place of activity, if it is different from the Registered Address.  You do not need to re-enter the Company Registration Number, as this will already be populated. 

You are asked for your Standard Industrial Classification (SIC) code here.

When you are satisfied that the organisation details that you have provided are correct, select “Next” to move on.�



Designated Changes since qualification

If your organisation has undergone a 
Designated Change since December 2008 
you need to declare this. “Annex 2- How 
to register if there have been changes 

in your organisation during the 
qualification year and registration “of 

the Guidance Document “Registering as 
a CRC Participant” explains what 

information you need to provide in this 
box.

Presenter�
Presentation Notes�
The next stage of registration is to declare any `Designated Changes’ that have occurred since 31st December 2008. 

A Designated Change occurs if your organisation either disposes of or acquires a SGU (i.e. an organisation that qualifies to participate in CRC in its own right).

Information on what information needs to be provided here can be found in the guidance document “Registering as a CRC Participant”.

�



Primary and Secondary Contacts

The CRC Registry will ask you to provide 
details of the people you wish to act as the 

Primary and Secondary Contacts

Presenter�
Presentation Notes�
The third part of the registration process is to provide the details for the nominated Primary and Secondary Contacts. 

These will be the Environment Agency’s day to day contacts for CRC. The Primary and Secondary contact will be able to access the  compliance account - submit reports and view data previously submitted for the organisation (emissions reporting etc).  They may also propose new primary and secondary contacts and account representatives and advise changes in organisational structure. 

We will check that the business addresses given for the contacts are valid and will send each contact a letter with the information they need to enrol. To ensure that the nominated contact has the authority to act on behalf of the organisation, we will also send a letter to the senior officer who must authorise them to act on behalf of the organisation. 

�



Half Hourly Meters (HHMs)

This is the screen where you 
will upload all Half Hourly 
Meters (HHMs) that your 

organisation was responsible 
for during the whole of 2008.

You can either add them to 
the system one by one or 

upload a text file of the data.

Presenter�
Presentation Notes�
Part 5 of the process is to enter your Energy Usage.

As you selected earlier to register as a ‘CRC Participant’ the system assumes that you had at least one HHM settled on the HH market in 2008. 

 Here you must provide a list of all the settled half hourly electricity supplies your organisation was responsible for during the qualification period - even those that you might have acquired or lost during the period.

You do not need to declare HHMs that were not settled on the HH market - but the list of both settled and non-settled meters you have compiled when determining whether you qualify will also be useful when you assemble your energy data to complete your footprint report. 

�



Energy Usage

You now need to put in your Total 
Electricity use for 2008. This can be 

estimated. 

Presenter�
Presentation Notes�
You now need to record information about your total HHM electricity supply during the qualification period.  This includes electricity from all types of HHM (not just settled HHMs)

You should deduct any excluded use before you enter the supply figure, and confirm if you have done so

(Excluded uses are: 

domestic accommodation 

transport 

supply not for own use and 

electricity used for the purposes of supply, distribution, generation or transmission by an organisation that has a licence for such activities under the Electricity Act 1989.)�



Energy Usage

You need to indicate whether you 
have any “excluded” supplies”

You need to indicate whether you are 
claiming any “CCA Exemptions”

Presenter�
Presentation Notes�
Even if your organisation meets the qualification threshold for the CRC, you may be eligible for an exemption if you have a Climate Change Agreement (CCA). 

If you are claiming your exemption at registration, you should click the button next to the type of CCA that you are claiming 

General CCA exemption - this is a  full exemption

If you are a single entity organisation (which means you are not part of a group) you can claim full exemption from the CRC if more than 25 per cent of your CRC emissions are covered by a CCA.  This exemption calculation applies to all your energy use emissions, not just half hourly electricity. You will therefore need to calculate your CRC emissions.

CCA member exemption - partial exemption

If you are a group and any member of your organisational group has more than 25 per cent of its CRC emissions covered by a CCA, that member (but not its subsidiaries, if it has any) is exempt from CRC.  This means that all its energy use emissions of that member will not be included in the scheme, but the remainder of the group will still have to participate in CRC. 

Group CCA exemption  - full exemption

If, after deducting the electricity supplies through qualifying meters from group members which have a  member exemption,  the remaining parts of your organisation have less than 1,000MWh of qualifying electricity supplies remaining in CRC, then you qualify for a group CCA exemption and your entire organisation will be exempt from CRC.)�



Invoice Contact

If you wish to select a different 
contact other than the nominated 
Primary and Secondary Contact 

you can do so here. 

There is an option for you to 
provide a Purchase Order 

Reference Number if you wish

Presenter�
Presentation Notes�
You will need to be able to receive and action the payment of the annual subsistence invoice. To do this, you may nominate a department or a named individual.�



Significant Group Undertakings (SGUs)

You will need to provide Organisation Details, Electricity Supply and CCA Exemptions for all SGUs

By clicking on the “+” please 
enter the details of all the 

SGUs of your organisation. 

Presenter�
Presentation Notes�
If you represent a group of undertakings, you will be asked to provide details of your Significant Group Undertakings (SGUs).  If any of these undertakings own other SGUs that qualify in their own right you will need to account for these and show their ownership. 

You will not be asked to submit information about other parts of the organisation that are not SGUs. However, as part of your obligations under CRC, you will need to keep records of the organisation structure and energy consumption across your entire organisation. You will also need this information when calculating your footprint emissions.

The information that you provide to register should reflect your current structure i.e. as it exists at the time you register for CRC. 

If you are a single entity organisation, or do not have any group members which meet the qualification supply threshold in their own right (i.e. they do not meet the definition of an SGU) you do not need to list them.  You should click the button which indicates that you do not have any.

You will then be asked to enter the following details for each SGU: 

Organisation type

Name of organisation 

Address (registered address or main office if not a registered company)

Registered number (the system will provide the registered address and SIC code)

Trading name/group name

This is similar to the process for entering organisational details at Step 1.  You will need to go through this process for each SGU you have included in your "family tree".

Enter the qualifying electricity supplied during the qualification year to each SGU 

Disaggregating SGUs – You will be able to nominate SGUs to disaggregate when you complete your registration process.

�



Primary Member Details

You now need to nominate a Primary 
Member for CRC. Usually this will be 
the UK parent company that you have 

already provided details for. 

Alternatively you can nominate 
another member of your organisation. 

Presenter�
Presentation Notes�
The Primary Member is the entity within a group that is nominated to be the compliance account holder on behalf of the group. 

Private sector:

For private sector bodies your Primary Member will by default be your highest UK parent, unless during the registration process you have nominated an alternative UK based group member.  For example, this may be appropriate if the highest UK parent is a holding company with no real presence.  The member you nominate to be the compliance account holder must be UK based and must be part of your organisational group structure. The Primary Member cannot be an agent or a consultant acting on behalf of your group.

Where an organisation is based overseas and operates in the UK through franchising agreements only, the overseas organisation can nominate as a Primary Member an organisation that is not part of their group but that is contractually associated with the group.

Primary Member - applicable to all sectors

Please consider the following when you choose a Primary Member which is different from your highest UK parent: 

Your Primary Member will manage the group’s purchasing and surrender of allowances and will be subject to anti money laundering checks.

 The revenue recycling payment will be made directly to the bank account details provided for the Primary Member by the senior officer contact 

The Primary Member will appear in the performance league table, unless they choose a group or trading name which more accurately describes the group.

We will generally serve documents (such as enforcement and civil penalty notices) on the Primary Member.  Any communication that we give to the Primary Member is deemed to be made to each member of the group.

  

�



Senior Officer Contact

You now need to provide details of a 
Senior Officer Contact. If this person is 
different to the nominated Primary or 
Secondary contact you will need to 

provide contact details for them.

Presenter�
Presentation Notes�
This contact must be an officer within the organisation that is the Primary Member ( the compliance account holder)  They must be able to authorise the primary and secondary contacts and the authorised representatives to act on behalf of the participant and Primary Member.  You are responsible for ensuring that your senior officer contact can carry out this authorisation on behalf of your whole group, or your organisation if you are not part of a group.

The senior officer contact must exercise management control.  For a registered company we would expect that this would be a director and for a public body the chief executive or equivalent, for a partnership a partner etc..

We will use information from Companies House or other published sources to verify the appointment.

This person will be expected to:

act upon enforcement and civil penalty notices served on him.  

authorise the primary and secondary contacts and the account representatives (and must be capable of doing this on behalf of the group) – this involves receiving information that we send to the address provided and passing it to the proposed contacts. The senior officer contact may also act as an account representative 

receive notification of the purchase, sale and surrender of allowances by the account representatives to protect against fraud.

receive confirmation of submission of emissions reports by the organisation.

receive notification of the publication of the league table.

receive confirmation of revenue recycling payments. 



�



Summary of Registration

You can now view and download 
a summary of your registration. 

You need to declare that the 
information you have provided is 

correct before you can submit 
your registration.

Presenter�
Presentation Notes�
Background information

This is the last stage in the registration process before you pay the fee and submit your form. The system will now display the data you have entered.  This is the last chance that the registrant has to edit the data.

Information to provide and enter into the registry

If there are any errors in accuracies, you may edit or add to any of the data at this stage 

Once you are satisfied all the information provided is accurate and complete, click on ‘Continue’ 

�



Registration Payment

Registering for CRC costs £950. You can 
choose to pay this either by credit card or 

BACS/CHAPS

Presenter�
Presentation Notes�
Information to provide and enter into the registry

You may pay by credit or debit card or BACS/CHAPS. 

If you wish to pay by card, the system will take you to an external secure site where your payment details will be collected.  You will need to enter the relevant card details.  You will receive a confirmation that you have paid and a payment reference number.

If you wish to pay by BACS/CHAPS, the system will provide you with a unique identifier that you should use when you make your payment.  If you do not use this identifier and we cannot trace your payment it will delay the completion of your registration. There may be a penalty if payment is not received before the 30 September 2010 deadline. You can print off the bank and identifier details. You will then need to provide the relevant payment details to your Finance Department or bank so that they can make the payment.  

�



End of initial registration

This is the last screen for the 
initial part of registration. The 

EA will now validate the 
nominated Primary, Secondary 

and Senior Officer Contacts 
and undertake due diligence . 

Presenter�
Presentation Notes�
Background information

Now you can submit your registration data.  At this point you have not completed registration yet and may be liable to a penalty if you do not complete your registration by 30 September 2010.  

Information to provide and enter into the registry

Click on the relevant button to submit the information.   You will receive a confirmation that you have submitted your data. 

�



Next steps

Validation 
Enrolment and Completion of Registration 
Disaggregation of Significant Group Undertakings

Presenter�
Presentation Notes�
You have completed the initial registration. What happens next?

The information you have submitted will be validated by the administrator who will send confirmation by e-mail to the senior officer,…. Etc.�



Entering the “Known Facts”

Your “Known Facts” comprise of:

•PIN– this is posted to the Senior Officer
•Reference Number – this is posted to the Primary and 

Secondary Contacts

You need both of these to enrol on the CRC Registry

Presenter�
Presentation Notes�
PRIMARY CONTACT PIN

SENIOR OFFICER Reference number

�



Completion of Registration

The first Contact to enter the 
CRC Registry will have to 
complete the registration 
process completing the 

declaration stating that the 
registration information 

provided is correct.

Presenter�
Presentation Notes�
A declaration will appear on screen, asking them to confirm that the information supplied is complete and accurate.  There will be an option to review the registration data entered and to amend or add to it.   Some of the information cannot be edited; for example we will have already validated the contact addresses, your senior offer and will be carrying out anti money laundering checks on your Primary Member so you cannot amend this information. Before you complete the registration you must also confirm you have read the administrative rules that apply to the participant concerning the operation of the Registry .



If you do not agree, you have to select it any way. You then need to contact us to tell us you need to change this information. We will unlock the account to allow you to do that.



�
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