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USERS IN DATA CALL

Katie Chiang
Office of Environmental Policy and Compliance




User Roles
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Who are Central Office Users?

» Second-line program contacts for solid waste
management

* Depending on your bureau, this could be at a
Regional Office, Field Office, State Office, or
Area Office level

* 1 central office can have 1 or 2 users,
depending how your solid waste programs are
managed

* As a Central Office User, you will be able to

view and edit data for facilities and users
within your jurisdiction (i.e., region, area)




How Are Central Office Users
Designated?

« Bureau/office HQ program managers for
Solid Waste assign this role to you as part of
their administrative duties within the reporting
tool

* What if | don’t think | am the right person

for this task?
— Contact your Bureau HQ program contact




Central Office Program Contacts
Play 4 Critical Roles
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Logging Into the System
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"’%I.. S SUSTAINABLE PRACTICES DATABASE
Home ContactUs Help nglrl

LOGIN

I you are first time user, please click here o register
Iyou fargot your user name and/or password, please click here to have Mis information mased o you
To unlock your account, please click here. Request a new password and # will unlock your account oo

Please enter your Username and Password below and click the Login’ button

Usemame:
Password:

WARNING TO USERS OF THIS SYSTEM: This is a United States putiy System, by th D of th Intirior, 1o provide
Ll us onby. Use of this system by any or user tifutes consent to retrigval,
by personnel use may subject violators to criminal, civil, and for disciplinary action.

Motices | Distlaimer | Privacy | FOW | USA gov | DOl Home | PMB Home

To Login and register for the site, go to http://www.nbc.gov/spreport/ and then click on the
“Login” tab to see this screen.

Click “register here” if you are a new user. Click “forgot your username/password” if you've
forgotten your password or if you've been locked out of the system.



Central Office NEW User Login

» User name = your email address

* HQ Program Managers will send you an
email giving you your user name and
password

— If you did not get an email with this
information, contact your HQ contact

— Once you are logged in, change your
password!
* OR Register for an account and ask your
HQ Program Manager to assign you the
role of Central Office User




Change Password

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Site Administration

Action ltem Description
Update Password This tool allows user to change their password to access the system.
Approve Solid Waste This tool allow admin user to approve Solid Waste data of a facility

Management Data

Manage Liser Accounts This tool allows user to edit or add users 1o the system. Regional / State program leads should review users
registerad in their jurisdiction to ensure appropriate personnel are accessing the system.

Change User Password This tool allow user 1o change password for exsting users.

Manage Faclities List This tool allows user to edit or add facilities to the system

Create Email Listing This tool allows user to create an email listing of all the users in region or bureau

Listing - Facilities and List of contacts associated with facilties

Contacts

Manage Regions List This tool allows user to edit or add regions o the system,

Add Notes Add notes to assist with preparing this report in the future. Future users from your région/bureau will have access

to these notes.

If you are able to log into the system, you may change your own password by selecting the
“Admin” tab and then clicking on “Update Password”



Change Password

SUSTAINABLE PRACTICES

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Change Password

To update your password, please enler your new password and then confirm it A valid password must meet the following security standards:

» Be atleast 12 characters and no more than 15 characters

» Contain one upp: alpha, one | alpha, and one numeric character
« Contain one special character suchas @, 8, or &
» The new password canl contain the old p (e.g. the old canibe’ and the new p ‘p

Password:

‘Confirm Password:

SAVE

10

If you click on “Update Password” this screen will appear. Simply type your new password

into the fields provided. Then click on “Save” and your password will be changed.

10



Help Resources

Send us
an email

ContactUs  Help Leogin

Department of the Interior FY12 Sustainable Practices Database User Aids

Sustainable Practices Database Field User Training (S (4 MB)

Sustainable Practices Database Cenfral Office User Training S5 (4 ME)

Sustainable Practices Database Bureau Headquarters User Training [ (4.3 MB) (=58 (1.8 MB)

o Please view the "Notes™ section of the PowerPoint presentations lnked abave
Signed DO Data Call memao for FY 2012 Reporting on Solid Waste and Chemical Management

Check out
the FAQs

Frequently Asked Questions

Feadback Form

Other useful links:
o Guigance on waste-10-energy and waste diversion
© EPApublished standard volume to weight corversion factors
© Conversion Factors used in this data call

Green procurement links:
o Designated Green Products for Federal Procuremant - This Excel hi far all et
note hat there are many spreadsheets in this Excel workbook, 50 You may need 1o scroll Meough them 19 see them all

e ENERGY STAR

o Federal Energy Management Program (FEMP)

e Electronic Product Environmental Assessment Tool (EPEAT)
o WaterSense

1

If you need help, there are many resources available under the “Help” tab. Some of the
resources are highlighted here.

Training presentations will be added to this page as well.



Feedback Form

comments.

» Use for all your questions and or

* Your feedback will automatically be sent to

the DOI contacts (NBC and OEPC) as well
as designated bureau HQ contacts.

Feedback

Please Use This Form To Send Your Guestions or Comments

Name:

Email Address

—
—

12

|

Questions?

12



Notes for Future Reports

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Action Item
Update Password

Approve Solid Waste
Management Data

Manage User Accounts

Change User Password
Manage Facilities List
Create Emall Listing

Listing - Facilities and
Contacts

Manage Regions List

Add Notes

Description

This tool allows user to change their password 1o access the system

This tool allow admin user to approve Solid Waste data of a facility,

This tool allows user to edit or add users 10 the system, Regional / State program leads should review users
registered in their jurisdiction 1o ensure appropriate personnel are accessing the system

This tool allow user to change password for exsting users,

This tool allows user to edit or add facilities to the system

This tool allows user to create an emall listing of all the users in reglon or bureau

List of contacts associated with facilities

This tool allows user to edit or add regions to the system,

Add notes to assistwith preparing this report in the future. Future users from your regionfbureau will have access
to these notes.

This feature allows you to save and view notes in the system
that will be available to whomever is the Central Office User
for your region or area during future reporting cycles. 13

13



Notes for Future Reports

m SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Site Administration - Add Notes

d notes to assist with prepaning this repon in the future. Future users from your regionTacility will nave SCoess 1o these notes

Bureau I Select Bureau j

an ISolo:chgion 'I

[Existing Notes:
Test HQ notes (10/14/11)

SAVE

14

14



FIELD USER VERIFICATION
AND

USER ACCOUNT MANAGEMENT

Renu Chaudhry
National Business Center

15

15



Why Verify Users?

Ali users are assigned their roie by a
manager at a higher level EXCEPT Field
Users

Field Users self-identify and register

Central Office users receive e-mail
notification of new user registration

To ensure data integrity, Central Office
Users can review and, if necessary, delete
field user accounts

16

16



Manage User Accounts

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action ltem Description

Update Password This tool allows user to change their password to access the system

Approve Solid Waste This tool allow admin user to approve Solid Waste data of a facility

Management Data

Manage User Accounts This tool allows user 1o edit or add users to the system. Regional / State program leads should review users

registered in their jurisdiction to ensure appropriate personnel are accessing the system

Change User Password This tool allow user to change password for existing users

Manage Facilities List This tool allows user to edit or add facilities to the system

Create Email Listing This tool allows user to create an email listing of all the users in region or bureau

Listing - Facilities and List of contacts associated with facilities

Contacts

Manage Regions List This tool allows user to edit or add regions to the system

Add Notes Add notes 10 assist with preparing this report in the future. Fulure users from your region/bureau will have access

o these notes

17

Central Office Users can check user information through the “Manage User Accounts”
function on the “Admin” page.

17



NABLE PRACTICES

ata Reports au Report G rator Admin Logout

Site Administration - Manage User Accounts

here to

add a
Bureau: |Sele\:lBuleau 3 new user

ISslau Region 'I

Please use the search form to narrow down the listing below. Click on the delete button to delete that user. ADD A NEW USER

fenn Search for

User's Name: I
(Fitst name of last name)

users here

Selected Criteria Export
thlS ||St Listing 1 10 10 0f 1473

to Excel

User's Name (usemame; Role Facilities Delete

Click on

Stanley Adams (stan_adams@blm.gov) Facility User« Richfield Field Office Delete
£}
the user’s
name to Dan Aguirre (daniel_aguire@nvbirm.gov) Facility User s Battle Mountain Field Office Delele
view their
Sing Ahuja (sahuja) Facility User« Eastern States State Office Delete

profile

i S0 b rib 0O e it b - 1




SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Manage User Accounts . Central ofﬁce

For Regional Manager Access, select ragion from the drop down. You may select more than 1 region. You do not have to select a facility U sers can

For Facility User Access, select one region from the drop down and then select facilities from the faciliies drop down. You may select more than 1 facility assist With
FirstName: |Katleen bl_ldllglllg c!J.
[ — Field User’s
Pone Number, [202-2055939 afﬁllat!on with
Email Address: [athieen_chiang@ios doi.gov a faCI|Ity or

Bureaw:  Office of the Secretary reglon, If

F necessary
Region: =
HO

* Central Office
- : Users can
racty |OEPC Anchvacs Regiorel Ofice - =] assign
themselves to
iomes a Facility User
Desired Usemame:  kathleen_chiang@ios doi gov I'0|e to Input
facility data

Region registened:

Facllities registereds

Security Role: 19

This is the User Profile page.



Change Field User Passwords

SUSTAINABLE PRACTICES DATABASE

Central
Office
Users can

change
Field User
passwords

Home Facility Data Reports Bureau Report Generator Help Logout

Site Administration

Action Item
Update Password

Approve Solid Waste
Management Data

Manage User Accounts

Manage Facilities List
Create Emall Listing

Listing - Facilities and
Contacts

Manage Regions List

Add Notes

Change User Password |

Description

This tool aliows user to change their password to access the system

This tool allow admin user to approve Solid Waste data of a facility.

This tool allows user to edit or add users to the system. Regional / State program leads should review users
registered in their jurisdiction to ensure appropriate personnel are accessing the system

This tool allow user to change password for existing users,

This tool allows user to edit or add facilties to the system

This tool allows user to create an email listing of all the users in region or bureau.

List of contacts associated with facilities
This tool allows user to edit or add regions to the system.

Add notes 1o assist with preparing this report in the future. Fulure users from your region/bureau will have access
fo these notes.

20

20



MANAGE FACILITIES LIST

Renu Chaudhry
National Business Center

21

21



Manage Facilities List

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action tem
Update Password

Approve Solid Waste
Management Data

Manage User Accounts

Change User Password
Manage Facilties List]
Create Email Listing

Listing - Facilities and
Contacts

Manage Regions List

Add Notes

Description

This tool allows user 1o change their password o access the system

This tool allow admin user to approve Solid Waste data of a facility.

This tool allows user to edit or add users to the system. Regional / State program leads should review users
registered in their jurisdiction to ensure appropriate personnel are accessing the system

This tool allow user to change password for existing users.

This tool allows user to edit or add facilities to the system

This tool allows user o create an email listing of all the users in region or bureau

List of contacts associated with facilities

This tool allows user to edit or add regions to the system

Add notes to assist with preparing this repor in the future, Future users from your region/bureau will have access
to these notes

22

Click on “Manage Facilities List” here to add, remove or edit facility information.

22



Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Manage Facilities

Please use the search form 1o narrow down the listing below. Click on the delete button to delete facility

Add a new facility.

— | Select Bureau B
Cth here Region: ISaiec: Fegion vI
to add a
new facility Facilty Name: I
Faciliies List Only Active Faciliies: & ANl Facilities: ©

- - M,,c,.m

to Excel

profile

Search for

facilities

here

Seard!l

this list Listing 11010 011201 »

Deactivate
Deactivate
Deactivate

Facility Name (Region) Bureau Deactivate
1645 E. 101 Avenue (Western) MMS
21100000 - FISC (Al FL Leased Offices) (ER) UsGs

Click on

the facllity 21112070 - FISC (Gainesville, FL (Bio)) (ER) UsGs

name to 23100000-Upper Midwest Environmental Science Center - BSC (Biology) (ER) Uses

view its
23200000-Lestown Sclence Center - BSC (Biology) (ER) USGS

e
eacivaie

Deactivate
| 5o

23

If you click on “Manage Facilities List,” this page will appear.

A Central Office User may:

-click on “Add a new facility” to add a new facility to the list.
-search for facilities within their Bureau or Region or by their name.
-export the list to Excel

-click on a Facility Name to see that facility’s profile.

-Deactivate facilities by clicking on the “Deactivate” button on the right side of the page. No

further data may be entered for a deactivated facility.

23



Add a New Facility

SUSTAI NA LE RACTICES DATAASE

Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Add New Facility

FaciltyName: |

Bureau: I Select Bureau :J

Region: |SaredRoguon -|

Address:

ciy. |
State: I
aP: I

Area:
(Can ba eft Blank if not known)

Subrmit I
24

If you click on “Add a new facility” on the Manage Facilities List page, this screen will
appear. Fill in the information and click “Submit.”



View Facility Profile

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reperts Bureau ReportGenerator Admin Help Logout

Site Administration - Add New Facility

¥
Bureau:

Region:

Address:

State:

ZP:

Area:
(Can be left lank if notknowe)

. [0EFCHead

| Office of the Secretany (0S) j

HO =

1849 C Street NV

[Washington

Submit I
25

You can edit a facility’s region and address, but not the facility name or bureau.

25



PROGRESS MONITORING

Renu Chaudhry
National Business Center

26

26



Status Reports

- Central Office Users can check on how far along Facility
Users are in entering data

* You can email registered Facility Users to encourage
them to complete data entry

* A report flags facilities reporting over 70% waste
diversion

Home Facility Data Reperts Bureau Report Generator Admin  Help Logout

Reports

Ta view ary of the available reports, chck on the report name. I you want 1o request that a new report is added to the system, please contact the system administrator.

2012 Reports

Under the “Reports” tab, Central Office Users have a variety of reports available to them.

The reports highlighted here allow a Central Office User to track the progress of the Solid
Waste report.



Status Reports

AT SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Lo

Status Report for Solid Waste Management

gout

Check an appropriate status radio bufton to see faciliies in that status. W no radio button is selected, report will display all the status

Bureau:

Region:

Not Yet Started

Started:

Finalized:

Approved by Central Office:

Approved by Bureau HQ:

| Select Bureau

Select Region >

€ Check this box 1o see the fac
€ Checkthis box to see the fac
€ Checkthis box to see the fac
€ Check this box o see the fac

€ Check this box 1o see the fac

Search I

llities thal

ilitias thal

ilities thal

ilities tha

llities thal

|

! have not started entering data

! have started entering data

t have finalized data.

it have been approved by the Central Office.

t have been approved by the Bureau HQ

» Search for

facilities based
on the status of
their data entry

» If no specific
status is
selected, all
facilities and their
status will be
shown

28

28



Status Reports

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Status Report for Solid Waste Management

Facility Mot Started Started Final Approved by Central Office Approved by Bureau HO Emiail
08 9of 12 Jo0f12 | Dof12 |Oof12 Dof 12

(75 %) (25%) | (0%) {0 %) (0%)
HQ 9of 12 3o0f12 |Dof12 |Dof12 Dof 12

(75 %) (25 %) (0 %) (0 %) (0 %)
District Office v Email
OEPC Albuguerque Regional Office v Email
OEPC Anchorage Regional Office v Ernail

Email
facility
users

OEPC Atlanta Regional Office v Email
OEPC Boston Regional Office v Email
OEPC Derver Regional Office v Ermail

OEPC Headquarters v Ernail
OEPC Philadelphia 4 Ermail
OEPC Portiand v Email
Other v Ernail

Il
|
I
Il
OEPC Oakdand v Ernail
Il
|
|
1

Program Office v Emai

29

If you click on “Search” without selecting any of the options shown on the previous slide,
this screen will appear. The first column shows the name of the facility. The next two
columns show whether the facility has started entering data. The fourth column shows
whether the facility has finalized its data and a draft of the data is complete. The fourth
column shows whether that draft has been approved by the Central Office. The fifth
column shows whether HQ has approved the data.

The Central Office may email the contacts for that facility to inquire as to the progress of
the facility’s data entry.If you send an email to a facility user, it goes to the last person to
enter data if they have started data entry. If the facility has not started data entry, the
email goes to the person who finalized last year’s report.

29



Under the “Admin” tab, the Central Office User may also create a list of all the email
addresses for contacts in your Region/State/Area or your Bureau or Office if you are a HQ

user.

Create Email List

SUSTAINABLE PRACTICES DATABASE

cility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action ltem
Update Password

Approve Solid Waste
Managerment Data

Manage User Accounts

Change User Password

Manage Faciliies List
Create Ernail Listing
Listing - Facilities and
Contacts

Manage Regions List

Add Notes

Description

This tool allows user to change their password to access the system

This tool allow admin user to approve Solid YWaste data of a facility.

This tool allows user to edit or add users 1o the system. Regional / State program leads should review users
registered in their jurisdiction to ensure appropriate personnel are accessing the system.

This tool allow user to change password for existing users

This tool allows user lo edit or add facilities to the system

This tool allows user to create an email listing of all the users in region or bureau

List of contacts associated with facilities

This tool allows user o edit or add regions to the system

Add notes to assistwith preparing this report in the future. Future users from your regionbureau will have access
to these notes.

Central Office
Users can
capture the
emails for all
the registered
users within
their region or
area.

30
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Create Email List

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Create Email Listing

Check an appropriate status radio button to create listings. If no radio button is selected, report will display all the facilites.

) [Nehonal Park Senvice (NFS) j

Select Region =

Region:
© Checkthis boxto see all the facilities.
ALL facilities

Bureau;

& Checkthis box o see the facilities that have not stared
Not YetStarted  entering data

' Checkthis box to see the facilities that have started entering
Started: data

€ Checkthis boxto see the facilities that have finalized data

Finalized:
Search I

You now have several options for which users you would like to
email. The system will generate an email list according to
which group you would like to contact.

31



Create Email List

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Site Administration - Create Email Listing

You can copy and paste this list in your email editor and send message to all the users in your bureau or region

Shirley_Martinez@ios.doi gov, douglas_mutter@ios.doi.gov, Diane_lazinsky@ios doi gov, Kathleen_Bartholomew@ios doi.gov,
Valincia_Darby@ios doi.gov michael_chezik@ios doi gov,

* You will need to copy and paste this list of emails into your email
system.

» Now, you can contact everyone with helpful notices, insights, or
reminders to complete report.

32

If you generate an email list as described on the previous slide, this screen will appear.

32



DATA QUALITY REVIEW

Katie Chiang
Office of Environmental Policy and Compliance

33

This is where Central Office Users play a key role.

33



Data Quality Assurance

Ambe I

34



Site Administration

Re

orts Bureau Report Generator Admin Help Legout

Action Item

Update Password

Management Data

Manage User Accounts

Change User Password
Manage Facilities List

Create Email Listing

Ligbin
Contacts

Facilites and

Manage Regions List

Add Notes

Description
This tool allows user to change their password to access the system.
This 100l allow adrnin user 1o approve Solid Washe data of a facility

This ool allows user to edit or add users to the system. Regional / State program leads should review users
registered in their jurisdiction to ensure appropriate personnel are accessing the system

This tool allow user to change password for existing users.
This tool allows user to edit or add facilities 1o the systerm
This tool allows user to create an email listing of all the users in region or bureay

Listof contacts associated with faciities

This ool allows user to edit or add regions 1o the system.

Add notes to assist with preparing this report in the future. Future users from your regionfureau will have access

10 these notes.

Review and Approve Data

SUSTAINABLE PRACTICES DATABASE

Central Office
Users can
review and
approve the
facility Solid
Waste reports.

35

Under the “Admin” tab, you may review and/or approve the report.

35



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Legeout

Site Administration - Approve Solid Waste Management Data

Click on the Recycled amount to see the details of the Recycled commodities, To send data back to facility user, click the “Return Data” link. To approve data of a
facility, check the box and click on “Approve All Marked” button

02 2m
Recycling Programs
mm,,ﬂ,“’" Goal R iTrash by
Retum New Recycling! housing! by tons tons Cenfral Ofice | Bureau

Facility (Region) Data Leased Praclices | Demolition Reduction) 2015  Waste Diversion  ¥aste Diversion  Manager Manager Status
Office of the Secretary
QEPC Albuguerque | Retum | Yes No YesfesMNoMoNA 50 0.255015.0100 0.0260/ 26730 r
Regional Office Data 5% 1%
{HQ)
User Info

APPROVE ALL MARKED

36

If you clicked on “Approve Solid Waste and Diversion Data” as shown on the previous slide,
this screen will appear for you to review the solid waste data.

As shown on the following slides, you can click on links within this page for details on
facility data.



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

Click on the Recytled amount 1o See the details of the Recycled commodities. To send data back 10 facility user, click the "Retum Data” link. To approve data of a
facility, check the box and click on "Approve All Marked™ button

Recycling Programs 012 - j2m

Goal iTrash Revi by by
(Compasting! ¥ \opl
Retumn New n:qm:m:nemy by tons tons Central Office  Bureau
Facility (Region) Data Leased Pracices = Demeltion/ Reduction) 2015  ¥aste Diversion | Waste Diversion = Manager Manager Status
Office of the Secretary
OEPC Albuguerque | Retum | Yes No YesiesMNoMNoNA | 50 0.2550/5.0100 | 0.0260/2.6730 O
Regional Office Data 5% 1%
(HQ)
User Info
)" ”) Greening the Interior Reporting System - Mozilla Firefox =] ]
[ webbean.nbc.gov/spreport fadminfuser_adminpracticedetals. cfmifaccode=1263
Practice Details for OEPC Albuguerque Regional
Office
37

If you click on the facility’s link under “Recycling Programs,” a popup will appear providing

detailed information on the facility’s recycling program.

37



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

Click on the Recytled amount 1o See the details of the Recycled commodities. To send data back 10 facility user, click the "Retum Data” link. To approve data of a
facility, check the box and click on "Approve All Marked™ button

Recycling Programs il LR .
(Composting/ Goal ¥ iTrash by \pp by
Retumn New Recycling/ housing! by tons tons Central Office  Bureau
Facility (Region) Data | Leased FPraclices = Demeltion/Reduction) 2015  V¥aste Diversion  vaste Diversion = Manager Manager Status
Office of the Secretary
QEPC Albuguerque | Return | Yes No Yes/vesMNoMoNA 0 0.2550/5.0100 0.02607 26730 r
Regional Office Data 5% 1%
(HE)
=10/
User Info webitearn.nbe.gov]sprepart]adminjusee_dminoeogramdetals, i sccodem 1263
Program Details for OEPC Albuquerque Regional APPROVE ALL MARKED
Office
Residential housing units having access to an active housenold 0
Products recycling program: or
0
Demoltion projects managed by andfor conducted includes the 1]
recovery of construction materials of
1]

Requirement for Waste Reduction Plans (FAR Clause 52.223-10) in

demalition, construction, and service contracts to achieve waste 38

diversion goals

If you click on the facility’s link under “Recycling Programs,” a popup will appear providing
detailed information on the facility’s recycling program.



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

dities. To send data back 10 facility user, chick the "Retum Data” link. To approve data of a

al0lx|
— 2012 2011
) Ams | L u | R y h | RecycledTrash | Reviewed by \op by
Recycled Commodities for OEPC Albuquerque o by tons tons Central Office Bureau
| Regional Office otion) 2015  Waste Diversion  Waste Diversion ~ Manager Manager Status
3 - - = -
- Trash Recycled Dhversion - - = = . -
( Category (tons) (tons) rate NA 5 0.2550/5.0100 0.02607 26730 r
: Total 50100 0.2550 484% 5% 1%
Construction & 0.0050 o 000%
| || Demolition
[~ | | Municipal 5.0050 0258 485%
Recyeled Amount Detals
Recycing
Product Armount Type _
Aluminum
Antifreeze 10,000 Cither

bs

39

If you click on the facility’s link under “Recycling Programs,” a popup will appear providing
detailed information on the facility’s recycling program.



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home FacilityData Reports Bureau Report Generator Admin  Help Logout

Home » Fac

by Data » Solid Waste Management s

Facility: OEFC Albugquerque Regional Off

SOLID WASTE MANAGEMENT

Solid Waste Prevention Summary: Solid Waste Management
q Ciick o the PRINT bution to print the report
SUSTAI —
- I A. Solid Waste Prevention
‘Waste Disposal
Home Facility Data Reports Bu

‘ 1) Isyour facility in leased space?

TOMCS and HAazarosous
Chemicals Management

L ves
Site Administration - Approv| Forwara soid waste Data 13) I8 your facility in leased space within 3 mult-tenant bulding?
Click on the Recycled amount to see the details of Print Solid Waste Data Yes
facility, check the box and click on "Approve All Mar L

2)  Does your facility have an active office products recycling program®?
USEFUL LINKS el

f s
Facility Notes
Retum Mew

3)  Does your facility have housing units?
Facilty (Region) ~ Data  Leased Practi Bureau Contacts |

No
Office of the m‘“ﬂ ) ) 2011 Solid Waste Data 3a) I applicable, how mary residential housing units operated by your facility have acce:
- roducts recycling program?
OEPC Albuquerque, m | Yes 4o L clak,
Regional Office 5% 1%
(HQ)
User Info
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If you click on the facility’s link under “Recycling Programs,” a popup will appear providing
detailed information on the facility’s recycling program.



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

Click on the Recytled amount 1o See the details of the Recycled commodities. To send data back 10 facility user, click the "Retum Data” link. To approve data of a
facility, check the box and click on "Approve All Marked™ button

Recycling Programs 2012 o aom _
(Composting! Goal ¥ iTrash by \pp by
Retumn New Recycling/ housing/ by tons tons Central Office  Bureau
Facility (Region) Data Leased Pracices = Demeltion/ Reduction) 2015  ¥aste Diversion | Waste Diversion = Manager Manager Status
Office of the Secretary
OEPC Albuguerque | Retum | Yes No YesiesMNoMNoNA | 50 0.2550/5.0100 | 0.0260/2.6730 O
Regional Office Data 5% 1%
(HQ)

Use.’lnfo‘ W—.M
' |

webteam.nbe.gov) spreport/ac APPROVE ALL MARKED

User Information

Kathleen Chiang
202-208-5939
kathleen_chiang@ios.doi.goy
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If you click on the facility’s link under “Recycling Programs,” a popup will appear providing
detailed information on the facility’s recycling program.

41



Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports BureauReportGenerator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

Click on the Recycled amount to see the details of the Recycled commodities. To send data back to facility user, click the "Retum Data” link. To approve data of a facility,
check the box and click on "Approve All Marked™ button

Recycling
; 2012 2011
ffm"” Goal | Recycledfrash | Recycled/Trash | Reviewedby | Approved by
[Retum Mew Demcliiens tons tons Central Office | Bureau
Facility (Region) Data  Leased | Practices | Reduction) 2015 | Waste Diversion | Warste Diversion | Manager Manager Status
Office of the Secretary
Other (HQ) Retum | Yes Mo MNoffesMioMoNA | 50 1 r
Data 100% 100%
User Info

You have indicated 100% recyeling.
You have indicated no trash.
Reasons Selected by Facility User:

Facility Expanded Recycing/Composting
Imnpreved Tracking

Explanation provided by Facility User: reasons
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Please note this new feature



Approve or Return Data

After the Central Office User has reviewed a facility’s
report, s/he can either:

- Approve and forward to HQ

- “Return” back to Facility User with comments

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

Click on the Recycled amount 0 see the details of the Recycled commodities. To send data back to facility user, click the “Return Data® link. To approve data of a
facility, check the bax and click on "Approve All Marked™ button

" 2012 2m
Recycling P
tcﬂgﬁymn'am‘ Goal RecycledTrash RecycledTrash Reviewed by Approved by
Return New Recyeling! housingl by tons tons Central Office | Bureau
Facility (Region) Data Leased Practices | Demolion Reduction) 2015  Waste Diversion  Waste Diversion | Manager Manager Status
Office of the Secretary
QEPC Albuguerque | Retumn No YeslVesMNoMNoNA 50 0.2550/5.0100 0.02607 26730 r
Regional Office Data 5% 1%
(HQ)
User Info
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On the pages to approve the facility data, the Central Office User may approve or return
the data after reviewing the facility’s report.
To disapprove, or return, the data for the facility to make changes, click on “Return Data”

next to the facility name. This unlocks the data for editing and emails the facility contact
that their data must be edited before it will be approved by the Central Office User.



Central Office Data Review

- If edits or clarification are
necessary the Central :

Office program reviewer [_ Facility User enters déta
returns the report to the '

/A
Facility User. [ Facility User finalizes data and forwards it for review I

- Then the Facility User
makes changes and re-
finalizes the data, sending
the report back to the
Central Office.

-If no changes are needed,
the Central Office User can
forward data to Bureau HQ

44

Once the Central office receives the data, the Central Office may decide that there is a
problem with the facility data that must be corrected before it can be forwarded on to the
bureau or office HQ level for approval. If there is a problem with facility data, the Central
Office User may send the data back to the facility user for correction by “Unapproving” or
“Unrouting” it.

If the Central Office sees that the data for its facilities are ready to be forwarded on to the
Bureau HQ level, the Central User may then forward the data on. For more information on
this process, please see the Powerpoint presentation for Central Office Users.
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Return Data

» Once the Central Office User returns data, the Facility User
will get an email indicating that they have been asked to review
and edit the data they previously submitted.

» After this message is sent, the facility’s data may be edited.

R SUSTAINABLE PRACTICES DATABASE

Heme Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Return Solid Waste Management Data

Office of the Secretary OEPC Albuguerque Reglonal Office (HQ)

Please enter a note below to the facility explaining why you are returning their data to them and any action they should take. This
message will be sent to the facility contact(s) via email. Click “Submit” to send the email message and unlock the data for editing.

This facility data is being returned because it needs additional information

SUBMIT

45

This screen appears if you click on “Return Data” as it appeared on the previous slide.
The Central Office User can edit the reason given for the data being returned.
Click on “SUBMIT” to send this message to the facility contact.

Once this message has been submitted, the data are unlocked and the Facility User or the
Central Office User may edit the data.



Approve Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Approve Solid Waste Management Data

Click on the Recycled amount to see the details of the Recycled commodities. To send data back to facility user, click the "Return Data® link. To approve data of a
facility, check the box and click on “Approve All Marked” button

" 01 2011
Recycling Programs
(:,cm.':mm;w 9 Goal | Ri (Trash ¥ Rewil by Approved by
Retumn New Rucyeling! housing! by fons tons Central Office Bureau

Facility (Region) Data Leased Praclices | Demolitions Reduction) 2015 | Waste Diversion  Waste Diversion | Manager Manager Status
Office of the Secretary
OEFC Albuquergue | Return | Yes No YesiYesMNuNoNA 50 0.2550/5.0100 0.0260/ 26730 =i
Regional Office Data 5% 1%
(HQ)
User Info

[rrerove v warceo ]
To APPROVE a facility report and forward it
to HQ:
— Click to place check mark next to the
report
— Click “APPROVE ALL MARKED” 48

To approve the data, click the box under the “Reviewed by Regional Manager” column, and
then click on the button at the bottom of the page to “Approve All Marked.”



What are some flags that solid
waste data need further review?

* 100% of Solid Waste is Diverted — This
means that there was no waste sent for
landfill disposal or incineration.

« Large amounts (1,000 tons or greater) of
recycling or trash for a relatively small
facility.
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Recycling Data Tips

» Check your units — 100 tons of paper = 200,000
pounds of paper, which is a lot of paper.

» Check estimates of amounts recycled - One
facility reported 200,000 cys (cubic yards) paper
recycled, this is equivalent to 75,000,000 pounds.
Please do not over estimate.

* Be careful with decimals and zeros - extra zeros
can greatly increase your recycling and waste
amounts.
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Data Entry Guidelines

Facilities must provide data for undiverted waste in addition to what was
recycled for both municipal solid waste and construction and demolition
(C&D waste).

Undiverted waste is the amount that went to the landfill and/or waste-to-
energy (WTE) facilities.

Facilities reporting only amounts recycled and a 100% recycling rate
will be asked to explain why they have such a high recycling rate.

Report amounts of biomass/wood chips burned onsite for heat or
electricity as WTE if wood would have otherwise gone to a landfill

Even if waste disposal is free, the amount disposed of should be
reported.

Please do not double count. If a quantity of a commodity is reported as
recycled, that quantity should not be included in the landfill or waste-to-
energy amounts.

49
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USE OF DATA FOR
PROGRAM MANAGEMENT

Katie Chiang
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Reports

2011 Reports

o 5 o o @

Chemicals

Historical Reports

51

= Comparison of Sc

These are all of the Facility Level Reports available on the “Reports” tab. They show all of
the data entered by facilities. You may use these reports to help manage your solid waste
and green purchasing programs.



Facility Level Recycling Data

w SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Recycling Data

Click on the recycled amount to see the details

Other Waste includes bumed waste
Municipal - Recycled amount includes the Composted amaunt

Construction 8 Dermoktion Municipal Total
Waste Other Bumed Waste Waste
Recycled Waste Diversion Recycled Composted  Waste Waste  Diversion Recycled Waste Diversion
os 1] 04 0.00% 150003405 0.333 0 0 100.00% | 15000.3405 04 100.00%
HQ 0 04 0.00% 150003405 0333 0 0 100.00% | 15000.3405 04 100.00%)|
OEPC Albuguerque Regional 0 0 0.00% [1} 0 0 0 0.00% 1} 0 0.00%
Ciffice
C Anchorage Regional 0 0 0.00% 0 0 0 0 0.00% 0 0 0.00%
lanta Regional 0 (1 0.00% [i] 0 1] 0 0.00% 1] 0 0.00%
DEPC Boston Regiona 0 0 0.00% 0 ] 0 0 0.00% 0 0 0.00%
Office
OEPC Denver Regional 0 0 0.00% 0 0 1] 0 0.00% 0 0 0.00%
52

If you go to the Facility Level Recycling Data under the Reports tab, this report will appear.
It shows the amount of recycling and waste totals for all of the Regional/State/Area offices
for each bureau.



Historical Reports: Comparison of
Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Solid Waste Reports - Historical Regional Data

Click on the region name to see the data for the facilities

2008 2009 2010 2011
Recycled Waste Waste Recycled Waste Waste Recycled Waste Waste Recycled Waste Waste
{tons) (tons)  Diversion (tons) (tons) Diversion  (tons) (tons)  Diversion (tons) {tons)  Diversion
Total 90688 0032 100% 0.001 0 10000% || 00815 0726 10.09% 0 0 0.00%
for
os
HQ 90689 0039 100% 0.001 0 10000% || 00815 0726 10.09% 0 0 0.00%
53

This report shows solid waste totals for 2008-2011 including both municipal solid waste

and construction and demolition (C&D waste).
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Historical Reports: Comparison of
Municipal Solid Waste Data

w SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports BureauReportGenerator Admin Help Logout

Solid Waste Reports - Historical Municipal Solid Waste Data

Click on the region name to see the data for the facilities
Other Waste includes bumed waste

2008 2009 2010 2011
Cther  Bumed Waste Other  Bumed Waste Other Bumed Waste Other Bumed Waste
Recycled Waste Waste Diversion Recycled Waste Waste Diversion Recycled Waste Waste Diversion Recycled Waste Waste Diversion
Total 0688 0017 0 97.59% || 0.001 0 0 10000% | 0.0765 06005 O 11.30% 0 0 0 0.00%
H3 0688 0017 0 97.59% | 0.001 0 0 10000% | 0.0765 06005 0 11.30% 1] 0 0 0.00%
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This report shows detail for the facilities’ municipal solid waste data, including how much
was recycled, how much went to WTE (see the burned waste column) and waste diversion.

Questions?



REPORTING TIMELINE

Katie Chiang
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FY 12 Reporting Timeline

@ @ @ @ @ @
Nov. 7. 2012 Dec. 3, 2012 Jan. 2013 Feb. 15, Feb. — May 2013 Jun. 1
Official DOI Database Bureau Due 2013 : g?at?u;evf,m OMB Due
Data Call Open for Dates for DOI Due review ng updated Date for SSPP
Issued Data Entry Field Users Date for Strategic P Update
(varies by Bureau and Sustai?‘.ability
Office

bureau) Performance Plan
Update (SSPP

Update)

Reports
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Please note that we have given the bureaus and offices 8 weeks to complete the data call.

After the final due dates, we will have an after action review.



Questions can be emailed to SPReport@ios.doi.gov

QUESTIONS? WRAP-UP
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