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Align Self-Certifications User Guide
Welcome to the Align User Guide for the Self-Certifications (Self-Cert) module specific to 
the registered entity role.  Along with the Align instructional videos, this user guide will 
help you navigate through all the features included in this module.  Click on a topic in the 
list below or in the ribbon above to begin.

1

2

3

4

5

Accessing Align

Responding to Self-Certification Requests

Creating a Finding (Self-Certifications)

Requests for Information

Notice: Updates to the Self-Certification and Attestation functionality remain under development as 
of this version update.  This User Guide reflects current functionality in the Align and updates will be 
made as future releases are deployed to improve Self-Certification and Attestation functionality.

Related Issues

9 Reopened Self-Certification Assessments

10

8

6

Self-Certification Attestations

7

Requests for Extension

Submitting for CEA Review

Self-Cert Submittals Tab

11 Completed Self-Certs Tab

12 Self-Cert RFEs Tab

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

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

Notice: All Align users MUST have an 
ERO Portal Account. Refer to the 
Align User Access Guide for details. 

https://nerc.bwise.net/bwise/page/solution-app/#solution
https://trn.nerc.com/User%20Guide/RE_TTT_User_Access.pdf
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Responding to Self-Certification Requests

Click the dropdown 
arrow.

Select the Self 
Certifications View.

To navigate to Self 
Certifications:

1

2

1

2

Notice: For Coordinated Oversight groups, 
entities will receive separate Self-
Certification requests for each region.
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Responding to Self-Certification Requests

Click the Unique ID to open 
the Request and view details, 
such as: monitoring period, 
dates to submit response, and 
selected requirements.

To respond to a Self-
Certification Request:

1

2 To begin responding, you will 
need to assign the 
requirement(s) in the PDS 
request by clicking the Click 
to Assign link.

2

1

Notice: The Submit on or after [A] date 
indicates when an entity can start 
entering information, but you may have 
visibility before that date. The due date 
of entity response is the date listed in 
But no later than [B] field. 



Submitting for
CEA Review

Creating a Finding
 (Self-Certifications)

Self-Certification 
Attestations

Requests
For Extension

Accessing
Align

Next PagePrevious PageHome

Self-Cert RFEs
Tab

Requests for 
Information

Reopened Self-Certification 
Assessments

Responding to
Self-Certification 

Requests

Related
Issues

Self-Cert 
Submittals Tab

Completed 
Self-Certs Tab

Responding to Self-Certification Requests

3

Select the Click to Finalize link.3

4 Click the Link Icon to select an 
Assignee. 

To remove an assignee, check 
the checkbox click the Unlink 
icon.

Click the Link Icon to select 
the Self-Cert Scope if multiple 
requirements should be 
assigned to the same user. 

5

4 5
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Responding to Self-Certification Requests

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

6

Click Confirm.7

6

7

8 When ready, select 
Assign in the Action 
section.

Click Update.9

8

9
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Responding to Self-Certification Requests

Only the assigned users may 
answer the Self-Cert Assignments. 

If needed, assigned requirements 
can be re-assigned to different 
user(s) to answer by clicking 
Assign Again [A]. 

Notice: Upon using the Assign again 
functionality, a new row will be 
populated into the Self-Cert 
Assignments portlet.  This row will say 
Assignment Finalization Incomplete – 
Click here to Finalize [B]. 

Once assigned, the new row and 
previous assignment row will show 
(appearing duplicated). Currently, this 
duplication cannot be avoided but may 
be fixed in future enhancement work. 

A

B
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Responding to Self-Certification Requests

Select your response 
from the dropdown.
If “Non-Compliant” is 
selected, ensure a 
Finding is created from 
the Self-Cert (refer to 
following slides).

Provide any comments 
in the textbox.

12
11

12

Click the Click here to 
Answer link.

10
10

11

12

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, and click Save Draft [C].

A

B

C
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Responding to Self-Certification Requests

If response is finalized, 
Click Save.

Click Yes.

13

14

Notice: You will not be able to edit your 
responses to the questions after you 
click Save. If you are not ready to mark 
your responses final, click Save Draft. 
Hitting the Close button will exit the 
Self-Cert Assessment form without 
saving information.

13

14Complete these steps for each 
requirement in scope of the Self-
Certification. 
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Responding to Self-Certification Requests

Scroll to the Additional 
Questions section.

Provide your answer in 
the Answer field.

If the CEA has included 
additional questions, the 
entity can view and respond:

1

2

Click Update.

3

Click the Question 
hyperlink.

4

1

2

3

4
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Creating a Finding (Self-Certifications)

1 Click to expand the Findings 
section in the Self-Cert. 

If a response of “Non-Compliant” is 
provided for any requirements in a 
Self-Certification and a Finding does 
not yet exist for the noncompliance, 
a Finding should be created from the 
Self-Certification record. This 
ensures related records are created 
in the Align system for processing. 

2 Click the plus icon next to the 
applicable requirement

1

2
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3

4

Populate the Create a 
Finding information 
accordingly. 

Click Save.

The finding just created will appear in the Findings 
section of the Self-Certification request as a draft. To 
submit the finding to your CEA with the Self-Certification 
response, you will need use the Self-Report and Self-
Logs module to submit.

The Create a Finding form is like the Self-Report form 
and requires the Registered Entity to fill in the form 
with sufficient data for processing. Refer to the Align 
Enforcement and Mitigation User Guide for 
additional instructions. 

Notice:  Coordinated Oversight entities will use the 
Other Region field for identifying additional 
jurisdictions for reporting the Potential 
Noncompliance. 

3

4

Creating a Finding (Self-Certifications)
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5

6

Navigate to the Self 
Reports and Logs 
module.

Click the Unique ID to 
open the Draft Finding.

7 Verify the information 
previously entered is 
correct.

Ensure that any non-applicable 
functions are removed before 
submitting or you will receive an 
error indicating there are non-
applicable functions tied to your 
registration. 

5

6

7

Creating a Finding (Self-Certifications)



Submitting for
CEA Review

Creating a Finding
 (Self-Certifications)

Self-Certification 
Attestations

Requests
For Extension

Accessing
Align

Next PagePrevious PageHome

Self-Cert RFEs
Tab

Requests for 
Information

Reopened Self-Certification 
Assessments

Responding to
Self-Certification 

Requests

Related
Issues

Self-Cert 
Submittals Tab

Completed 
Self-Certs Tab

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

9

10

Creating a Finding (Self-Certifications)

Notice: Each Finding will need to be paired 
with a mitigation record, but the Mitigation 
Information section is optional at this stage. 
If you are ready to enter mitigation 
milestones for this Finding, click on the 
Mitigation Information heading to expand 
the section and click the + icon. Refer to the 
Align Enforcement and Mitigation User 
Guide for additional instructions.
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Self-Certification Attestations

Attestations are used when a Self-
Certification is not applicable to an 
entity.
To create an Attestation for a 
requirement related to a Self-
Certification:

1 In the Active Self Cert 
Requests tab, click the 
Unique ID to open the 
Self-Cert.

2 Click to expand the Create 
Attestation section.

3 Click the plus icon.

At the time of updating this User Guide, there are ongoing enhancements 
ready for future Align deployments to fix Attestation functionality. User 
Guides will be updated when the deployment(s) occur. The following 
information reflects the limited functionality that currently exists. 

1

2

3
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Self-Certification Attestations

4

5

Type justification 
comments in the Notes 
textbox; this is required 
information.

Click Update to save the 
Attestation. 

At the time of updating this User Guide, there are ongoing enhancements 
ready for future Align deployments to fix Attestation functionality. User 
Guides will be updated when the deployment(s) occur. The following 
information reflects the limited functionality that currently exists. 

6 Click Update to send 
the attestation request 
to the region. 

To review submitted attestations, 
navigate to the Attestations Module 
and click Active Attestations tab or 
Attestations in Review tab.

4

5
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Self-Certification Attestations - Reaffirmations

1 Navigate to Attestations to 
Reaffirm tab from the 
Attestations module. 

At the time of updating this User Guide, there are ongoing enhancements 
ready for future Align deployments to fix Attestation functionality. User 
Guides will be updated when the deployment(s) occur. The following 
information reflects the limited functionality that currently exists. 

Periodically, the CEA will request that 
an attestation(s) be reaffirmed.  To 
reaffirm an attestation:

1

To reaffirm a single attestation:

2 Find the attestation you wish to 
reaffirm and then click the 
REAFFIRM link in the Action 
column.

2
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Self-Certification Attestations - Reaffirmations

1 Click on the Bulk Reaffirm 
button.

At the time of updating this User Guide, there are ongoing enhancements 
ready for future Align deployments to fix Attestation functionality. User 
Guides will be updated when the deployment(s) occur. The following 
information reflects the limited functionality that currently exists. 

To reaffirm multiple attestations from 
the Attestations module: 1

2 Click the Relate Existing button.
2

3 Select the records you wish to 
reaffirm.

3

4 Click Confirm.

5 Select Reaffirm from the drop down 
and add a comment in the Reaffirmation 
Comment box if desired.

4

5

6 Click Update.
6
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Requests for Extension

In the Active Self Cert 
Requests tab, click the 
Unique ID. 

To request an extension for 
an active Self-Certification:

1

Click to expand the 
Request for Extension 
section of the Self-Cert.

2

Click the plus (+) icon.3

1

2

3
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Requests for Extension

Select a Requested New 
Due Date for the Self-Cert.

4

Provide a Reason for 
extension in the textbox. 

5

Click Update. Once 
Update is clicked, the 
request is immediately 
sent to the region. 

6

Notice: The Request for 
Extension (RFE) will now be 
sent to the CEA for review 
and approval or disapproval

4

5

Click Update. 7

7

6
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8 To check the status of a 
Request for Extension, 
navigate to the Self-Cert 
RFEs tab and check in the 
status column [A].

Notice: Status will be listed 
as either Approved, 
Disapproved or Requested.

8

A

Requests for Extension
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Submitting for CEA Review

Navigate to the Active Self-Certs tab 
and click the Unique ID to open the 
Self-Certification.

Once the response is ready for region 
review, in the Action section, select Submit 
for CEA Review from the dropdown. 

Ensure any requested evidence is 
uploaded for the Self-Certification to the 
ERO SEL using the provided SEL Reference 
ID. If you are unsure if evidence is 
requested, please contact the region to 
confirm. 

1

2

If the Self-Certification response is 
ready for region review:

3

Click Update.4

Notice: The Self-Certification will now appear 
in the Self-Cert Submittals tab.

1

2

3

4
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Requests for Information
To respond to a Self-Certification 
Request for Information (RFI):

3

2

1

Click the Unique ID to open the 
Request for Information. RFIs 
can also be opened from the 
Self-Cert record opened through 
the Self-Certification module. 

Navigate to the My Align 
dashboard. 

Type comments in the 
Respondent Comments 
textbox and upload any needed 
evidence to the ERO SEL [A]. 

4 If the response is ready, click 
Save and Action to send the 
response for region review or 
click Save to continue drafting.

Notice: Regions can send RFIs anytime after the 
Self-Certification has been sent to the entity.

1

2

3

4
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Related Issues

After review of the Self-Certification 
response, the CEA may have other 
conclusions. These include Positive 
Observations, Areas of Concern, and 
Recommendations. 

If the CEA includes any of these 
conclusions, they will be visible once 
the Self-Cert is marked completed. 

To locate them, if any: 

1

2

3

Navigate to Completed Self-Certs.

1

2

3

Scroll to Related Issues 
section.

Click on a Unique ID.
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Related Issues

For any Related Issues included with Self-
Certs, it will show the Issue Type, related 
Registration and Standard/Requirements.  

To view the details of the Issue:
Click on an Issue ID, if any, to view 
more information.

4

Notice: The “Issue Status” column [A] may 
indicate an issue is not yet final and “draft.” 
Please contact the CEA to clarify if the issue is 
final. 

Currently, entities are not automatically notified 
of Related Issues on Self-Certs and will need to 
navigate to this section to identify such records.

4

5 Review details, particularly the 
Description field. 5

6 Click Close when finished. 

6

A
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Reopened Self-Certification Assessments

Navigate to the reopened Self-
Certification and 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 
needed.

3

Your CEA may need to re-open a 
Self-Cert after submitted by the 
entity. 
To respond to assessments in a 
reopened Self-Certification: 1

2

3

A

BNotice: 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.
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Self-Cert Submittals Tab

The Self-Cert Submittals tab displays 
all Self-Certification assessments that 
have been submitted to the CEA for 
review. 

Self-Certifications Submittals will 
remain in this tab until the CEA either 
completes their review, at which point it 
will move to the Completed Self-Certs 
tab, or flags the Self-Cert for revision, at 
which point it will move back to the 
Active Self-Cert Requests tab.
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Completed Self-Certs Tab

The Completed Self-Certs tab displays 
all Self-Certifications requests that are 
completed. 

The Registered Entity may use this tab 
to review any Self-Certification 
assessments for which the CEA has 
completed their review and review 
statuses and related issues.  

The status column will list whether the 
Self-Certification has been Closed with 
PNC or Closed with no PNC. Opening 
the individual Self-Cert records will 
provide related information about Self-
Certification, any findings, and other 
information, such as RFIs, RFEs, etc.
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Self-Cert RFEs Tab

The Self-Cert RFEs tab displays 
information related to any Requests for 
Extension the Registered Entity has 
submitted to the CEA.  

From this tab, a status of the RFE request 
can be obtained by looking at the Status 
column which will display either Approved, 
Disapproved or Requested.
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Appendix: Revision HistoryAppendix: Revision History

Revision Date Brief Description of Updates
2021 Initial release of guide (Align Release 2)

December 2024 Retitled user guide to reflect Align module rather than Release 2
Corrected typos
Updated steps and screenshots to match recent updates in Self-Certification 
module
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