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1 Introduction

1.1 Background

The Republic of South Africa ratified the United Nations FramewamiRonvention on Gliate Change

(UNFCCC) and is therefore required to undertake several projects related to climate chaerge.

objective of the UNFCCC is to stabilize Greenhouse gas (GHG) concentrations in the atmosphere at a

level that would prevent dangerous humamducedinterference with the climate system. The ability of

South Africa to achieve this objectieedependent orthe accurate knowledge of emissions trends and

on our collective ability to alter these trends.

In response to Decision 17/CP.8, 3 of the UNF®@@he requirements of Section 6.7 of the Climate

Change White Paper, DEA has drafted National GHG Reporting Regulations to encourage the reporting

of national GHG emissions annually. The objective of these regulations is to introduce a single national

reporting framework for the reporting and dissemination of information related to GHG emissions to:

i to enable the Department to collect, collate and publish GHG emissions data and information in an
effective and efficient manner,

9 for South Africa to meets obligations on international reporting requirements under the United
Framework Convention on Climate Change atietr international programs,

9 to fulfil section 6.7 of the National Climate Change Response that requires GHG emissions
inventories that areaccurate, omplete and upto-date,

1 to inform government policy formulation and the ShuAfrican general public; and

9 to avoid duplication of similar reporting requirements in South Afric

1.2 Document Purpose

The document is intended torovide instructiors to public users for using tf®@AGERBublic Portal
together with user cases, moalp screens to better illustrate system design from user point of view.

1.3 Definitions, Acronyms, and Abbreviations

This subsection provides the definitions of all terms, agnes, and abbreviations required to properly
interpret the User Guidddocument.

Acronym

Acronym Definition
SAGERS South African Greenhouse Gas Emissions Reporting System
GHG Greenhouse Gas
DEA South Africa Department of Environmental Affairs
SARS Sauth Africa Revenue Service
National South Africa National Treasury
Treasury

Data Provider | Any person as classified in regulation 4 and shall include

(a) its holding company or corporation or legal entity, registered in South A|
in accordance with théaws of South Africa;

(b) all its subsidiaries and legally held operations, including joint ventures @
partnerships where it has a controlling interest, or is nominated as the
responsible entity for the purpose of reporting under these Regulations;
(c)all facilities generally over which it has control, which are not part of ano
data provider as provided for in these Regulations;

Activity [Cata Data on the amount of fuels or materials consumed or produced by a proce
relevant for the calculatioAbased monitoring methodology, expressed in

4
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Acronym

Acronym Definition

joules, mass itones, or for gases as volume in normal cufvieters as
appropriate;

Tier Method used for determining greenhouse gas emissions as required by the
"IPCC Guidelines for National Greenhouse Gantovies (200

9 Tier 1 method: Default IPCC emission factors available in the 2006
Guidelines are used to calculate emissions from activity data,

9 Tier 2 method: Country specific emission factors published in the
Technical Guidelines for Monitoring, jfeting and Verification of
Greenhouse Gas Emissions by industry are used to calculate emisg
from activity data;

1 Tier 3 method:; Emission models, material carbon balances and
continuous emission measurements in the Technical Guidelines for
Monitoring, Reporting and Verification of Greenhouse Gas Emission
Industry available on the DEA website (www.environment.gov.za) a
used.
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2 System Overview
TheSAGERS a webbased application which enables public userstmrporatewith law to register

data provider with DEA, update DEA on any registration information changgeepale and submits
annualGHGemissionreports to DEA to review.

2.1 Summary of System Actoi@nd Roles
The tablebelow lists all thgpotential actors and role within SAGER@&ublic portal

Actors and Roles

Actors RoleDescription
ACO Register Data Provider
Preparer/Cons | -  Enter or Revise Emission Data for relevant source
ultant - Check and Edit Emission Data completeness for relevant source
Viewer -
Other -

2.2 General Guidance oBAGERS Public Portal

2.2.1 AccessingAGERS Public Portal

To access the SAGERS Public Portal Web application, public users can either enter from the link on South
Africa SAGERS landjpaigeor open any Internet Browser application and dirgahter the website

URL.

1 SAGERSanding Page:

https://ghgreportingpublic.environment.gov.za/GHGlanding/
Introduction

The South African Greenhouse Gas Emissions Reporting System (SAGERS) is a Greenhouse Gas Reporting Module of the MNational Emissions Inventory Sy|

This portal is a web based platform for the registration and submission of GHG emissions data by category A data providers in terms of GHG Reporting Reguy
promulgated under the National Environmental Management: Air Quality Act No.39 of 2004.

Objectives

« Providing a user-tailored platform the category A data providers to register and report their annual GHG emissions data and the associated activity data

« Providing methodological guidance on the guantification of GHG emissions and the embedded parameters for assessing the annual GHG emissions

» Facilitating easy access to the parameters and GHG emission factors database embedded into the system

« Serving as an information hub for data providers for accessing information relevant to the registration and reporting under the GHG Reporting Regulatio

+ The portal provides relevant guidance, templates, guidelines, and information relating to compliance under the GHG Reporting Regulations 2017 publis|
Government Gazette 40762 of 03 April 2017 promulgated under the National Environmental Management: Air Quality Act No.39 of 2004

SAGERS Public Portal (Production) m SAGERS Administration Portal (production)

For SAGERS Public Users (Production) For SAGERS Administration Users (production
« Submit and Manage Registration Information » Manage online reporting of emission inventoriey
« Submit and manage GHG emission inventory reports online Regulations 2016 as amended and promulgate)
« Track the status of an emission report Air Quality Act No.39 of 2004
» Track historical emission inventory reports » Track the status of an emission report
=> login

Figurel SAGERS Landing Page
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1 SAGERS PubfortalUserTraining Site

https://ghgreportingpublicuat.environment.gov.za
1 SAGERS Public PottlerOfficial ProductionSite:

https://ghgreportingpublic.environment.gov.za
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Department:
Enviconmental Affairs.
REPUBLIC OF SOUTH AFRICA

South African Greenhouse Gas Emission Reporting System (SAGERS)

Public Portal

Username

Password

@

Forgot
Password?

Figure2 SAGERS Public Portal Log in Page
2.2.2 Information and Navigation Features

2.2.2.1 Left Navigation Panel
All the SAGERS System Modules can be acdedsany time from the left navigation panel. This allows

the users to jump from a section of pages to another section of pages.
And users are also able to close the left panel to have bigger view of current module.

— Resume Edits
= Dashboard E 9 T ,
Edit unfinished submittals.

- Top M | 7 Track Submittal Status
- Monitor submittal status
Communication
~ MY MESS2
@ =‘| Correspondence
= (] One Perform correspondence with
requ applicant
ame
— Subr < I
Figure3to open left -
panel Figure4 to close left panel
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2.2.2.2 SystemRequirements

To ensure that all of the features of SAGERS System are available, a user is suggested to use the Google
Chrome web browser. ThgerformanceoftK S { ! DO9w{ {&aiuSyYy gAfft OIFINE ol asSi
internet connection speed, CPOperating Systeprandavailable memoryThe following minimum

system configuration iecommended

1 Pentium Il processor or higher

1 Microsoft Windowns 2000 or higher

1 256 MB ofRAM or higher
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3 Public Portal Dashboard

Once log into public user account, public users will be looking at the dashboard of each account. The

dashboard consists of multiple web parts.

1 SubmittalSummary
Publc users are able to read summary information of their own submitted submission re&yrds.
clicking on each number, public users will be directed to the page where detailed submission
records show.

(0]

o

Revision Required:

This status refers to the scenario tHaEA has reviewed your submitted submission and there
are information needs to be rectified on the form or more information is required to be
provided hence it was sent back to you.

Denied:

This status refers to the scenario that DEA has reviewed younitteld submissiorand made
decision that your submission due to certain reasons is not accepted and there is no further
action can be taken on this submission at your side.

Approved:

This status refers to the scenario that DEA has reviewed your submitbedission and made
decision that your submissidaaccepted and there is no further actimeeds to beaken at

your side.

Top Submittal Summary New Submittals Obligation Reports Resume Edits

Submittal Summary

3 l 26

Revision Required Denied Approved

Figure5 View submission records of different status
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4 Public User Account Management

4.1 Public User Account Creation Process

Toinitiate any activities with SAGERS Public Portal, it requires public users to log in with a registered

SAGERS public account.

tdzof AO dzaSNE I NB FofS G2 aidl NI GKS I03022ddyyiilie CoNdEil (ili2Ay
on the Public Portal log in page.

rtment
Enviconment tal Affairs.
REPUBLIC OF SOUTH AFRICA

South African Greenhouse Gas Emission Reporting System (SAGERS)

Public Portal

Username
Password

@

Forgot
Password?

Figure6 Register Account

1) The first step of registering account is public users are required to input all necessary basic
information.
1 The value in Ug Name field wilauto populatebased on the input Legal First Name and Legal
Last Name. There is possibility that the User Name has already been taken by other public users.
In this case, public useneed to modify the populated user name to ensureuitsgueness in
the SAGERS system.
1 The email address ties to each public users account also needs to be unique.

10
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@® Basic Information

Personal Info

Legal First Name Legal Middle Initial ~ Legal Last Name User Name
@ Required ® Required. (@ Required.
Employer Job Position with Employer
(@ Required
Home Phone Maobile Phone

000-000-0000 x0000 000-000-0000
Fax Number Email

000-000-0000

@® Required.

Figure7 Required Basic Information for Creating Public User Account

2) After inputting all required basic informatiohJdzo £ A O dza SNA | NBbuttoda oS § 2
continue to select desired account tydeach public user account can onlydssociatedvith one
account typeThe provided account types are:
1 ACO:

The Accounting Officer (ACO) account type is resplenfib certifying and submitting

Of A O

submittals on behalf of his/her Data Provider. An ACO can also assign ECO/Consultants to help

prepare the submittals for each facility that the ECOs/Consultants are assigned to.
1 ECO/Consultant:
The Emission Control OfficgECQO)/Consultant account type is nominated by the ACO to help

prepare submittals for each specific facility. The ECOs/Consultants can only prepare submittals

and cannot submit them.
1 Viewer:
The Viewer account type is nominated by Data Provider ACOs tdagéity information.
i Other:
¢CKS hidKSNJ I OO2dzyd GeLIS A& 3INIYyGESR -SpexthisS a &

with any Organizations or their faciés.

11
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@ Basic Information @ Account Type

Account Type

Account Group *

ACO ECO/Consultant Viewer Other

Figure8 Available Public Account Type

3) After picking up the account type, public users are required to create answers to 5 selected security

guestions. The answer will be used as identayificationpurpose after public serslog in their
accounts to conduct certain actions, such as to submit annual GHG emission report.

@ Basic Information @ Account Type @ Security Questions

Security Questions

0One of the following security questions will be
referenced during the submittal process. Please answer

n @ What is the first and last name of your oldest sibling? v all five questions below with unigue responses.

®

Answers to the security questions are case sensitive.

Figure9 Available Security Questions

4) After completing previous 3 steps, public usars able to review the inputted informatn. If there

Aa ye SNNBENE Lzt AO dz@SNE FNB Fo6tsS G2 Of A0
AYT2NNIGA2Y® hyOS [ttt 2F (GKS AyT2NNIGA2Y A&

y2id | NBpafdhéck dngdicko 6 wSIAEGSNE odzitizy o

< GHG Registration

® Basic Information @ Account Type @ Security Questions ® Final Review

Final Review

testing account
enfotech

1368 how lane , Matatiele 1 1000
1234567 @gmail.com

™

reCAPTCHA

I'm not a robot

Figurel0 Registration Information RevieWiPage

12
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5) The system will return a Registration Successful message if the public users account is successfully
created.
1 An email contained temporary password and termgy pin will be sent to the inputted email
address at stepl.

& Registration Successful
Q Registration Successful

Congratulations! Your account has been created succesfully. Please check your e-mail for your temporary password. To fully activate your account, please follow the
procedure below:

If you have registered as a Preparer, please inform the ACO of the facility. You will be able to prepare submittals, once the ACO approves your accouunt.
If you do not receive the confirmation email within the next hour, please check your Junk Mail folder and update your rules to allow emails from [Agency Email]
If you have any questions for account registration, please contact [Agency Email]

Thank you for registering with Greenhouse Gas System.

Figurell RegistrationSuccessfuMessage
4.2 Public User Log in Process

4.2.1 First-Time Logn Users

For all firsttime login users, log in the registered account withfsgkated usernamand assigned
temporary password. And then you will be asked to create your permanent password and pin to replace
the temporary records.

Dear eeaee erser
This email serves notice that you have been issued with a new password. Your new login
details are now as follows:

First Mame: eegee
Last Name: erser
Login user: ees
Password: 4uZedfTe

Figurel2 Registration Email Sample

4.2.2 Non FirstTime Logn Users

Fornonfirst-time log-in users, you can log in your public accounts using youcssdted username and
password

13
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4.3 Account InformationManagement

4.3.1 Forget Password

When public users forget their loglidl 34 62 NRX Of AO] 2y GKS c&cea@dBASG t
log on pageAnd input the email address associated with public user account and an email contained

with temporary password will be sent to this email address if this email address exists in system.

Public Portal w environmental affairs

Department:
Envirconmental Affairs
REPUBLIC OF SOUTH AFRICA

South African Greenhouse Gas Emission Reporting System (SAGERS)

Forgot Password Public Portal

If you already have an account and have forgotten
your password or user name, please enter your

Username
email address in the boxes provided below. Your _
account information tied to the email will be sent

to the email address provided.

Reset Password ©)

Forgot
Password?

Figurel3 Associated email adarss . .
Figurel4 Forget Password on log in page

4.3.2 ChangePasswordand Pin Number

Public users are able to change password and pin number associated with own account in My Account
Module.Under Password/Pin tab, public users are able to directly enter the new password or new pin.

a * Tester Certifier >
Account Password/Pin Security Questions Consultants Data Providers
Password PIN
Show password Show Pin
New Password New PIN
Confirm New PIN
Confirm New Password
Save PIN
Save Password

Figurel5 CreateNew Passwordind Pin
14
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5 Data Provider Rgistration Process

In order to submit annual GHG emission reports, data providers have beg
registered in SAGERS as the-goadition to submit reports. To register a
RFGF LINPOARSNE AG NBIjdzA NBa LJdzo £ A (
form to DEA to review. DEA may approve, deny or require more informati

Insights

E=e Dashboard

Views summary of work
progress.

Submittals

for a submitted form.

I/ Start New Submittal
Create new submittals.

5.1 Start a NewData Provider Registration Form

%

Public users cainiiatel G wSIAAGSNI 5+ G t NBOA RER

module from left panel.
After entering Start NevBubmittal module, public users should click on

Resume Edits
Edit unfinished submittals

I/ Track Submittal Status

Register New Data Provider Icon and then systenawiticha newRegister

Monitor submittal status

7

N

New Data Provider form.

Figurel6 start a new submittal

AirGHG (5)

[Aroro)
Modify Data Deregister Data
Provider/Facility Provider/Facility

[ AircHG [ AIrGHG | .t

Submit GHG Emission Request Approval for
Report Country-Specific
emission factor

°

Figurel7 Register New Data Provider Form

15
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5.2 Prepareand SubmitNew Data Provider Registration Form

Ly 2NRSNJ (G2 LIaa GKS QFIftARFGAZ2Y OKSO1l YR adzmVYAdl
need to complete required information on Data Provider Information, Facility Association and
Attachmenttabsif certain conditions are met.

| Open | New Data Provider

|I| Data Provider Information |z| Facility Association |E| Attachment |E| Review |E| Submission

Figurel8 Different Tabs of Register New Data Provider Form

z

C2tft26Ay3 aSOGA2ya LINRPOARS 2yfte AyadNdzOdAizya G2 G
to first time users.

5.2.1 Data Providednformation Tab

On Data Provider Information tab, public users are required to input necessary data provider
information.

9 Stepl: Selecthe suitable data provider source for your situation.

5.2.1.1 Createa New Data Provider

This option should be selected whtris data provider is never been created in SAGERS system and no

GHG Data Provider ID has ever been issued.

ThisoptonrR2 Say Qi I LILJséenafiod INjouF ftiafiog fallbweay of them please select

G[IAY1 5FaGF t NR @A R Sthei5.22 Riorftyer insyutions B F SNJ G2 &S0

1) The data provider has previously been registered with DEA on paper form

2) The datgoroviderhas been registered by previous owners with DEA and you are current the new
owner.

(1] Data Provider Information | (_2 ] Facility Association [ 3 | Attachment

Data Provider

Data Provider

Link Data Provider o. Create a New Data Provider

Figurel9 Creat a New Data Provider Option

5.2.1.2 Link Data Provider

Public users should select thuption if your situatiorfits any of the following scenarios:

1) The data provider has previously been registered with DEA on paper form.

2) The datgproviderhas been registered hyrevious owners with DEA and you are current the new
owner.

16
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A = 4 -~ -

2 KSY G[AYy1l 5F0GF tNRPDGARSNE 2LJiA2y Aa aStSOGSRI Lz
providedby inputting Transfer Cod®ysearching theorrect Transfer Code, system will displanyy
one matching data provider record and public users can séieatecord.

+ Transfer Code: The Transfer Codeusigue code created by SAGERS for one data provider/facility
which is only informed to relevant users via emails sent out by SAGERS. system

| Open | New Data Provider

(1) Data Provider Information [ 2 ] Facility Association [ 3 | Attachment (4 ) Review [ 5 ) Submission

Data Provider
Data Provider

oL nk Data Provider Create a New Data Provider

The “Link Data Provider” option is applicable if this data provider is transferred from another Public User |
Please search the data provider by using the Data Provider Transfer Code.

Search Data Provider by Transfer Code:

Search

Figure20Link Data Provider Option

1 Step 2: Complete required data provider information
Public users are required to fill in correct information on all fields markedqsgredon Data Provider
Information tab.
o ACO:
The ACf data providercould be the owner or responsible official of this data provider.
o Contact Person:
The contact person of data provideouldbe the persorwho can be reached by DEA during
most of the business time. This person can be different than theeo#CO of this data
provider, such as front desk representative of this data provider.

17
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(1) pata Provider Information [ 2 Facility Association [ 3 ] Attachment (4 | Review (5 ) Submission

Link Data Provider ) Create a New Data Provider

The "Create New Data Provider” option is only applicable if this data provider has never been registered in the system.
If this Data Provider is transferred from someone else, please use the “Link Data Provider” button.

Company Registration Data Provider ID: Data Provider Name: Business Start Date:
Number(CRN):

New Data Provider 8 mm/dd/yyyy
YYYY/NNNNNNN/NN

Mailing Address

Address Line 1 Address Line 2

@® Required
Province/District/City Postal Code

v 0000

@ Required @ Required @

Figure21 Required Information on Data Provider Information Tab

5.2.2 Facility Association Tab

OnFacility Associatiotab, public users are requd to inputfacility and activity information associated
with this data provider.

1 Step 1: Select suitablicility source for your situation

5.2.2.1 Create New Facility

This option should be selected when tfagility is never been created in SAGERS system ar@gHG
FacilitylD has ever been issued.

ThisoptionrR2 Say Qi I LILJséenafiod INjouF ftiafiog fallbws Any of them)gase select

G Ayl ¢ CRk Oldivdiay® $ection 5.2.2.8r further instructions:

1) Thefacility haspreviously beenegistered with DEA on paper form.

2) The facilityhas been registered by previous owners with DEA and you are current the new owner.

The "Link Facility” option is applicable if this facility is transferred from The "Facility” option is only
another Public User(e.g. Purchase, sell). Please use the dropdown list from someone else, please
below to search for the Facility using the Facility Transfer Code. OR use the "Link Facility”
button.

Search Facility by Transfer Code:

Search @ New Facility

@ New Backup-Generator
Group

Figure22 Create New Facility Option

5.2.2.2 Create New Backugsenerator Group

This option should only beelectedwhen following conditions are medtherwise there may be
possibilities your submission will be sent back or denied by DEA.

18
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1) The facilities haveever been created in SAGERS system and noFatligylD has ever been
issued.

2) The facilitiesare bakup-generator group

Please add at least one facility.

The "Link Facility” option is applicable if this facility is transferred from The "Facility” option is only
another Public User(e.g. Purchase, sell). Please use the dropdown list from someone else, please
below to search for the Facility using the Facility Transfer Code. OR use the "Link Facility"
button.

Search Facility by Transfer Code:

Search @ New Facility

@ New Backup-Generator
Group

Figure23 Create New Backu®enerator Group

5.2.2.3 Link Facilities

Public users should select this option if your situation fits any of the following scenarios:

3) The facilityhas previously been registered with ®Bn paper form.

4) Thefacility has been registered by previous owners with DEA and you are current the new owner.
Public users are required to search by existing gateidedby inputting Transfer Code. Bgarching

the correct Transfer Code, system wiisplay only one matching FACILITY record and public users can
select the record.

Please add at least one facility.

The "Link Facility” option is applicable if this facility is transferred from The "Facility” option is only
another Public User(e.g. Purchase, sell). Please use the dropdown list from someone else, please
below to search for the Facility using the Facility Transfer Code. OR use the "Link Facility"
button.

Search Facility by Transfer Code:

Search @ New Facility

@ New Backup-Generator
Group

Figure24 Search Facilitypy Transfer Code Option

5.2.2.4 Link/ Add More Facilities

If there is more than one facility/facility group needs to be createtinked, public users can achieve

0KA& LlzN1J2 &S b BNIEn&HOW in fgliBwing sceenshdrtd close current facility/facility
ANRdzL) LI 3S yR GKSY GKS avisRB 2NJ [ Ayl CFOAfAGeE¢ 0 dz

Facility ~ @ New Facility
®
~ @] New Facility

o 0 0 0
0 O 0 3 Activity Emission Unit Total Capacity(MG)

Activity Emission Unit Total Capacity(MG)

(® Add or Link Facility

Figure25 Close current facility/facility group Figure26 Add/Link more facilities
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9 Step2: Fill in required facilitymformation
For each facility/facility group, public users need to complete information including basic facility
information, contact, activity and activity attribute information.

5.2.2.5 Activity Information

Public users need to melect all applicablPCC coddwr current facility.For each IPCC code, there is

different activity attribute information required to be filled. Public users are able to add more IPCC

O2RS& o0& OfAO|l 2y abé odzidzy akKz2gy Ay F2fft26Ay3 &
under one facility.

Activity
[©
0]
IPCC Code
v
@ Required
Business Start Date: Description
8 mm/dd/yyyy

Figure27 Add more IPCC codes on activity section

Public users are able to upload any supporting documents in Attachment tab which they believe are

helpful for DEA to approving their submission.

t S NJ Befuirah@nts public users are mandatory to upload supporting documents for following

scenariogo elaborate the detailed informatian

1) LT GbSeDSYFSINIdal2a NE Aa aStSOGSR FT2NJlye 2F GKS FIFO
2) LT GKS &b dzy o Bdié tiafl fob dhwok theSemissio divices.

Emission Units

* Threshold Amount: 10 (MW(th) )
s Current Amount: 50 (MW(th) )

n Device Name: Device _'_-f'|)82 Number of Devices
emission unit 1 Blender v 5

i

® Add Item

Figure28 Number of devices for emission units
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|I| Data Provider Information |z| Facility Association |E| Attachment |z| Review |E| Submission

If facility type is generator or grouping the emission units into group. Required to submit supporting documss a
er to
ies,

Figure29 Upload supporting documents to one submission
[l New Data Provider
[ New Facility

£= 1.A.1.a.i Electricity Generatic

53 Blender

Summary -

5.2.3 Review Completed Forrand ReportingThreshold

OnRegster New Data Provider Form, SAGERS has provided a left pgnel  cenbustion
overview. Public users are able to view a dynamic data provigearchy
chart based on inputted information.
Below Data Provider Overview, public usersase able to check if the
imputed adivity amounthas met thereportingthreshold
0 When the activity amount is smaller than the reporting threshold, then public useraot
obligatedto report related information to DEA.
0 When the activity amount igreaterthan the reporting threshold, the public usersre
obligatedto report related information to DEA.

50 (MW(th)) |

10 (MW(th) |

Figure30 Left Side Review Panel

On Review Tab, public users are able to check if all required fields are fully completétlSTRe ¢ - ¢ & A 3y
implies there are required information missing on corresponding form.

By clicking the PDF icon, public users are also alpeind out the hard copy of completed online form
to do so.
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| open | New Data Provider

(1) Data Provider Information = (2 ) Facility Association [ 3 ) Attachment = [ 4 ) Review | (5 ) Submission

Submittal Form(s) Summary

Click on the hyperlinks below to return to a specific section of the online form Click on the PDF ¢L" hyper|

open/save/print the PDF form.

X Data Provider Information
X Facility Association

Figure31 Submission Review Tab

5.2.4 Submit OnlineForm
t dzof AO dzaSNBR OFy &adz YA(G { KtBnoa Sebnvissianaab2lyorderdo Of A
FOGADIGS GKS dadzoYAilé odzidz2ys GKS adzoYAGGSNI y
1) Complete the certification sections
2) Provide correct answer to security questions
3) Input PIN Number

|I| Data Provider Information |z| Facility Association |E| Attachment |z| Review |E| Submission

Agreement

Declaration of accuracy information provided: *
|, as the Accounting Officer or delegated by the Accounting Officer, declare that the information provided in
attached to the application is, to the best of my knowledge, in all respects factually true and correct. | am a
of false or misleading information in the application form is a criminal offence.

| have read and agree the above agreement

Security Question & PIN Number

Security Question: what is the last name of your favorite teacher? *

PIN (4 digits): *

Figure32 Certification Section on Submission Tab

After submitting the online form, if the system pops up a confirmation email then it indicates the
submission isuccessfullgubmitted.

5.3 Continue Unfinished Submittal

At any time during online formreparation public sers can save the work by clicking on the hard disk

button. In that way, public users are able to continue with unfinished submittal in any future time.

If submission is saved successfully, then & { I @S { dzOOS&aa¥FdzZ t 8¢ YSaal 3S gAft
time asubmission ID will be generated and displayed on the top right side of the submission

Figure33save

button
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Register New Data Provider

Open | New Data Provider

Figure34 Generated submission 1D

Public users are abte access to thisubmittalby search by this submissiond® Keywordin Resume
Edits module.

= Pending Submittals

=% | Q search
u Criteria Obligation Submittals (0)
L(}- Keywords (&
Non-Obligation Submittals (0)

L

4
-l Obligation Type 0|

' Obligation
du Non-obligation
I_-' Submittal Status [
Updated Date
v

Figure35Keyword Search

5.4 Delete Unfinished Submittal

Public users are able to delete unwantedgister Data Provider/ Facilgybmittal when it is nb
submitted yet to makeaccountcleaner To delete this submittal, go to Resume Edits module and click
on theTrash Bin icon.
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Non-Obligation Submittals (243)

Modify Data

Register New Data Provider
=it 4 Provider/Facility >

Starbucks

8406 | 1910001 pelslly

1368 How Lane , Ntabankulu , EC
0890

@ o @ o

Figure36 Delete unwanted submittal

5.5 Track Submitted Submittal

After public users submitting each sulital, DEA will take control of this submittal and public users

cannotmodify the information on submitted form in the interim unless DEA sends the submittal back to
public users for revision.

Public users are able to tradke status of submittedRegisteNew Data Provider forrim Track
Submittal Stata module to monitor if there is any review progregslatedfrom DEA authority side.

Insights

=e Dashboard
Views summary of work
progress.

Submittals

I/ Start New Submittal
Create new submittals.

- - %
L Resume Edits
Edit unfinished submittals.

"I Track Submittal Status

Monitor submittal status

Figure37 Track Submittal Status
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6 Data ProvidefFacility Modification Process

Publicusers are regulated tootify DEA abouany new changelappening on registeredata provider
information within 30 daysDEA wilfespondedafterwards accordingly that they will either approve the
change or deny the changBublic usersire able to notify DEA tsubmitingthed a 2 RA ¥& 51 { |
t NEOARSNKCI OAf AleéocAuBNY AT F2fft26Ay3 OKIy3Sa
Any changes on basic data provider information, such as hame, adetress,

Any changes on basic facility information, such as name, aderess,

Any additional facilities are added to original data provider;

Any additional activities (IPCC) are added to data provider;

Any additional emission units are added to data provider;

Any associated emission units are removal from data provider

= =4 =4 =4 -4 -4

6.1 Start aNew Modify Data Provider/Facility &rm

Modify Data Provider/Facility form could be reached from Start New Submittal module. Please refer to
section 5.1 for detailed instructions.

AirGHG (5)

| AiIrGHG

Register New Data od ata Deregister Data 8 Submit GHG Emission =
Provider o Provider/Fa Provider/Facility g Report "% .

@

[aircHG | “ bt
Request Approval fors
Country-Specific S
emission factor

°
Figure38 Modify Data Provider/Facility form
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6.2 Prepareand SubmitModify Data Provider/Facility &rm

cC2ft2pAy3a aSOlA2ya LINRPOGARS 2yfteé AyadaNdzOidazya G2 i
to first time users.

Stepl: Pick associated data provider

Public users need to select the data providerathhey need to modify from Data Provider dropdown

field. In this fieldsystemwill displayactive data provider records which are registered under current

public users account with SAGERfer selecting one data provider, system will automaticptipulate
currentapprovedregistrationinformation of this data provider.

| open | New Data Provider >

(1) Data Provider Modification = [ 2 ] Facility Modification (3 ) Attachment [ 4 | Review [ 5 | Submission

Data Provider

Data Provider ID:

Starbucks
tian01

Figure39 Pick associated data provider

Step 2Modify Registration Information

Public users are able to directly update tgestedinformation of current dat providerbased on

populated records.

Step3 Review and Submit Online Form

Public users can following the same procedure to review completed form and submit it. Please refer to
section 5.2.3 and section 5.2.4 for further instructions

6.3 Continued Unfinishedsubmittal

Public users can also save their work anthe back to continuavith the previously saveiodify Data
Provider/Facilitysubmittal next time when they log in their user account. Please refer to sest®for
future instructions.

6.4 Delete Unfini©ied Submittal

Public users are able to delete unwantigddify Data Provider/Facilitsubmittal when it is not
submitted yet Please refer to section 5.4 for more detailed instructions.

6.5 Track Submitted Submittals.

Public users are able to track theview gatus of submittedModify Data Provider/Facilitiorm under
Track Submittal Status modulleaserefer to section 5.4 for more detailed instruction.
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7 Data Provider Deregistration Process

Publicusers are regulated to notify DEA about any rehanges happening on registered data provider
information within 30 daysDEA wilfespondedafterwards accordingly that they will either approve the
change ordeny the change. dzo f A O dza SNB | NB | 6f S Detegisf2DatlaT& 59! 0¢
Provicer/Facilite F2NXY AT F2tft26Ay3 OKFIyaSa 200dz2NAY
1 Ownership transfer/Termination at data provider level including all associated facilities,
activities(IPCC)
1 Ownership transfeiferminationat facility level including associated activities (IPCC
1 Terminationat activity level (IPCC)

7.1 Start a New Deggister Data Provider/Facilitydfrm

DeregisterData Provider/Facility form could be reached from Start New Submittal module. Please refer
to section 5.1 for detailed instructions.

Figure40 Deregister data provider/facility

7.2 Prepare and Submit Deregist&ata Provider/Facility Brm
C2tft26Ay3 aSOGA2ya LINRPOARS 2yfteé AyaldNdzOdirzya G2 G
to first time users.

Step 1 Selet the correct data provider
Public users need to select the correleta providemwhichor partiallythey need todissociate
responsibilities from, such as specific facilities or activities (IPCC).
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