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Motor Oil Matters (MOM)
Installer Online System User Guide

Potential MOM Installers can register at my.APl.org. To ensure a successful application
process, you should have the following prepared for each location that you are interesting in
having licensed

e Basic Location Information:
o Location Name
Address
Phone Number
Contact Name
Site URL (optional)
Email Address (optional)
Store Number (optional)
Hours of Operation (optional)

O O O O O O O

e Required Supporting Documentation:
o Three Distributor Invoices that have delivered product within the last six
months
o Three Customer Receipts generated within the last week

To qualify for MOM, all documentation must provide the following information:
»  Brand Name (abbreviations accepted, but manufacturer and brand must be discernable)
»  SAE Viscosity Grade
»  API Service Category

Please have electronic copies of all documents ready prior to beginning the application.
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Contact Reqistration

A user must register in the system before they can create a new company or be added
to an existing company’s contact list.

Existing Users: New Users:
Login Register

energy,

Register Login

Environment: PreProd. Version: 0.0.0.0

WELCOME TO payAP!

myAPI is your login for eyffything you do with API including
Monogram Program &4PIGR, Individual Certification Programs,
Engine Oil, Diesel aust Fluid, and Motor Oil Matters

I.UG'N Questions?
Ask us
Email o
Yl Email myAPIsupport@api.org

0 canusat 877 562-5187
Password

e Passy

Continue Forgot password?

vord field is required

CREATE YOUR ACCOUNT

Register Now

energy,

Register  Login

Environment: PreProd. Version: 0.0.0.0

REGISTER FOR myAP)

Create a new account.
Email

MOMinstaller@Test.com
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After registering your contact information, you will be required to verify your email
address. A verification email will be sent to the email address used to register. If you do
not receive the email within 24 hours, log in to return to the Login Verification Required
page and click ‘Resend Verification Email’.

energy,

Register Login

Environment: PreProd. Version: 0.0.0.0

© EMAIL SENT

An email was sent to MOMInstaller@Test com
Open the link In your email to reset your password

Didn't receive an email?

Resend Email

Example of verification email:

Date:  7/5/2017 12:23:33 PM
To:  MOMInstsller@Test.com
Subject: myAPI| - User Registration - Confirm Email
Body: Your account has been successfully registered in myAPL You must confirm your email address before logging in.
Please confirm your email address by visiting the following link:

https:/ipp-my.api.org/fAccount/ConfirmEmailAndSelectPassword ?email=MOMInstaller%40Test. com&guid=74fa2c49-9e61-711-af90-0050
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Once you've verified your email address, you will be able to log on to the system and
either add a new company or have the primary contact from an existing company add
you to the company contact list.

energy,

Register  Log in

Environment: PreProd. Versicn: 0.0.0.0

CREATE PASSIWORD

Please create a password.
Email

MOMInstaller@Test com

Password

Terms and Conditions - Privacy © Copyright 2017 - APL All Rights Reserved

energy,
Register  Log in

Environment: PreProd. Versicn: 0.0.0.0

PASSWORD UPDATED

Your password has been updated.

@

Terms and Conditions - Privacy
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energy,

Register Log in

Environment: PreProd, Version: 0.0.0.0

WELCOME T0 myAP

mMyAPI is your login for everything you do with API including
Monogram Program & APIQR, Individual Certification Programs,
Engine Oil, Diesel Exhaust Fluid, and Motor Oil Matters.

|_[]G|N Questions?

Ask us.
Email -
Yaa! Ernail: myAPIsupport@api.org
MOMInstaller@Test com

D Call us at (877) 562-5187
Password

CREATEYOUR ACCOUNT

Register Now

energy,

Hello, MOMInstaller@Test.com ~

Environment: PreProd. Version: 0.0.0.0

myAP| DASHBOARD

DEF

MOM MYCERTS

Diesel Exhaust Fuel Motor Oil Matters API Monogram Program & APIGR

N~———

Terms and Conditions - Privacy yTig APL All Rights

httpsi//energyapi.oktapreview.com/home/template_wsfed/0pabbjd430mJhal
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MOMInstaller@Test com | 00ub293s6¢3tdwou20h7 Pre-Prod External 2011.2.915.0 Public Site: False

'WELCOME MOMINSTALLERQTEST.COM! | ReturnTomyAPI | LOGOUT

CREATE PROFILE

CONTACT INFORMATION

Salutation

First Name Last Name Suffi

Title

Phone

WORK ADDRESS

Country

Select Country v |

Address Line 1 Address Line 2

CitylLocality State/Province Zip/Postal Code

VERIFICATION

To validate your identity, please enter the text found in the box below.

- - - o
pe the two words h ‘ re(APTCHA™
Privaty & Terms 2]

ONM‘[ READ, AND AGREE, TO THE TERIS AND CONDITIONS.

=@
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Company Reqistration

DO NOT create a company account if your company is already registered in the system.
If your company has an active MOM license, a company account already exists.

The public directory (https://apps.motoroilmatters.org/DirectorylnstallerSearch) provides
a list of active MOM licensed companies. If you are not sure if your company is already
registered please contact the MOM helpdesk at momhelpdesk@api.org for assistance.

SELECT ACCOUNT TYPE

Your account type could not be determined. In order to proceed you must select an account type below .

{ INSTALLERLOGIN »  DISTRIBUTOR LOGIN

L2
WELCOME INSTALLER!
LA:])splication
Audits
WELCOME INSTALLER! Beancs

Locations

N0 ACCOUNT

Your legin has not been linked to any installer accounts. In order to proceed you must create a new installer account or have an API associate or one of the primary account
managers link your login to an existing account as an account manager.

——
CONTACT API ASSOCIATE  (  CREATE ACCOUNT )
e ——

LOOK UP ACCOUNT INFORMATION

LOOK UP ACCOUNT INFORMATION

It is possible your company may already be registered with the Motor Oil Matters program. Please take this fime to view sither the Distributor Directory andfor Installer Directory for your company. If you do not already have an account
please click “Register New Account”

—e—
VIEW DISTRIBUTOR DIRECTORY VIEW INSTALLER DIRECTORY  {  REGISTER NEW ACCOUNT )
—
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CREATE NEW ACCOUNT

ACCOUNT INFORMATION

Company Legal Name

Doing Business As / Account Nickname:
MCM Installer

ADDRESS

Country
United States v | ™

Address Line 1

Address Line 2
1220 L Street NW

City/Localty
‘Washington

o )

State/Province Zip/Postal Code
oc v 20008
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Legal Agreement and Program Eliqibility

An electronic signature is required at the time that a company account is created as well
as acknowledgment of program eligibility questions. These questions are meant to
ensure that your installer locations meet all requirements for the Motor Oil Matters
program. If you cannot agree to all of the questions then your locations may not be
approved for a MOM license. Please review API Publication 1525A for all program
requirements.

APPLICATION LEGAL AGREEMENT RETURN 0 ACU

—

LEGAL AGREEMENT AND PROGRAM QUALIFYING QUESTIONS

HP\ requires apph» ants to sign electronically the Motor Oil Matters license agreement. A new agreement is also required at annual license
. If an account manager signs an agreement on behalf of someone else within the licensee's company, that person will be notified by email
th'tt a new agreement has been signed.

Below the legal agreement is a list of qualifying questions for the Motor Oil Matters program. You must acknowledge that each question is true by
clicking the Accept box next to the question. If you have any concerns about your company's eligibility please contact AP| before proceeding at
momhelpdesk@api.org

MOTOR OIL MATTERS LEGAL AGREEMENT
AMERICAN PETROLEUM INSTITUTE
INSTALLER LICENSING PROGRAM
APPLICATION FOR LICENSURE
LICENSE AGREEMENT

This Agreement hetween THE AMERICAN PETROLEUM INSTITUTE (hereinafter "API"), a corporation of the District of Columbia, having an office at 1220 L Street, N,

Washington, D.C., 20005, and the corporation named in this application for licensure (hereinafter "Licensee") is effective as of the date the application is submitted electronically to
AP ("Effective Date").

WHEREAS, APl is the owner of all rights to the Motor Oil Matters Installer Quality Mark (hereinafter “Installer Quality Mark") relating to API's Installer Licensing Program,
(hereinafter "ILP"), which is described on-line at www motoroilmatters.org,

WMWLEDEAC |icancan rmaote tha racuivarmante of ADLAE2EA Qulle Enaina il Chain of Cuctadue and Oualibe Dacurmantation and dacirac a nanovelucive licanea frarm ADLan oy
Please enteryour full name as displayed below to accept the legal agreement

Question Accept

When ordering engine oil from a distributor, do you request oils by specific brand name, SAE viscosity grade, and AP| Service Categories
(API 15284, Section 7.3.1)

Da the invaices from your distributar show the brand name, SAE viscosity grade, and API Service Categories of the engine ail you @
purchased? (API 15254, Section 6.3.3)

Do you clearl\, reprP"ent to consumers through @ menu board list, list of services, or other promotional methods your location’s oil change @
Section 7.5.1)

Are your bulk engine ail installation hoses, hos
11

eels andfor noz Zles labeled with the brand names, SAE viscosity grades, and AP| Service
Categories of the oils being dispensed? (AP 54 ti

E I
5254, Section 7.5.2)

Do the receipts you give customers for an engine oil change identify the brand name, SAE viscosity grade, and AP Service Categories of
the oil installed? (APl 15254, Section 7.6)

Do you keep copies of invoices from distributors and customer receipts for at least 6 months? (AP 15254, Section 7.4.3)

Signature
Jane Doe

*

Are you signing on behalf of another person?

Yes Ono™

Are you signing on behall of ancther person?

® Yes O No*

I represent and warrant that | am authorized on behalf of the person listed below.
Hame Tile Email
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Manage Brands

The Manage Brands section allows you to list brands of motor oil sold across various
locations. When entering your locations, any brands listed at this stage can be
associated to the location(s) without having to be reentered or you will have the options
of adding additional brands specific to that location.

Adding motor oil brands allows you to select from currently licensed EOLCS (Engine Oil
Licensing and Certification System) brands or enter unlicensed “house” brands. You
can add as many brands as necessary and at any time you can click on ‘Manage
Brands’ on the Company Info page to add or remove brands from the list.

ACCOUNT: SUPER INSTALLER AcEN L5t
INSTALLER ACCOUNT o

Account Number Com
11483 MOM

1y Legal Name Doing Business As / Account Nickname
uper Installer Super Installer

ewhere Lane
DC, 20000, United States

ACCOUNT MANABERS AD
| —
Primary User Name Full Name Title Email Phone Cell Delete
donotemailmomtest@gmail.com Jane Doe Manager donotemailmomtest@gmail.com 111-222-

*Legal Agreements

g S

¢ VANAGEBRANDS ) ADD LOCATIONS

MANAGE BRANDS RETURN TO ACCOUNT
INSTRUCTIONS

This page allows you to add brands of motor oil that are likely to appear at most of the locations that you plan to license. You will be able to
add or remove brands specific to a location during the Add Location process. Any brands added or removed from this list will not affect
locations that have already been created, only new locations created after the changes are made.

¢ AooBRaND

BRANDS

MARKETER NAME T ERAND NAME Y GREATED DATE | Y CREATEDBY T
Mo records to display

[=] Displaying items 0 -0 of 0

ADD LOCATIONS
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To add a licensed brand, search for the company in the Company Name field. After
choosing the company, the Brand Name field will populate with that company’s currently
licensed brands. Note: typing an asterisk (*) in the Company Name field will result in a
full list of licensed companies to choose from, typing an asterisk (*) in the Brand Name
field will result in a full list of licensed brands or allow you to choose ‘Various Brands’.

For Company and Brand search, type * to get all items

Company or Brand not
found? o

Company Name: E|

EOLCS Super Test Company
ESRON PETROLEUM SDN. BHD.

EUROILTEC INDUSTRY CO., LTD.

EVER LIGHT BAN HON
INCORPORATED

EXN AUTOMOBILE (M) SDN BHD
EXXONMOEIL DE COLOMEIA S.A.

Cuvvnnhiakil dnl Dnrn © O 1

Brand Name:

For Company and Brand search, type * to get all tems

Company or Brand not
found? =]}

Company Name: EOLCS Super Test Company

Brand Name: A

*VARIOUS BRANDS
m AMAP Prod Test Product

Really Great Stuff

Super Duper Engine Oil

Super Motor Qil

Test Product
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To add an unlicensed brand, click the box marked ‘Company or Brand not found?’. This
allows you to type in an unlicensed Company Name and unlicensed Brand Name or
search for a licensed Company Name and type in an unlicensed Brand Name.
Examples shown below.

Licensed Company with an Unlicensed Brand

For Company and Brand search, type * to get all items

Company or Brand not
found? 4]

Company Name: EQLCS Super Test Company

Brand Name: Unlicensed Brand

CIED

Unlicensed Company with an Unlicensed Brand

For Company and Brand search, type * to get all tems

Company or Brand not
found? =]

Company Name: Unlicensed Company

Brand Name: Unlicensed Brand

I ED
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Add Location

Adding locations to your account is a three-step process:
1. Enter location information
2. Add/Associate brands of motor oil sold at the specific location
3. Upload supporting documentation

ACCOUNT: SUPER INSTALLER AOEONT s

[NSTALLER ACCOUNT ]
—
unt Number e Doing Bus ‘ccount Nickname
3 MOM's Super Installer Super Installer
Address
1234 Somewhere Lane
Some City, DC, 20000, United States
ACCOUNT MANABERS ADD
—
Primary User Name Full Name Title Email Phone Cell Delete
¢ donotemailmomtest@gmail.com Jane Doe Manager donotemailmomtest@gmail.com 111-222-3333

PLegal Agreements
QU = Sy

MANAGE BRANDS  ( ADDLOCATIONS )y

. eESE—

ADD I.l]cA"ﬂNs RETURN T0 ACCOUNT

In this section you will be listing the new locations you'd like to submit for licensing. Clicking on 'Add Location' below will take you through a three
step process to collect all necessary location information

General Information — all information entered on this page will be used to populate the public licensee directory

Add Brands — from this page you can add available motor oil brands that were previously added at the account level or add additional brands
specific to the location

Add Location Documents — here you are required to upload all necessary documentation, a list of documents was provided on the home
screen and can be found in the User Guide

Once you've listed all locations, click 'Pay for Locations' to generate an invoice. After payment is received, APl will review the submitted locations

NAME T Y STATUS Y ADDRESS LINE 1 Y CITY/LOCALITY Y STATE/FROVINCE Y
No records to display.

(5] Displaying items 0- 0 of 0

¢ ADDLOCATION |y
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Location Information

All fields marked with an asterisk (*) are required before the information can be saved.
Any information entered in this section will be displayed on the licensee directory.

ADD LOCATION

RETURH T0 LOCATIONS

Location Information Brand Information

Documents

Location Name

Include Company Name, this field

will be published in the directory Cormpany Site URL Phone Salutation

Super Installer * www.superinstaller.com 111 111-1111 " Ms ¥
Address Line 1 Address Line 2 City First Name

9Wall St. * Rockaway i Jane i
State Country ZipCode Last Name

N v United States 28 07868 * Doe "
Email Fax Store Number Title

Rockaway@Superinst.com 001 Manager
Hours Of Operation

M-F 8am-10pm, 5-Su 10am-10pt

@D

Brand Information

Brands added in the Manage Brands section will be listed under Available Brands,
clicking on ‘Add’ next to the brand(s) will associate the brand to the location. You can
also click ‘Add Brand’ to enter additional brand(s) that are sold at the location.

ADD LOCATION RETURN TO LOCATIONS
—_—
Location Information Brand Information Documents
ADD BRANDS
Click to add additional
ADD BRAND brands to the location
“If you sell APl licensed bulk oil, check the box and
| certify that this location sells licensed AP bulk oil. & enter the suppliers / manufacturer Company ID.
Please enter the supplier's Cempany ID below. If you do not know your supplier's Company |D, please contact your supplier directly.
Enter Company ID.[ T ]
Assigned Brands
Marketer Name Brand Name
Available Brands
Marketer Name Brand Name
Unlicensed Companu Unlicensed Brand Add
(=)

Click to associate
brands to the location
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Documents

Three examples of each type of supporting documentation are required for each
location, they can be uploaded as one file or as three separate files. At least one file
must be uploaded for each document type before the information can be saved.

ADD LOCATION DOCUMENTS BETURN 0 ICATIO

e
| | |
Location Information Brand Information Documents
UPLOAD SUPPORTING DOCUMENTATION

As part of the Motor Oil Matters program, API requires supporting documentation to be submitted for each location. You must provide three
examples of each of the document types. This can be done as one file or several files. When you have finished uploading the documents, click
‘Next' at the bottom of the page. APl will review all documents to ensure they meet program requirements and will notify you with any questions

UPLOAD DOCUMENTS

Customer Receipts

FILES
Upload New File
D
@ 1jpg X Remove |
@ 4jpy X Remove |

Maximum allowed file size: 50 MB

Distributor Invoices
FILES

Upload New File

@ 3jpy X Remove |

Maximum allowed file size: 50 MB

BT
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Invoice/Payment

Each time you complete the steps to add a location, you will be taken back to the Add
Locations page where you will see a list of all locations that have not yet been submitted
to API for review. To submit these locations to API an invoice for the location fee (and
application fee if this is your first time submitting locations) must be generated and paid.

ADD I.UEATIUNS RETURN T0 ACCOUNT

In this section you will be listing the new locations you'd like to submit for licensing. Clicking on "Add Location’ below will take you through a three
step process to collect all necessary location information:

« General Information — all information entered on this page will be used to populate the public licensee directory

« Add Brands — from this page you can add available motor oil brands that were previously added at the account level or add additional brands
specific to the location

« Add Location Documents — here you are required to upload all necessary documentation, a list of documents was provided on the home
screen and can be found in the User Guide

Once you've listed all locations, click 'Pay for Locations' to generate an invoice. After payment is received, API will review the submitted locations

LOCATION
NAME 1 Y STATUS Y ADDRESS LINE 1 Y CITY/LOCALITY Y STATE/PROVINCE Y
€) sunerinstaller New 9WALL ST ROCKAWAY NJ
(5] 1 Displaying items 1- 1 of 1
e
ADD LOCATION  { PAY FORLOCATIONS )
—_—— —
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APPLICATION INVOICE INFORMATION

GENERATE INVOICE

Any information on this page may be changed as necessary in order to facilitate payment. Changing contact information on this page does not
change the contact information within the account

RETURN T0 ACCOUNT

BILLING ADDRESS PHYSICAL LOCATION

First Name Last Name First Name Last Name
Jane i Doe " Jane " Doe
Company Name Company Name

Super Installer d Super Installer i

Address Line 1 Address Line 2 Address Line 1 Address Line 2

1234 Somewhere Lane

1234 Somewhere Lane

CityiLocality State/Province CityiLocality State/Province
Some City i oc hdh Same City * DC -
ZipiPostal Code Country Zip/Postal Code Country
20000 * United States v [* 20000 * United States -
INVOICE INFORMATION
Reference or PO Number:
Description Amount
Motor Oil Matters Installer Location Fee $100.00
Grand Total $100.00

APPLICATION INVOICE AND PAYMENT INFORMATION

SUBMIT YOUR PAYMENT

A payment method must be chosen and specific payment information entered before the payment can be completed. An invoice can also be
printed using the "Print Invoice" option at the bottom of the page

RETURN T0 ACCOURT

PAYMENT INFORMATION invoice # invice Date
M2518 04/05/2016
Payment Method ™
®Bankwi
Ci" k‘"e BILLING ADDRESS PHYSICAL LOCATION
ec
Credit Card Super Installer Super Installer
Jane Doe Jane Doe

Bank Name 1234 Somewhere Lane 1234 Somewhere Lane

My Bank it Some City, DC 20000 Some City, DC 20000

Remitter Name United States United States

Me *

Upload Fil B"'I'

_ seert. | Description Amount

Maximurn allowed file size: 50 MB Motor Oil Matters Installer Location Fee $100.00
PAYMENT INFORMATION PAYMENT INFORMATION
Payment Method ™ Payment Method ™ Grand Total $1 00.00

Bank Wire Bank Wire
® Check Check
Credit Card ® Credit Card

[ ok | PRWTOCE ( Nea )
Remitter Narme Numgber

Expiration Date
-

Upload File(s) = T
Select Security Code
Mecresr oot 7 ller — Installer Online System User Guide
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N

APPLICATION PAYMENT SUBMISSION [LERATGEAN )
PAYMENT INFORMATION Invoice # Invoice Date
g e M2518 04/05/2016
Payment Method
Bank Wire
Bank Name BILLING ADDRESS PHYSICAL LOCATION
My Bank AT .
Super Installer
Remitter Name
Me Jane Doe
Amount 1234 Somewhere Lane 1234 Somewhere Lane
$100.00 Some City, DC 20000 Some City, DC 20000
United States
BILL
Description Amount
Motor Qil Matters Installer Location Fee $100.00
Grand Total $100.00

*Please review all information carefully. Once you click submit, your payment will be processed. If you need to make any changes click the back button located to the left

BACK ( SUBMIT )

——

You will be able to review your company’s order history and previously signed legal agreements
at any time on the Company Info page.
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ACCOUNT: SUPER INSTALLER AGEOUN L

—_—

INSTALLER ACCOUNT EOIT
Ne—

Account Number Company Legal Name As fAccount Nickname

11483 MOM's Super Installer

Lane
DC, 20000, United States

ACCOUNT MANAGERS 40D
—_—

Primary User Name Full Name Title Email Phone Cell Delete

donotemailmomtest@omail.com Jane Doe Manager donotemailmomtest@gmail.com 111-222-3333
vOrder History
Order Number Submitted Date Payment Type Payment Status
851165 05-Apr-2016 Bank Wire Payment Pending
vlLegal Agreements

Date Signed Signed By Submitted By Legal Agreement

05-Apr-2016 Jane Doe Jane Doe Wiew Detail

MANAGE BRANDS ADD LOCATIONS

Once the invoice has been paid the location information will be sent to API for review.
Once approved, each location will receive a Motor Oil Matters ‘Welcome Kit’ which
includes a door decal and marketing materials and the locations will be available on the
Motor Oil Matter Licensee Directory.

Additional Company Reqgistration
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You can add additional Installer or Distributor accounts.

*Reminder: These are main accounts not additional locations on an account. To add

additional locations select ‘Add Locations’.

ACCOUNT: MOM INSTALLER
INSTALLER ACCOUNT BT
Account Numbe Company Legal Name Doing Business As unt Nicknam h—
12823 MOM Installer

NW
WASHINGTON, DC, 20005-4018, United States
ACCOUNT MANAGERS ADD
Primary User Name: Full Name Title Phone Cell Delets
MOMinstaller@Test com John Doe (202) 682-3000
*Legal Agreements
MANAGE BRANDS
Start here | or here
ACCOUNT LIST
MOM INSTALLER
Account Numbe Primary Account Manager Locations
12823 John Doe T NW 0
GTON, DC 20005-4013
MOM INSTALLER #2
Account Numbe Primary Account Manager didr Locations
12324 John Doe T NW 0
WASHINGTON, DC 20005-4018

Make sure that the dropdown account type selection is correct.
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IVIONT ACCOUNT MANAGER

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

CREATE NEW ACCOUNT

ACCOUNT INFORMATION

egal Name

CREATE NEW ACCOUNT

ACCOUNT INFORMATION

Company Legal Name
MOM Installer #24

Doing Business As / Account Nickname

ADDRESS

Country
United States v | ™

Address Line 1

Address Line 2
1220 L Street NW

City/Locality State/Province Zip/Postal Code
Washington * DC v =

20005

Note: You can switch between Installer accounts and Distributor accounts by using the
dropdown account type selection.

Add Contacts to Company
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The Company Info page is the first page you will be directed to when you register a new
company or log into your existing company account.

ACCOUNT: MOM INSTALLER

ACCOUNT LIST
INSTALLER ACCOUNT

Account Number
12823

£DIT
—_—
Company Legal Name Doing Business As / Account Nickname
MOM Installer
Address:
1220 L ST NW

w
WASHINGTON, DC, 20005-4018, United States
ACCOUNT MANAGERS

Primary

User Name Full Name Title Phone
v MOMinstaller@Test com

Cell Delete
John Doe

(202) 682-8000
*Legal Agreements

MANAGE BRANDS ADD LOCATIONS

ADD MANAGER

To add an existing Engine Oil contact to your account enter their full email address here (exact match required).
If added as a Primary Contact that person can alse add other contacts to the account.

Enter Email: eolcs@Test.com

Manager Type:

) Primary Account Manager

‘®) Account Manager
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ADD MANAGER

To add an existing Engine Oil contact to your account enter their full email address here (exact match required)
If added as a Primary Contact that person can also add other contacts to the account.

Enter Email:

SEARCH
—

User Name

First Name Last Name
EOLCS@Test com

John Doe

Manager Type;,

rimary Account Manager
ccount Manager

Manager Type determines the contact's account permissions.
Primary Account Manager can add contacts.

Account Manager cannot add additional contacts unless given
permission by a Primary Account Manager

IVEQIVE ACCOUNT MANAGER

S LOCATIONS ~ NOTIFICATIONS ~ TECHNI

SUPPORT  HE

PR S A S

ACCOUNT: MOM INSTALLER

ACCOUNT LIST

ee—’

INSTALLER ACCOUNT £

—

Account Number Company Legal Name Doing Business As / Account Nickname

12823 MOM Installer

Address

1220 L ST NW

WASHINGTON, DC, 20005-4018, United States

ACCOUNT MANAGERS ADD
—_—
Primary User Name Full Name Title Phone Cell Delete
= MCMinstaller@Test com John Doe (202) 652-3000 0
= EOLCS@Test.com John Doe 2026328000 0
»Ordler History
MLegal Agreements

MANAGE BRANDS ADD
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Password Reset

energy.

Register  Llog in

Environment: PreProd, Version: 0.0.0.0

WELCOME T0 myAP!

myAPI is your login for everything you do with API including
Mecnogram Program & APIGR, Individual Certification Programs,
Engine Oil, Diesel Exhaust Fluid, and Motor Oil Matters

lUGlN Questions?

Ask us
Email —
Yaa!  Email myAPIsupport@api.org
D Call us at (877) 562-5187
Password

The Password field is required

Continue

CREATE YOUR ACCOUNT

Register Now

Start here | or here

energy,

Hello. MOMInstaller@Test.com ~

Change usemame

myAP| DASHBOARD

DEF EOLCS MO
Diesel Exhaust Fuel Engine Oil ‘Motor Oil Matters

MYCERTS

API Monogram Program & APIGR
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energy,
Hello, MOMiInstaller@Test.com ~

Environment: PreProd. Versicn: 0.0.0.0

RESET YOUR PASSWWORD

Email

energy,

Hello, MOMInstaller@Test.com ~

Environment: PreProd. Versien: 0.0.0.0

© EMAIL SENT

An email was sent to MOMInstaller@Test com

Open the 1

in your email to reset your password

Didn't receive an email?

Resend Email

Date:  7/5/2017 1:36:18 PM
To: MOMInstaller@Test. com
Subject: myAPI - Reset Password - Confirm Email

Body: A requestto reset your password with myAP| has been received. You must confirm your email address before selecting a new password
Please confirm your email address by visiting the following link:
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energy,
Hello, MOMiInstaller@Test.com ~

Environment: PreProd. Versicn: 0.0.0.0

CREATE PASSIWORD

Please create a password.
Email

MOMInstaller@Test com

Password

Confirm password

Terms and Conditions - Privacy

energy,

Hello, MOMInstaller@Test.com ~

Environment: PreProd. Version: 0.0.0.0

PASSWORD UPDATED

Your password has been updated

Reminder: Passwords must be at least 8 characters long and contain at least one letter,
one number and one special character.
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License Renewal

MOM licensees are required to renew their licenses on an annual basis. Below are the key
points regarding renewals:

e All licenses have an expiration date of March 31*. Each year you must renew your
license by March 31 or your license will expire and no longer be listed on the public
directory of licensees.

e You will be required to renew through the online system. The option to renew will be
available beginning the first week of January and all contacts will receive a notification
via email.

¢ All licensees will be required to sign a legal agreement each year prior to renewal.

e You will be asked to submit new examples of supporting documentation for each
location at the time of renewal — this documentation must be from within 6 months of the
time of renewal.

Once new documentation is uploaded and you have withdrawn any locations you don’t intend to
renew, an invoice will be generated for the annual location renewal fee of $100.00 for each
location being renewed.

ACCOUNT:  SUPER INSTALLER EREATE ACCOUNT
E

INSTALLER ACCOLNT EDIT

Account Number

11320

ewhere Lane

Some City, , 20000, United States

Effective Date:
15

ACCOUNT MANAGERS ADD

Primary User Name Full Name Title Email Phone Cell Delete

donotemailmomtest@gmail.com Jane Doe Manager donotemailmomtest@gmail.com 111-222-3333

»Order History
*Legal Agreements

S e———
‘ RENEWLICENSE ) - MANAGE BRANDS
e ——
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APPLICATION LEGAL AGREEMENT RETURN TOACCOUNT

LEGALAGREEMENT AND PROGRAN QUALIFYING QUESTIONS

APl requires applicants to sign electronically the Motor Oil Matters license agreement. A new agreement is also required at annual license

renewal. If an account manager signs an agreement on behalf of someone else within the licensee's company, that person will be notified by email
that a new agreement has been signed.

Below the legal agreement is a list of qualifying questions for the Motor Oil Matters program. You must acknowledge that each question is true by

clicking the Accept box next to the question. If you have any concerns about your company's eligibility please contact AP| before proceeding at
momhelpdesk@api.org.

MOTOR OIL MATTERS LEGAL AGREEMENT

AMERICAN PETROLEUM INSTITUTE =
INSTALLER LICENSING PROGRAM
APPLICATION FOR LICENSURE

LICENSE AGREEMENT

This Agreement hetween THE AMERICAN PETROLEUM INSTITUTE (hereinafter "API"), a corporation of the District of Columbia, having an office at 1220 L Street, N,

Washington, D.C., 20005, and the corporation named in this application for licensure (hereinafter "Licensee") is effective as of the date the application is submitted electronically to
API ("Effective Date").

WHEREAS, APl is the owner of all rights to the Motor Oil Matters Installer Quality Mark {hereinafter "Installer Quality Mark") relating to API's Installer Licensing Program,
(hereinafter "ILP"), which is described on-line at www.motoroilmatters.org,

v

MMUEDEAR Licancan mante bho raciivamaonte of ADL4EIEA Dulle Enaina Ol Chain of Custady and Oualibs Dacimantation and dacivac o nonovelicin licanea from ADLan ar 7

Please enter your full name as displayed below to accept the legal agreement

Question Accept
When ordering engine oil from a distributor, do you request oils by specific brand name, SAE viscosity grade, and AP| Service Categories? U
(AP1 1525A, Section 7.3.1)
Do the invoices from your distributor show the brand name, SAE viscosity grade, and AP| Service Categories of the engine oil you @
purchased? (APl 152584, Section 6.3.3)
Do you clearly represent to consumers through a menu board list, list of services, or ather promotional methods your location's oil change &
options? (AP 152584, Section 7.5.1)
Are your bulk engine oil installation hoses, hose reels andfor nozzles labeled with the brand names, SAE viscosity grades, and API Service ©
Categories of the oils heing dispensed? (APl 15254, Section 7.5.2)
Do the receipts you give customers far an engine oil change identify the brand name, SAE viscosity grade, and AP| Service Categories of &
the oil installed? (APl 152584, Section 7.6)
Do you keep copies of invoices from distributors and customer receipts for at least B months? (API 15254, Section 7.4.3) ]
Signature
Jane Doe
*»
Are you signing on hehalf of another person?
Yes ONo™ Are you signing on behalf of ancther person?
® ves U No*
I represent and warrant that | am authorized on behalf of the person listed below.
Name: Thie: Email:
RENEW LOCATIONS WL

Manage Installer Renewal Application Process Location Selection
In this section, you'll be listing the renew installer locations you'd like to have licensed. Please complete all of the required fields because this is the information that consumers will be looking for when searching the Motor Oil Matters directory. You may list a single location or

multiple locations (see below). When you have finished listing the locations, click submit. There will be another round of API review before the application process continues.
AcTions NAME T T starus T aD0RESS LNE T cmriocALITY T sTaTEFROVINGE T
Super Installer Approved 9 WALL ST ROCKAWAY NJ

Displaying items 1 -1 of 1
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On the Location Detail page verify that the location information is correct, add new
brands if necessary and upload new supporting documentation.

To add documentation, click on ‘Add Document’ (located under the current list of
documents), choose the Category (document type) and click ‘Select’ to upload a file
from your computer. Follow these three steps for each required document type:
Customer Receipts and Distributor Invoices. As the new documents are uploaded, they
will be added to the Documents list.

LUBAT"]N I]ETA”. RETURN TO ACCOUNT

¥ Information

EIT
Location Name: Super Installer ADDR[SS CI]NTACT |NFURM“‘”"“ —
Phone: (111) 111 Line 1:9WALL ST Salutation: Ms
Email: Rockaway@Su Line 2: First Name: Jane
Company Site URL: City: ROCKAWAY Last Name: Doe
Hours Of Operation: M-F 8am-10pm, S-Su 10am-  State: NJ Title: Manager

10pm

Country: United States
Store Number: 001 °

ZipCode: 07866-2903
Fax i

Latitude: 40.902621
Status: Approved

Longitude: -74.514343

Is Duplicate
Published:
¥ Brands
Marketer Name Brand Name
EOLCS Super Test Company Unlicensed Brand
EOLCS Super Test Company Test Product
EOLCS Super Test Company Super Duper Engine Oil

v Documents

NAME

TEST.docx Distributor Invoices 1302017 Jane Doe
TEST.docx Customer Receipts 1302017 Jane Doe

(=] 1 Displaying ftems 1-2 012

SUBMIT FOR RENEWAL RETURNTO RENEWALS

ADD DOCUMENT
Mm nm““["T Category: | Customer Receipts v

Category: | Customer Receipts v Select

@ TEST.docx X Remove |

v

Maximum allowed file size: 60 MB Maximum allowed file size: 60 MB

~ Documents

TEST.docx Customer Receipts
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Do not click ‘Submit for Renewal’ until all document types have been uploaded. After
documents have been uploaded for all locations that you would like to renew, click ‘Pay
for Locations’ to generate a renewal invoice. Please note that any locations with the
‘Renew’ option still available under Actions will not be included in the renewal invoice
and will automatically be withdrawn once the renewal process is complete.

RETURN T0 ACCOUNT

RENEW LOCATIONS

Manage Installer Renewal Application Process Locat\on Se\ect\on
ection, DAIHD \I lm:}\H renew installer locations you'd like to have license mplete all of the required fields because this is the Imnma\mn\ha\ DH HW rs will be looking for when searching the Motor Oil Matters directory. You may list a single location or

ease col
When you have finished listing the lacations, click uhm Thers will be another round of APl review before the application process ¢

mliie ocations
LOCATION
ACTIONS T STaTUS Y ADDRESS LINE Y CITYLOCALITY Y STATE/PROVINCE T
Approved GWALLST ROCKAWAY N

NAME |

Super Installer
Displaying items 1- 1 of 1

(=]

e —
(  PAYFORLOCATIONS )y
—_— —

Please see the ‘Invoice/Payment’ section for the payment steps. Once the renewal
process is complete and the renewal payment is received, the renewed locations will be
reviewed by API and you will be notified if any other information is required. After the
renewed locations are approved, the expiration date will be updated on the Company
Info page and each location will receive a new Motor Oil Matters Welcome Kit that will

include an updated licensee door decal.
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