
NOTICE To Current Users:  The Energy Information Administration has made 
changes to the Internet Data Collection (IDC) system to better serve our customers.  
Immediately upon access into the system (if you are currently registered) you will be 
instructed to select a question from the pull down menu (Security Question) to 
facilitate remembering your answer so that you can reset your password at any 
time.  The instructions for the password has also changed, so please follow the 
prompts to reset the answer to the security question and password. 
 

 

Notice to Current Users:  The Energy Information Administration has 
made changes to the Internet Data Collection (IDC) system to better serve 
our customers.  Immediately upon access into the system (If you are 
currently registered) you will be instructed to select a question from the pull 
down menu of standardized Security Questions to facilitate resetting your 
password at any time.  Follow the prompts to successfully select a new 
Security Question.  Answer the question and reset your password.   

 
 

New User’s Guide to Complete SSO  
(Single Sign-On) Registration 

 
 
1. Open your Internet Browser, enter this address, and press Enter or click on the link 
     below. 

 
https://signon.eia.doe.gov/ssoserver/login
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https://signon.eia.doe.gov/ssoserver/login


 
 

2. If you are registered, you are not required to register again.  Simply type  
in  your User Id and Password and click Logon .  Once you logon you should see 
the list of all Electricity surveys (Step 11).   
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3. If you are not registered, click Register for a Userid.   

 
 
 
 

 
 
 
 



 
 

 
 
4.  Complete the Single Sign-on Registration.  Type the requested information.  When 
      you create your User Id and Password, carefully follow the rules shown on the screen. 
 

4a. Please record the Userid you have created on paper and keep it in an  
accessible place.  You will use this Userid to access the system in all future 
sessions.  Please record the Userid exactly as you have typed it into the input 
window. 

 
4b. Please record the Password you have created on paper and keep it in an 

accessible place. You will use this Password to access the system in all future 
sessions. Note that the Password is case sensitive.  Please record the 
Password exactly as you have typed it into the input window. 

 
4c. When you select a Security Question from the drop down,  please record your  

answer on paper and keep it in an accessible place.  If you forget your 
password, you can use this answer to reset your password. 

After all information is 
entered, click Submit 

Check and make sure you entered a correct 
email address 
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5. Once you complete the Single Sign-on information, click Submit, and you will see the 
     screen below.  
 

 
 

 
 
 
 
 

6. Notice that up to this point, that you have not used the Mail Id and Code sent to you  
via email by the EIA.  You will need the Mail Id and Code to add your electricity      
survey forms.  If you click LOGIN NOW, the system will take you directly to the SSO 
Login page.  It is recommended that you exit the browser and start a new session so 
that the system will not kick you out.   
 
 

6A. If you do not have a Mail Id and Code, send email immediately to: 
 

  cneafhelpcenter@eia.doe.gov
 

With subject line:  Request for Electricity Mail Id and Code 
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mailto:cneafhelpcenter@eia.doe.gov


 
  
 

7. Go to the SSO Page (Step 1) and enter the Userid and Password. 
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      Remember the Password is case sensitive. 

 
 

 

Click Logon 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
8. In the next window—EIA Applications and Functions 

 
Click Add Electricity Survey Reporting Capability 

 
 

6 Electricity Users Manual 1/25/2006 
 visual_guide 
 



 
 

9. Enter the Mail Id and Code 
 

 

Enter the Code that EIA sent to you via 
email.  The Code is case sensitive 

Click: Submit Credentials 

Enter the Mail ID that EIA sent to you via email

 
 
 
 
 

Note: The Mail Id and Code are used for registration purposes only.  This is
 the only time you use the Mail Id and Code sent to via email from the EIA. 
 
 
10. The Internet Data Collection System recognizes your registration only after you  

Submit Credentials.  Therefore, after you click submit credentials, close your 
browser and restart the internet.  Enter the address shown below.  

 
 

   https://signon.eia.doe.gov/ssoserver/login
 

Enter the Userid and case-sensitive Password that you created and click Logon. 
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https://signon.eia.doe.gov/ssoserver/login


 
 
11. The next window should show only the Electricity surveys you have permission to 
file electronically.   
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Select (click) on the appropriate electricity survey(s) 
 

 
11a. If you do not see all the Electricity surveys you need access to: 

 
   send email immediately  to the CNEAF Help Center: 
 

cneafhelpcenter@eia.doe.gov
 
   With subject line:  No Electricity Survey Capability 

 
 

11b. In subsequent sessions, after you logon using Userid and Password (as set     
              by you), you will come to this window.  You get access to your Electricity  

  survey forms by clicking on the appropriate electricity survey:   
  

    
 
 
 

 

mailto:cneafhelpcenter@eia.doe.gov


 
 
 
12.  Electricity Main Menu 
 

Once you select an EIA survey (i.e. EIA-860), you will see Form EIA-860 Main 
Menu.  Select (click) Survey Data Entry. 
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13. Select the appropriate Utility ID and/or Utility Name from the pull down menu and              

click OK.  The Utility ID, Year, Utility Name and other pertinent information will  
appear.  Click on EIA-860 Forms to begin the data entry process. 
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12a. If you do not see Utility ID and/or pull down menu with utility ID’s: 
 

Send email immediately to the appropriate survey: 
 
  Example: eia-860@eia.doe.gov
 

With this subject line:    
 

No Utility ID for the EIA-860 
 
 
 
 
 
 

mailto:eia-860@eia.doe.gov
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14. Complete all schedules as appropriate and then click on the Error log.  Correct  

any erroneous data and/or make comments about the data entry if you believe that it 
is correct.  Once you complete this, Click on the Submit Button.  You should 
receive a message stating that that your data was successfully submitted.  If not go 
back to the Error log and make any necessary corrections and click Submit. 
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