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Welcome to Align.  Along with the Align instructional videos, this user guide will help 
you navigate through all of the features included in release 1.  Click on a topic in the 
list below or in the ribbon above to begin.

*If you need additional support, log a ticket at https://support.nerc.net.
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In order to access Align, you will need an ERO Portal account.  
If you do not have an account, you can register for one at 
https://eroportal.nerc.net.

Next, request access to Align from the ERO-Enterprise Help 
Desk.  When you submit your ticket:

1

2

Select ‘Region Align Access’ as the Service

Enter the type of access you need in the Description box:

Basic Access (able to review and edit core items)
Submitter Access (able to create Findings)
Preliminary Screener Access (able to Pass or Fail screens)
PNC Reviewer Access (able to move PNCs to EAs)
Enforcement Access (able to process EAs)
Report Writer Access (able to create reports)

3 Click the Submit button

https://eroportal.nerc.net
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Accessing Align

Once you have access to Align, log in using 
your login credentials.
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2

Enter your Align User Name

Enter your Align Password

3 Click the OK button
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Release 1 Process Flow

The focus of release 1 is the life cycles of 
self-logs and self-reports, but there are in-
terim ways to handle other kinds of findings 
as well; at a very high level the scope looks 
something like the model on the right.  
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Log in to Align

Review the Dashboard

Create a Finding

CEA Screen & Review

Send any RFIs

CEA Assigns Disposition

Entity Submits Mitigation

Update/Resubmit mitigation

Mitigation RFIs

Mitigation Extension Request

NERC review (Mit Plan only)

Entity Completes Milestones

Consolidate Milestones
(if necessary)

1 8
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On the Align dashboard 
you can see most of 
your actionable items 
in the Items Awaiting 
My Review section (a) 
and a quick breakdown 
of how many items you 
have in review in the 
Current Activity
section (b).

1

2

2

1

To open a task, click 
the Unique ID

To close a task, click 
the X

a b

Mouse over for more information
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Reviewing the Dashboard (Sorting/Filtering)
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You can sort or filter tables in 
Align by any column to locate the 
item you are looking for. To sort: 

To filter:

3

4

Hover over a column title and click 
the dropdown arrow

Click the Sort Ascending or Sort 
Descending option

5 Hover over a column title and 
click the dropdown arrow

6 Select the Filters option

7 Enter part or all of the item that 
you are looking for 

8 To remove the filter, click the checkbox 
next to the Filters option

Mouse over for more information
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You can also filter the Items 
Awaiting My Review section to 
show only the items assigned to 
you. To do this:

Another feature that you will see on 
all tables is the ability to export the 
table data. To export:

9

11

10

Click the Assigned to Me checkbox 
(click it again to disable the filter)

Hover over the scope of data that 
you want to export

Click the         icon

10

9

11

12

12
Select the format of the data you 
want to export
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13

14

The Align Dashboard 
provides a snapshot of 
your current tasks, but 
you’ll need to change 
views to access other 
important information 
and actions.

To change views:

Click the dropdown 
arrow at the top of 
the screen

14 Click on the view that 
you need to see

Mouse over for more information
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To create a finding in Align, 
navigate to the Compliance 
Monitoring View

1

2

3

Click the dropdown arrow

Select the Compliance Monitoring 
view

Click the Create Finding link for the 
entity you want to create a finding for

1

2

3

Mouse over for more information
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Review the relevant Standard 
and create a new finding

4

5

6

5

6

4Click on a Standard & Requirement 
to review

Review the language in the right panel

Click the + button to create a finding
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Creating a Finding

Mouse over for more information
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Choose a monitoring 
method for the finding.

7

8

Click on the Monitoring 
Method dropdown

Select the appropriate 
method from the list 7

8
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Add any Applicable Parts 
and Functions not included. 

9

10

Click the arrow to open 
the Parts dropdown list

Select the Part from the 
list

11

12

Click the arrow to open 
the Functions dropdown 
list

Select a Function from 
the list

9

10 11

12

Mouse over for more information
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Select additional Regions 
to add to the finding, if 
necessary.

You can Save the finding 
as a draft at any time.  To 
save: 

13

14

Click the Arrow to open 
the drop-down list

Select the Other Region 
from the list

15 Click the Save button

Mouse over for more information
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As you fill out the rest of 
the form, notice that some 
fields have a gray question 
mark icon (a). Hover over 
these to see a description 
of what information the 
field is requesting.

16

17

Click the X to close the 
Standards window

Click the Refresh Icon to 
see your new draft in the 
Draft Findings section

18 Click the Unique ID to 
open your finding

16

18

17

a
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Once you have completed the 
finding form, you’ll need to
select an Action from the
Action dropdown (a).

If you try to submit the finding 
without selecting an Action, 
you will get an error (b).

If you have left any required 
fields blank, the form will 
identify where you are missing 
information (c).

19 Select the Submit option 
in the Action dropdown

20 Click the Save and Action 
button to submit

b

a

c

19

20

Mouse over for more information
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Scroll to the Discovery 
and Description section 
to complete the finding. 

21 Select the Date the PNC 
discovered

22 Enter an Explanation 
of how the PNC was 
discovered

23 Enter a Description of 
the PNC

Mouse over for more information

21

22

23
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Creating a Finding
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24 Select the Date the 
PNC started

25 Enter an Explanation 
of why you selected 
the start date

26 Select Yes or No if the 
PNC is still occurring

27 If you selected No, 
select the Date you re-
turned to compliance

Mouse over for more information
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28

29

30

To complete the Extent of Condition and Root Cause section: 

28 Indicate if the Extent 
of Condition Review 
has been performed 
by selecting Yes, No, or 
In-Progress 

29 If you selected yes, 
describe the Extent of 
Condition

30 Enter the cause(s) of 
the PNC

Mouse over for more information
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Creating a Finding

Mouse over for more information
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32

33

34

35

To complete the Risk and Impact section:

31 Indicate the level of 
Potential Impact to 
the BPS as Minimal, 
Moderate, or Serious

32 Enter the reason you 
chose the Potential 
Impact level you      
selected

33

34

Describe how likely it 
is that impact could 
have occurred

Indicate if there was 
any actual impact to 
the BPS: Yes, No, or 
Unknown

35 If there was an impact, describe what that impact was
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Scroll to the optional Additional Comments section

36 Enter any Additional 
Comments that you 
want to document

37 Enter any related 
evidence in the    
evidence locker 
using the reference 
number (a) to link it 
to this finding.

a

36

37

Mouse over for more information
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38

39

38

39

When you’re ready to submit 
the finding, select Submit for 
your action

Click the Save and Action button

Mouse over for more information



Previous Page Next Page

Updating a Finding

After an entity submits a finding, they 
lose the ability to update the record.  
However, they can send you Finding 
Updates,which contain information 
that you can add to the PNC record. 
You can find these updates under the 
My Align Dashboard view.
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1
2

31 Click the dropdown arrow to 
change views

2

3

Click on the My Align view

Sort or Filter the table to locate any 
finding updates

Mouse over for more information
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4

5

6

4 Click the Unique ID of the 
finding update

5

6

Review the Summary of Finding 
Update to identify which parts 
of the PNC need to be updated

Scroll to the Original Finding 
and Related PNC and click 
the Unique ID of the PNC that 
needs to be updated

NOTE:  If the noncompliance is in 
the Enforcement Action process, 
the updates need to be made to 
the EA form rather than the PNC 
Review form 

Mouse over for more information
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7

8

9

Once you have opened the
finding that needs to be 
updated:

7 Edit the relevant fields

8

9

Click the Save button on the 
PNC form

Click the Save and Action 
button on the Finding Up-
date form
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11

12

13

If you want to verify that 
the updates were captured:

10 Navigate to the PNC Pro-
cessing view

11

12

13

Locate the finding under the 
Potential Noncompliances 
Awaiting Screening table

Click on the Unique ID of the 
updated finding and scroll 
through the PNC Review form 
to confirm that the additional 
details are visible on the form

To view a copy of the Finding 
Update form, scroll down to 
the Related Finding Updates 
section and click on the Unique 
ID of the updated finding
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After an entity (or CEA) submits a finding, 
you will need to perform a Preliminary 
Screening. During this step, you should 
confirm that:

1) The entity involved in the potential 
noncompliance (PNC) is a Registered
Entity

2) A version of the Reliability Standard 
Requirement selected in the finding is 
applicable to the entity and was in effect 
at the time of the PNC

3) The PNC is not a duplicate of a
Possible Violation or Alleged Violation 
that is currently being processed
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1
2

3

4

56

You can perform the screening 
from the PNC Processing view 
or you can assign it to a team 
member.  To assign it:

1 Navigate to the PNC Process-
ing view

2

3

4

5

6

Click on the Unique ID of the 
finding you want to screen

Click the link button in the 
Assigned to section

Select the checkbox next to the 
person you want to assign the 
screening to

Click the Confirm button

Click the Save button

Mouse over for more information
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2

1

3

4

To perform the screening, first 
make sure that the Standard 
referenced by the finding is 
applicable to the entity that 
submitted it. If so, check to 
make sure the finding is not a 
duplicate.  To check:

1 Select the record of the find-
ing that you want to screen

2

3

4

Click the Standard column in 
the Possible Duplicates section

Click the Filters option

Filter by the Standard refer-
enced in the finding, so that 
only PNCs submitted for the 
same Standard appear.  Check 
this list for duplicates.

Mouse over for more information
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5

6

78

9

Once you have determined 
whether to pass or fail the 
screening:

5 Click the Unique ID of the 
finding that you screened

6

7

8

9

Click the Preliminary Screen-
ing Action dropdown

Select Pass or Fail (if you 
select Fail, the record “dies” 
and becomes read-only)

Type any comments in the 
PNC Screening and Review 
Notes field

Click Save and Action

Mouse over for more information
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1

3

2
1 Navigate to the PNC 

Processing view

2

3

Click on the PNC Review 
tab

Click on the Unique ID 
of the PNC you want to 
review

After a Finding has passed 
the Preliminary Screen, it 
moves on to PNC Review. To 
begin the PNC Review:
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PNC Review
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4

5

6

4 Click the CEA or LRE 
dropdown

5

6

Select the CEA you want 
to assign the PNC to

Click the Save button

Before you begin the PNCR, 
verify that you represent the 
appropriate CEA to review 
the PNC.

If you determine another CEA 
should be assigned to the 
PNC:

Mouse over for more information
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If you do not reassign the 
PNC to a different CEA, you 
can review the information 
from the finding on the left 
side of the form (a) and make 
any edits on the right side of 
the form (b).  

As you review and complete 
the form, be sure to click the 
Extent of Condition Analysis 
Complete checkbox (c), the 
Root Cause Analysis check-
box (d), and the Risk Analysis 
Complete checkbox (e). Align 
will not let you submit this 
form without checking these 
boxes.

a

c

d

e

b

Mouse over for more information
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The Discovery and Description section 
gives you the opportunity to edit a number 
of fields from the original finding. 

If you update Discovery Date (a), Start 
Date (b), or End Date (c), the PNC Review 
Form will not validate that these changes 
are acceptable. You will need to make sure 
the discovery date is either the same day 
as the start date or after and that the start 
date is either the same day as the end date 
or before. You will also need to make sure 
the end date is not a future date.

To help Enforcement, it would be useful 
to provide an explanation of the start and 
end date in the Basis for Dates field.  This 
explanation is used in the final disposi-
tion.

PNC Review
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c

b
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7 Type a description of the full 
scope of the PNC into the Scope 
Determination field

8

9

10

Enter the Number of Instances

Add any notes to the Extent of 
Condition Analysis Notes field

Click the Extent of Condition 
Analysis Complete checkbox

There are a number of fields to fill 
out in the Extent of Condition Review 
section. If you need help determin-
ing what information to put in each 
field, hover over the ? icons (a).

PNC Review (Extent of Condition Review)
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a

7

8

9

10

Mouse over for more information
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11 Add any necessary details to the 
Root Cause field (anything you 
add here will be visible to the 
Entity once you check the Root 
Cause Analysis Complete
checkbox)

12

13

14

15

Assign a Root Cause Code

Add the Contributing Cause 
Code(s)

Add any Root Cause Analysis 
Notes

Click the Root Cause Analysis 
Complete checkbox

PNC Review (Root Cause Analysis)
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11

12
13

14

15

Mouse over for more information
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16 Edit the Potential Impact to BPS, 
if necessary

17

18

Edit the Detailed Description of 
Potential Impact to BPS field, if 
necessary

Edit the Likelihood of Impact to 
BPS, if necessary

PNC Review (Risk Analysis)

19

20

Edit the Actual Impact to BPS, if 
necessary

Indicate whether or not there is 
an Associated Reportable Event
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16

17

18

19
20
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21 Select a Reportable Event Date

22

23

Enter the Reportable Event Location

Select a Reportable Event Category

PNC Review (Risk Analysis)

If you select ‘Yes’ for the Associated 
Reportable Event field, a number of 
additional fields will appear.

24

25

26

Enter a Reportable Event Description

Enter a Risk Analysis Notes

Click the Risk Analysis Complete 
checkbox

**The reportable categories are 
listed in the Electric Reliability 
Organization Event Analysis
Process document located on the 
NERC EA Program webpage.
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21

22

23

24

25

26

Mouse over for more information

https://www.nerc.com/pa/rrm/ea/Pages/EA-Program.aspx
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PNC Review (VRF, Time Horizons, and VSLs)

27 Select a Violation Severity 
Level

28 Enter a VSL Justification

Once you check the Extent of 
Condition Review, Root Cause 
Analysis, and Risk Analysis 
checkboxes, Align considers 
the form complete and ready 
to submit.  However, there are 
a number of other fields below 
that you may want to fill out. 
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Mouse over for more information
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PNC Review (Recommended Dispositions)
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29

If you develop a recommendation for 
a Disposition during your PNC Review, 
you can add it to the PNCR Form

29 Scroll to the PNCR Comments 
and Recommended Disposition 
section and type any notes you 
want to share with the entity in 
the PNC Screening and Review 
Notes field

30

31

32

Select a recommended disposition 
from the PNC Review Recommen-
dation dropdown

Type any notes that you do not 
wish to share with the entity into 
the ERO Private Internal Notes

Attach any relevant work papers 
or analysis documents

3031

32

Mouse over for more information
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PNC Review (Submitting the PNCR Form)

33

32
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If all three boxes on the PNC 
Review form are checked, 
the PNC will show as 100% 
complete in the Review 
Status column on the PNC 
Review tab (a).

When you have completed 
the PNCR:

NOTICE: If you hit the Save and 
Action button before you check all 
three of the boxes, you will see an 
error message (b).

32 Click the Unique ID of 
the finding you wish to 
submit

33 Click the Save and Action button

a

b

Mouse over for more information
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PNC Review (Requests for Information)

2

3

4

1

If you need more infor-
mation from a Registered 
Entity during the PNCR, 
you can issue a Request 
for Information (RFI) from 
within the PNCR form.  

By default the PCC at the 
entity will receive the RFI, 
but the PCC does have 
the option to assign it to 
someone else.

1 Click the Unique ID of 
the PNC

2 Scroll to the Requests 
for Information section 
and click the + icon 2

1
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PNC Review (Requests for Information)

2

3

1
4

5

6 7

3

Once the entity responds to an RFI, it 
will appear on your dashboard (a) in 
the Items Awaiting My Review
section. This form will show the re-
spondent contact and respondent 
comments. 
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3 Type comments for your entity in 
the Requestor Comments field

4

5

6

7

Attach any necessary files to the 
RFI

Select a Response Due By date

Click the Update button

Click Save on the PNCR form a

Mouse over for more information
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Enforcement Processing (Open EAs)
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2

3

1

After you complete the PNC Review, 
Align creates an open Enforcement 
Action (EA) for the PNC. Open EAs 
need to be assigned to a new or 
existing disposition. To assign to a 
new disposition:

NOTICE: a yellow flag (a) next to an 
Enforcement Action record indicates 
it has not yet been assigned to a dis-
position

1 Navigate to the Enforcement 
Processing view

2

3

Select the Open Enforcement 
Action tab to see all EAs

Click the Unique ID of an EA

a
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Enforcement Processing (Open EAs) 
General Information - The information from the PNC record copies 
onto the EA record in order to be updated prior to disposing the 
noncompliance (a). 

PNCs Consolidated under this EA - This section will list all PNCs 
associated with the EA record (b). You should see at least one PNC 
record that has the same unique ID as the EA record (c). This PNC 
link will redirect you to the PNC record to see the PNC Review and 
to access any RFIs or Finding updates (scope expansions) that 
were created for the PNC. There could be more than one PNC 
listed in this section if you or a colleague has consolidated a non-
compliance under the EA. In this case, you should ensure that the 
EA noncompliance record includes any relevant facts and circum-
stances from the consolidated noncompliance as the EA record 
should cover all instances.

Dispositions - You’ll use this section (d) to create a Disposition
Object or view a copy of the object at a later date. NOTE: If you 
plan to associate multiple EAs under a Disposition object, you 
should only create one Disposition object for one EA and then
associate additional EAs under the Active Dispositions tab.

a b

c

d

Mouse over for more information
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Enforcement Processing (Open EAs) 

Notifications - In this section, you can view 
a copy of the Disposition Notifications that 
have been issued to the registered entity (a). 

Additional Comments and Documents - In 
this section (b), you can add notes and attach 
any work papers or review documents (c).

NOTE: The EA form does not validate against 
anything, so you need to confirm that any 
changes made on the EA Form are accept-
able (e.g. function changes, sub-parts, dates, 
etc.).

a

b

c
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Enforcement Processing (Dispositions)
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5

6

7

8

4

4 Scroll to the Dispositions 
section and click the + icon

5

6

7

8

Click the Type dropdown

Select a Disposition Type

Enter a Case File ID

Click the Attach File button to add 
and Draft Filing Attachments

Mouse over for more information
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Enforcement Processing (Dispositions)
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9

10

If you selected a disposition other 
than Settlement or Dismissal:

9 Click the Save button on the 
Disposition form

10 Click the Save button on the EA 
form to move the record to the 
Active Dispositions tab
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Enforcement Processing (Dispositions)
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12

13

14

11

There are a few additional fields to 
fill out if you selected a disposition 
of Settlement.  None of these are 
required at this point, but you fill in 
the information if you have it.

11 Select a status from the Settlement 
Status dropdown

12

13

14

Enter dates for the the Settlement 
Requested On and Settlement
Execution Date fields

Enter the Proposed Settlement 
Amount and Final Settlement 
Amount

Attach any Settlement Agreement 
documents

Mouse over for more information
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Enforcement Processing (Dispositions)

15

16

17

18

15 Enter the Settlement Discussion 
History into the text field

16

17

18

Click the Attach file button to add 
any Draft Filing Attachments

Click the Save button on the 
Disposition form

Click Save to move the EA Record 
to the Active Dispositions tab
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Enforcement Processing (Dispositions)
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20

21

22

23

19

Like Settlements, there are a couple of additional 
fields involved with Dismissals.

19 Select a Dismissal Category from the dropdown

20

21

22

23

Enter a Dismissal Explanation

Use the Attach file button to add any Draft 
Filing Attachments

Click Save to close the Disposition

Click Save to move the EA Record to the Active 
Dispositions tab
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Enforcement Processing (Deleting a Disposition)
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2

1
After you assign an EA to a new 
disposition, you can find that 
new disposition under the Active 
Dispositions tab. If you wish to 
change the disposition at this 
point, you must first delete the 
original disposition:

1 Click the Active Dispositions 
tab

2 Click the Unique ID of the 
disposition you want to 
delete
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Enforcement Processing (Deleting a Disposition)
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4

5

3

The Enforcement Action will now 
move back to the Open Enforcement 
Actions tab.

3 Click the Action dropdown

4

5

Select the Delete option

Click the Save and Action button
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2

1
If you wish to relate an open 
Enforcement Action to an existing 
Disposition record rather than 
creating a new disposition:

1 Click the Active Dispositions 
tab

2 Click the Unique ID of the 
disposition you want to add 
an EA to

Enforcement Processing (Relate an EA)
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Enforcement Processing (Relate an EA)
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4
5

6

7

3
3 Scroll to the Related EAs section 

of the disposition

4

5

6

7

Click the link icon

Select the checkbox next to 
the EA you want to relate to 
the disposition

Click the Confirm button

Click Save and Action
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Enforcement Processing (Relate an EA)
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1

If you want to remove an EA that 
is related to a disposition, open the 
disposition and scroll down to the 
Related EAs section.

1 Select the checkbox next to 
the EA you want to remove

2

3

4

Click the unlink icon

Click the Yes button to confirm

Click Save

The unlinked EA will return to the 
Open Enforcement Actions tab.  
You can then relate it to a different 
disposition.

Mouse over for more information



Previous Page Next Page

Enforcement Processing (Notifications)
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2

3

1

Before you can send a disposition 
to NERC for review, you must send 
a disposition notification to the 
Registered Entity:

1 Navigate to the Enforcement 
Processing view

2

3

Select the Active Dispositions tab

Click the link in the Send Notification 
column

Mouse over for more information
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Enforcement Processing (Notifications)
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5
6

7

8

4
4 Confirm the Notification Type 

is correct

5

6

7

8

Enter any comments in the 
Requestor Comments field

Click the Attach file button to add 
required Attachments - NOTE: All 
Disposition Notifications need to 
have an attached file for the reg-
istered entity and NERC. If it does 
not have an attachment, NERC 
will reject it

Select a Due Date - NOTE: Please 
include the appropriate due date 
per disposition type.

Type any notes that you want to 
hide from the entity in the ERO 
Private Internal Notes

Mouse over for more information
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Enforcement Processing (Notifications)

NOTE: Once you click the Update 
button, the Notification object will 
be sent to the registered entity so 
only complete the form once you 
are ready to issue the Notification 
to the registered entity.
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10

9

9 Click the Update button

10
If you want to verify that the 
notifcation letter was sent 
to the entity, check the Send 
Notification column on the 
Active Dispositions tab
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Enforcement Processing (Notifications)

You will see responses to 
Notifications on the My Align 
Dashboard (a). 

Note that the Notification ob-
ject allows for the registered 
entity to provide comments, 
Contest, and attach response 
files (b).
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Mouse over for more information
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Enforcement Processing (NAVAPS Notifications)

a

b

c
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If the Disposition Type is Pend-
ing, there will be two options 
displayed in the Send Notifica-
tions column: Expedited Set-
tlement Agreement (ESA) and 
NAVAPS (a). 

If you choose to send NAVAPS, 
there are additional fields to 
complete to send a notification 
object to the Registered Entity.

You must enter a Monetary 
Penalty (b) and any Non-Mon-
etary Sanctions (c) assigned to 
the Registered Entity in addi-
tion to the other required fields.

Mouse over for more information
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Closing a Disposition (Dismissals)
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2

3

4

1

You can close a Dismissal from the 
Active Dispositions tab. To close:

1 Click the Unique ID of the 
disposition

2

3

4

Click the Action dropdown

Select Submit

Click Save and Action

The Dismissal will then move to 
the Closed Enforcement Actions 
tab, where it will be saved for later 
reference.

Mouse over for more information
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NERC Review (CEs and FFTs)
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4

1

Before you can close a Compliance Excep-
tion or Find, Fix, and Track disposition, 
NERC must review and approve it.

1

This will submit the disposition for NERC review. While in 
review, the record will stay on the Active Dispositions tab 
in a status of: In NERC Processing. If NERC approves it, the 
disposition will move to Dispositions Pending Close (a). 
If they reject the disposition, it will reappear under Open 
Enforcement Actions (b).

Click the Unique ID to open the 
disposition

2

3

4

Click the Action dropdown

Select Submit

Click Save and Action

Mouse over for more information

b a
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Closing a Disposition (CEs and FFTs)

Accessing
Align

Reviewing the 
Dashboard

Creating a       
Finding

Updating a
Finding

Preliminary 
Screening PNC Review Sending an RFI Enforcement 

Processing Notifications Settlement
and CVs

Closing
Dispositions

CMEP Activity 
Search

Entity 
InformationMitigations Reporting

6

7
8

9

5
If NERC approves the disposition, 
it will move to the Dispositions 
Pending Close tab. Once the enti-
ty has completed the mitigation 
associated with this disposition, 
you can close it.

5 Click the Disposition Pending 
Close tab

6

7

9

8

Click the Unique ID to open 
the disposition

Select Close from the Action 
dropdown

Click the Save and Action button

Enter the Violation Closed Date

Mouse over for more information
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Adding Obligations (Settlements and CVs)
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2

3

1

Before you submit a Settlement or 
Confirmed Violation disposition to 
NERC for review, you need to add 
obligations to the disposition. To 
add a new obligation:

1 Click the Unique ID to open 
the disposition

2

3

Scroll down to the Penalties and 
Sanctions section

Click the + icon

Mouse over for more information
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Adding Obligations (Settlements and CVs)
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7

5 4

6

4 Select the Obligation Type

5

6

7

Add any Obligation Details

Enter the Due Date for the obligation

Click Update
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NERC Review (Settlements and CVs)
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9

10

8

After you add all obligations, return 
to the top of the disposition form 
to submit the disposition for NERC 
review.

8 Click the Action dropdown

9

10

Select Submit

Click Save and Action
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Closing a Disposition (Settlements and CVs)
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12

13

11If NERC rejects the disposition, 
you’ll see it reappear on the Open 
Enforcement Actions tab. Once 
they approve it, it will move to the 
Dispositions Pending Close tab 
where you can close the disposition 
after you complete all of the obliga-
tions.

11 Click the Dispositions Pending 
Close tab

12

13

Click the Unique ID

Scroll to the Penalties and 
Sanctions section and click 
the Obligation ID
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Closing a Disposition (Settlements and CVs)
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15

16

17

14

14 Enter the Completion Date of 
the obligation

15

16

17

Select who verified the completion 
from the Completion Verified By 
dropdown

Enter the date the completion 
was verified into the Completion 
Verified Date

Click Update
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Closing a Disposition (Settlements and CVs)
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19

18

Once you complete all of the obligations, 
scroll up to the top of the disposition 
form. 

After you close out the disposition, it will 
move to the Closed Enforcement Actions 
tab, where it will reside for future
reference.

18 Enter the Closed Date

19 Click Save and Action

Mouse over for more information
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Mitigation Status Progression
When your entity submits a mitigation, it will appear in the Mitigation Management 
view in the Mitigations Awaiting Review tab. You will work with the entity and NERC 
(in the case of a Mitigation Plan) to push the mitigation through the following steps.

1) CEA Processing - This is the status of any 
mitigation in Align that has been submitted 
to you.  The status will not change until you 
complete your review and accept or reject 
the mitigation.  While in this status, you can 
send RFIs to help complete your review.

2) NERC Processing - If you convert mitigat-
ing activities to a Mitigation Plan, the entity 
will need to resubmit the mitgation as a 
Mitigation Plan and once you approve it, the 
mitigation will undergo NERC review.  

3) Active - Once the mitigation is approved, 
it will show as Active.  While in this stage, 
you can monitor entity activity as they com-
plete milestones or add scope expansion. If 
changes need to be made to the mitigation, 
you can still send it back for a revision.

4) Verification - Once the entity complete 
all milestones, they will submit the mitiga-
tion to you for verification.  The status will 
change to Verification and the mitigation 
will no longer be editable for the entity. You 
may send RFIs during this stage as well.

5) Incomplete - If you decided that the mit-
igation does not pass verification, you can 
send it back as ‘Incomplete.’  The entity will 
need to add the missing information and 
resubmit for verification.

6) Complete - Once a mitigation has been 
verified, its status will change to Complete 
and will stay in the All Mitigations tab for 
reference. 
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Mitigating Activities
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2

3

1

When an entity submits mitigating 
activities, you will need to review and 
either approve or ask for resubmission. 

1 Navigate to the Mitigation 
Management view

2

3

Click the Mitigations Awaiting 
Review tab

Click the Unique ID

Mouse over for more information
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Mitigating Activities
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5

6 7

8

9

4
4 Review the General Infor-

mation section

5

6

7

8

9

If you want to assign this 
mitigation to a team mem-
be, use the Assign to sec-
tion as documented here.

Click on each Milestone ID

Review the milestone details

If you need more informa-
tion, you can issue an RFI 
by clicking the + icon

Review the Extent of Condition, Root Cause 
and Risk Analysis section and the Interim Risk 
Reduction (optional for Mitigating Activities)

Mouse over for more information
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Mitigations (Extending the CEA Review Period)
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10

11

If you need to extend the CEA review period 
for the mitigation, scroll to the Dates and 
Reviews section. 

10 Enter the new due date into the Revised 
CEA Due Date field

Type an explanation for the extension in 
the CEA Revision Explanation field

12 Click the Save button (do not select an 
action from the CEA Review Action drop-
down or hit the Save and Action button)

12

11

Mouse over for more information
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Mitigating Activities/Mitigation Plans
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If you selected Resubmit or Submit as Miti-
gation Plan, the mitigation will move to the 
Rejected Mitigation tab (a) until the entity 
edits and resubmits; it will then move back 
to the Mitigations Awaiting Review tab.

a

13
14

After you have reviewed the mitigation, scroll 
to the Dates and Reviews section. 

13 Select an action from the CEA Review
Action dropdown based on your review:

Choose Accept to approve the mitigating 
activities. Select Resubmit if the entity 
needs to edit and resend. Or, select Submit 
as Mitigation Plan if the mitigating activities 
need to be converted to a Mitigation Plan.

14 Type any notes you want to share with 
the entity into the CEA Comments Shared 
with Entity field

Mouse over for more information
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Mitigation Plans
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When your entity submits a Mitiga-
tion Plan, you will see it appear on the 
Mitigations Awaiting Review tab (a).  
Check to ensure that the entity added 
a contact (b) and an Interim Risk Re-
duction (c) as these are required for 
Mitigation Plans. 

12 From the CEA Review Action drop-
down, choose Accept to approve the 
Mitigation Plan or select Resubmit if 
it needs to go back for edits 

13 Click the Save and Action button
a

b

c

d

12
13

14

14 Once you approve the Mitigation 
Plan, click the All Mitigations tab 
to see the it. It will be in a status of 
NERC Processing until NERC com-
pletes its review and approves.

Mouse over for more information



Previous Page Next Page

Active Mitigations
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1

2

Once you accept a Mitigation Plan, it will 
be submitted for NERC review, and it will 
move to the All Mitigations (a) tab until 
NERC approves.  Once NERC approves the 
Mitigation Plan, it will appear in the Active 
Mitigations tab (b) along with mitigating 
activites that you have accepted.

1 Click the Active Mitigations tab

2 Click the Unique ID of the mitigating 
activities

a

b

Mouse over for more information
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Active Mitigations (Revisions)
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3

4

5

While mitigations are active, there is not much 
for you to do other than monitor the updates 
that your entities make to the mitigation (you 
can also still send RFIs).  However, if you need 
the entity to make a revision to the mitigation, 
you can do that from the active mitigation 
form.

Once you click Save and Action will move the 
mitigation record to the Rejected Mitigations 
tab until the Entity resubmits.

3
Scroll to the Comments from Region and 
NERC and add any notes for the entity 
to the CEA Comments Shared with the 
Entity field

4

5

Select Submit for Entity Revision from the 
Return to Entity for Revision dropdown

Click Save and Action
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Active Mitigations (Milestone Extension)
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1

2

If an Entity needs more time to complete a 
Milestone, it can submit a Milestone Exten-
sion Request.

To approve or reject a Milestone Extension 
Request:

1 Navigate to the My Align dashboard

2 Click the Unique ID of the milestone 
extension request

Mouse over for more information



Previous Page Next Page

Active Mitigations (Milestone Extension)
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4

3

3 Accept or Reject the request from the 
Action dropdown

4 Click the Save and Action button

NOTE: if you accept the milestone exten-
sion request, the registered entity will re-
ceive an email and the milestone planned 
completion date will be updated on the 
milestone record.
 
If you reject the extension request, the 
registered entity does not receive a notifi-
cation so it might be good to contact them 
to let them know.

Mouse over for more information
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Verifying Mitigations as Complete
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2

1

1 Click the Mitigations Awaiting Verification 
tab

2 Click the Unique ID of the mitigation

Once an Entity has completed all milestones, 
they will submit the mitigation as complete. 
The mitigation record will then appear under 
your Mitigations Awaiting Verification tab.

To mark a mitigation record as complete or 
incomplete:
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Verifying Mitigations as Complete
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4

6

5

3

3 Scroll to the Dates and Re-
views section and enter the 
Actual Completion Date - 
this may be the same date 
as the Entity Completion 
Date if that date is accurate  
or a different date if not.

4

5

6

Scroll to the Verification 
section and select Complete, 
Incomplete or Verified Com-
plete from the CEA Verifica-
tion Action dropdown

Enter any comments in the Verification Complete Comments 
field or the Verification Incomplete Comments Shared with 
Entity field depending on whether the mitigation is complete 
or incomplete

Click Save and Action

Mouse over for more information
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Every new finding in Align generates an associated mitigation record for that finding (a).  As a part of the 
PNCR, you will decide whether to assign the PNC and its mitigation record to a new Enforcement action or 
consolidate the PNC with an existing EA that already has a mitigation associated with it (b).  If the PNC is 
consolidated with an existing EA, the mitigation originally associated with that PNC is orphaned and moves 
to the Consolidations tab (c) and PNC that was consolidated is now associated with the mitigation record
associated with the existing EA (d).

MitigationMitigation Mitigationa b

c

d

Consolidated Mitigations
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Consolidated Mitigations

If you need to add information from 
a consolidated mitigation to an
active one, you will need to send 
the active mitigation back to the 
entity as a revision, so that they can 
copy the information over.  You can 
review how to send a revision here.

1 Click the Unique ID to view 
the consolidated mitigation 
record

2 You can review the content for 
reference, but the form is now 
read-only
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1 2

Mouse over for more information
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CMEP Activity Search
The CMEP Search view allows you 
to search all activity regardless of 
its status. In the Search My Activity 
tab (a), you can find all of the ac-
tivity in your Region. In the Search 
ARE Activity tab (b), you can search 
all activity in which your Region is 
an ARE. In the Search Other Region 
Activity tab (c), you can search all 
activity throughout the ERO.

1 Navigate to the CMEP Activity 
Search view

2

3

To search, use the sort and filter 
functions

Click the Unique ID of the record 
you want to review 

cba

1

2

3
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Entity Information
The Entity Information 
view lets you review infor-
mation about your entities 
and Cordinated Oversight 
groups brought in from the 
CORES application.  This is 
also where you will go to 
enable or disable the self-
log function for entities.

1 Click the dropdown 
arrow to change views

2 Select the Entity Infor-
mation view

1

2
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Entity Information
To find a specific entity in the 
Registrations panel, you can 
sort or filter the table like any 
other in Align. Or, you can 
filter the registrations from 
the Coordinated Oversight 
Panel. To do that:

3 Click on the Coordinated 
Oversight record (any-
where accept the group 
name) to highlight it

4 The Registrations panel 
now only shows entities 
that are a part of that CO 
group. Click the name 
link to open the entity 
information record.

3

4
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Entity Information
Entity Information records are mostly 
read-only, but you can edit a few fields 
related to self-logging and Internal 
Control Evaluations (ICE).

To respond to a self-log request:

To record if the entity has gone through 
an Internal Control Evaluation:

5 Enter dates for the Date Entity 
Requested to Self-Log and either 
the Date Region Approved or 
Date Region Rejects field

6 Click the Permitted to Self-Log 
checkbox to enable self-logging

5
6 7

7

8

Select ‘Yes’ or ‘No’ from the Did 
the Entity Go Through ICE drop-
down

Click the Update button 8
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