UK Woodland Carbon Code and UK Peatland Code User Guide

1. Account Opening and Management

1.1 For New Account Holders

Applying for an account

The first step in obtaining access to the Registry is to submit the account application request. The user will
need to submit the online account application request using the form available here) wherein the user is
required to complete the following information.

Where the account holder is not registered at Companies House or not registered for VAT, then the user

should type N/A:

e Qrganization Details

Registered Name
Trading Name
Classification
Tax/VAT/Other No
Address 1
Address 2

City
Zip/Postcode
State/Province
Country

Website

e Main Contact (The main contact is the person with overall responsibility for the account within the
company. They can appoint other account managers. This could be the same person as the account

manager)

e Billing Contact

Name
Email
Phone

Name
Email
Phone

e Account Manager (The account manager is the person who will be contacted on a day-to-day basis

during the account setup/registry operations and the person for whom a user-I1D will be setup within the
registry. This could be the same person as the account manager)

Identification

Preferences

Declaration

Name

Email

Phone

Address 1 (required if Account Manager is external to the main offices)
Address 2

City

Zip/Postcode

State/Province

Country

Company (or Charity) Registration Number (Type N/A) if not
registered
Country of Incorporation

Type

Standards (Choose UK Woodland Carbon Code or Peatland Code
from the dropdown menu)

Review and accept Terms and Conditions and Privacy Policy


https://mer.markit.com/br-reg/public/customer-registration.jsp
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To request a new account please provide the following details.

Request a New Account

Organization Details

Registered Mame * Trading Name *

I | | |
Classification * Tax VAT Other Mo *

[Choose One._ ~| | |
Address 1 * State/Province *

I | | |
Address 2 Country *

[ | [Choose One. |
City * ZipPosicode * Website *

I | | | | |
Mame * Email *

I || |
Phone *

I |

Mame * Email *

I | |
Phone

I |

Mame * Email *

I | | |
Phone

I |

NOTE: Complete the following address details anly if Azcount Manager is external to the main offices.

Note that the applicant will need to choose the relevant standard name (i.e. UK Peatland Code or UK
Woodland Carbon Code) as shown in the screenshot below.
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Adaress 1 State/Province |
[ | | |Choose One
Venfied Carbon Standard (VCS;
Address 2 Country Gold Standard (GS)
. TR > | Verified Carbon Standard
I1SO 14064 -2
City Zp/Posicode Pfan Vivo
CarbonFix
ACRE Carbon Standard

New Zealand Permanent Forest Sink intiative
NZ Proects to Raducs Ensssons (Pre 2006)

No Establishad Standard
Company Registration Nummbes * Type *
: »e " Swiss Charter Standard
! [Choose One v] | Pacific Carbon Standard
UK Woodiand Carbon Code
S 0_“, e ate The Rainforest Standard™
[Choosa Dne vl Pery REDD~ Program

Global Carbon Councld

Steadsate * Choase One.

Select an mitial standard which apphies o your business Addtional standards s e apphed after your Verified Carbon Standard (VCS)

apphcabon is received Gold Standard (GS)

e — - Verifiad Carbon Standard

Choose One

' v ISO 14064 -2

Pravacy Flan Vivo

pop— CarbonFix

erpcebines LS. x'” Pubic ACRE Carbon Standard

Holdngs Visibilty O Mo Pubbe New Zealand Permanent Forest Sink initiative
Retrements Viablity (] Make Pubbc NZ Projects to Reduce Emissions (Pre 2008)

and issuance 10 Estabished Standard
Swiss Charter Standard
Pacific Carbon Standard

NOTE: ¥ you do not wish your account holder detals 10 be publicly visible you may stil opt 80 have your &
Getaids 10 be visible by contacting the Registry team

The Rainforest Standard™
# Peru REDD+ Program
) 1 ave read anc accest the Wark: Enveonmental Regstry Terrs & Condaan and Pvacy Soscy Global Carbon Councd

UK Peatiand Code

Documents Required for KYC (Know-Your-Customer) Checks

Upon submission of the account application, the user will receive an automated email notification asking for
the submission of the following documents:

e A copy of the organizational certificate, such as the Articles of Incorporation or Company Certificate.
This certificate must include the organization registration number, registered office address, and a list of
the names of all directors.

o |If the registry Account Manager is not named as a company officer in the organizational certificate, a
company officer of the applicant organization is required to submit a letter (on company letterhead)
stating that the person nominated as the registry Account Manager has been duly appointed and is
authorized to accept the Registry Terms of Use and any modification on behalf of the applicant
organization.
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See sample email below -

C-
= -

Z/)\s 'HS Markit

IHS Markit Environmental Registry Account
Request Notification

Dear Project Developer |
Thank you for applying for an account on IHS Markit Environmental Reglistry.

All accounts are subject 1o approval. As part of our due diligence procedures, all registry account applicants must
provide the following documentation

- A copy of the organizational certificate, such as the Articlas of Incorporation or Company Cerificate. This
coertificate must Include the organization registration number, registered office address, and a st of the names of
all directors

- If tha registry Account Manager Is not named as a company officar in the organizational certificate. a company
officer of the applicant organization is required 1o submit a letter (on company letterhead) stating that the parson
nominated as the registry Account Manager has been duly appointed and is authornzed to accept the Registry
Tarms of Use and any modification on behalf of the applicant organization

IMPORTANT: Your application iz not complete and cannot be processed until this documentation Is recelved

The following Is @ copy of the Information we have recelved on your application:

Application Approval Process

Once your account application is submitted it will be reviewed by the regulators (SF or IUCN) and Markit
Operations

Activating a User on Your Account
Upon Activation of the account, Markit Operations will create a username for the nominated account
manager during which the account manager will receive two emails:
e The first email, sent from MK-EnvironmentalRegistry@ihsmarkit.com will have the subject: “Pending

User Notification — Request for Identification Documents”. This email will provide instructions for initial
login and upload of photo identification



mailto:MK-EnvironmentalRegistry@ihsmarkit.com
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Email Notifcation:

"
ZIN IHS Markit

\\\\M,

User Request Notification

Dear Nayiri Sarkissian,

As part of cur due diligence procedures, all users requesting a login on the registry must provide the following
persenal identification documentation:

* A copy of a current government-issued photo ID (such as a Passport or Driver's License). The
doecument must include your full name, country of residence, and date of birth.

The photo ID must be uploaded directly to your Pending User Login on the Registry.

You will receive your user name and a link to set up your password from the Markit Operations Support team
shortly. After logging in, click on your name under Current User in the upper left hand comer of the page. In the
User Details window that opens click on the Documents button next to Document Upload. Next click on the
Add Document button, browse for the file containing the Phote 1D and click on Upload and then Save. Finally
click on the Submit butten.

Once the ID has been uploaded only Markit Operations can view this document. By uploading your government-
issued phote ID into the registry, you consent to Markit using this information for identification purposes.

If you have any questions please email Markit Operations at mk-environmentalreqistry@ihsmarkii com.

The second email, sent from support@ihsmarkit.com, will have the subject “Welcometo the IHS Markit
Environmental Registry”. This email will identify the user’s username and provide instructions for setting
apassword.

Once the account manager submits the photo ID, it will be reviewed by Markit Operations team and upon
approval, the manager will have complete access to the Registry account.

If the ID is not valid or not acceptable, Markit Operations will reject it and the user will need to upload the
valid/acceptable ID again in order to gain access to the Registry account.

As part of IHS Markit's due diligence procedures, all users of the Registry are required to submit a
government-issued photo ID to establish their identity. All users are also subject to IHS Markit Registry
Terms & Conditions available here.

How to Upload and Submit Photo ID

The sections below will provide complete step-by-step instructions on how to log into the Registry and upload
and submit the identification document. Please read these carefully before contacting IHS Markit Operations
at MK-EnvironmentalRegistry@ihsmarkit.com.



mailto:support@ihsmarkit.com
https://cdn.ihs.com/www/pdf/MER-Terms-and-Conditions.pdf
mailto:MK-EnvironmentalRegistry@ihsmarkit.com
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The IHS Markit Environmental Registry is accessible when a user is logged into the IHS Markit website.
e Enter https://ihsmarkit.com/index.html in your web browser. The company home page will appear.
e Select the green LOGIN button in the upper right and corner of the page:

Advancing innovation in clean energy

a Futunes initiative founder Emest ). Moniz
and HS ice chalrmar , B to maintain US leadership in clean
enorgy n by bett & s and programs that will drive
techmologies that can keep ther J alilive

DOWNLOAD REPORT

Select an Industry v

e The first time you login, select the All Customer Logins button and search
forthe Environmental Registry

e Enter your unique username and password in the designated fields shown below.

Finar )| Services IHS Mar kit

&3 Remembar me

Forgot your passeendy Reguslaq with I3 Mana

e The first time a user logs into ihsmarkit.com, the default IHS Markit product will need to be
identified. This is done on the upper right-hand corner of the page. Hold your cursor over the
current product name and a dropdown list will appear. Scroll down the list until the name
Registry appears and select it. If the name Registryis not in the list, contact
support@ihsmarkit.com. Once you have done this, you will always be directed to the
Registry login page when you return to IHS Markit login page



https://ihsmarkit.com/index.html
mailto:support@ihsmarkit.com
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e The IHS Markit Environmental Registry has two layers of login security. The first time a userlogs
into the Registry, the user will be presented with the following page:

™, K
Financial Services Zawe: |HS Markit
Wi

MY ACCOUNY SUMMARY MANAGE MY UMTS MY PROJECTS AND :SSUANCES 1Y) AUCTIONS USER ADMIN REPORTE »  ACTIVIIY LOG
Authoruation Code

Your Se5500 has 2ither expired of not been Sel. Plsase press ‘Generate Session code” button in srder to aCess your

e The registry will send a Session Code to the user’'s email address. Please refer tothe following
example:

Email Notifcation:

A,

I 1HS Markit

Markit Registry Session Authorization Code

Dear MER27 TEST USER (PD),

You have requested an authorization code to verify your new session for the Markit Environment Registry.
Please enter the code into your account online when prompted.

Session Code: COQJTT

Please note that this code is case-sensitive.
If you did not request a new session authorization code, please contact the Markit Operations team at the contact

information listed below.

NOTE: The user will only need to validate their browser through the session code process when
the browser’s cookies have been cleared. If the user accesses the Registry from the same
location/IP address, the session code will not need to be generated during every sign on.
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Steps to follow to upload Personal Identification Documents

Step 1 - My Account Summary

Once you have logged into the Registry successfully, the My Account Summary page will be
displayed.

e Click on the Username in the upper left-hand corner of the page and the User Details window
will be displayed:

£ User Details 2 |[@x
First Name™: Alexa

Last Name™: Test

Username™: mer.test22@ihsmarkit.com

Email™: alexa.schatzmann@ihsmarkit.com

Mobile Phone:

Role™: Enhanced User w7
Preferred English s
Language™:

Whitel abel Choose One.. hd
Permission:

Browser cookie +| Use email instead of text messages

authentication:
Status: Pending Review (Markit)

Document Upload: |§| [ Documents

Accounts

(=] Modify
Trading Name
alexa-test

Step 2 — Upload Documents

e Click on the Documents button to upload a photo ID

Click on the Add Document button to browse for the file containing your photo ID, then click
Upload, and Save.
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LR k.

Docurment Document Tag Status Comments Timestarmp

|4 Add Document

-l L Cancel

[ 2 Select File... x 8 X

Phota 10 upload?.on || Browse Document Deocument Tag Status Comments Timestamp

BUpluad 3 cancel

D 'matn_lD_up":ecL?.p... 'Gm‘emnem Isued Phote D

Step 3 — Submit Documents
e Finally click the Submit button to alert IHS Markit Operations that the ID has beenuploaded.

Step 4- Markit Approval
e Once IHS Markit Operations has reviewed the ID, they will activate the username.

e The user will receive the following email, and all menus will be available when the user logs into the
application again.

User ID now active

Dear Alexa Test,

Your user ID mer test22 @ihsmarkit com associated with account alexa-test is now active and ready for use.

Please refer to the Registry User Guide link in the upper left comer of the home page for instruction on how to
perform different actions.

If you hawve any guestions about the User application process, you may reach Markit Operations team via email
at environmental@markit com.

1.2 For Existing Account Holders

Below are the steps to create a new account for existing account holders on the Markit Registry. A Forest
Agent can create a new account for their organization or for their client, small project developer they are
providing consultation to. Also, a Registered Entity/Broker/Retailer (as an agent) can create a sub-account
for their individual clients.



UK Woodland Carbon Code and UK Peatland Code User Guide

Creating a new Account

Step 1
e Navigate to the My Account Summary tab.

e Click the New button under the Accounts heading.

PROJECT DASHEOARD MY ACCOUNT SUMMARY

Credit Summary

Current User

& MER27 TEST USER (PD) Standard

= Account: UK WCC or UK
do UK Woodland Carbon Cc
& UK Woodland Carbon Cc
do VK Peatland Code

=/ Requesi New User

& User Guide

Accounts ®
|@Nm..v |IjD|:|en

&) Mew Account pd ...

@ Mew (Sub Account)

e The Account Details window will appear.

Account Details

Trading Name *: Peatland Test Account Registered Name *:
Account ID: 103000000042284 Master Account:
Status: Draft SAP Account ID:

Main Details " Contacts Indicated Standards H Identification I Users I Sub Accounts ]

Peatland Test Account

Organization Details Preferences

Account Visibility:
Holdings Visibility:

Classification : Bank —
Tax/VAT/Other No =
Address 1%
Address 2:

City =
State/Province *:
ZIP/Postcode ™
Country *: Choose One... 22
Website *:

Make Public
[ Make Public
Retirements Visibility: Make Public

Comments /| Remarks

1 agree to Markit Environmental Registry Terms & Conditions and Privacy Policy

| EJ submit | ||l Save as Draft| | 3¢ Cancel
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Field Definition

e Classification

Classification of the organization based on our account types

e Tax/VAT No

Tax or VAT number required for invoicing

e Account Visibility

Check to allow the account name to be publicly visible

e Holdings Visibility

Check to allow the account’s active holdings to be publicly visible

e Retirements Visibility

Check to allow the account’s retired credits to be publicly visible

e Master Account

Field that is used to connect a sub-account to a master account

e Comments/Remarks

Any comments or remarks for the IHS Markit Operations Team

Step 2

o Navigate to the Contacts tab of the Account Details window and complete all required fields.

Account Details

Trading Name *:

Account ID:

Status: Draft

Indicated Standards

Main Details | Contacts

Main Contact
Contact *:
Phone *:

Email *:

Billing Details
Contact ™
Phone:

Email *:

Identification Users

Registered Name *:
Master Account:
SAP Account ID:

Sub Accounts

Account Manager
Contact ™

Phone:

Email *:

Address 1:
Address 2:

City:
State/Province:
Z1P/Postcode:
Country:

1 agree to Markit Environmental Registry Terms & Conditions and Privacy Policy

This account is a Master Account

Choose One...

- suomit | | [l Save as Draft| | 3¢ Cancel

7 || @|[X%

Step 3

e Navigate to the Indicated Standards tab of the Account Details window.

o Only add a standard if the account will be solely used for that standard. Otherwise, the
account will be permissioned to use all available standards.

e If assigning a standard to the account, click the Modify button to open the Standard Picker

o window.
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Account Details
Trading Name *:

Account ID:
Standard Picker

All Standards

Search..

Click to select =

Peru REDD+ Program
Plan Vivio

Programme CO2 genevois
Swiss Charter Standard

The Rainforest Standard™

UK Peatland Code

UK Woodland Carbon Code

Werified Carben Standard
Werified Carben Standard (VCS)

= Environmental Category: Carbon, Health and RECs

Gold Standard for Glebal Goals

I agree to Markit Environmental Registry Term

c B ronddanc

and Pr

Registered Name *:

Master Account:

Selected Standards
Press 'Ok’ to select the Standardson this list

Click to remove «

vacy Policy

v

‘=l Save as Draft

[ 9 Cancel |

% Cancel

e Select a standard. The name of the standard will move to the right-hand side of the window. Then

click OK.

Step 4

e Navigate to the Identification tab of the Account Details window.

e Add the company’s registration number and upload any identification documents (optional at this

stage).

1T Aot Detwe

Tredeg lezw

Antasd 12

Sttas o3

st

rpew PegTrExe Mot

T

Yapuiwed bave
Maitw At

S Momre I

& 442 Dt

To0rms tn Vb Ersevmmarsyl Regaty Teow 4 1o g ety

M Bt | X Gt
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e To upload a document:

o Click Add Document, Upload Document, then Browse.

e Edit all other fields then click Upload.

wwany Registration Number

_dp Document Upload %

&£ Alloywed Filan

Current Document

Flle: undefined

Type: Additional Cartification Validation Report
IN: General Documentation

Status: Under Review

Replace With

File: Brovine
Type: Additional Certification Validation Report bt
IN: ' | umentatior »
Status: Not Reviewed
= |
X Cangel

e When the document has been uploaded, it will appear in blue.

Step 5
e Navigate to the Users tab of the Account Details window.

e To add users to this account, click the button. Select a user. The user’'s name will move
to the right-hand side of the window. Then click OK.

Step 6
¢ Navigate to the Sub Accounts tab of the Account Details window.

e To add sub accounts, click the IMI button.
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e Select a sub-account. The account name will move to the right-hand side of the window. Then

e Click OK.
. L‘E‘ Save
e Click the button to save all changes that have been made to theaccount.
_ e Submit , _ , _
e Click the button to submit the account for review by the IHS Markit Operations

Team.
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e When the account is approved, it will appear in the Accounts tab as “Active”.

Creating a new Sub-Account

Sub-accounts may be opened in the name of legal entities that are wholly-owned subsidiaries of the Account
Holder, or institutional clients on whose behalf the Account Holder has documented contractual authority to
act. Prior to any such sub-accounts being opened or the Account Holder commencing any activity on behalf
of a third party, the Account Holder must supply all documentation required by Markit and the request must
be approved by Markit.

The Project Developer can create sub-account(s) for their buyer(s). The Sub Account feature is not available
for Retail Aggregators.

Step 1
e Navigate to the My Account Summary tab.

Under the Accounts heading, click on the Master Account to which the sub-account will be connected.

Current e

S5 MERZZ TEs T UsER (P)
Rucgumnt Maw Ussr
EP Liner Guidim
Accounts
) New. .~ ] Cpon

WD New Ascount na

at?  New (Sub Account)
|

e The Account Details window will appear allowing the user to populate all fields with the new

Account Details 2 |[@|[x
Trading Name *: Registered Name *:
Account ID: Master Account: Test2019 R
Status: Draft SAP Account ID:
Main Details Contacts Indicated Standards Identification Users Sub Accounts
Organization Details Preferences
Classification: Choose One.. w Account Visibility: #| Make Public
Tax/VAT No: Holdings Visibility: Make Public
Address 1: Retirements Visibility: [« Make Public
Address 2: Subsidiary: Master Account Subsidiary
City:

State/Province:
ZIP/Postcode:
Country: Choose One.. ==

Website:
Comments /| Remarks

I agree to Markit Environmental Registry Terms & Conditions and Privacy Policy

|l Save as Draft| | 3 Cancel
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account’s information. The Master Account field will be automatically populated.

Definition

Classification Classification of the organization based on our account
types

Tax/VAT No Tax or VAT number required for invoicing

Visibility Check to allow the account name to be publicly visible

Holdings Check to allow the account’s active holdings to be publicly
visible

Retirements Check to allow the account’s retired credits to be publicly
visible

Master Account Field that is used to connect a sub-account to a master
account

Comments/Remarks Any comments or remarks for the IHS Markit Operations
Team

Step 2

e Navigate to the Users tab of the Account Details window.
e To add users to this account, click the button.

e Select a user. The user’s name will move to the right-hand side of the window. Then click OK.

. 5
e Click the | el Save | button to save all changes that have been made to theaccount.
e Click the | o Submit | button to submit the account for review by the IHS Markit Operations
Team.
LR -
Al Uners Sebeatod Usess

Prues On e welzct thallearvan Hes sed

Chek to seiect - Chck 1o ramicve

JARE MTINIE TEST UBER Coompie Seve

" On X Cuscai
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o When the account has been approved, it will appear in the Accounts tab as Active.

Adding new users to your account

The User Admin page displays all user information for your account(s). From this page, you can
view user information and request a new user.

P\ Espart o POF P—

Ariz Usarngme Wodfiad Dzte Stats

e Click on Request New User button and complete the form as shown below in screenshot

e Click the Submit button to submit the user’s information to the IHS Markit Operations Team for
review. The new user will be required to upload a copy of their personal ID as detailed in
Please refer to section How to Upload and Submit Photo ID

.| Notification Details 2 || @)%
From:
TO: Markit Operations
Date: 22 Mar 2019 11:53

Title: Mew User Request
PLEASE FILL IM FOLLOWING DETAILS -

First Name:
Last Mame:

Username/Email:
Mobile Phone:
Read Only User:
Account ID:
Contact Name:

Accounts to assign user:

£d submit | | 3¢ Cancel






