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e-GGRT Tutorial:
Facility Registration

This information is provided by EPA solely for
informational purposes. It does not provide legal
advice, have legally binding effect, or expressly
or implicitly create, expand, or limit any legal
rights, obligations, responsibilities, expectations,
or benefits in regard to any person.
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 This tutorial applies to you if you will be
registering a facility or supplier that is
required to prepare an annual greenhouse
gas report under EPA's Mandatory
Greenhouse Gas Reporting Rule.

* |f you are registering a CAMD Business
System facility, please view the e-GGRT
Tutorial on User Registration for CAMD
Facility Representatives.
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e-GGRT Login Page

To access the e-GGRT login page,
use your web browser to go to:

https://ghgreporting.epa.gov
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Welcome to EPA’s electronic Greenhouse Gas
Reporting Tool

About e GRET

EPA's Electronic Greenhouse Gas REporting Tool (e-GRET) supports facility and
supplier reporting for the Mandatory Reporting of Greenhouse Gases Rule. The rule
requires electronic reporting of greenhouse gas (GHG) emissions from large sources
and suppliers in the United States,

Additional information on e-GRET

Warning Notice

EPA's e-GRET Registration procedure is part of a United States Environmental Protection Agency
[EPA) computer system, which iz for authorized use only. Unauthorized access or use of this
computer system may subject violators to crimingl, civil, andfor sdministrative action. AN information on
this computer system may be monitored, recorded | read, copied, and disclosed by and to authorized
personnel for official purposes, including law enforcement. Access or use of this computer system
by any person, whether authorized or unauthorized, constitutes consent to these terms.

EP& will use the personal identifying information which you provide for the expressed purpose of
registration to the Central Data Exchange site and for updsting and correcting information in internal
EP& databaszes as necessary. The Agency will not make thiz information available for other purposes
unless required by law. EPA does not sell or otherwize transfer perzonal information to an outside
third party. [Federal Register: March 18, 2002 (Volume BT, Mumber 521][Page 12010-1201 3]

RET LOGIN

User name: | |

Password: | |

Forgot your User name or Password?

New e-GRET Users Must Register
Mew users must complete a one-time
registration process. After establishing a
uger account you can register your
facility.

NEW USER REGISTRATION

You are already registered if...

You have a CDX Account

If you have an existing COX Web
account, login above with your COX
Usemarme and Password.
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Please enter your e-
GGRT user name and
password and click
LOGIN.
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B ACCEPT AN INVITATION:

Responding to a Facility Invitation?

YOUR FACILITIES: Fasie the lowitation Code into the field

Facility or Supplier Your Role below, then click 'GO°
Mo Registerad Faciy [ m

Management Task

g-GHET HELP DESK

After you log in, the e-GRRT home page will be displayed.
From here, click REGISTER A FACILITY.
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About the One-time Facility/Supplier Registration Process

MUST YOUR FACILITY OR SUPPUIER REGISTER?
A Faclty or Suppher mast egater & 15 aflacted by EPA's Mandatory Greenbouss
Gat Repoting Hule

Agplcaddty depends on the greenhsuse gas (GHG) source categones located ot the
fcity, tha emessson el and production Capacly Sew the General Posvisions
Infeshe et for moee indarmaton

Facilitly Setup, Steps 1.5

¥ you are uscedan, the Applicabllity Tool may belp you assess whathes your
Doty it requeed 1o repert GHO enessions in & GRET. Note that informaton tadersd
10 Suppliers and othes afected eatities cie also be found theee

Facility Registration Process
g Search and Select

Vhat you'll need: Faciey ors

55 farmation

Complate & shee compiny peolie

Entes Facility lnformation
9

What youll need: Facdey or susphir's name, s1reet addeeis, owrdes sadioe

e Appoint the Designated
4 Representative
d wed 10 comp
Adermate Designated
Represontative What you'll need; Regresentatmes N

Setup Agents

What you'll need: Agents name, phone mumber and &ma

Rivaw the infomaton entered and subird to EPA for.reg

g Confitm & Subusit

Alter receming the o-mal imetaticn bom & GRET, a¢

o Accept Appolotment
g Sign the Centificate of

Represamtation (CORY

@ Approve or Add Agents

SIGN the NOTICE of DELEGATION
Sign the Notice of Delegation A8 Cepls the & o 1ga the NOD, the

J INODY)

Bemarl batwain

BEGIN REGSTRATION

This tutorial will guide
you through Steps one
through five of the
facility setup process.

Next, click BEGIN
REGISTRATION.
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Search Facility Info Appoint DR & ADR Setup Agents Canfirm & Submit

SEARCH FOR YOUR FACILITY

First, determine if your facility or supplier is already known to e-GRET.

o IF you find your facility: select it to begin registration. If it is "Claimed" you will
be directed to the Help Desk.

* IF you do not find your facility: try different search terms, or
Add a Mew Facility.

* denates a required field

SEARCH BY NAME AND LOCATION

Facility or Supplier Name | |

Street Address | |
City | |

State | Select v

This page lets you
search for your facility
in the EPA registry.

To begin, enter the ZIP
Code and click
SEARCH.
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@ o GRET S . The results of your search will be
P displayed as shown.
skl SEARCH FOR YOUR FACRUITY
Detaded edarmanon ('OF) -
Focity Seath Tios Fist, datorming # your faciity or suppher is siready known 10 o-GRET
- l:,ya“..'vl"d‘”"“ l:c:'ﬂrty: -.:fonu-;:ogmcq:xm.:n Nt s "Clamed” you wil If Someone else haS already
« 16y domo fnd you ol vy it sec s, registered a facility in e-GGRT, the
&4 o Now Facity - .
chonadoscxel facility status will be shown as
I'J:IM:M ﬁu;:-lli-ukNl.;m‘n T . “Clai med”-
Stieet Addiewns
ciy If this page shows that your facility is
-"“'" Selec & “Available”, click the radio button for
WP Code e . .
your Facility to select it, then click
[ searon |

NEXT.

2 If you do not find your facility within
Ppsombl 12 e the search results, you may refine

1S Y

X5 Ry 3 - wn PA_ 19592 Axwltie
B0 Moy Road, Boyeromn PA, 19512 your search by updating the criteria
O Facity Sesech Resull 6 163 Swamp Pike, Bidg 100, Boyertown PA_ 19512 Avadatle . .
) Foclty Sesch Result 7 (slemate names) G99 2nd Street, Boyertown PA, 19512 Avwlatle and CIICkIng Search .
) Facdty Sesch Result B {stemaste names) 25 E 5eh Street, Boyertown PA, 19612 Foradable
O Foaclty Semch Rosult 2@ 1233 Philadelptea Averius, Boyertown PA, 19512 Avadadle
O Faclty Seaech Rosult 10 7101 Courty Line Rowd, Boystown PA, 19512 Clumed For example’ |f tWO dlﬂ:erent ZIP

Codes are assigned to your facility,
you may try searching using the
alternate ZIP Code.

If you believe your facility has been claimed incorrectly or if you

need further assistance, please contact the e-GGRT Help Desk If after searching you cannot find

at GHGreporting@epa.gov or 1-877-444-1188 . your facility, click “ADD a New
Facility”.
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° ® o o Next, please list each
Search Facility Info Appoint DR & ADR Setup Agents Confirm & Subrit Owner Or Operator Of
FACILITY INFORMATION your fﬂClllty

The infarmation populated below, based upon your selection from the facility search,

A T st To add another owner
or operator, click “Add

Another Owner or

Operator” and type in

ADDRESS INFORMATION

Facility Nf"“e*|Lancaster Carbon Ermitters, Inc |

Please enter the physical address of the reporting Facility.

Street A(I(Ires*|11005 York County Road | the name
Cit)‘*|Eloyermwn |
State * | Pennsyhania 3 When you are finished,

2P Code*[1o512 | click NEXT.

OWNERS AND OPERATORS

Owner or 0|)erator*| |

=B ADD Anather Owner or Operatar

= D
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ABOUT REGISTRATION B SFACRINVEETURS » VERFICATION
Lancaster Carbon Emitters, Inc.

® & GRET Help

Related Links & Infe eatch  Tacityiefo  Appolrt DN & ADR o AGaTh

More sboul B rites ang

i LUl WO ARE THE DR AND ADR?

ADR
Each o GRET lacilty s requend 10 have 1 Designatod Representative (OR). The DR
wil arfec mto an agreement called » Coriicabon of Repeesertabon (COR) with the
facity owners. The DR has the abiity 1o enter and scbmet enussions deta on behal
of the facity. Further, the DR wil sign, and is ultimately responmitlo for the facilty's
ol eereggions subsissions 1o EPA Thiee tesponsideites can be thated with an
Altemnats Designated Rogeasestatin (ADR) and'or dolegalod 1o cne o moce Agents

After your Facilty Registration i verfied, o GRET will sand an Emaded invitation to
the DR and ADR wath instructions on how 10 accept their role for this facilty

ATED REPRESENTATIVE [OR

Who willl be the DR fes ® ) | o be 1he DR
this Facilig?

@ | wart 10 appont » DR

Fiest Namne ® ja o
Last Name * oo,
Middie Ininial
Phene % 537 222-4401

Eonall ® 100000 rembost com

| TERNATE DESIGNATED REPRESENTATIVE (ADR)

Whe will be the ADR fos ® &) | wil be the ADR
this Faciling?

O 1want 10 appoist a0 ADR
O
Flest Hame * Epqn
Last Nasne * payo,
Middie Inklal

Phene * £21) 222-4403

Emall * o umain@work com

Thero will be no ADR MNote: ADRS can be appainted after rezstiatn

i, Bty | My Protle | Logoust

n)

A Designated Representative (DR) is the person
who will sign each annual report and certify
under penalty of law that the report has been
prepared in accordance with the requirements
of the reporting rule.

If desired, a DR may identify one Alternate
Designated Representative (ADR) who is
authorized to act on behalf of the DR.

E-GGRT allows you to identify yourself as the
DR or ADR, or to identify other individuals for
those roles.

If you are preparing confidential business
information, please note that the ADR has the
same ability to access, view, certify and submit
all e-GGRT data for a facility or supplier as the
DR.

On this page, we’ll show you how to identify the
DR or ADR for your facility or supplier. It is not
necessary for those individuals to complete e-
GGRT user registration before you appoint
them. E-GGRT will use the information you
provide to send an email inviting them to
register with e-GGRT, and describing the
additional steps required of them.

After making your selections and entering the
representatives’ name and contact information,
click NEXT. 10
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Lancaster Carbon Emitters, Inc.

@ o o @

Search Facility Info Appoint DR & ADR Setup Agents Canfirm & Submit

WHO IS AN AGENT?
The DR and ADR can delegate their authority to submit reports to EFA to one or

mare individuals known as Agents. _
* denates a required field

AGENTS (invitations)

Christine Schrode schrodec@wark. com

& Add an Agent

m m Finished adding Agents

e-GRET version 1.0 | FR1-11

Reporting Tool

The rule allows the use
of an Agent, who may
prepare and submit
annual greenhouse
gas reports on behalf
of the DR or ADR.

If you are reporting
confidential business
information, please
note that an Agent has
the same ability to
access, view, enter
and submit all e-GGRT
data on a facility or
supplier as the DR.

You may identify
Agents now or later.

To identify an Agent
now, click “Add an

Agent”. 1
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AGENTS (invitations)

R —————— [ ——————————————————— Please enter the

Christine Schrode schrodec@wark. com Agent’S name, phone
AGENT APPOINTEE and email address,
then click SAVE.

First Name *|Gary

Last Name *|Wi|liam5

Phone *|(510) 838-9911

information to the DR

|
: E-GGRT will send this
|

E-mail *|wi|liamsg@w0rk.cum

i or ADR for approval.
LR Finished adding Agents Once you are finished
adding Agents, click
NEXT.

12
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ABOUT REGISTRATION FEFACILITYSETUR © P YERIFICATION B ACK MTS Hella, Eliiah | My Profile | Logout

) This page summarizes
@ e-GRET Help Lancaster Carbon Emitters, Inc. . .
9o 0 ) the information you
Search Facility Info Appoint DR & ADR Setup Agents Confirm & Submit .

have provided so you
can review it before

FACILITY ADDRESS_INFORIU‘IATIDN OWNERS AND OPERATORS .

R oy o A submitting. Please
review the information

FACILITY REGISTRATION SUWMARY

Lancaster PA 19301

DESIGNATED REPRESENTATIVE on this page for

‘353??10)}325?-1401 | jacob@zermfuel com accuracy_

EEEEIE:ﬁ;E DESIGNATED REPRESENTATIVE If you need tO make

571 222-4403 | elijah@zemfuel com .

o - changes, click BACK
JE';h(;r:zslzli-rl;gSchrode to make the Changes'
(B10) 885-9900 | schrodeci@work.com

Gary Wilams If you are satisfied with
(B10) 885-9911 | williamsg@E@work.com

Angela Forgione _ the data. yOU ha.ve

(5717 222-4420 | forgione@zernfuel com entered’ CIle SUBMIT
[eBncK] REGISTRATION

e-GRET version 1.0 | FR1-12

13
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SETUP# B VERIFICATION

Lancaster Carbon Emitters, Inc.

! Search
QUESTIONS?
GHG gov

© © ©

Facilty Info Appoint DR &ADR  Setup Agents  Confirm & Submmit

YOUR FACILITY OR SUPPLIER HAS BEEN SUBMITTED

B Tracking Report

‘fou have successfully set up Lancaster Carbon Emitters, Inc. in e-GRET.

You may want to print this screen for your records. The next steps for the
registration include:

. EPA will review the submission.
. E-GRET will send an e-mail invitation ta the Designated Representative (DR).
. The DR may approve an Alternate Designated Representative (ADR) and must

digitally sign a Certificate of Representation (COR).

. The DR may also approve Agents and digitally sign a Motice of Delegation

(NOD).

. E-GRET will send e-mail invitations to the ADR and Agents after the DR signs

the COR and NOD, respectively.

The Facility or Supplier will not be able to submit an annual greenhouse gas report to
EPA until the DR signs a Certificate of Representation (COR).

If you wish, you may
print a copy of this page

for your records.

Hell, Eljah | by Profils | Logout

e-GRET version 10 | FR1-13

Congratulations. You have
registered your facility or
supplier in e-GGRT.

EPA reviews all appointments.
After EPA approves an
appointment, e-GGRT will send
the DR or ADR an email
invitation to accept this
appointment.

Please note that, in addition to
registration in e-GGRT, a valid
Certificate of Representation
must be electronically signed
and submitted by the appointed
DR (and, if applicable, the ADR)
at least 60 days before the
annual reporting deadline.

The remaining steps of the
process are covered in the e-
GGRT Tutorial on Registering
as a DR, ADR or Agent

Click OK to continue. ”
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L\ ACTION REQUIRED:

Sign Notice of Delegation
Sign Notice of Delegation

Gilbertsville Electric

 Gilbertsville Electric

Hello, Elijah | My Profile | Logout

EeqACCEPT AN INVITATION:

Responding to a Facility Invitation?

Paste the Invitation Code into the field
below, then click 'GO*

FACILITIES PENDING REGISTRATION:

Facill!y nr'§upﬁlfér
Lancaster Carbon Emitters, Inc.

I Your Role | Regfé&réﬁbn Status
Registrar Pending

REGISTER A FACILITY

YOUR FACILITIES:
Facility or Supplier
Gilbertsville Electric
VMomgo Power Supply YWest

" |YourRole

Mega Methane Producers

‘e-GRET Announcements

MNovember 10, 2010

Bolded short announcement title
Vestibulum vel aliquam elit. Nulla quis
mauris urna, sed tristique diam.
Praesent tempor diam id odio
adipiscing et porttitor est interdum.
Phasellus at dapibus elit. Vestibulum
quis risus lectus, sed bibendum nunc.
Vestibulum sed orci metus, et laoreet
erat. Integer blandit nulla quis diam
tincidunt eleifend.

October 19, 2010

Pellentesque sed nisl vitae

Eros malesuada porta sed tincidunt
nulla. Quisque eget lacus velit, id
elementum dolor. Integer metus libero,
eleifend sed imperdiet vel, fringilla a
erat.

e-GRET version 1.0 | e-GRET Hame

After you complete the
setup, the facility or
supplier will be
displayed on your e-
GGRT home page
under the section titled
“FACILITIES
PENDING
REGISTRATION” until
the DR accepts the
appointment.

15
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Conclusion

« Key Points
— Before you start, be sure you have:

» Facility name and physical address
» Names of facility owner or operator
— You may also want to have:
* Name, email address, and phone number for each DR, ADR, and Agent

— DR and ADR will need to complete e-GGRT user registration before accepting the
appointment

* Questions? Contact the e-GGRT Help Desk
— GHGreporting@epa.gov
— 1-877-444-1188

16



