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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 in” link in the upper 
right-hand corner of the home page to start 
using the Carbon Footprint Tool. 

* 
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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  
 

 Go to the homepage - https://www.carbonfootprint.gsa.gov/. Click the 
“sign in” link that appears in the upper right-hand corner of every page. 
You will be directed to the Sign In page.  

 
 Click the hyperlink “Sign Up to Preview The GSA Carbon Footprint Tool” 

located on the right-hand side of the Sign In page. You will be redirected 
to the Registration Form page.  

 
 Click the “Agency” drop down list to see if the name of your agency 

appears. If the name of your Agency does not appear, select “Demo 
Agency - Tool Preview”. Complete all other required fields in the 
Registration Form, then click the Register Now button to complete the 
registration process. 

If you are a contractor supporting an agency as part of its GHG Public Protocol 
activities, an academic and/or state/local government representative and 
would like to preview the Carbon Footprint Tool, please send a request to 
carbonfootprint@gsa.gov. 

 

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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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.   

Sites are created and managed from the Enterprise Profile page which appears as 
soon as you Sign In. 

The Enterprise Profile page has two sections: the left hand navigation and the main 
body. The left hand navigation displays hyperlinks to pages that allow you manage 
enterprise information, sites, and user profiles.   

  

 Click the “Agency Sites” hyperlink on the Enterprise Profile page to add a 
new site.  You will be redirected to the Manage Organization Sites page. 
  

 On the Manage Organization Sites page, use the “Add” hyperlink 
enclosed in parentheses to add a new site via the Manage Site Info page. 

 
  The Manage Site Info page will prompt you to enter building location, 

size and operating information. 
 

Once a site has been created you can edit or delete the site using the 
links and buttons on the Manage Organization 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 
building-level data on direct fuel consumption, purchased electricity, business 
travel, commuting and other direct and indirect energy-use activities.  This 
approach allows Agencies to focus on gathering the most relevant and accurate 
data as they develop GHG emissions estimates.   

To use the Carbon Footprint Tool to account for all emission sources and activities 
within a chosen inventory boundary, you will need to do the following:  

 Determine the number of sites (buildings) within your inventory boundary 

 Add each of these sites to the Carbon Footprint Tool (as described in “Create 
Site”) 

 Create a scenario for each site 

  

 Enter Scope 1, Scope 2 and Scope 3 information for each site   

 

Create New Scenario 
 

 Click the blue Analyzer tab on the Enterprise Profile page. You will be 
redirected to the Scenario List. 
 

 On the Carbon Footprint Analyzer: Scenario List page, the scenarios are 
listed in a large table that can be sorted by any of the row headings. 
 

 Click the “Create a new scenario” link in the upper right-hand portion of 
the analyzer page.  You will be directed to the Scenario Form page. 

 
 On the Scenario Form Page, enter the Scenario Name and select a 

Scenario Owner, Scenario Site, and Reporting Fiscal Year from drop down 
menus.  You will have the option to lock the scenario, preventing it from 
being edited at a later date without being unlocked.  This functionality is 
intended to prevent other users from changing inputs to your scenario. 
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Enter Data  
1. Identify the scenario of interest from the Scenario List on the Analyzer Page.  

 
2. Click the hyperlinked name of the scenario in the Scenario column of the 

Scenario List. You will be redirected to scenario data page where you can 
enter data for the Scope 1, Scope 2, Scope 3, Renewable Energy, and Water 
sections. 

 
NOTE: If you accidentally click the Site Name instead of the Scenario Name 
you will be redirected to the Site Information page.  
 

3. The Scope 1 page of the scenario is selected by default after you click the Run 
Analyzer button. Select the inventory categories (Stationary Combustion, 
Mobile Combustion, Fugitive Emissions, etc.) 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 “Next” 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 tab. 

 

Repeat the process to enter data for the other sections of the 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.  

Generate Current Scenario Report 
 

4. Identify the scenario of interest from the Scenario List on the Analyzer Page.  
 

5. Click the Scenario Report ( ) button in the Actions column of the Scenario 
List. You will be redirected to the GHG Report for the scenario. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Generate Enterprise Report  
  
 Click on the Reports tab that is visible from the Enterprise Profile page. 

 

 Click the “View” hyperlink for the fiscal year of interest under the Enterprise 
Reports section.  
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