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EIA’s Single Sign-On Main Page  

 

The Single Sign-On (SSO) web page link is: https://signon.eia.doe.gov/ssoserver/login. 

The EIA Internet Data Collection system is optimized for a screen resolution of 1024 x 768 or higher.  It is recommended that 

you use a screen resolution of at least 1024 x 768 to avoid distortions of navigational features. 

 

Enter the password 

you created 

 

Enter User ID 

you created 
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EIA Select a Survey Page 

 

 

Click here to advance to the 

start page of the form. 

Click here to exit the 

system 



 3 

Welcome Page: 

New Survey Available  

 

 

Click here to select your 

entity  
Select your reference period 

from the table below 

This box indicates you have a new 

survey to complete. It only appears 

if you have yet to open the survey.   

Click here to return to the 

select a survey page 
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Welcome Page 

No new survey available  

 

 

Click here to select your 

entity  

Select your reference period 

from the table below After you have started a survey, 

access it in the Surveys in Progress 

section in the reference period 

tables  

Click this tab to return to 

the Select a Survey page 

The system saves your last page, 

and you can choose to pick up 

where you left off  
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General System Functions and Navigation 

 

Click here to return 

to the Select a 

Survey page 

Click here to return to 

the welcome page 

Click here to find help, 

the survey instructions, 

and contact us for 

information  

Click here to view the 

form in PDF format, 

and print 

page 

Click here to save any 

entered information 

Click here to check 

your data for errors 

Click here to check your data 

for errors and submit your 

data to EIA 
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Form Navigation 

 

 
 

 Use to save the current page 

and move to the next or 

previous valid page 

Click any of these tabs to go to 

the corresponding section of 

the form.  Only those sections 

currently enabled for this 

entity are hyperlinked. 

 

Click to clear all 

data from this page 
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Schedule I, Section 1. Entity Statement 

 

 
 

You’ll notice that the rest of 

Schedule I is currently 

disabled.  The answers you 

select in Schedule I, Section 1 

will determine the sections you 

need to fill out and enable the 

relevant menu items.    

Click here to enter 

Schedule I  



 8 

Schedule I, Section 1: Simple Workflow 

 

 
 

You do not have to 

provide an answer for 

grayed-out fields 

Some grayed-out fields 

will become activated 

based on your prior 

responses 
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Schedule I, Section 1: Important Navigational Questions 

 

 
 

On page 4 of Schedule I, Section 1, 

make sure you specify whether or 

not you have subentities and enter 

the subentity name(s).  These 

questions turn on Schedule II. 

You can add as many 

subentities as you 

need using the “Add 

record” button here.   
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Schedule I, Section 1: Important Navigational Questions (cont’d) 

 

 

Make sure you specify 

whether or not your report is 

independently verified.   If it is 

not independently verified, 

only Part B of Schedule I, 

Section 2 will be available to 

you.   

If your report is independently 

verified, you will have to indicate the 

level of inventory detail reported in 

Schedule I, Section 2.  You can report 

aggregated emissions by gas (Part A) 

or detailed emissions (Part B).      
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Schedule I, Section 1: Important Navigational Questions (cont’d) 

 

If you are reporting emissions in 

Schedule I, Section 2, Part B (detailed 

emissions by gas and source), make 

sure you select the sources you will be 

reporting in Question 10 of Schedule 

I, Section 1.        
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Schedule I, Section 1: Important Navigational Questions (cont’d) 

 

Remember to enter the 

number of years in the Base 

Period. The system will 

automatically calculate your 

Base Period Average emissions 

based on this value. 

The last year in the Base 

Period should match the 

reference period for your 

Start Year report.   
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Schedule I, Section 2, Part A 

 

You can reach Schedule I, Section 2, 

Part A by clicking on the link in the 

survey navigation tabs.   

You can also reach Schedule I, Section 

2, Part A by clicking “Save / 

Continue” from Schedule I, Section 1.   

Click here to add records 

for additional sources.  

Click here to add records 

for additional sources.  

Select the proper gases and units for 

your emissions.  You must select a 

specific unit of measure for some gases. 

The system automatically 

calculates the Base Period 

average.  
This is a Start Year report, 

so you cannot report 

Reporting Year emissions.  

If applicable, enter the 

numeric weighted rating 

for the source.  

The system uses these data 

to calculate emissions in 

metric tons CO2e.  
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Schedule I, Section 2, Part B 

 

 
 

Select the Source Category 

and Fuel Type, and enter 

the facility/source name   

Navigate to Section 2, Part B using the 

additional drop-down tabs. 

You can also move to Section 

2, Part B by using the “Save / 

Continue” link from Section 1. 
Select the Source Category 

and Fuel Type, and enter 

the facility/source name.   

Fuel Type and 

Facility/Source Name are 

optional to allow you to 

disaggregate sources by 

method   

Gas and Units are interactive; 

the contents of Units will vary 

by the gas selected. 

Base Period average is 

autocalculated based on 

the number of years in the 

Base Period (Schedule I, 

Section 1, Question 11). 
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Schedule I, Section 2, Part B (cont’d) 

 

 

This is a Start Year report, so you 

will not report Reporting Year 

emissions.   

Select the Estimation method that 

corresponds with the source you’ve 

indicated.  Estimation methods can 

be found in Appendix G of the 

Instructions. 

Make sure you scroll all the way to 

the right to view all grid columns.   

Add records for additional sources 

using this button.   

Ratings are automatically 

populated based on the estimation 

method selected.   

The system uses this number to 

convert the emissions you entered 

into metric tons CO2e.   
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Schedule I, Section 2, Part C 

 

 

Navigate to Schedule I, Section 

2, Part C using the navigation 

tabs here. 

You can also navigate to Part 

C using “Save / Continue” 

from Part B. 

The grids in this section are 

identical to those in Part B.  Select 

the Source, Gas, and enter your 

Base Period data. 

The Base Period average will be 

autocalculated. 

You will select an estimation 

method and receive the 

associated rating, as in Part B. 

You can add records for 

additional sources. 
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Schedule I, Section 2, Part D 

 

Navigate to Schedule I, Section 

2, Part D using the navigation 

tabs here. 

You can also navigate to Part 

D using “Save / Continue” 

from Part C. 

The values you see here will be 

autocalculated from the inventory 

data in either Part A or B of 

Schedule I, Section 2 (a separate, 

virtually identical grid exists for the 

foreign emissions from Part A or 

C). 
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Schedule I, Section 2, Part E 

 

Navigate to Schedule I, Section 

2, Part E using the navigation 

tabs here 

You can also navigate to Part 

E using “Save / Continue” 

from Part D 

Select Domestic or Foreign 

emissions 

The values will be autocalculated 

based on those in Part A, B, or C 

Please do not enter any data into 

the unfilled cells. Part E has been 

reproduced to appear as it does on 

the paper form, but you will not see 

any entries in the Weighting Factor 

column or the A, B, C and D rated 

method rows. 

If you would like to report Foreign 

(or Domestic) ratings, add the 

corresponding grid here 
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Schedule II: Subentity Report 

 

 

Click the Schedule II link to view a 

list of your subentity reports   

Subentities will be listed here.  Click 

the link to access the relevant 

subentity report  
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Schedule II: Subentity Report (cont’d) 

 

 

You can move throughout the 

subentity form by using the tab 

links here   

Use “Save / Continue” to move 

within sections to the next valid 

page (as in the Parent/Entity-level 

form)   Use this link to get back to your 

entity-level/parent report   
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Schedule III 

 

 
 

Schedule III will remain disabled 

for Start Year reports.   

Please note that all reports submitted during the first 

reporting cycle of the enhanced 1605(b) Program will be 

Start Year reports, so that reporters can establish Base 

Period data.    
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Schedule IV  

 

 

You can jump to Section 1 or 2 of 

Schedule IV using the navigation 

tabs   

You can also reach this page using 

“Save / Continue” from Schedule I, 

Section 2 or from Schedule II on the 

parent form (if you have subentities) 

In this Schedule, you only have 

access to the section that your 

role permits.  Only 

Independent Verifiers can 

write to Section 1; only 

certifiers can write to their 

certification fields. 

 

You will need to check certain 

checkboxes to make sure your 

certification is valid   
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Schedule IV(cont’d) 

 

 

Make sure you enter your name and 

the date to make sure your 

electronic signature is valid.   

Check the box and enter the date to 

make sure your electronic signature 

is valid   

Once you and the certifier (and verifier, 

if applicable) have signed the form, click 

“Save / Continue” to validate and 

submit your data   

Note that only certifying officials will have access to the 

signature and date fields in Schedule IV, Section 2.  All 

other web users/reporters will have access to all other 

fields within Schedule IV, Section 2.    
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Check Data Page 

 

 

This column tells you what 

the error is and how to fix it   

This column tells you where 

the error is on the form 

Click here to 

go to the page 

with the error   

This column allows you to 

change the value    

Some errors will 

allow you to 

comment and 

some will require 

you to correct 

your data   

Once you are done 

correcting errors 

click here to check 

your data again   

This column allows you 

to comment on your 

value    
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Submitting Data 

 

 

Once your data has been 

checked and no more errors 

are found you can submit your 

data to EIA by clicking here 
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Confirmation Page 

 

 

Once your data has been submitted you can: 

• Return to the select a survey page and select another survey to 

complete 

• Return to the welcome page and select a different entity/reference 

period to complete 

• Log out of the survey and the system   


