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Align Release 2 User Guide

Welcome to Align Release 2.  Along with the Align instructional videos, this 
user guide will help you navigate through all of the features included in this 
release.  Click on a topic in the list below or in the ribbon above to begin.
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Accessing Align

Technical Feasibility Exceptions (TFEs)

Submitting TFEs

TFE Terminations

Updates to TFEs

Material Change Requests (MCRs)

Requests for Extensions (PDS)

Requests for Information (PDS)

Attestations (PDS)

Self-Certifications

Creating Findings (Self-Certs)

Attestations 

Requests for Extensions (Self-Certs)7 Periodic Data Submittals (PDS)

https://training.nerc.net/Home/ViewApplicationVideos?system=Align&role=Registered%20Entities
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Accessing Align

From the Align Log-in Page

Enter the Align Username

Enter the Align Password
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1

2
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Technical Feasibility Exceptions

1. Click the Dropdown 
Arrow 

2. Click the Technical 
Feasibility Exception 
view

3. Click the Create TFE 
link next to the relevant 
registration

4. Click the + button next 
to the relevant 
requirement

1

2

1
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3

3

To navigate to the 
Technical Feasibility 
Exception view:
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Ensure that  the information 
in the General section is 
accurate

5

Technical Feasibility Exceptions

6

5

6 Enter the Asset Counts for
each type of Asset

7
8

7 Select the Basis For the TFE 
Request from the dropdown

8 Type a Statement justifying 
TFE statement in the 
textbox
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Technical Feasibility Exceptions

9
10

Type a summary of 
planned or implemented 
mitigating measures in 
the text box

Select  Yes or No from the 
dropdown to indicate the 
completion status of the 
mitigating measures

9

10

Notice: Do not include sensitive 
information in this summary. 
Include all sensitive information 
in the Secure Evidence Locker

11 Enter the  actual or 
proposed completion date 
of the mitigating measures

11
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Technical Feasibility Exceptions

13

Select Yes from the 
dropdown menu

Select the proposed 
termination date

12

14 Type a brief description 
of the termination plan 
in the textbox

If there is a plan for the 
termination of the TFE:

13

12
If there is no proposed 
termination of the TFE:

Select No from the 
dropdown menu

15

14

16 Type an explanation of 
why an open TFE is 
requested in the textbox

15
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Technical Feasibility Exceptions

18

Once you have verified all 
information is correct, click 
the Update button

In the My Draft TFEs and 
MCRs section click the 
Unique ID of the TFE you 
wish to submit

17

To submit the TFE:

17

18
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Technical Feasibility Exceptions

20

In the Assertions section, 
type the name of the CIP 
Sr. Manager or delegate

Select the Authorization 
Date of the TFE

19

21 Check the box to verify the 
signature of the CIP Sr. 
Manager or delegate

21
19 20

23

22 In the Action section, select 
CEA Review from the 
dropdown

23 Type any comments in the 
textbox

24 Click the Update button to 
submit the TFE for CEA 
Review

22

24
Notice: the TFE you just submitted will 
now appear in the TFEs in Process Tab
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Technical Feasibility Exceptions

26

25

To save the draft TFE 
without submitting:

25 Select No Action from 
the dropdown

26 Click the Update 
button

Notice: The TFE will 
remain in the My Draft 
TFEs and MCRs Section
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Technical Feasibility Exceptions (Terminate a TFE)

To terminate a TFE in 
Align:

1 Navigate to the 
Approved TFEs section

2 Click the Unique ID of 
the TFE you wish to 
terminate

3 In the Action section, 
select Terminate from 
the dropdown

4 Click the Update 
button

1

2

3

4
Notice: This TFE will now appear in 
the Inactive TFEs Section
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Technical Feasibility Exceptions (Non-material changes)

To submit non-material 
changes to an approved 
TFE:

1 Navigate to the  
Approved TFEs section

2 Click the Unique ID to 
open the TFE

3 Check the box to confirm 
this change is not a 
material change

2

1

3
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4 Update the information 
in the textbox

5 In the Action section, 
select No Action from 
the dropdown

6 Click the Update button

5

4

6

Notice: If changes are made to the 
asset count section, a new TFE 
Excel Spreadsheet must be 
uploaded to the Secure Evidence 
Locker with a new version number

Technical Feasibility Exceptions (Non-material changes)



Submitting a TFE Terminating a 
TFE Updating a TFE

Requests for 
Information 

(PDS)

Material Change 
Requests

Periodic Data 
Submittals

Requests for 
Extension (PDS)

Attestations 
(PDS)

Self-
Certifications

Creating a 
Finding (Self-

Certs)

Attestations 
(Self-Certs)

Requests for 
Extension (Self-

Certs)

Technical 
Feasibility 
Exceptions

Accessing 
Align

Next PagePrevious PageHome

Material Change Requests
To submit a Material 
Change Request (MCR):

1 Navigate to the 
Approved TFEs section

2 Click the Unique ID of 
the TFE you wish to 
submit a Material 
Change Request for

3 In the Action section, 
select MCR from the 
dropdown

4 Click the Update 
button

1

2

3

4
Notice: The TFE record will now 
appear as a draft MCR under 
the Create New TFE tab 
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Material Change Requests

5 Navigate to the Create 
New TFE section

6 In the My Draft TFEs 
and MCRs section, click 
the Unique ID of the 
MCR you wish to submit

7 Edit the form to reflect 
the Material Change 
Request

5

6

Notice: If the MCR affects the 
Basis for the TFE or the 
proposed mitigating measures 
those sections will need to be 
updated as well

7
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Material Change Requests

8 In the Assertions 
section, type the CIP Sr. 
Manager or delegate 
name

9 Check the box to verify 
the signature

10 Select the 
authorization date

8

9
10

11 Submit updated 
information to the 
Secure Evidence Locker

11
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Material Change Requests

12 In the Action section, 
select CEA Review from 
the dropdown

13 Type the reason and 
nature of the MCR in 
the textbox

14 Click the Update button
12

13

14

Notice:  The MCR will now 
appear in the TFEs in Process 
tab until the CEA approves it.
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Periodic Data Submittals (Responding to a PDS Request)

1. Click the Dropdown 
Arrow 

2. Click the Periodic Data 
Submittal view

3. Click the Active PDS 
Requests tab

To navigate to the Periodic 
Data Submittal view:

3

2

1

1

3

2
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Periodic Data Submittals (Responding to a PDS Request)

5 Click the Click to 
Assign link

4 Click the PDS ID to 
open the PDS Request

4

5
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Periodic Data Submittals (Responding to a PDS Request)

7 Click the Lick Icon 
to select an 
Assignee (or check 
the checkbox 
beside an Assignee 
and click the unlink 
icon to remove an 
Assignee)

6 Click the Click Here 
to Finalize link

6

7

8
9

8

9

Select Assign 
from the Action 
dropdown

Click Update
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Periodic Data Submittals (Responding to a PDS Request)

Click Save

Click Yes

Notice: You will not be able to edit your 
responses to the questions after you 
click Save. If you are not ready to submit 
your PDS response, click Save Draft. 

Also, note that there are often links to 
specific forms (b & c) that you will need 
to upload to the SEL.

12

11

13

B

C

10

10

11

12

13

Click the Click here to 
answer to open the PDS 
questions

Complete the questions 
in the Questions form

A

Notice: if you need to assign the questions 
to someone else, click Assign Again (a)
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Periodic Data Submittals (Responding to a PDS Request)

15 Check the checkbox

In the Action section, 
select Submit from the 
dropdown

16 Click Update

Notice: If you are not ready to submit 
your PDS response, select In Progress.  
Or, if you have no data to provide, select 
Submit Without Data.

15

16

Notice: This PDS will now appear under 
the PDS Submittals tab.

Once you upload evidence to the SEL 
with the reference number provided (a), 
you can submit the PDS for review

A

14

14
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Click the link in the 
Action column

Close or Cancel the 
screen that pops up

1

2

Click on the new Questions 
link, and complete the 
question set as normal

3

Your CEA may reopen a PDS after 
you submit it so that you can make 
necessary changes.  The only 
difference with a reopened PDS is 
how you respond to the Questions 
section.  To respond:

1

2

3

Periodic Data Submittals (Reopened PDS Requests)
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Periodic Data Submittals (Extension Requests)

To request an extension for an 
active Periodic Data Submittal:

3

2

1

Click to expand the 
Request an Extension
section

In the Active PDS 
Request tab, click the 
PDS ID to open the PDS 
Request

Click the plus icon

1

2

3
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Periodic Data Submittals (Extension Requests)

6

5

4

Type a Reason for 
extension

Select a New Due Date
for the PDS Request

Click Update

7 In the Action Section, 
select In Progress from 
the dropdown

8 Click Update

4

6

5

8

7
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Periodic Data Submittals (RFIs)

To respond to a Request for 
Information from the CEA:

3

2

1

Click the Unique ID to 
open the Request for 
Information

Navigate to the My 
Align dashboard

Type  comments in the 
Respondent 
Comments textbox

4 Click Save and Action 
to send the response to 
the CEA

1

2

3

4
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Periodic Data Submittals (Attestations)

To create an Attestation to a 
requirement:

3

2

1

Click to expand the 
Attestation section

In the Active PDS 
Request tab, click the 
PDS ID to open the PDS 
Request

Click the plus icon

1

2

3
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Periodic Data Submittals (Attestations)

6

5

4

Click Update to save the 
Attestation

Type any Notes in the 
textbox

Click Update to send 
the attestation to the 
CEA 4

5

6
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1. Click the Dropdown 
Arrow 

2. Click the Attestations 
view

3. Click the Attestations to 
Reaffirm tab

Periodic Data Submittals (Reaffirming Attestations)

To navigate to the 
Attestations view:

1

2

3

2

1

3
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Periodic Data Submittals (Reaffirming Attestations)

7

6

5

Type any comments

Select Reaffirm from 
the dropdown

Click Update

4 Click Reaffirm in the 
action column 4

5
6

7
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Periodic Data Submittals (Bulk Reaffirmations)

To reaffirm multiple 
Attestations:

4

3

2

Check the checkbox
next to the relevant 
attestations 

Click the link icon

Click Confirm

1 Click the Bulk Reaffirm
button

1

2

3

4
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Periodic Data Submittals (Bulk Reaffirmations)

7

6

Click Update

Type any comments

5 Select Reaffirm from 
the dropdown

5

6

7
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Self-Certifications

Click the dropdown 
arrow

Select the Self 
Certifications View

To navigate to the Self 
Certifications view:

1

2

1
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Self-Certifications (Self-Cert Assessment)

Navigate to the Active 
Self Cert Requests tab

Click the Unique ID to 
open to the Self-
Certification

To respond to a Self-
Certification Request:

1

2

Click the Click to 
Assign link

3

2

3

3
4

1

Click the Click to 
Finalize link

4
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Self-Certifications (Self-Cert Assessment)

Click the Link Icon to 
select the Self-Cert 
Scope

5

6

Click the checkbox next 
to the requirement(s) 
you want to assign the 
assignee to

7

7

5

8

6

Click Confirm8

Click the Lick Icon to 
select an Assignee (or 
check the checkbox 
beside an Assignee 
and click the unlink 
icon to remove an 
Assignee)
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Self-Certifications (Self-Cert Assessment)

Click Update

9

Click the Click her to 
Answer link

11

9
10

When ready, select 
Assign in the Action 
field

10

11



Submitting a TFE Terminating a 
TFE Updating a TFE

Requests for 
Information 

(PDS)

Material Change 
Requests

Periodic Data 
Submittals

Requests for 
Extension (PDS)

Attestations 
(PDS)

Self-
Certifications

Creating a 
Finding (Self-

Certs)

Attestations 
(Self-Certs)

Requests for 
Extension (Self-

Certs)

Technical 
Feasibility 
Exceptions

Accessing 
Align

Next PagePrevious PageHome

Self-Certifications (Self-Cert Assessment)

Select your response
from the dropdown

Type any comments in 
the textbox

Click Save

Click Yes

Notice: If you are not ready to submit 
your answers, click Save Draft.  The 
Close button will exit the Self-Cert 
Assessment form without saving

12

13

12

13

14

15

14 15

Notice: To delegate a section of the 
question to another user, click the 
Delegate Section checkbox (a), 
select someone from the Delegated 
To dropdown (b), enter any remarks 
(c), and click Save Draft.

A

B
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Self-Certifications (Reopened Assessments)

Click the link in the 
Action column

Close or Cancel the 
screen that pops up

To respond to assessments in 
a reopened Self-Certification:

1

2

Click on the new Questions 
link, and complete the 
question set as normal

3

Notice: Your CEA may reopen a Self 
Cert after you submit it so that you can 
make necessary changes.  Only click the 
Action link (a) for the questions you 
need to change.  Once a new question 
set (b) is created, you will not be able to 
resubmit before completing it again.

1

2

3
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Self-Certifications (Additional Questions)

Click the Question 
hyperlink

Type in your answer in the 
Answer field

To respond to Additional 
Questions:

1

2

Click Update3

1
2
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Self-Certification Request (Creating a Finding)

1

2

Navigate to the Active 
Self Cert Requests tab

Click the Unique ID to 
open the Self-Cert

3 Click to expand the 
Findings section

To create a Finding for a 
Self-Certification:

4 Click the plus icon next 
to the applicable 
requirement

1

2
3

4
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Self-Certification Request (Creating a Finding)

5

6

Fill out the Create a 
Finding form

Type any comments in 
the textbox

7 Click Save

5

6

7

Notice: The finding just created 
will appear in the Findings 
section of the Self-Certification 
request as a draft, but to submit 
the finding to your CEA you will 
need to finish and submit it in 
the Self-Report and Self-Logs 
view.
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Self-Certification Request (Creating a Finding)

8

9

Navigate to the Self 
Reports and Logs View

Click the Unique ID to 
open the Draft Finding

10 Verify the information 
previously entered is 
correct

Notice: Ensure that any non-
applicable functions are removed 
before submission or an error 
indicating there are non-applicable 
functions tied to your registration 
for the finding will appear. 
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9
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Self-Certification Request (Creating a Finding)

8

9

In the Action section, 
select Submit from the 
dropdown

If you wish to submit 
Mitigations with the Finding, 
check the checkbox

10 Click Save and Action

8
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Self-Certifications (Attestations)

To create an Attestation on 
the Self-Certification Request:

1

2

Navigate to the Active 
Self Cert Requests tab

Click the Unique ID to 
open the Self-Cert

3 Click to expand the Create 
Attestation section

4 Click the plus icon next 
to the applicable 
requirement

1

2

3

4

5

6

Type any Notes in the 
textbox
Click Update

5

6
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Self-Certifications (Extension Requests)

Navigate to the Active 
Self Cert Requests tab

Click the Unique ID to 
open the Self-Certification

To request an extension for 
a Self-Certification:

1

2

Click to expand the 
Request for Extension 
section

3

Click the + icon4
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Self-Certifications (Extension Requests)

Select a New Due Date5

Type a Reason for 
Extension

6

Click Update7

5

6

7

Click Update8

8

Notice: The Request for 
Extension (RFE) will now be 
sent to the CEA for review 
and approval/disapproval
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Self-Certifications (Submitting for CEA Review)

Navigate to the My 
Active Self-Certs tab

Click the Unique ID to 
open the Self-Certification

To submit the Self-
Certification to the CEA for 
review:

1

2

In the Action section, select 
Submit for CEA Review 
from the dropdown

3

Click Update4

Notice: A record of the Self-
Certification will now appear in the 
Self-Cert Submittals tab

1

2

4

3
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