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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.

Align Release 3 User Guide

This email icon indicates when an email notification 
will be sent to a Registered Entity

8 Appendix: Email Notifications

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

1

2

1

2



Next PagePrevious Page

Accessing Align Reviewing a
Scheduled Engagement

Reviewing
Assigned Resources

Reviewing the
Audit Notification

Packet
Working Papers Requests for 

Information (RFI)Menu

Home

Viewing Reports

Reviewing a Scheduled Engagement

To view the Registered Entity’s 
Scheduled Engagements:

1 Click the dropdown arrow 
to navigate to the Risk & 
Planning View 

Notice: From this view you can see details 
such as the engagement type – be it a 
compliance audit or a spot check; the 
engagement scope – whether it is a CIP or 
O&P engagement; whether this will be a 
NERC or FERC-Led engagement; the start 
date and the end date. 

1



Next PagePrevious Page

Accessing Align Reviewing a
Scheduled Engagement

Reviewing
Assigned Resources

Reviewing the
Audit Notification

Packet
Working Papers Requests for 

Information (RFI)Menu

Home

Viewing Reports

Reviewing Assigned Resources

1 Click the dropdown arrow 
to navigate to the Audits and 
Spot Checks View

To add an objection to the Audit team 
on the Monitoring Engagement:

2 Click the ID to open the 
Monitoring Engagement 
record
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Reviewing Assigned Resources

3 Click Edit

4 Select Objection to Audit 
Team from the dropdown

5 Type the Justification for 
Objection in the textbox

6 Check the checkbox

7 Click Update
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Reviewing the Audit Notification Packet

1 Click the dropdown arrow 
to navigate to the Audits and 
Spot Checks View

To view the Audit Notification Packet 
and add Entity comments:

2 Click the ID to open the 
Monitoring Engagement 
record
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The PCC and ACC will receive an email once the 
Audit Notification Packet has been sent by the CEA
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Reviewing the Audit Notification Packet

4 Select the ANP tab

5 Click any of the headers to expand 
and review the information

5

3

4

6 Click to expand the 
Registered Entity 
Comments section

7 Type any comments in the 
textbox

8 Click Update to save your 
comments

6

7

3 Click Edit on the Monitoring 
Engagement record
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Working PapersWorking Papers

1 Click the dropdown arrow 
to navigate to the Audits and 
Spot Checks View

To review and submit Working Papers 
to the CEA:

2 Click the ID to open the 
Monitoring Engagement 
record
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Working Papers

3 Select the Working Papers 
tab

4 Click the ID to open the 
RSAW

5 Type the Compliance 
Narrative in the textbox

6 Type the relevant details of 
the Registered Entity 
Evidence in the table

Notice: The Report Narrative 
textbox and Issues section are for 
CEA use. You do not need to input 
any information in these sections.
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To add a Note to the RSAW:

7 Click to expand the Notes 
section

8 Click the plus icon

9 Type your comments in the 
textbox

10 Select the Addressees from 
the dropdown

11 Select High, Low, or Moderate 
from the dropdown

7
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12 Click Update
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Working Papers

To save your changes:

13 Click the Save Draft button

14 Click the Submit for Review 
button

To submit the RSAW for review:

1314
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Requests for Information

1 Click the dropdown arrow 
to navigate to the Audits and 
Spot Checks View

To respond to a Request for 
Information:

2 Click the ID to open the 
Monitoring Engagement 
record

1

2

Notice: Click View Requirement 
Status (a) to view the status of all 
Requests for Information applicable 
to the Monitoring Engagement.

A

The PCC, ACC and RFI Respondent will receive an 
email once an Audit RFI has been sent by the CEA
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Requests for Information

3 Scroll to the Audit Request 
for Information section

5 Check the Acknowledge 
Receipt of Audit RFI 
checkbox

6 Type any comments in the 
textbox

7 Select Submit from the 
dropdown

8 Click Update
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4 Click the ID to open the RFI

Notice: The Status of the RFI 
should now be CEA Review (a)

A

The PCC, ACC and RFI Respondent will receive an 
email if the CEA adds comments to an RFI
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Viewing Reports

1 Click the dropdown arrow 
to navigate to the Audits and 
Spot Checks View

To respond to a Request for 
Information:

2 Click the ID to open the 
Monitoring Engagement 
record

1

2 A

The PCC and ACC will receive an email when the 
draft report is created
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Viewing Reports

3 Click the Report tab

6 Click the Review tab

7 Type any comments in the 
textbox

5 Use the tabs to review the 
Report Information

8 Click Update

Notice: Once you click Update, your 
comments will become read-only and 
you will not be able to edit the report.
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3
4 Click the Draft Non-Public 

Report link

8The PCC and ACC will receive an email when the 
final report is published
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Appendix: Release 3 Email Notifications

The PCC and ACC will receive an email when the 
final public report is published

The PCC and ACC will receive an email when the 
final non-public report is published

The PCC and ACC will receive an email when the 
draft report is created

The PCC, ACC and RFI Respondent will receive an 
email if the CEA adds comments to an RFI

The PCC, ACC and RFI Respondent will receive an 
email once an Audit RFI has been sent by the CEA

The PCC and ACC will receive an email once the 
Audit Notification Packet has been sent by the CEA
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