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Quick Reference Guide Overview

This Guide provides an overview of the registration, data entry and reporting features of the GSA Carbon Footprint Tool. Go to page 4 of the Guide to learn
about creating a Site. A Site must be created before greenhouse gas information can be entered. For more detailed information on how to use the Carbon
Footprint Tool to build your greenhouse gas inventory, please refer to the companion document —the GSA Carbon Footprint Tool User Guide.

Carbon Footprint Tool Homepage-> https://www.carbonfootprint.gsa.gov/

Sign In: Click the “Sign Up Now” link on the
right side of the home page to start using the
Carbon Footprint Tool.

Signin | Help
GSA Carbon Footprint Tool
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Interested in Previewing the Tool?

Sign Up Now @
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Get Started

The General Services Administration (GSA) developed the Carbon Footprint Tool to
help Federal Agencies calculate, report, and reduce their greenhouse gas (GHG)
emissions from direct and indirect activities. Before you can begin using the Tool,
you will need to Register as a New User, Sign In to the Tool and create “Sites” for
your Agency.

Register

o Go to the homepage - https://www.carbonfootprint.gsa.gov/. Click the
“Sign Up Now” link on the home page. You will be directed to the Sign Up
page.

° Follow the instructions on the Registration Form and then click the
Register Now button to complete the registration process.

NOTE: If you require access to your agency’s live data within the GSA Carbon
Footprint Tool, please send a request to carbonfootprint@gsa.gov and the
support team can put you in touch with your Organizational Administrator,
the agency point of contact responsible for authorizing access to live data.

Sign In

> Click the “sign in” link that appears in the upper right- hand corner of every
page. You will be redirected to the Sign In page where you can enter your
“username” and “password”.

Click the Sign In button.
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Registration Form

You have chasen to sign up for a demo account of the GSA carbon footprint tool. The Dema version of the GSA Carbon Footprint Toal is limited to federal agency personnel, therefore you
must have a_gov or mil email address to sign up for a demo account

Complete al of the fields on the form below, making sure that Dema Ageney - Tool Preview is selected from the drop down menu of the Agency field. After submilting this form online, you
will receive a welcome email confirming you as a regrstered user for the Dema agency. This will entitle you create scenarios and enter data within the Dema Agency. Be sure to read the
Quick Reference Guide and the User guide before you get started to become familiar with how the tool works

f you are inlerested in regislering your agency o use the GSA Carbon Footprint Tool, pl an email to car gov or jennifer hazelmandligsa.gov with documentation of
approval from your Senior Sustainability Officer (SSO) I you are a contractor supparting an agency as part of its GHG Public Protocol activities, an academic and/or state/local govemment
representative and would like to preview the tool, please send a request to carbonfootprnt@gsa gov

Requred Fields %

Username: *

Usermams must e 3-20 enaracters kang, using eers. numoe e rscare
First Name: *

Last Name: *
Agency Cour Services B
Position:
Phone Number: *
For sxample. 5551234587
Email Address: *
Password: *
Password must be between 810 40 characters long, using at eas! one upper and lower case lefer, ane @igil, and ane symbol

Confirm Password: *

[ RegisterNow | | Cancel |

contactus | nobés privacy polcy | 548 Drivacy policy {8 of use | 8l83se Nofes | feRdDECK | 30008 reader
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Create Site

The Carbon Footprint Tool represents a federal agency as an organizational unit
called an Enterprise. An Enterprise is made up of Sites which store information
about the physical attributes of buildings along with the energy use activities
associated with those buildings. Sites are a critical component of the agency
profile and must be created before GHG emissions can be calculated.

Your total number of sites can be viewed from the Home page which appears as
soon as you Sign In.

The Home page gives an enterprise-level view of your organization, including sites,
scenarios, surveys, and emissions. The top navigation displays pages that allow you
manage enterprise information, sites, and user profiles.

° Under the Setup tab at the top of the page, click Manage Sites to view
and edit your sites.

On the Manage Sites page, use the “Create Site” button to add a new site
via the Create/Edit Site page.

e The Create/Edit Site page will prompt you to enter building name,
location, size and operating information.

Once a site has been created you can edit or delete the site using the
buttons on the Manage Sites page.

CREATE SITE: Enterprise Profile >> Agency Sites >> Add
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Calculate GHG Emissions

The Carbon Footprint Tool uses a bottom-up calculation approach to collect data
for both direct and indirect energy-use activities. The Tool includes data
management for all of the following categories:

Building

Fleet

Business Air / Business Ground

Commuter

Renewable Energy

Additional Emissions Sources / Other Sustainability Data
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Solid Waste Diversion

Enter Data

Under the Enter GHG Data tab at the top of the page, click Manage Data. The
left side of the page will display the different scenarios you can manage from
this page. Start with “Building”.

o You can upload data three ways: from Energy Star Portfolio Manager, Batch,
or Manual. This guide uses Manual Entry; see the full User Guide for more
information on the other options. Click the Manual Entry box.

° Select a site or create a new one and select a fiscal year for the data. Click the
“Start” button to begin data entry. You will be directed to the Analyzer page.
The Scope 1 page is selected by default.

o Select the inventory categories for which you wish to provide data. This
means, for example, that if the building being represented in the scenario only
uses natural gas for stationary combustion equipment, you would only need
to select “Natural Gas”. The other check boxes would be left blank. Click the
“Save & Continue” button at the bottom of the page to begin entering data.

Once you advance through all of the data entry screens for Scope 1 emissions,
the Analyzer will automatically direct you to the Scope 2, Scope 3, and Water
pages. You will then receive a completion screen with your total emissions and
be able to return to the Manage Data page where you can select a different
scenario.
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Report GHG Emissions

The Carbon Footprint Tool generates reports that are transparent and traceable;
emissions sources that contribute to the GHG inventory are clearly identified and
the detailed calculations used are fully described.

e Under the Review tab at the top of the page, click Reports.

Home  Sep  Enter GHGData

Home > Review A e

Reports Carbon Profizg

FYaom Vi Need help

Tour this Section

Generate Site Report

Q At the bottom of the page under “Site Reports”, select a year, site name, and
scenario type. Click the Submit button.

° You will be redirected to the GHG Report for the site.

Site Reports
Year s | Select Year v
Siew | SelectSte .
Scenario Type # | Select Scenario Type: -
®
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Annual GSA Demo Agency -

Site: test
E15A Gosl Subject or Goal Excluded: Subject

Test Organization Emissions FY2014

(GHG Target Included or Excluded: Iciuced
ENERGY STAR Certfied: o

Meets Guiding Principles for High Performance and Sustainable Buildings: No
Generated on: September 30, 2014, 10:16 pm

Ageney

Reporting Agency: G5 Demo Agency

Repont Preparer

Reporting Pariod The base year forthis report i FY20%4
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Generate Enterprise Report

To view an overall summary, under the “Enterprise Reports” section, click
“View” under “Summary Report”.

o You will be redirected to the Enterprise Summary Report.

Alternatively, to view a comparison across fiscal years, click “View” under “FY
Comparison Report”.

e You will be redirect to the Enterprise Fiscal Year Comparison Report.

Home  Setup  EnterGHGDala |[NReVieWM Expot  Pan  Help

Home > Review > Reports
Reports
Enterprise Reports

Year Summary Report FY Comparison Report.
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