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ACRONYMS AND INITIALISMS
AVA

Account viewing agent

Emitter

Any person covered by section 2 or section 2.1 of the Regulation
respecting a cap-and-trade system for greenhouse gas emission
allowances

MELCC

Ministère de l’Environnement et de la Lutte contre les changements
climatiques

Participant

A participating natural person or legal entity

AR

Account representative

PAR

Primary account representative (resource person)

Regulation

Regulation respecting a cap-and-trade system for greenhouse gas
emission allowances

C&T system

GHG emission cap-and-trade system

CITSS

Compliance Instrument Tracking System Service

WCI, Inc.

Western Climate Initiative, Inc.
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1. Introduction
The CITSS User Manual has been elaborated to support the users of the Compliance
Instrument Tracking System Service system (CITSS) who must carry out various actions
under the Québec government’s GHG emission cap-and-trade (C&T) system.
The system’s numerous functions include the issuance by the government of emission
allowances, recording the ownership of emission allowances and account information,
performing and recording emission allowance transfers, and facilitating the verification of
compliance.
The CITSS User Manual is divided into volumes elaborated specifically according to the
types of operations that users will have to perform in the system. Seven volumes have
been elaborated:
Volume 1

User Registration

Volume 2

User Profile Management

Volume 3

Opening an Account

Volume 4

Account Management

Volume 5

Emission Allowance Transfers

Volume 6

Compliance Management

Volume 7

Registration for Government Sales

Additional volumes and updated versions will be published where warranted.

1.1

Access to CITSS

You can directly access CITSS at https://www.wci-citss.org.
The CITSS home page is the point of entry to carry out any operation in the system. To
have access to user profiles, open an account and access accounts linked to users, the
latter must, if they already possess a valid user ID, click on “Open a session” in the lefthand menu and enter their personal access information (user ID and password). To obtain
a user ID, please refer to volume 1 of the CITSS User Manual.
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General guidelines


CITSS is compatible with the main web browsers but certain functions differ slightly
from one browser to the next. The CITSS website home page indicates the
compatible browsers.



As a security precaution, it is recommended to erase the browsing history if several
people use the computer on which a profile has been created or on which a user
navigates in CITSS It is also recommended that you clear the browser’s cache
upon completion of each CITSS session.



CITSS is accessible 24 hours a day, seven days a week (except during periodic
maintenance).
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2. User profile management
Once the C&T system registrar has accepted a registration application, an email
confirming the acceptance of the application is sent to a new user, who can then log in to
CITSS. It is possible to update the user profile, open one or more accounts or ask to be
added as an account representative to an entity already registered.
STEP 1

Access CITSS at https://www.wci-citss.org.

STEP 2

Click on “Login” in the left-hand menu.

STEP 3

Enter the user ID and password to access the user profile and the
attendant accounts.

Figure 1: Login Page
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2.1

User home page

When the user logs in, “Welcome to WCI CITSS” displays on the user home page. The
user ID appears in the upper right-hand corner of the screen (circled in blue in Figure 2
below). To return to this page from other pages, click on “Home” in the left-hand menu.
The user home page displays the following elements in boxes in the centre of the page:


The “Reminders” box displays all reminders concerning compliance with the
Regulation respecting a cap-and-trade system for greenhouse gas emission
allowances. Volume 6 of the CITSS System User Manual describes the box.



The “My Accounts” box indicates all of the accounts with which the user is
associated as a PAR, an AR or an AVA. Volume 3 of the CITSS User Manual
describes the box.



The “Account Applications” box indicates all current or pending requests to
open an account. Volume 3 of the CITSS User Manual describes the box.



The “Pending Transfers” box displays all requests for emission allowance
transfers awaiting processing. Volume 5 of the CITSS User Manual describes
the box.
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Figure 2: User Home Page

Note: The boxes may be empty or not visible depending on the operations carried out in
CITSS, for example, if no reminder has been issued, no account application has been
made or if no transfer has been proposed.
The navigation menu to the left offers the following options:


“Log Out” to end the active work session;



“Home” returns to the home page;



“Contact Us” displays the contact information of the CITSS support service;



“My User Profile” gives access to information in the user profile;
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“Account Registration” enables users to open accounts;



“Representative Reports” gives access to the section containing reports on
balances and transfers, events (government emission allowance sales) and on
compliance with the Regulation respecting a cap-and-trade system for greenhouse
gas emission allowances;



“Glossary” presents terms that differ between the regulations in force of the
governments participating in the C&T system.

2.2

User Detail Page

The “My User Profile” screen (Figure 3) displays all of the user’s personal information.
Click on “My User Profile” in the left-hand menu to access the user profile.
The first field under “Personal Information” is the 12-character user reference code
attributed at the time of registration. The number can be communicated to other users
in order to be designated as an account representative or an account viewing agent of an
issuer or a participant. The user reference code does not allow another user to access the
holder’s personal information.
The password and security questions and their responses are not displayed in the “Login
Information” section and only the user knows them. The fields indicate the participating
government, the user ID, the role in CITSS (“User”), access status (“Active”), the terms
accepted (“Conditions d’OC du Québec”) and the dated registered.
The “Representative Assignments” section at the bottom of the page presents the
PAR, AR and AVA roles of the user.
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Figure 3: User Detail Page
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2.3

Updating the user profile

If any of the information provided at the time of registration changes, the user must inform
the C&T system registrar accordingly and, where applicable, have the changes approved.
If the user is designated as an account representative, he must submit the information
within 30 days of the change, as stipulated in the Regulation. The changes can be
submitted electronically on the page presented in Figure 4. To access the page, click on
the “My User Profile” tab in the left-hand menu, then on “Edit User Information” at the top
of the page.
Changes entered in the fields marked with an exclamation point will not take effect until
the C&T system registrar has approved them. The other fields can be changed
immediately without the registrar’s approval. Depending on the nature of and reasons for
the changes, it may be necessary to submit new documents when information verified
beforehand at the time of the initial registration is changed.
Table 1 below indicates the changes that require the C&T system registrar’s approval and
the circumstances under which new documents must be submitted or updated. Table 2
indicates the fields in the user profile that can be changed or updated.
Following analysis, the requested changes will be approved or rejected. Until the registrar
has approved the changes, the initial information will be used for all operations in CITSS
and all communications will be sent to the original email address. If, for any reason
whatsoever, the original email address has been disabled and, consequently, it is no
longer possible to receive messages from the system, users can contact the CITSS
support service.

Security: User ID
The user ID is confidential and must not be disclosed to anyone, whether or not the person
is registered in CITSS. Anyone wishing to access CITSS must submit a registration
application to obtain his own user ID.

Email
The user will receive an email confirmation of the changes to his profile that do not require
the registrar’s approval, or an acknowledgement of receipt of the changes to and updates
in the profile that require such approval.

CITSS User Manual – User Profile Management

Page 8

Figure 4: Edit User Information
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Table 1: Fields in the user profile that can be changed or updated
Field

Required Approval
field
required

Personal information
Title
No
Suffix

Yes

Additional document required

None in the case of a correction and if
the identity verification documents
indicate this correction. In the case of a
change of name, new attested
verification documents must be
submitted.

First Name
Last Name

Yes

Yes

Middle Name

No

Yes

Date of Birth

Yes

Yes

Telephone Number Yes

Yes

Correspondence
Language
Job Title
Organization
Department
Telephone
Extension
Fax Number
Mobile Telephone
Number
Email

Yes

No

No

No

No documentation necessary. If the
employer changes, new documents
may be required in the context of a
change of AR, PAR or AVA.

No

No

No documentation necessary.

Yes

Yes

No documentation necessary. Once the
address is verified, the registrar will
approve the change.

Yes

Yes

No documentation necessary. Once the
address is verified, the registrar will
approve the change

Yes

Yes

No documentation necessary.

Yes

No

No documentation necessary.

Primary Residence
Primary Residence

Mailing Address
Mailing Address
Password
New Password
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Table 2: Fields in the user profile that cannot be changed or updated
Information
Jurisdiction
User ID
Role(s) (in CITSS)
Status
Terms Accepted

Date Registered
User Reference Code

Comments
Selected at the time of the initial registration. Cannot be
changed.
The user ID is the user’s unique identifier and it cannot be
changed.
Assigned by the C&T system registrar. Cannot be changed.
Assigned and managed by the registrar or automatically by
CITSS. Cannot be changed.
Indicates the user’s acceptance of the terms and conditions,
which are linked to the participating government and cannot be
changed.
Date recorded on which the initial online registration application
was submitted. Cannot be changed.
The 12-character user reference code is the user’s unique
identifier generated automatically by CITSS. It cannot be
changed.

STEP 1

Click on the “Edit” button located below the “User Profile” page title.
The “Edit User Information” screen displays.

STEP 2

Move the cursor to the field to be edited and enter the new information.
Several changes can be made at the same time.

STEP 3

Indicate in the “Data Change Comment” the reason for the change. This
step is optional but it provides a record of changes made to the profile.

STEP 4

Click on the “Submit Changes” button.

STEP 5

Verify the updated user profile. Two indications confirm that the
proposed changes have been made. “User update successfully
submitted” appears at the top of the screen if the changes have been
successfully submitted. The status and date of the last update are indicated
to the right.

An error message displays if an erroneous format is entered to modify a field or if the
information in a mandatory field is removed.
In the example below (Figure 5), the user removed the last name but did not enter a new
one. An error message indicates that the last name field is mandatory. Consequently, the
change has not been submitted.

CITSS User Manual – User Profile Management

Page 11

Figure 5: Edit User Information Page (error)

If the information to be changed does not require the C&T system registrar’s approval
(see Table 1), the changes will take effect immediately. The proposed change status will
be “Cleared” (see Figure 6).
If the information to be changed requires the C&T system registrar’s approval, the
changes will not take effect immediately. The proposed change status will be “Pending”
(Figure 7). Most of the mandatory information in CITSS was compared with the
information in the paper documents at the time of registration. Consequently, certain
changes proposed in the mandatory fields require the submission of documents that
substantiate the changes requested. If need be, the C&T system registrar will contact the
user to request the requisite documents.
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Figure 6: Edit User Information Page (without approval)
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Figure 7: Edit User Information Page (approval required)

Email
The CITSS user will receive by email a confirmation of the transmission of the changes to
his profile. Even if the changes do not require approval, the email confirms that the user
voluntarily made the changes.
If the changes require the C&T system registrar’s approval, the registrar will, following an
analysis, approve or reject the changes to the user’s information and inform the user
accordingly by email.
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2.4

Password and user ID

CITSS users need a user ID and a password to log in. Only the user knows the password
and only he can change it.

2.4.1

User ID

It is impossible to change the user’s username in CITSS. Rejected or disabled user IDs
can no longer be used. If a registration application has been rejected or if an account has
been disabled, it is not possible to re-register using the same user ID. The user ID is
printed on the user registration form generated by CITSS. Users are advised to keep a
copy of the form in a safe place. If the username is lost, please contact the CITSS system
user support service.

2.4.2

Change password

Only the CITSS user knows his password. The registrar’s staff and CITSS system user
support service staff do not have access to users’ passwords and are thus unable to
transmit them. As a security precaution, users are advised to regularly change their
passwords. Users can change their passwords by following the steps indicated below
(Figure 8).
STEP 1

On the user profile home page, click on “My User Profile” to access the
“User Profile” page.

STEP 2

On the “User Profile” page, click on “Change Password” below the
title.

STEP 3

On the “Change Password” page, enter the current password.

STEP 4

Enter a new password.

STEP 5

Re-enter the new password in the “Confirm New Password” field.

STEP 6

Click on “Submit.”
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Figure 8: Change Password

Email
The CITSS user will receive by email a confirmation of the transmission of the changes to
his profile. Even if the changes do not require approval, the email confirms that the user
voluntarily made the changes.

2.4.3

Forgot password?

When a user forgets his password, a temporary password can be attributed to him to allow
for access to CITSS and enable him to create a new password.
STEP 1

Click on “Forgot password?” on the CITSS Sign In page (Figure 9). The
page reproduced in Figure 10 displays.

STEP 2

Enter the user ID and email address indicated at the time of registration
and respond the visual test. The temporary password will only be sent to
this email address. If the email address is no longer active or if the user
forgets, contact the CITSS support service to ascertain the email address
entered at the time of registration. When the information requested is
entered correctly, the page reproduced in Figure 11 displays.

STEP 3

One of the security questions chosen at the time of registration
displays. Enter the response indicated at that time. The responses are
case-sensitive.

If the response is not the one entered at the time of registration, another question displays.
If the responses to the three questions are erroneous, the user’s access to the
system is disabled. Contact the CITSS support service. When a user’s access is
disabled because of failed attempts to connect, the user is informed accordingly by email.
If the email is received but the user did not attempt to connect, immediately contact
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the CITSS user support service.
If the response to the security question is correct, a temporary password will be sent to
the email address indicated. The password is valid until midnight on the day of the
password reset request. During that time, log in to CITSS using the temporary password
received by email. CITSS will then ask the user to choose and confirm a new password
(Figure 12). The user will also receive an email when he changes his password. If the
email is received but the user did not reset the password, immediately contact the
CITSS user support service.
Figure 9: Login Page
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Figure 10: Reset a Forgotten Password

Figure 11: Answer a Security Question
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Figure 12: Change Password

3. CITSS user support
For questions concerning the GHG emission cap-and-trade system (C&T system) or to
obtain assistance regarding CITSS or user profile management, you can consult the
carbon market section of the Ministère de l’Environnement et de la Lutte contre les
changements
climatiques
website
devoted
to
the
system
(http://www.environnement.gouv.qc.ca/changements/carbone/MAJ-CITSS-en.htm).
You can also contact the CITSS user support service by calling 418-521-3868, ext. 7074,
toll-free
at
1-800-561-1616,
ext. 7074,
or
by
email
(registraireqcspede@environnement.gouv.qc.ca).
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