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Overview 

The Member Maintenance feature in the Membership Management Community was designed to make it easier for 

Members to manage requests to update the company information that is required by PJM. The features within the 

community allow for easy maintenance of: 

 Company Name Change 

 Affiliate Disclosure 

 Company Account Managers (CAMs) 

 Withdrawal requests 

 Changes to voting 

 Corporate Company Information 

The Member Maintenance feature also provides transparent and centralized processes for improved data quality. It 

provides enhanced security by establishing officers, authorized representatives and maintenance managers who are 

responsible for maintaining the information required by PJM. 

Please refer to Manual 33: Administrative Services for the PJM Interconnection Operating Agreement (PDF) for a 

complete description of all the processes contained in the Maintenance feature of the Membership Management 

Community. 

 

 

  

 Management of Sub Accounts 

 Contact Managers 

 Principals 

 Requests to update market participation 

 Request to create Principal Agent DOA 

 Request to create Full Responsibility DOA 

  

https://www.pjm.com/-/media/documents/manuals/m33.ashx
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Logging In to the Membership Management Community 

Officers, authorized representatives and maintenance managers can sign in by navigating to the Membership 

Management Community page on PJM.com and clicking Sign In.  

PJM.com homepage > Markets & Operations > PJM Tools > Membership Management Community 

 

Select Maintenance 

in the top navigation. 

Use your Single Sign On 

(SSO) credentials to log in. 

Select the company for which you wish to 

make the changes. Use the drop-down 

arrows to select. Then click on New Request. 

 

http://pjm.com/markets-and-operations/etools/membership-management-community.aspx
http://pjm.com/markets-and-operations/etools/membership-management-community.aspx
https://pjm.com/markets-and-operations/etools/membership-management-community.aspx
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Member Maintenance Dashboard 

The Member Maintenance dashboard allows officers, authorized representatives and maintenance managers to 

manage information for the companies they represent. This screen is the starting point for all change requests when 

you are logged in and have selected the company for which you would like to make changes. 
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Adding or Removing Contact Manager(s) 

Members are required to designate a Contact Manager. The Contact Manager is an individual who is authorized to use 

the Contact Management feature of the Membership Management Community to provide PJM with the appropriate 

contact information for the roles PJM has identified as critical. 

DESIGNATING A CONTACT MANAGER 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

 

 

Click Get Started in the Contact 

Management section of the 

dashboard to make changes.  

 

Click on Add New. 
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Complete the Create New Contact Manager 

form and click Add to submit your request.  

(Note: PJM user name and group email are not required.)  

Upon submitting your request to add a new Contact 

Manager, you will be directed to the page where 

you can view Pending Requests, which will include 

your request to add a new Contact Manager. 
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REMOVING A CONTACT MANAGER  

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

 

 

Click Get Started in the Contact 

Management section of the 

dashboard to make changes.  

 

Click Revoke next to the name of the person 

you wish to remove as a Contact Manager. 
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Click Revoke again to confirm 

that you want to remove the 

selected Contact Manager. 

Upon submitting the request to revoke a Contact Manager, you will be 

directed to the page below where you can view Pending Requests, 

which will include your request to revoke the Contact Manager. 
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Updating Your Affiliate Disclosure 

Affiliate Disclosure information is required by PJM to properly administer the PJM Operating Agreement, including, but 

not limited to, the proper listing of Member status in the PJM Members Committee and the facilitation of PJM employee 

compliance with the securities divestiture requirements of the PJM Code of Conduct.  

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

 

 

Click Get Started in the Affiliate Disclosure 

section of the dashboard to make changes. 

If changes are not needed, check the box next 

to the certification statement. Click Submit. 
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If changes are not needed, check the box next 

to the certification statement. Click Submit. 
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To add/remove/update Affiliate information, select the 

Edit button for the section(s) that needs to be updated. 
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To add/remove/update Affiliate information, select the 

Edit button for the section(s) that needs to be updated. 

Note: The following pages will have 

instructions for each section. 
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To add/remove/update Affiliate information, select the 

Edit button for the section(s) that needs to be updated. 
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To add/remove/update Affiliate information, select the 

Edit button for the section(s) that needs to be updated. 

Note: The following pages will have 

instructions for each section. 
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Add or remove current Member Affiliations by 

using the arrows. Click Save when finished. 
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If applicable, add or remove any Non-member Publicly Traded Affiliations per the PJM 

Operating Agreement definition of Affiliate. Click Save and close when finished. 

 Click Add to enter the information of the Non-member Publicly Traded Affiliation. 

 Select the trash can icon to delete existing Non-member Publicly Traded Affiliation. 

If applicable, click the pencil icon to edit 

Stock Information/Ticker symbol/CUSIP. 

Select Save and close upon completion. 
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Enter the Company Name. Enter the Employee Identification 

Number (EIN) and website if available. Check the applicable 

corporate relationship type. Click Next. 

Click Add New to add Stock 

Symbol/Ticker Symbol and Stock 

Exchange. These fields are required.  
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Add Stock Symbol/Ticker Symbol and Stock 

Exchange. These fields are required. Click Add. 

Click Save. 
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Click Save and close. 
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To update Non-member Non-publicly 

Traded Affiliations, click Edit. 

If applicable, upload an Excel or PDF document containing all Non-member Non-publicly 

Traded Affiliations. Documents such as company annual reports are acceptable. Click Save. 
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Corporate Parents 

 Identify if any Affiliates of the Member are Immediate Corporate and/or 

Ultimate Corporate Parents. Select Not Applicable if this does not apply. 

 Click Add to enter the information of the Member’s Corporate Parent. 
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Enter the New Corporate Parent 

information, then click Next. 

Note: If the company is not publicly 

traded, click Save. If the company is 

publicly traded, click Add New to add 

the company stock information. 
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Click Add to add Stock Symbol/Ticker 

symbol and Stock Exchange. These fields 

are required. Upon completion, click Save. 
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Click Save. 
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Click Edit to add a Corporate Structure Organizational Chart showing 

the corporate ownership and affiliated company relationships. This 

document should include all Affiliates (PJM and non-members), the 

investors and shareholders with percentages of ownership of each. 

Click Upload Files and then click Save. 
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After all Affiliate Disclosure updates are saved, 

check the box next to the certification statement. 

Click Submit.  
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Updating Your Voting Member 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

3. Click Get Started in the Voting Member Change Request section of the dashboard to make changes. 

 

 

Select the affiliated Member that you are requesting 

to become the Voting Member. Click Submit.  

(Note: The dropdown will default to your existing Voting Member.) 

 

Review your pending request on 

the Company Overview page. 
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Requesting a Company Name Change 

To change a Member name on PJM Interconnection agreements, an officer, authorized representative  

or maintenance manager must provide the appropriate state documentation to initiate this request. 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

3. Click Get Started in the Company Name Change section of the dashboard to make changes. 

 

Enter the New Company 

Name and the Effective Date 

of the change. Click Next.  
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Upload official documentation as instructed on 

the screen. Click Next to submit your request. 

Review your pending request on the Company Overview page. 
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Managing Sub Accounts 

Members have the ability to establish more than one account, often referred to as Sub Accounts, needed for their 

business purposes. 

ADDING A SUB ACCOUNT 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

3. Click Get Started in the Sub Accounts section of the dashboard to make changes.  

 

Click Request New 

Sub Account.  

 

 



Member Maintenance User Guide 
  

PJM ©2024 www.pjm.com   |   For Public Use BACK TO CONTENTS   |   30 

 

 

  

Enter the Sub Account name. 

Enter the Sub Account 

description. Check the certify 

check box and click Submit. 

Note: The format for a Sub Account name is the 

Member Company Name (Sub Account name). 

For example: Wind Test, LLC (Energy 1).  

 

 

 

Upon submitting the request, you will be directed to the 

page below where you can review your pending changes. 
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REMOVING A SUB ACCOUNT  

 

 

 

Click on the Request Removal button for 

the Account Name you wish to remove. 

Click Submit to confirm.  

Upon submitting the request, you will be directed to the 

page below where you can view your pending changes. 
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Changing Related Parties for Your Company (Electric Distribution Sector Only) 

Note: This section only applies to Members in the Electric Distribution sector and will not appear in the dashboard for 

members of other sectors. 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Related Parties section of the dashboard to make changes. 

 

Click I want to change my 

Related Parties to proceed. 
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Add or remove current Related 

Parties by using the arrows. 

Click Save when finished.  

 

 

Check the box next to the certification statement if you are 

satisfied with the previewed selections. Click Submit.  

(Note: If you are not satisfied with the previewed selections and need to make changes, 

click I want to change my Related Parties to make additional changes.) 
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Requesting To Update Market Participation Status in PJM Markets  

Members can submit a request to change how they participate in PJM’s markets or submit a request to become an 

active Market Participant. 

SUBMITTING A MARKET PARTICIPANT REQUEST 

1. Sign in and select Maintenance (see page 2 for details).  

2. Select the company for which you wish to submit the request. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Market Participant section of the dashboard to submit the request. 

 

Click Get Started for each 

of the online forms to submit 

the required information.  
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The online forms can be saved as a draft if you need to 

complete the form at a later time. Click Continue to 

review and continue working on a previously saved form. 

Check the box next to the 

certification statement when 

you have completed the 

online forms. Click Submit. 

After submitting the Market Participant request, you 

can navigate to view the status of the application 

as well as the information that was submitted. 
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Adding, Editing or Removing Principals (MARKET PARTICIPANTS ONLY)  

Members can add, edit or remove Principals for their company.  

ADDING A PRINCIPAL 

1. Sign in and select Maintenance (see page 2 for details).  

2. Select the company for which you wish to submit the request. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Principal section of the dashboard to make changes. 

 

Click Add New. Each Principal requires a Principal Type. 

If a Principal Type is not displayed, use the Edit features 

to add Principal Types (see Editing a Principal section). 

 

Search by email and select a person at your company 

who is already a contact with PJM to be assigned the 

role of Principal contact. Alternatively, click Create 

Contact to add a completely new Principal contact. 
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In this case, an existing contact has 

been selected. Click on View Contact. 

Complete the information in the pop-up 

form. Click Add. If you do not have all 

of the required information, click Back 

to return to the previous screen or 

Cancel to exit out of the form.  

 

If the Employer for the Principal is a 

different company than the Member 

Company, search the list for other 

existing Member Companies or select 

Other. If Other is selected, enter the 

Employer Name in the additional box. 

 

You can select one or 

more Principal Types as 

applicable for the contact. 
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After clicking Add on the previous screen, you will be directed to the 

Pending New/Update Requests page. New Principal assignments will 

appear in this section until the form is certified and submitted (see below). 

 

The Principal Type Status shows the Principal 

Types that have been provided or are pending. 

Once individuals for all Principal Types 

have been provided, check the box next to 

the certification statement and click Submit.  

 

You will not be able to submit the form until all Principal Types are provided. You can 

exit out of the form to continue updating information at a later time. All information will 

remain in the Pending New/Update Requests status until you certify and click Submit. 
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REMOVING A PRINCIPAL 

1. Sign in and select Maintenance (see page 2 for details).  

2. Select the company for which you wish to submit the request. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Principal section of the dashboard to make changes. 

 

 

Click on the trash can icon. 

Confirm you want to remove the contact 

as a Principal, then click Remove to 

continue or Cancel to cancel the request. 
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Once individuals for all Principal Types have been provided, 

check the box next to the certification statement and click Submit.  

 

After clicking Remove, you will be taken to the Pending Remove Requests 

page. Requests to remove Principals will appear in the Pending Remove 

Requests section until the form is certified and submitted (see below). 

 

The Principal Type Status shows whether a type has been 

provided or is pending. Follow the Adding a Principal 

instructions to provide Principals for all types. 

You will not be able to submit the form until all Principal Types are provided. You can exit out of the form to continue at 

a later time. All information will remain in the Pending New/Update Requests or Pending Remove Requests status. 
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EDITING A PRINCIPAL 

1. Sign in and select Maintenance (see page 2 for details).  

2. Select the company for which you wish to submit the request. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Principal section of the dashboard to make changes. 

 

 

 

Click on the edit icon. 

Update the information in 

the pop-up form. Click Save.  

 

If the Employer for the 

Principal is a different 

company than the Member 

Company, search the list 

for other existing Member 

Companies or select 

Other. If Other is selected, 

enter the Employer Name 

in the additional box. 

 

You can select one 

or more Principal 

Types as applicable 

for the contact. 

 

After clicking Save, you will 

be taken to the Pending 

New/Update Requests 

page. Updates will appear 

in this section until the form 

is certified and submitted 

(see on next page). 
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You will not be able to submit the form until all Principal Types are provided. You can exit out of the form to continue 

at a later time. All information will remain in the Pending New/Update Requests or Pending Remove Requests status. 

 

Once individuals for all Principal Types 

have been provided, check the box next to 

the certification statement and click Submit. 
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Requesting To Create a Principal Agent Declaration of Authority (DOA) 

1. Sign in and select Maintenance (see page 2 for details).  

2. Select the company for which you wish to submit the request. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Principal Agent DOA section of the dashboard to make changes. 

 

 

  

Confirm you have communicated with a PJM 

Client Manager and click Yes to continue.  

If you have not communicated with a PJM Client 

Manager, click No and provide additional information. 

A case with your Client Manager will be created. 

 

Refer to the Principal Agent Declaration of Authority User Guide for detailed information on the form. 

https://www.pjm.com/-/media/about-pjm/member-services/principal-agent-declaration-of-authority-user-guide.ashx
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Requesting To Update Corporate Company Information 

1. Sign in and select Maintenance (see page 2 for details).  

2. Select the company for which you wish to submit the request. Use the drop-down arrows to select. Then click 

New Request.  

3. Click Get Started in the Corporate Company Information section of the dashboard to make changes. 

  

If changes are not 

needed, click Submit. 
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If changes are needed to the 

Corporate Address, click Update. 
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Update Corporate Address 

information. Click Add when finished.  
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In the Actions column, click 

the pencil icon to edit the 

Stock Symbol information. 

In the Actions column, click the 

trash can icon to delete the 

Stock Symbol information. 
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To add new Stock 

Symbol, click Add New.  
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  Enter Stock Symbol and select 

Stock Exchange from the  

dropdown, then click Add. 
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When finished making all 

changes, click Submit.  

Enter or update CUSIP, North 

American Industry Classification 

System (NAICS) code and 

Number of Employees.  
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Adding or Removing Company Account Managers (CAMs) for Your Company 

DESIGNATING A COMPANY ACCOUNT MANAGER 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request 

 

 

 

 

 

 

 

 

 

 

Click Get Started in the Company 

Account Manager section of the 

dashboard to make changes. 

To add a new Company Account Manager (CAM), 

click Add New. 
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Complete the information in the pop-up form. Click Add. 

(Note: A person must have an existing Account Manager 

user account to be designated as a CAM.) 
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After clicking Add on the previous screen, you will be directed to 

the page below. Under Pending Requests, you will see the request 

you submitted to add a new CAM for the account you selected.  

Check the box next to the certification statement and click Submit.  
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REMOVING A COMPANY ACCOUNT MANAGER 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Get Started in the Company 

Account Manager section of the 

dashboard to make changes.  

Click Revoke for the person 

you wish to remove. 
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Check the box by the removal confirmation statement to 

remove the CAM from all associated accounts (Sub Accounts) 

if applicable or leave unchecked. Click Revoke. 
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After clicking Revoke, a Pending Requests section will 

appear on the page where you can view your request 

to revoke the person from the CAM role. Check the box 

next to the certification statement and click Submit. 
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Withdrawal Request for Your Company 

1. Sign in and select Maintenance (see page 2 for details). 

2. Select the company for which you wish to make the changes. Use the drop-down arrows to select. Then click 

New Request. 

 

 

Click Get Started in the 

Company Withdraw section of the 

dashboard to make changes.  

 

Complete the required 

fields and click Submit. 

 


