Western Area Power Administration
On-line Integrated Resource Plan (IRP)
Reporting Account Registration & Account
Management Instructions
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General Information
IRP user identification and authentication is maintained in an Active Directory server. The user interface
for IRP works with this server to allow you to log in, reset your password, or change your password as

needed.

Even though the login pages might look slightly different, there is only one user name and password for
all IRP applications. Changing your IRP Submit password will change your IRP Main password, and vice

versa.



Registration

1. Invyour browser, go to https://apps.wapa.gov/IRP/IRPMain/.
2. Click on Register.
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3. This will take you to the IRP new user registration page.

Western Area
Power Administration

IRP REGISTER IRP SUBMIT SIGNIN

IRP Registration

First Name* ®
Last Name*

Email Address*
This will be yaur IRP Login 1D and must be a valid email address

Work Phone Number*®

Region and Customer Selection: 1. Select your region from the drop-down list.
2. Drag the customers you're responsible for from the Customers list to the Selected Customers list.

Region* Select Region... M

Customers Selected Customers*

Rules Of Behavior and Acceptable Use Policies (Acceptance Required)

lAccounts are to be use:
Unauthorized uze of an is

explicit consen
riment Offics Equipm

ta report all incider

I have read and understand the rules of behavior and acceptable use policy and agree to abide by them.
4. Fillin the fields for first name, last name, email, and phone number.
a. These fields are all required
b. The email address will be checked against existing AD accounts and any other user
requests. Duplicates are not allowed.
5. Click on the Select Region drop down and select the region you will be reporting for.

Region* | Sele@j}egion... i |

Colorado River Storage Project

Corporate Services Office
Desert Southwest Region
Rocky Mountain Region
Sierra Nevada Region
Upper Great Plains Region

Unknown region



6. Once you’ve selected a region, the list of customers for that region will populate.

Rocky Mountain Region

Customers Selected Customers™

City of Beaver City
City of Breda
Municipal Energy
Agency of Nebraska
Northern CO Water
Conservancy Dist

Morton

7. Select each of the companies you'll be reporting for and drag them to the Selected Customers
box.

Rocky Mountain Region

Customers Selected Customers®

e

Cityof Brec

Municipal Energy

Agency of Nebraska
Northern CO Water
Conservancy Dist

Morton

8. Next, carefully read the Rules of Behavior and Acceptable Use Policies.



9. Check the rules agreement box, then click the Submit button.

Rules Of Behavior and Acceptable Use Policies (Acceptance Required)
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10. When you click Submit, your registration information will be sent to WAPA for approval. You will
receive an email to tell you when your application has been approved.



Sign In
11. In your browser, go to https://apps.wapa.gov/IRP/IRPMain/.
12. Click on Sign In. If you need to work on an IRP submission, click User Reports.

Western Area Access IRP Signin to use
Power Administration Submit _ IRP tools

IRP REGISTER USER REPORTS SIGNIN

13. This will take you to the IRP Sign In page. From here you can sign in or reset your password.

" " Western Area

Power Administration

IRP REGISTER USER REPORTS

Sign In

Username =

Password Click here to reset

- your password

Can't Remember your password? You can reset it.

14. Fill in your user name and password and click the Sign In button. You will return to the IRP main
page (or IRP Submit) where you can continue working.

15. Once you are signed in, your name will appear at the right side of the menu bar. Clicking your
name will drop down a list of options:

‘I ” Western Area

Power Administration

IRP USER REPORTS ADMIN REPORTS NEW USER REQUESTS USER: ALAN HAMPSON ~

@USEF@ SELF-SERVICE
CHANGE PASSWORD
SIGN OUT
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a. User Self-Service will display your user information and allow you to change it.

b. Change Password takes you to the page where you can create a new password.

c. Sign Off logs you out of the IRP applications.

16. The other menu items are:

a. IRP —Clicking this will take you to the Home page.

b. User Reports — This sends you to the IRP user report submission application. Note that
you will have to sign into this application as well.

c. Admin Reports — This sends you to the internal WAPA IRP Administration page. Note
that you must have the IRP Admin role to see this item. You must be connected to the
internal WAPA network (in a WAPA office or via VPN) to access the Admin application.

d. New User Requests — Sends you to a page where you can approve new user requests
for your region. Note that you must have the IRP Admin role to see this item.

Note: As noted above, some menu options are dependent on your IRP role. You may not see all menu
items.



Password Reset

1. Invyour browser, go to https://apps.wapa.gov/IRP/IRPMain/.
2. Click on Sign In.

‘ Western Area Signin to use

Power Administration ‘ IRP tools

IRP REGISTER USER REPORTS SIGNIN

U

3. This will take you to the IRP Sign In page. From here you can reset your password.

" " Western Area

Power Administration

IRP REGISTER USER REPORTS

Sign In

Username =

Password Click here to reset

your password
s | —

Can't Remember your password? You can reset it.

4. Click the reset link. This will take you to the password reset page.

‘I Western Area

Power Administration

IRP REGISTER USER REPORTS SIGNIN

Reset Password

Username

oo

5. Fill in your user name and click the Reset Now button. This will reset your password to a new,
system generated password.



6. You will receive an email from IRP with instructions and the new password. Follow the link in the

email to complete the password change. This link will take you to the page to change a reset
password:

Western Area
Power Administration

IRP REGISTER USER REPORTS

Change Reset Password

User Name from 5]
our email
Paste password ®

from our email

New Password ®
Repeat New ®
Password

g

Password Requirements:
» Atleast 16 characters
s Atleast 1 number (0-9)
« Mix of upper and lower case
letters
o Atleast 1 symbol(n % & @ * #)
= Mo spaces

7. Enter your user name in the User Name field.

8. Copy the system generated password from the email and paste it in the Paste password... field.

9. Enter your new password in the next field and repeat it in the last field.

10. Click the Change Password button. This will change your password and return you to the IRP
main page. You can now log in to an IRP application with the new password you just created.



Change Password
You can change your password for the IRP applications from the IRP main page once you have signed in.

1. Signinto IRP, then click on your user name at the right side of the application. The user menu
will drop down.

‘I " Western Area

Power Administration

IRP USER REPORTS ADMIN REPORTS NEW USER REQUESTS USER: ALAN HAMPSON ~

@USER SELF-SERVICE
CHANGE PASSWORD
SIGN OUT
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2. Click on Change Password to go to the Change Password page.

‘I A Western Area

Power Administration

IRPF USER REPORTS ADMIN REPORTS NEW USER REQUESTS

Change Password

User Name =
Current Password
New Password ®
Repeat New ®
Password

Password Requirements:
» At least 16 characters
o At least 1 number (0-9)
» Mix of upper and lower case
letters
» Atleast 1 symbol(" % & @ * #)
= No spaces

Enter your user name in the User Name field.

Enter your password Current Password field.

Enter your new password in the New Password field and repeat it in the last field.

Click the Change Password button. This will change your password and return you to the IRP
main page. You can now log in to an IRP application with the new password you just created.

ou kW
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Self-Service Account Management

Users can edit portions of their information and generate requests to update the companies they are
responsible for. Follow these directions to make these changes.

1. Invyour browser, go to https://apps.wapa.gov/IRP/IRPMain/.
2. Click on Sign In and enter your user name and password.
3. Atthe IRP Main screen, click on your name to drop down the user menu.

‘I " Western Area

Power Administration

IRP USER REPORTS ADMIN REPORTS NEW USER REQUESTS USER: ALAN HAMPSON ~

@USER SELF-SERVICE
CHANGE PASSWORD
SIGN OUT

Integrated Resource
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4. Click on User Self-service.

12



5. You will see the IRP Self-Service screen.

‘ Western Area

Power Administration

IRP USER REPORTS USER: FRED TESTER ~

IRP Self-Service

First Name test

Last Name* user#i

User Id hampson@wapa.gov

Notification Email Address hampson@wapa.gov

Phone Number® 720-962-7221

Region Rocky Mountain Region

Customers Selected Customers

City of Breda City of Beaver City
Northern CO Water Municipal Energy
Conservancy Dist Agency of Nebraska
Oberlin Norton
Platte River Power Osborne
Authority
Prairie Band

You are approved for the following customers:
None

You have been denied access to the following customers:
None

SUBMIT

Using this screen you can change your last name or phone number and add to the list of
Customers you are responsible for. Any other changes must be coordinated with your WAPA IRP
representative.

6. Make any required changes and click the Submit button. Note that Customer additions must be
approved by your WAPA IRP representative.

13



Getting Help

If you have questions or require assistance, contact your Energy Services representative.
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