
 

   

 

 

Guideline for the change of  
the capacity allocation via the  
ONTRAS customer portal 
 



 

Guideline for the change of the capacity 
allocation via the ONTRAS customer portal 

 Valid as of: 12.05.2025 

 

Page 2 of 8 

Notification of a new balancing group 
 
 
To allocate capacities to a new balancing group account, the new balancing group must first be set up. The 

following steps are needed for this: 

 

(Note: Please be aware that balancing group accounts, which were set up via the ONTRAS customer portal, 
can be used for the inclusion of capacities on the next gas day at the earliest.) 
 
Step 1: After logging in to the ONTRAS customer portal, switch to the "Bookings – Balancing group 

management" area. 

 

 
 

Step 2: All balancing group accounts that already submitted to ONTRAS can be seen in the table. Click on 

the "Notify balancing group" button to open the assistant for setting up a new balancing group. 
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Step 3: In the next step, it can be confirmed that the shipper and the balancing group manager are the 

same, if this is the case. If this is not the case, the DVGW number of the balancing group manager 

must be entered. 

 

 
 

Step 4: The balancing group code now needs to be entered. It is also possible to enter additional balancing 

group codes using the "Add Balancing Group Code" button. The data must be confirmed using the 

"Next" button. 
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Step 5: The new balancing group(s) can be transmitted to ONTAS via the "Submit" button. For this, the 

ONTRAS network access conditions must be confirmed. If the transport customer has authorized 

a balancing group manager to make bookings on their behalf, a confirmation must also be provided. 

 

 
 

Change in balancing group assignment 
 
 
The capacities from an existing balancing group account can be allocated to another balancing group 
account in the customer portal. The allocation can be made until 12 a.m. on the day before the planned 
delivery day, at the latest. 
 
(Note: Please be aware that balancing group accounts, which were set up via the ONTRAS customer portal, 
can be used for the inclusion of capacities on the next gas day at the earliest.) 
 
Step 1: After logging into the ONTRAS customer portal, switch to the "Bookings - Balancing group 

management" area to see an overview of all balancing group accounts. 
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Step 2: In "Balancing group management", select the relevant Balancing Group Account from which the 

capacity should be taken off. 

 

 
 
 
Step 3: The pencil icon behind the capacity contract can be used to change the balancing group assignment. 
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Step 4: After pressing the button, an assistant opens. The capacity and the period for changing the 

balancing group assignment can be defined here. The input is confirmed by using the "Next" 
button. 

 

 
 

 

Step 5: In the next step, you can select the balancing group into which the capacity should be allocated. 

Click on “Next” to proceed to the final step. 
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Step 6:  Click on "Submit" to finalise the balancing group assignment. 

 

 
 

Delimitation of a balancing group  
 

You have the option of delimiting the balancing groups assigned to you for a future date and sending this 

balancing group change to ONTRAS in order to delimit the corresponding balancing group from the RBP 

and PRISMA capacity booking platforms.  

  

(Note: Please note that changes to balancing groups in the form of delimitations made via the ONTRAS 

customer portal will only be adopted from the following gas day)  

  

Step 1: After logging into the ONTRAS customer portal, switch to the “Bookings - Balancing group 

 management” area to see an overview of all balancing group contracts. With the help of the 

 button (cross symbol) behind the capacity contract, the balancing group can be delimited. 
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After confirming the button, a wizard opens. Here you can select the date from which the delimitation 

should take effect. 

 

 

 

Step 2: Click on the “Submit” button to complete the balancing group change. 


