
 

USER ACCOUNTS MANAGEMENT MANUAL 
 

The following actions can be performed by logging into the OTE system (CS OTE) at the following link: 
https://portal.ote-cr.cz/. 

 
1. HOW TO ADD A NEW USER    

2. HOW TO UPLOAD / DELETE CERTIFICATE      

3. HOW TO ADD / EDIT ACTIVITIES AND ROLE      

4. ACTIVITIES ACCORDING TO THE TYPE OF CONTRACT   

5. HOW TO EDIT USER´S CONTACT INFORMATION     

6. HOW TO ADD ROLE FOR IM LIMIT SETUP     

7. OTE NEWS SETTING     

8. HOW TO DELETE USER      

 

1. HOW TO ADD A NEW USER   Back to Content 
 
After going to the "Master Data" and "Persons" tab, click on the "Add person" icon on the right side. 
Fill in at least the mandatory fields that are marked with an asterisk. "User ID" is pre-populated; "RUT ID" is a 
non-editable field. 
 
 

 
 

https://portal.ote-cr.cz/


 

  
 
Once completed, press "Save" and sign the request with the certificate. 
 

  
 
A new user account is created: 
 

 



 

After registering a person, upload certificates according to the chapter UPLOADING / REDUCING CERTIFICATES 
and assign activities and roles to the person according to the chapter ADDING / EDITING ACTIVITIES AND ROLES   
After the request has been processed in CS OTE, a confirmation message will be sent to the email address you 
have registered in the OTE system confirming the creation of the new person. 
 
 

2. HOW TO UPLOAD / DELETE CERTIFICATE    Back to Content 
 
After navigating to the "Master Data" and "Persons" tabs, click on the row with the name of the user you want 
to upload/delete the certificate. 
 
 

  
 
 
2.1 Uploading a certificate 
 
The edited user is marked in blue. Scroll down on the right side to the „Certificates“ section and click to "Add 
certificate" icon. 
 
 

 



 

  
 
"Select a file" from your repository and click to "Upload"  
The system itself will recognize whether it is a qualified or commercial certificate. 
 

           
 
 
Sign the request with your certificate. 

 

  

 

A confirmation message appears:  

 

 

Only one commercial certificate per person can be designated as an Automatic Email Encryption Certificate. 
Marking this default certificate is via the "Use as default" button. 



 

 
 

 

2.2 Certificate Deletion 
 
The edited user is marked in blue. In the right part, scroll down to the "Certificates" section. 
 

  
 
 
Click on the "Trash" icon and then on the "Confirm" icon. 



 

  
 

 
 
Confirm the request with your certificate and a confirmation message will appear. 
 

 
 

Note: Each certificate is automatically deleted 7 days after expiration. 
 

3. HOW TO ADD / EDIT ACTIVITIES AND ROLE    Back to Content 
 

After navigating to the "Master Data" and "Persons" tabs, click on the row with the name of the user to whom 
you will assign/edit activities and roles. 
 

 
 
 
 
 
 
 



 

The edited user is marked in blue. Scroll down on the right side to the "Activities and roles" section. 
 

 

 
You can assign activities in bulk by clicking on the "Activities" icon or check /uncheck them individually.  
For some activities you can select the Authorization type "Write" or "Read". The rest are marked as "Not 
distinguished". Select/unselect the roles in the right column and click on the "Save" button. 
 

  
 
 
 
 
 



 

Sign the request to add /remove activities and roles with your certificate.  

 

 

 

A green message appears after successful creation /editing: 

 

 

 

4. ACTIVITIES ACCORDING TO THE TYPE OF CONTRACT  Back to Content 
 
Relevant activities by user accounts according to the type of contract: 

4.1 ELECTRICITY 
 

 

 

 

 

 



 

A – Agreement on Settlement of Imbalances 

 
 

 

Activities     
in CSOTE 

Master data, 
user and 
certificate 
lists  

Own 
certificate 
manage-
ment 

Access to CDS 
(measured 
data, change 
of supplier) 

Financial 
reports 

Settlement 
reports 

Bilateral contracts 
(realisation 
diagrams record, 
reports) 

Imbalance 
transfer to 
another 
BRP 

Claims 

Settlement of 
imbalances – 
electricity 

X  X X X    

Access on 
RRD – 
electricity 

X   X X X   

Claims X X X     X 

Handover 
deviation 
responsibility 
registration 

      X  

B - Agreement on Access to the Organized Short-Term Electricity Market 

 
    

 

Activities     
in CSOTE 

Master data, 
user and 
certificate 
lists  

Access to 
Day-Ahead  
Market 
screen 

Access to 
Intra–Day 
Market 
screen 

Financial 
reports 

Settlement 
reports 

Day-ahead 
Market 

X X  X X 

Access on IM 
market – 
electricity 

X  X X X 

 

C – Agreement on data handing over 
    

 

Activities     
in CSOTE 

Master data, 
user and 
certificate 
lists  

Own 
certificate 
management 

Access to CDS 
(measured 
data, change 
of supplier) 

Claims Access for 
DSO/TSO to 
Renewables 

Metering 
data provider 
– electricity 

X  X  X 

Claims X X X X  



 

D – Agreement on balancing energy settlement 
    

 

Activities     
in CSOTE 

Master data, 
user and 
certificate 
lists  

Own 
certificate 
management 

Financial 
reports 

Settlement 
reports 

Claims 

RE provider X  X X  

Claims X X   X 

 

U – Agreement on access to CS OTE 
    

 

Activities     
in CSOTE 

Master data, 
user and 
certificate 
lists  

Own 
certificate 
management 

Access to CDS 
(measured 
data, change 
of supplier) 

Claims 

Centre of 
Data Services 

X  X  

Claims X X X X 

 

4.2 GAS 
AP – Agreement on Settlement of Imbalances 

 

 

Activities     
in CSOTE 

Master data, 
user and 
certificate 
lists  

Own 
certificate 
manage-
ment 

Nominations Access to CDS 
(measured 
data, change of 
supplier) 

Access to  
Intra–Day 
Market screen 

Financial 
reports 

Settlement 
reports 

Imbalance 
transfer to 
another BRP 

Claims 

Settlement 
subject - Gas X  

 

X 
X  X X   

Claims X X  X X    X 

IM - Gas     X X X   

Handover 
deviation 
responsibility 
registration 

  

 

 

 

  X  

 
 

 

 



 

CP – Agreement on data handing over 
    

 

Activities         
in CSOTE 

Master data, 
user and 
certificate 
lists  

Own 
certificate 
management 

Access to CDS 
(measured 
data, change 
of supplier) 

Claims Access for 
DSO/TSO to 
Renewables 

Distribution 
system 
operator - Gas 

X  X  X 

Claims X X X X  

 

 

 

UP – Agreement on access to CS OTE 
    

Activities     
in CSOTE 

Master data, 
user and 
certificate lists  

Own 
certificate 
management 

Access to CDS 
(measured 
data, change of 
supplier) 

Claims 

Metering 
data access - 
Gas 

X  X  

Claims X X X X 

 
 
 

5. HOW TO EDIT USER´S CONTACT INFORMATION   Back to Content 
 
Go to the “Master data“, click on the “Persons“ tab and the name of the user whose data you will edit. 
 

 
 
 

 
 



 

Click on the "Edit basic info" icon. 

To edit a user's name, please contact the Contractual Relations and Emission Allowances Department: 
services@ote-cr.cz 

  

 

 

After editing the data, click on the "Save" icon. 

 

 

Sign the request with your certificate. 

 

mailto:services@ote-cr.cz


 

After successful signing, the following message appears: 

 

6. HOW TO ADD ROLE FOR IM LIMIT SETUP   Back to Content 
 
After navigating to the "Master Data" and "Persons" tabs, click the row with the name of the user to whom you 
will assign the role. 
 

 
 
 
The edited user is marked in blue. Scroll down on the right side to the "Edit activities/roles" icon. 

 

 
 
 
In the right column "Role" select the role "Setting IM limit gas" or "Setting IM limit electricity" according to the 
desired commodity. 
The prerequisite for adding the role "Setting IM limit gas / electricity" is that the user has set at least one of the 
activities "Intraday Market - Gas" or "Intraday Market - Electricity" with the Authorization "Write". 



 

 

 
 
Sign the request to add the role with a certificate. 

 

 

After successful signing, a confirmation message appears: 

 
 
 
 



 

7. OTE NEWS SETTING   Back to Content 
 
The Authorised person can change the OTE message subscription settings for other users (and the user with 
standard rights to himself). 
After navigating to the "Master Data" tab, click on the "Users" tab and the name of the user for whom you 
want to set the message subscription. 
 

 
 
Scroll down to the " OTE news" section and click on "Edit OTE news". 
 

 
 
Check /uncheck the desired news and confirm the changes with the "Save" button. 



 

 
 
Sign the request with the certificate. 
 
 

 
 
 
After successful signing, the following message appears: 
 

 



 

 

8. HOW TO DELETE USER    Back to Content 
 

After navigating to the "Master Data" tab, click on the "Persons" tab and the name of the user you want to 
deactivate. 
 

  

 
 
Click on the "Deactivate" icon. 
 

 
 
Confirm the request by clicking on the "Deactivate" icon. 
 

  
 
 
 



 

Sign the request with the certificate. 

 

After successful signing, the following message appears: 

 

The user account will now have the "Inactive" flag. It cannot be removed completely. 
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