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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.

Carbon Footprint Tool

Welcome

A Tool Specifically Designed for a Bottom-Up, Comprehensive GHG Inventory

Ahas developed the GSA Garbon Footprint Tool to assist agencies in managing their GHG

s as required by Executive Order (E
sks including:

recent energy laws. The tool can address a broad range of

+ Calculation of an agency's GHG baseline, broken down by different scopes

GHG em ntory

« Preparation for reporting err to the Department of Ener.

s GHG Reporting Portal
Click here to sign in to the

Product Highlights
Bottom-Up Calculations
Pre-population of Aggregate Data

business travel data for those agencies using the GSA Travel Management Information Service.

Enterprise Dashboard

3514 and

This tool can assist agencies in compiling their GHG emissions inventory using a bottom-up calculation on facility level data with the capability of rolling up
to annual agency aggregate level data. This allows an agency to create detailed baseline GHG data to enable the development of reduction targets in the
future.

With permission from your agency's Senior Sustainability Officer (350), GSA will pre-populate the tool with agency-specific data available from GSA
business programs. This data includes building energy usage data from GSA's Public Building Service, fuel usage data from GSA's Fleet Program and air

getstarted | enterprise tools | admin

| signin °

"~ Scope 1

GHG emissions
from sources
that are owned
or controlled
by a Federal
agency

Common Sources of Federal
Greenhouse Gas Emissions

I oo GRS

Scope 3
GHG emissions
from sources
not owned
or directly
purchased by a :
Feeral agency conirolled by a

GHG emissions
resulting from
generation of

agency activities|

Upcoming Enhancements

« Scope3

o Transmission and Distribution
Losses from Purchased
Electric, Steam, and Chilled
Water

o Contracted Offsite Wastewater
Treatment
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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.

6 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.

o 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.

gststanen | enerprise toos | signin I°
Carbon Footprint Tool

Sign In

By signing in, you acknowdedge and accept the Privacy Policy

Username:

Password

¥ Forgot Usemame or Password?

— « Agency Profile

Interested in previewing The GSA Carbon Footprint Tool?

Sign Up to Preview The GSA Carbon Footprint Tool

You will receive access to the following resources and tools:

» Carbon Footprint Analyzer

» GIS Garbon Profie Maps

» Green Investment ROl Calculator
* GHG Reports

N

{}

Carbon Footprint Tool

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 Demo Agency - Tool Preview is selected from the drop down menu of the Agency field After submitting this form online, you
will receive a welcome emai confirming you as a registered user for the Dema agency. This will entille 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 stated to become familiar with how the tool works

If you are interested i
approval from your S
representative and would like 1o preview the tool, please send a request to carbonfootprnnt)

Required Fields &

Username:

First Name:
Last Name:
Agency
Position:

Phone Number.

Email Address:

Password: *

Confirm Password: *

*

*

*

*

*

*

sststand | smermdas toas | slann

gistering your agency to use the GSA Carbon Footprint Tool, please send an email to carbonfootprint@gsa gov or jennifer hazelma gov with documentation of
ustainability Officer (SSQ) I you are a contractor supparting an agency as part of its GHG Public Protocol actties, an academic and/or state/lacal govemment

a.qov

RegisterNow || Cancel

contactus | nobés orivacy polcy | Site privary policy | s ofuse femgback | adons 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.

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

[Enterprise Profile
|| Emterprise Prome. | NSRS

i Agency Emissions

Enterprise

GHG Reports

B Emterprine | | Agency Benchmark for Building Operations

o

Enterprise 2008

- o avEnuE

Caaony 2008 COze Eminsion

010 C0ue 6

Emissions by Scope

Ganegory Ageney Ermission freerage Eminsion
49038 -+ nar

Manage Organization Sites

Sites (Add) a
A

Bt e LR Analyzer | External Data Feeds | Dashboard | Reports | Carbon Profe Map | RO Cakutator

o Gt s St Sze  ESAGoul 5 GHG Torget &

PHOE!
HUNTSVILLE

z
|
3
|
‘J Enterprise Profile Analyzer
A
A
Lo

Site Name:
Site Group:
Address 1:

Address 2:

City:

State:

Enterprise Profile => Manage Apency Sites

Fields marked % are required for submission.

External Data Feeds Dashboard Carbon Profile Map ROl Caleulator

* [ Pieasa antar a value
* |none [=]
*
AdOress mUE! coMEN only EMETE and nuMbars.
*
*

Fieaze enter 3 valid uppercase abbreviation (Le. A, MO, DC, =tz
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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

VVV VV

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

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

Q 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.

e 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.

Enterprise Profile Q

J Enterprise Profile External Data Feeds | Dashboard Carbon Profile Map | ROI Caleulator

a N
User Profile EI.E Agency Emissions

= Update Password Category 2008 COze Emission
= Update Informatios s
e Enterprise 11,818.11
Scope 1: Direct Emissions 0.00
Scope 2: Indirect Emissions 11,8181
Agency Scope 3: Other Indirect Emissions 0.00
. Agency Profile All values are In metric fons of CO-=.
= Agency Sites - -
- ‘Agency Site Groups Emissions by Scope
- Agency Users S000M

=

JL

Carbon Footprint Analeronano List

Enterprse protie JWITOTCTl Fternal Data Feeds | Dashboard | Reports | Carbon Profie Map | ROI Calculior | g

Carbon Footprint Analyzer: Scenario List °
Scenario Actions
il un o on Footprint Anaiyzer [ Se

[

ari ) Copy the S
click on the column heading to sort your scen

Yoar + Sito Group

Scenario Form

W Enierprise Profie |WERTDEll Extemal Dats Feeds | Dashboard Carbon Profile Map | ROI Caleulstor
Fields marked with % are required. o
Name: * |
owner: * |Doe John (JohnDoe) [=]
Site: * 1000 2MD AVENUE [=]
Reporting
Fiscal Year: E

Locked:
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Enter Data @
Q Identify the scenario of interest from the Scenario List on the Analyzer Page. —

Year « Site Group % Site

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 =] _ =] o e e e e
enter data for the Scope 1, Scope 2, Scope 3, Renewable Energy, and Water 2008 Mo Sit=Grosp - 1000 2ND AVENUE mesposito  fao lack=d scenatio
sections. 20068 No Site Group Maoblis Building hassarif Solid Waste

20068 No Site Group Moblis Building mesposito walk-thru123

2007 No Site Group Maoblis Building Timryan Releaze 2 All Field Entries
NOTE: If you accidentally click the Site Name instead of the Scenario Name TrTr [T p—————— JohaOoe  FY 200 Base
you will be redirected to the Site Information page.

e The Scope 1 page of the scenario is selected by default after you click the Run D AVENUE  FY 2008 Bese

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 e
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.

Total Emissions Y 2000

°,.,.,.. N T e T

@) Scope 1: Direct
° °

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.

1000 2ND AVENLIE ; FY 2008 Base

Fugitive Emissions.

Floar = - .
fourinated Gases Enterprise Profile 15 List

Repeat the process to enter data for the other sections of the scenario. R = T T

OScope 2: Indirect

Purchased Electricity

Building Electricity

Utility Data Availability
Data Center

[CIData Center
IT Equipment

CIIT Inventory Estimation

Purchased Steam, Heating or Cooling

Purchased Steam, Hot, or Chilled Water
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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 Enterprise Report
Generate Current Scenario Report e Click on the Reports tab that is visible from the Enterprise Profile page.
° Identify the scenario of interest from the Scenario List on the Analyzer Page. °_(epo|’1 e
Q CIle the Scena rio Report () button in the Actions Column of the Scenario Enterprise Profile Analyzer External Dats Feeds Dashboard Reports. Carbon Profile Map RO Calculstor Help
List. You will be redirected to the GHG Report for the scenario.
GHG Reports
Selected reports for all available sites are displayed below. Please click the link for each site to view the corresponding GHG Report.
% Actions B
Scenario List Enterprise Reports
Year « Site Group ] [ ear | summary Report | Fiscal Year Compariscn Report |
[~] [=] - e FY 2006 | View View
— — | FY 2007 | Wiew View
2008 Mo Site Group 1000 2ND AVENUE mesposie fi a ] FY 2008 | View View
2008 Mo Site Group Moblis Building hassarif 4 ] FY 2008 | Misw View
008  NoSite Group  MNoblis Buildi i FY 2010 | View View
° raup ~onlE Burding, MEspasia v LESLDER 0 FY 2011 | View View
2007 Mo Site Group Moblis Building Timryan Fios &
UL .
2008 - Site Group Reports
Carbon Footprint Tool [ site Group [ Year | summary Report |
2010 - FY 2010 Base - GHG Report East 2010 | View
: E P Mobile Combusiton Yeshio | 2010 | View
Annual Agency Emissions FY2010 Brrint Report Name of SiteGroup 2010 | View
Site: 1000 2nd Avenue Site Reports
EISA Goal Subject or Goal Excluded: Subject
User: * [a] [=]
GHG Target Included or Excluded: Included
Year: ¥ [Select Year[¥]
Generated on: October 5, 2011, 3:00 pm
Site: ¥ [Salect Site
A
geney Scenario: * elac
Reporting Agency:  Agency Type: ¥ & GHG Report
Ageney Agency Description
Description:
Agency Website:  hitp-//www.website.qov
Report Preparer:  John Doe A P ” . . . .
Reporting Period:  The base year o his report s FY2010 e  Click the View hyperlink for the fiscal year of interest under the Enterprise
Organizational Organizational Boundaries Reports section.
Boundaries:
Operational Operational Boundaries
Boundaries:
€O, Emissions Summary
Emissions Scope 1 Scope 2 Scope 3 Total
Summ:ry: 25,882,666 850312 34425258 61,158.236
Al values are in metric tons of 002 equivalents.
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