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Welcome to the Quick Reference Guide for the GSA Carbon Footprint and Green Procurement Tool

The purpose of this guide is to assist you in quickly finding the information you need to successfully utilize the carbon footprint
tool for your agency to use to complete their FY10 comprehensive GHG emissions inventory. The tool provides the ability for
your agency to track their emissions and provides them the long-term benefit of tracking your agency’s reduction of energy use
and cost, reduction of GHG emissions, reduction of water and/or power consumption, and reduction of waste generation and
disposal costs. The tool also provides your agency in benchmark their total emissions over a period of time and also will assist in
attracting talent in the competitive GHG market.

Registering an Account e e !
¥y Carbon Footprint and Green Procurement Tool

1. Click the link provided in the “The GSA Carbon e
Footprint and Green Procurement Tool
Registration Information” email sent from your
organization.

2. You will be taken to the Registration Form page.
Completely fill out the form, making note that:
a. Your user name must be 3-20 characters long,
using letters, numbers, and an underscore
b. You will need to type the full name of your
agency and not the acronyms
c. You must enter your phone number in the “###-###-####” format
d. And that your password must be nine to 40 characters long, made up of at least one upper and lower case letter, one
digit, and one symbol.
Click Register Now.
Once you have registered you will be taken to the Enterprise Profile page.
5.  You will also receive a “Welcome to The GSA Carbon Footprint and Green Procurement Tool” email. This email will contain
your username as well as the email address to the GSA Green Team who can help you with initially signing in to the Tool,
account issues, or getting started running your first scenario.

pw

Signing In

1. Onthe homepage click either the Sign In link in the upper right hand corner or the sentence “Click here to sign in to the
Carbon Footprint and Green Procurement Tool” found on the left hand side under neither the paragraph explaining the
key benefits of using the Tool.

2. On the Sign In page Enter your username and password in the applicable fields.

3.  Click the Submit button.

4.  You will be taken to the Enterprise Profile page.

Forgotten User Name and Password Assistance

1. If you have forgotten either your username or M el
password, click the Forgot User Name or
Password? link found on the Sign In page below
the username and password fields.

2. On the Account Help page, enter your address and click Submit. You username, the name of your organization, a link to
Sign In page, and a Password Reset link will be sent in an email to your account.

3.  Click the Sign In page link in the email if you forgot your username but remembered your password, or the Password Reset
link if you forgot your password.

4.  Clicking the Password Reset link takes you to Change Password page. Enter a new password in both the New Password
and the Conform Password fields; making sure that your password is nine to 40 characters long, made up of at least one
upper and lower case letter, one digit, and one symbol.

5.  Click Submit to commit your changes and return to the Enterprise Profile page or click Cancel to discard your changes and
go back to the Enterprise Profile page.
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| PR i - i - Enterprise Profile Page

e

The Enterprise Profile page displays the overall emissions
data for your organization in three fashions.

Gearenl Servioes AdminisestioniGEA} Emissions

. - e  The overall all emissions data separated into a table for
=T the emissions by Scope 1, 2, or 3 and by the last three
= fiscal years.
Disiowal Sarwices SN GEA| Benthmas ko Buildng Operaens e  Atable labeled Benchmark for Building Operations that
= A displays your organization’s emission totals compared

to the average emissions for all reporting organizations
separated by Fiscal Year for the organization’s
enterprise emissions as well as by Scope 1 or Scope 2
totals.

e Achart displaying the overall emission totals for the
most recent fiscal year reported for your organization
and separated by Scope 1, 2, or 3 emissions.

The page also provides you with links to update your user
profile, your password, view the list of scenarios for a specific
site, and view Green House Gas (GHG) reports generated
thus far.

Updating your Password 5 .
1.

The User Profile box on the upper left hand side
of the Enterprise Profile page provides you with
the links necessary to update either your
password or your user information.

To update your password, click the Update Password link. You will be taken to Change Password page.

Enter a new password in both the New Password and the Conform Password fields; making sure that your password is nine
to 40 characters long, made up of at least one upper and lower case letter, one digit, and one symbol.

Click Submit to commit your changes and return to the Enterprise Profile page or click Cancel to discard your changes and
go back to the Enterprise Profile page.

Updating your User Information

1.
2.

To update your user information, click the Update Information link. You will be taken to the Profile Information page.

On this page you may change your:

a. First Name

b. Last Name

c. Position

d. Phone Number

e. Email Address

All of the other fields will be grayed out and are not editable.

Click Submit to commit your changes and return to the Enterprise Profile page or click Cancel to discard your changes and
go back to the Enterprise Profile page.

Setting up a New Scenario

A scenario is a concept of your organization’s carbon footprint based upon the inclusion or exclusion of emissions data to
produce different results forecasting and tracking purposes.

1.

2.

3.

To create a new scenario from the Enterprise Profile page, click the Analyzer tab. You will be taken to the Carbon
Footprint Analyzer: Scenario List page.

On this page click the Create a new scenario link on the far right-hand side of the screen. An icon shaped like a piece of
paper with a green “+” superimposed on it will be directly to its left. You will be taken to the Scenario Form page.

On this page enter the unique name of the scenario you will use, select the scenario owner (your name will be shown by
default), select the site name (with your organization’s first site shown in alphabetical order as the default), select the
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Reporting Fiscal Year, and check if the scenario should a
be locked. (The locking feature is only used if you do "

not want any further work done on this scenario. For : .
creating a new scenario you should leave this .- TR A
unlocked).

4. Click Submit to create the new scenario and return to
the Carbon Footprint Analyzer: Scenario List page or bt i .

click Cancel to discard your work and return to the
Carbon Footprint Analyzer: Scenario List page.

Using the Carbon Footprint Analyzer

The Carbon Footprint Analyzer is an adaptive-branch model, FETHLIRRER )

used to collect data on purchased electricity; direct fuel et .
consumption, such as diesel or gasoline; business travel; ousva =
commuting water; and emissions offsets, which allows i

enterprises to enter actual data from their utility bills or S o

make estimations on the basis of information known. The
Carbon Footprint Analyzer allows users to create multiple
scenarios and increase the level of information fidelity as
refinements are made to their enterprise.

1. Onthe Carbon Footprint Analyzer: Scenario List page
the scenario’s are listed by fiscal year and then by site
name.

2. Locate the scenario you created that you would like to
use to report your organization’s emissions.

3. Onthe far left hand side of the blue heading bar below
the site name and the fiscal year label, shown as FY, is -
the username of the author for that particular scenario.
Below the username is a series of icons. Click the first
one, shaped like a bar chart, and named Run the Carbon Footprint Analyzer.

4. You will be taken to the first page of the scenario. The page displays five tabs at the top of the tan table. Each tab covers
one of the five Scope levels being covered in the Executive Order- Scope 1, 2, and 3 emissions; emissions from Water; and
the Green House Gas (GHG) report for the picture of your organization’s overall emissions. Click the tab to go to the
appropriate Scope level for your reporting.

5. Below the tabs are a series of checkboxes. Each one corresponds to a different group of questions about a type of
emission. Check the boxes for the group of questions you will answer. The navigation of the analyzer will follow the boxes
you have checked. Click the Next button when you have completed your selection.

6. You will be taken to the first group of questions you selected from the first page. Answer the questions on each page with
the applicable information. All of the questions on each displayed page must be answered or an error message will appear
informing you that you must fill-in all of the questions to proceed.

7. Some of the questions will allow you to enter information on multiple emissions sources. For these pages enter the source
type in the Description box, enter the amounts in the fields below, then click the green “+” icon found at the bottom of the
questions. This will extend the questions list to allow you to enter data about another emissions source. If you want to
retract the list, click the green “-” icon found at the bottom of the questions. Click the Next button to commit your changes
and move on to the next series of questions. If the page has a Previous button, you can click it to return to the previous
page.

8. You may also navigate the groups of questions by clicking the links in the right hand navigation bar. The bar is broken
down by Scope, the sub-sections of the Scope, the type of emissions source, and the group of questions. Clicking the name
of the scope sub-sections sends you to the first group of questions for the first type of emissions source. Clicking the name
of type of emissions source will take you to the first group of questions within that type.

9. The type of emission source has a red, yellow, or green icon to its immediate left. The red icon means that you have not
started answering any of the questions, the yellow icon means that you have started but not completed answering
questions, and the green icon means you have completed answering all of the questions.

10. Once you have begun answering questions you will see a number to the far right hands side of the name for the type of
emission source. This number is a running total of CO,e emissions in metric tons you have entered into the Tool for that
type of emission source.

11. At the top of the navigation bar is the running total of CO,e emissions in metric tons for all of the questions you have
answered for this scenario.

T T LT ]

You may copy any scenario to use to change the reported emission totals to model possible changes of energy usage, price
fluctuations, or site expansion or subtraction without losing the work put in on the initial scenario.
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1. To copy a scenario, locate the scenario to be copied.
2. On the far left hand side of the blue heading bar below the site name and the fiscal year label, shown as FY, is the

username of the author for that particular scenario. Below the username is a series of icons. Click the second to last one,
shaped like two sheets of paper and named Copy the Scenario.

3. The screen will refresh and the scenario will have been copied and will be named “copy of <scenario name>.”
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