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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

Home ContactUs Help Login

LOGIN

Ifyou are first time user, please click here to register

l If you forgot your user name and/or password, please click here to have this information mailed to you I

To unlock your account, please click here. Request a new password and itwill unlock your account too

Please enter your Usemame and Password below and click the Login button.

Usemame:
Password:

m TO USERS OF THIS SYSTEM: This is a United States Government mmputer syslem ma\malnan by the Department of the Interior, to provide
us only Use of this system by any consentto retrieval,
by use may subjectviolators to cnmmal tml and for u-suplmary action

MNotices | Disclaimer | Privacy | FOIA | USA.gov | DOI Home | PMB Home

U.5. Departmant of tha Interior
Office of Policy Management and Budget
Last updated: October 22, 2012
This site has been optimized for Intemet Exploter 7

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
* Register for an account

» Ask your HQ Program Manager to assign
you the role of Central Office User




Change Password

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action Item 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 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.

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 to assistwith preparing this report in the future. Future users from your region/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

L™ SUSTAINABLE PRACTICES DATABASE
Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Change Password

To update your password, please enter your new password and then confirm it. Avalid password must meet the following security standards:

« Be atleast12 characters and no more than 15 characters

* Contain one upper-case alpha, one lower-case alpha, and one numeric character.
= Conlain one special character such as @, §, or &

» The new password canl contain the old (e.g.the old cantbe'p "and the new password ‘password1).

Password: essssessssssee

Confirm Password: I

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

"‘n:.n,\"” SUSTAINABLE PRACTICES DATABASE

ContactUs Help Login

Send us an
email

Department of the Interior FY15 Sustainable Practices Database User Aids

Signed DOI Data Call memo for FY 2015 Reporting on Solid Waste and Chemicals Management
FY 2015 Reporting Training Information
FY 2015 Training Presentations

* Sustainable Practices Database Field User Training [E5E (5.6 MB)
« Sustainable Practices Database Central Office User Training (EEE (6 MB)

FY 2012 Training Presentations

s Sustainable Practices Database Bureau Headquarters User Training (S5 (1.1 MB)

Check out
the FAQs

Frequently Asked Questions
Feedback Form
Other useful links:

| 5 + Trash and Recycling Tracking Tool
Download the Trash and Recycling Tracking Tool using the link above. Do not open the file in Google Sheets as this will cause errors.

« Guidance on waste-to-energy and waste diversion

TraSh and * EPA published standard volume to weight conversion factors
RECyC“ng « Comversion Factors used in this data call
Tl‘acklng TQOI P Green procurement links:
* GSA Sustainable Facilities Teol - Green Procurement Compilation - The Green Procurement C: ion (GPC) is a _f,g
designed for federal and program 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.

To help you track trash and recycling in future years, please have a look at the Trash and
Recycling Tracking Tool



Feedback Form

» Use for all your questions and or
comments.

* Your feedback will automatically be sent to
the DOI contacts (OCIO and OEPC) as
well as designated bureau HQ contacts.

Feedback

Please Use This Form To Send Your Questions or Comments.

Name
Email Address li
12

Questions?

12



Notes for Future Reports

SUSTAINABLE PRACTICES DATABASE

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 Passwaord
Manage Facilities List
Create Email 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 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 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 to assist with preparing this report in the future. Future users from your region/bureau 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
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Notes for Future Reports

s SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Add Notes

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

Office of the Secretary (0S) -
Bureau:

HQ ~
Region:

OEPC Atlanta é’eg jonal Office

OEPC Boston Regional Office

OEPC Denver Regional Office
Fadility: —
Notes:

SAVE
Existing Notes:

OEPC Headquarters: Testing Notes (10/14/11)
OEPC Testing additional (10/06/14)
OEPC Headquarters: Testing the suggestions page (09/29/15)
OEPC Headgquarters: Testing Notes (09/29/15)

If you click on “Add Notes” from the Admin tab, you will see this screen. You can add a new
note for a specific facility. Existing notes entered by you or other users will appear at the
bottom of the screen.



FIELD USER VERIFICATION
AND

USER ACCOUNT MANAGEMENT

15



Why Verify Users?

All users are assigned their role 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



Home

Manage User Accounts

SUSTAINABLE PRACTICES DATABASE

Facility Data Reports Bureau Report Generator Help Logout

Site Administration

Action tem
Update Password

Approve Solid Waste
Management Data

Manage User Accounts

Change User Password
Manage Facilities List
Create Email 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 Waste data of a facility.

This tool allows user to edit or add users to the system. Regional J 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 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 to assist with preparing this report in the future. Future users from your region/bureau will have access
tothese notes.

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

17



SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Manage User Accounts Click
here to
add a
Bureau; | Select Bureau H new user

Select Region vl

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

Region:
Search for
User's Name:
(Fist name or st ) users here
Search
Selected Criteria Export
thIS I|St Listing 11010 0f 1473 »
User's N (u: ) to EXC9| Rol Faciliti Delete
o ser's Name (username) ole aciliies ele
Click on
Stanley Adams (stan_adams@blm.gov) Facility User» Richfield Field Office Delete
the user’s
name to Dan Aguirre (daniel_aguire@nvbim.gov) Facility User s Battle Mountain Field Office Delete
Ry t_helr Sing Ahuja (sahuja) Faclity User s Eastern States State Office Delete
profile
Mdasibon A1 Mlncihon A1 Ddin s d Faalihed e — i
18
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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 region from the drop down. You may select more than 1 region You do not have to select a facility U Se rS Can

For Facility User Access, select one region from the drop down and then select facilities from the facilities drop down. You may select more than 1 facility aSS ISt Wlt h

S changing a
Crr— Field User’'s

Phone Number, [202-206-5939 affllla_tgon with
Email Address: |kath\aen_chiang@:‘ns,dnignv a fa.clllty- Or
Bureau: Ofiice of the Secretary reglon, If

F‘ necessary
Region: Ll

Region registered: HQ . Central Offi Ce
Select facili 4 U sers can
Facity | OEPC Anchorage Regane Ofics - =] assign
com themselves to
Facilities reuia|ered:: District Oeﬂ:c;ua o a FaCI I Ity U Se r
Desired Usemame: kathleen_chiang@ios.doi gov ro I e to | n p ut

facility data

Last Name:

19

Security Role:

Submit

This is the User Profile page.



Change Field User Passwords

s SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action Item Description

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

Approve Solid Waste This toal allow adrin user to approve Solid Waste data of a facility
Central Management Data

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

Office ManageUserAccounts
Users can
change
Field User

iChange User Passwurdf 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.
paSSWOI‘dS 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 to assist with preparing this report in the future. Future users from your region/bureau will have access

tothese notes

20

Note that users can update their own passwords, and have passwords sent to them if they
have forgotten them. See the slide on Logging into the System.

If users have already tried to reset their own passwords and have not been successful, you
may then choose to change the user password for them.



MANAGE FACILITIES LIST

21
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Manage Facilities List

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action ltem
Update Password

Approve Solid Waste
Management Data

Manage User Accounts

Change User Password
Manage Faciliies List]
Create Email 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 Yaste data of a facility.

This tool allows user to edit or add users to the systemn. 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 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 to assistwith preparing this report in the future. Future users from your regionfbureau will have access
tothese 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 to narrow down the listing below. Click on the delete button to delete facility.
Add a new facility.
Select Bureau =
Bureau: [ —]
i Select Region 'I
Click here R 9 Search for
toadd a L — facilities
HH acility Name:
new facility L here
Only Active Facilities: ©  All Facilities:
Facilities List
Search
Export Selected Criteria:
this list Listing 1to 10 011201 »
to Excel
Facility Name (Region) Bureau Deactivate
1645 E. 101 Avenue (Westem) MMS Deactivate
21100000 - FISC (All FL Leased Offices) (ER) UsGs | Daactivale
Click on
e 21112070 - FISC (Gainesville, FL (Bi0)) (ER) USGS | Deactivale
the facility |
name tO 23100000-Upper Midwest Environmental Science Center - BSC (Biology) (ER) USGS Deactivate I
VAL |tS 23200000-Leet S Center- BSC (Biology) (ER) UsSGs
-Leetown Science Center - iolo Deactvete |
profile 23
23204100-Northern Appalachian Research Lab (Biology) (ER) USGS Deactivate

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

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Add New Facility

Facilty Name: |

Bureau: I Select Bureau j

Region: | Select Region >

Address:

city. |

State:
e [
Area: ,—

(Can be let blank if not known)

- If a facility has changed names or regions, contact us at
spreport@ios.doi.gov to change the facility information in the system
- Please DO NOT deactivate an existing facility just to add a new
facility with the new name or region.

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

= g N —_FTTEREN
Ninc: o, S SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Site Administration - Manage Facilities

Facility Name:

Bureau:

Region:

Address:

Ci

ity

State:

P

P

Area:

Active:

OEPC Headquarters

0os

HQ [

1849 C Street, NW

‘Wsshington
DC
20240

®yves Ono

Submit

25

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

25



PROGRESS MONITORING

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

o Status Report for Solid Waste Management Data
s 2014, 2015, 2016
s 2013 | 2012 | 2011 | 2010 | 2009 | 2008

o Facilities with Diversion rate over 70%
= 2014, 2015, 2016
= 2013 | 2012 | 2011 | 2010 | 2009 | 2008

© Suggestions Report

27

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.



Home

Status Reports

Year:

Bureau

Region:

Not Yet Started

Started:

Finalized

Approved by Central Office

Approved by Bureau HQ

Facility Data Reports Bureau Report Generator Admin Help Logout

Status Report for Solid Waste Management

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

2016 -
Select Bureau -
Select Region ~
Check this box to see the facilities that have not started entering data.
Check this box to see the facilities that have started entering data
Check this box to see the facilities that have finalized data
Check this box to see the facilities that have been approved by the Central Office

Check this box to see the facilities that have been approved by the Bureau HQ

Search

» 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
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Status Reports

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Status Report for Solid Waste Management

Facility Not Started Started Final Approved by Central Office Approved by Bureau HQ Email
os 90af12 30f12 |00f12 |0of12 0of12

(75 %) (25 %) (0%) (0 %) (0 %)
HQ 9of12 3of12 | 0of12 |0of12 0of12

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

OEPC Anchorage Regional Office s Email

Email
facility
users

OEPC Atlanta Regional Office v Email

'OEPC Boston Regional Office v Email

OEPC Denver Regional Office v Email

OEPC Headquarters o Ernail

OEPC Oakland v Email
OEPC Philadelphia v Email
‘OEPC Portland v Email
Other s Email

Program Office v Ernail

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 fifth column shows whether that draft has been approved by the Central Office.

The sixth 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.



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

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action ltem
Update Password

Approve Solid Waste
Management Data

Manage User Accounts

Change User Password
Manage Facilities List
Create Email 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 Waste data of a facility

This tool allows user to edit or add users to the system. Regional f 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 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 to assist with preparing this reportin the future. Future users from your region/bureau 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

| National Park Service (NPS) =l
Bureau:
SelectRegion >
Region:
€ Checkthis boxto see all the facilities
ALL facilities

 Checkthis boxto see the facilities that have not started
Mot Yet Started  entering data.

€ Checkthis boxto see the facilities that have started entering
Started: data

T Checkthis boxto see the facilities that have finalized data

Search

Finalized:

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. 4

31



Create Email List

s SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator 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.govmichael_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



Provide Feedback

After the facility data are successfully forwarded, the user will see a
new screen to provide suggestions to improve the reporting system

Users may enter comments in the box provided and click “Save”
s SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout
Home » Fadility Data » Solid Waste Management »

SOLID WASTE MANAGEMENT ~ Facility: Other

So¥d ey Rrev ention Forward Solid Waste Management Data

Recycling Solid Waste Regional Manager -
 kathleen_chiang@ios.doi.gov

Waste Disposal The facility Solid Waste data has been routed successfully
The facility Solid Waste data has been forwarded successtully.

Toxics and Hazardous
Chemicals Management

Please provide any i suggesti orr i for improving the report.

Forward Solid Waste Data

Print Solid Waste Data

il

USEFUL LINKS

Facility Notes

I

Bureau Contacts m 33

33



Access to User Suggestions

Home Facility Data Reports Bureau Report Generator Admin  Help Logout

Central Office Users may view facility suggestions from their
regions by going to the “Reports” tab and selecting “Suggestions
Report” as shown here. 34
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View User Suggestions

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Status Report for Solid Waste Management

Facility ‘Suggestions

os

HQ

OEPC Albuquerque
Regional Office

OEPC Anchorage Regional
Office

OEPC Atlanta Regional
Office

OEPC Boston Regional
Office

OEPC Denver Regional
Office

OEPC Headquarters
= Testing Notes (10/14/11) by Renu Chaudhry

+ Testing additional suggestions (10/06/14) by Renu Chaudhry

OEPC Oakland

OEPC Philadelphia

OEPC Portland

35
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DATA QUALITY REVIEW

36

This is where Central Office Users play a key role.

36



Data Quality Assurance

Facility User enters data I

Facility User finalizes data and forwards it for review

37
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Review and Approve Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration

Action Iterm

Update Password
‘;f\;']p'rdvé Solid \I}Ija:s_jei
M: ata

Manage User Accounts

Change User Password
Manage Facilities List
Create Email 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 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 userto change password for existing users.

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

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

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

38

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

38



Review and Approve Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Approve Solid Waste Management Data

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

[select Bureau =

Select Region vl

Region:
€ Check this box to see all the facilities that have been
ALL finalized faciliies finalized

Bureau:

€ Check this box to see the facilities that need approval
Approval by Regional Manager: by Regional Manager

€ Check this box to see the facilities that need approval
Approval by Bureau Manager: by Bureau Manager.

€ Check this box to see the facilities that have all
Approved: necessary approvals

39

If you clicked on “Approve Solid Waste and Diversion Data” as shown on the previous slide,
this screen will appear. You can select which region to view and which facilities to view. If
you don’t select anything, all facility records will be shown.



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 Recycled amount to see the details of the Recycled commaodities. 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.

2013 2012
Return Solid Waste Recycled/Trashtons = Recycled/Trash tons = Reviewed by Central Approved by
Facility (Region) Data Data Waste Diversion Waste Diversion Office Manager Bureau Manager | Status
Office of the Secretary
Other (HQ) Return Details 9.2550/0.0050 0/0 r
Data 100% 100%

User Info

You have indicated 100% C&D recycling.
The total recycled amount for your facility is at least 10 times greater than the FY 2012 recycled amount
The total trash amount for your facility is at least 10 times greater than the FY 2012 trash amount

Reasons Selected by Facility User:
« Usage or Temporary Facility Closure

Explanation provided by Facility User: test

40

After specifying which facilities to review, this list 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

S 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
gaﬂlllh‘, check the box and click on “"Approve All Marked"™ button

Goal 50

Return Solid Waste 2014 Reviewed by Central Office = Approved by Bureau
Facility (Region) Data ata 2015 Recycled/Trashtons | Recycled/Trash tons | Manager Manager Status
Office of the Secretary
District Office (HQ) Return Details hotal: 0.68/25 Total: 0.033/0.0005
User Info Data 8D:0/0 C&D:0/0
icipal: 0.68/2.5 Municipal: 0.033/
0.0005
Greening the Interior Reporting System - Google Chrome =&l
The total municipal recycled amount for your facility is at ) ke
: | webteam.nbc.gov/spreport/admin |
The total municipal trash amount for your facility is at leag
Reasons Selected by Facility User: . —— ,
Program Details for District Office

« Facility Expanded Recycling/Composting
« Improved Tracking |

Leased. Yes
Explanation provided by Facility User: new bins were ad|

Practice Details:

Residential housing units having access to an active household products Oof

|| recycling program 0
Demolition projects managed by and/or conducted includes the recovery of Qof
||| construction materials: 0
Requirement for Waste Reduction Plans (FAR Clause 52.223-10) in demolition,
construction, and service contracts to achieve waste diversion goals
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If you click on the facility’s link under “Solid Waste Data,” a popup will appear providing

detailed information on the facility’s recycling program, including:
-whether the office is in leased space,

-new solid waste management practices,

-the number of housing units with access to a recycling program,
-the number of demolition projects that included recycling,

-the inclusion of FAR Clause 52.223-10 in construction contracts, and

-the facility’s recycling goal.
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Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Site Administration - Approve Solid Waste Managem e T e

Click on the Recycled amount to see the details of the Recycled commodities. To send data|() webteam.nbc.gov/sg
facility, check the box and click on "Approve All Marked" button

Retum Solid Waste 2014

) ) Recycled Commodities for District Office
Facility (Region) Data Data 2015 Recycled/Trashtons | Recyclg
Office of the Secretary 2015 2014
District Office (HQ) Return Detail Total: 068/25 Total: 0. Recycled | Trash | Diversion | Recycled | Trash | Diversion
User Info Data CsD:0/0 C&D:0|| Category (tons) | (tons) rate (tons) | (tons) rate
Municipal: 0.68/25 Municipt
0.0005 | | Total 068 25 [21.38% | 0.033 0.0005 | 98.51%
Construction | 0 0 0.00% 0 0 0.00%
2z & Demolition
The total municipal recycled amount for your facility is at least 10 imes greater than the F|
o Munkipal | 0.68 25 [21.38% |0.033 0.0005 | 98.51%
The total municipal trash amount for your facility is at least 10 imes greater than the FY 2|
Reasons Selected by Facility User: Recycled Amount Details
« Facility Expanded Recycling/Composting Product 2015 2014
« Improved Tracking
Recycling Recycling
Explanation provided by Facility User: new bins were added to our program Product Amount Type Amount | Type
Aluminum 10 Ibs Other 66 Ibs Other
Antifreeze
Asphalt
Batteries (Lead/acid -
car) -
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If you click on the facility’s link under “Recycled/Trash tons Waste Diversion” a popup will
appear providing detailed information on the facility’s recycling program.

This pop-up now details data for both the current year being reported as well as the
previous year’s data for easy comparison.



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 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 ofa
facility, check the box and click on "Approve All Marked” button
Retum Solid Waste 2014 Reviewed by Central Office ~ Approved by Bureau
Facility (Region) Data Data ( ad/Trash ton Re ed/Trash ton Manag Manage
BLE PRACTICES DATABASE

Office of the Secretary,

Home Facility Data Reports Bureau Report Generator Admin  Help Logout

Waste Disposal

District Office (HQ) Jm Details
User Info Home » Facility Data » Solid Waste Management »
Facility: District Office
SOLID WASTE MANAGEMENT
Solid Waste Prevention Summary: Solid Waste Management -

yi Click on the PRINT bution io print the report
The total municipal recycled amount for you Recycling
The total municipal trash amount for your fa; J A. Solid Waste Prevention

B T T 1) Is your faciity in leased space?
« Facility Expanded Recycling/Composting Chemicals Management Yes
« Improved Tracking
Forward Solid Waste Data 1a) s your facility in leased space within a multi-tenant bullging?
Yes
Print Solid Waste Data

2) Does your facility have an active office products recycling program?
USEFUL LINKS .- ™ C- 32

Yes
Facility Notes
3)

= Does your facility have housing units?
Bureau Contacts

Explanation provided by Facility User: new

No

2014 Solid Waste Data 3a) Itapplicable, how many residential housing units operated by your facility have access to an active
products recycling program?
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If you click on the facility’s name, a popup will appear showing the facility’s complete

report. You can print the report from the pop-up window.
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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 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

Return Solid Waste 2014 Reviewed by Central Office | Approved by Bureau
Facility (Region) Data Data 2015 Trash tons Trash tons Manager Status
Office of the Secretary
District Office (HQ) eturn Details Total: 068/2.5 Total: 0.033/0.0005
User Info ata CsD:0/0 C&D:0/0
Municipal: 0.68/25 Municipal: 0.033/
0.0005
The total municipal recycled amount for your facility is at least 10 imes greater than the FY 2014 recycled amount
The total municipal trash amount for your facility is at least 10 imes greater than the FY 2014 trash amount
Reasons Selected by Facility User:
« Facility Expanded Recycling/Composting
« Improved Tracking [=] -_]
zi | | X
Explanation provided by Facility User: new bins were added to ourpvogran]
¢t webteam.nbc.gov/spreport/ac
User Information
Kathleen Chiang
202-208-5939
kathleen_chiang@ios.doi.gov 44

If you click on “User Info” a popup will appear providing contact information for the last

person who edited the report.
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Review Solid Waste Data

SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau Report Generator 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.

Retum Solid Waste 2014 Reviewed by Central Office = Approved by Bureau
Facility (Region) Data Data 2015 Trash tons Trash tons Manager Status.
Office of the Secretary
District Office (HQ) Return Details Total: 068/2.5 Total: 0.033/0.0005
User Info Data CsD:0/0 C&D:0/0
Municipal: 068/25 Municipal: 0.033/
0.0005
The total municipal recycled amount for your facility is at least 10 times greater than the FY 2014 recycl
The total municipal trash amount for your facility is at least 10 imes greater than the FY 2014 trash amox
Reasons Selected by Facility User:
« Facility Expanded Recycling/Composting
« Improved Tracking
Explanation provided by Facility User: new bins were added to our program
45

Please note this feature, which was added to assist in reviewing for data quality.
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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

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.

Return Solid Waste 2014 Reviewed by Central Office = Approved by Bureau
Facility (Region) Data Data 2015 Recycled/Trash tons | Recycled/Trash tons | Manager Manager Status
Office of the Secretary
District Office (HQ) Return ails Total: 068/25 Total: 0.033/0.0005
User Info Data C&D:0/0 C&D:0/0
Municipal:068/2.5 Municipal: 0.033/
0.0005

The total municipal recycled amount for your facility is at least 10 times greater than the FY 2014 recycled amount
The total municipal trash amount for your facility is atleast 10 imes greater than the FY 2014 trash amount
Reasons Selected by Facility User:

= Facility Expanded Recycling/Composting
« Improved Tracking

Explanation provided by Facility User: new bins were added to our program
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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 to
notify them that their data must be edited before it will be approved by the Central Office
User.



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.

e e

.q’ﬂngc,” 7 SUSTAINABLE PRACTICES DATABASE

Home Facility Data Reports Bureau ReportGenerator Admin Help Logout

Site Administration - Return Solid Waste Management Data

Office of the Secretary Other (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 =]

=
History of the Facility Data's Returns
Date Returmned User Name Details
10/18/13 Kathleen Chiang This facility data is being returned because it needs additional information
10/18/13 Kathleen Chiang This facility data is being returned because it needs additional information 47

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.

If the Central Office User is going to make changes for the Facility User, that should be
noted in the message box here.

The message will go to all facility users associated with the facility and the regional/Central
Office Users for the facility.

At the bottom of the screen, please notice that there is now a history of how many times
the data has been returned to the facility and by whom. This should help facilitate tracking
how the data has changed through the reporting process.
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Approve Data

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

Return Solid Waste 2014 Reviewed by Central Office | Approved by Bureau
Facility (Region) Data Data 2015R Trashtons | R Trash tons | Manager Manager Status
Office of the Secretary
District Office (HQ) Return Details Total: 0.68/25 Total: 0.033 /0.0005 >
User Info Data C&D:0/0 C&D:0/0
Municipal: 0.68 /2.5 Municipal: 0.033/
0.0005

The total municipal recycled amount for your facility is at least 10 times greater than the FY 2014 recycled amount
The total municipal trash amount for your facility is at least 10 times greater than the FY 2014 trash amount
Reasons Selected by Facility User:

« Facility Expanded Recycling/Composting
» Improved Tracking

Explanation provided by Facility User: new bins were added to our program

) APPROVE ALL MARKED

To APPROVE a facility report and forward it to HQ:
— Click to place check mark next to the report
— Click “APPROVE ALL MARKED”
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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.”



Central Office Data Review

- If edits or clarification are
necessary the Central
Office program reviewer

returns the report to the L4
Facility User. | Facilty 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.

I Facility User enters data
—(—

-If no changes are needed,
the Central Office User can
forward data to Bureau HQ
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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
“Returning” 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.
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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, incinerator
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.
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USE OF DATA FOR
PROGRAM MANAGEMENT
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Reports

e Bureau and Region Reports

Commodities Data

= 2016 | 2015 | 2014
Recycling Data

= 2016 | 2015 | 2014 | 2013 | 2012 | 2011 | 2010 | 2009 | 2008
Municipal Solid Waste Data

w 2016 | 2015 | 2014

o

o

o

Solid Waste Prevention
= 2016 | 2015 | 2014 | 2013 | 2012 | 2011 | 2010 | 2009 | 2008

]

Solid Waste Prevention Narrative Details

s 2016 | 2015 | 2014 | 2013 | 2012 | 2011 | 2010 | 2009 | 2008
Chemicals Management Data

= 2016 | 2015 | 2094 | 2013 | 2012 | 201 | 2010 | 2009
Download Solid Waste Data in EXCEL

= 2016 | 2015 | 2014 | 2013 | 2012 | 2011 | 2010 | 2009 | 2008

o

o

o

. acility Level Reports

o

Print reports for indvidual Facility

o

Recycling Data
= 2016
= 2015
= 2014
= 2013
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These are 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
programs.



Facility Level Recycling Data
ias®  SUSTAINABLE PRACTICES DATABASE 7‘7 B

Home Facility Data Reports Bureau Report Generator Admin Help Logout

Recycling Data - 2016
Click on the diverted amount under “Total” to see the details
Diverted = Composted + Other Recycled Materials
Non-diverted Waste = Landfilled trash + Waste-to-Energy
Total Waste Generated = Diverted + Non-diverted Waste
Waste Diversion Rate = Diverted/Total Waste Generated
All amounts are in tons.
Construction & Demolition Municipal Total
Total Waste Total Waste Total Waste
Non-Diverted Waste Diversion Non-Diverted Waste Diversion Non-Diverted Waste Diversion
Diverted ~ Waste Generated Rate Diverted Waste Generated Rate Diverted Waste Generated Rate
0os 900.023 111 1011.023 89.02% || 203.69 999 129269 22.72% | 1183.713 1110 2303.713 51.82%
HQ 900.023 111 1011.023 89.02% || 20369 999 129269 22.72% | 1193.713 1110 2303.713 51.82%
District Office 0 0 0 0.00% 0.755 0 0.755 100.00% || 0.755 0 0.755 100.00%
OEPC Albuquerque 0 0 0 0.00% 0 0 0 0.00% 0 0 0 0.00%
Regional Office
OEPC Anchorage 0 L] 0 0.00% 0 0 0 0.00% 0 0 L] 0.00%
Regional Office
OEPC Atlanta 0 0 0 0.00% 0 0 0 0.00% 0 0 ] 0.00%
Regional Office
OEPC Boston 0 0 0 0.00% 0 0 0 0.00% 0 0 0 0.00%
Regional Office
OEPC Denver Regional 900 11 1011 89.02% 242 999 1241 19.50% 1142 1110 2252 50.71%
Office
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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

Solid Waste Reports - Historical Regional Data

Report only includes data for active facilities. Previous years' data for facilities that are currently deactivated are notincluded. All amounts are in tons.
Click on the region name to see the data for the facilities

Download historical data in EXCEL

2014 2013 2012
Recycled (tons) Waste (tons) Waste Diversion  Recycled (tons) Waste (tons) Waste Diversion  Recycled (tons) Waste (tons) Waste Diversion
Total for OS 0.00 0.00 0.00% |] 10.21 1,110.93 0.91% I] 157 0.00 100.00%
HQ 0.00 0.00 0.00% I] 1021 1,110.93 091% I] 1.57 0.00 100.00%
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This report shows solid waste totals for the last three years, including both municipal solid
waste and construction and demolition (C&D waste).



Historical Reports: Comparison of
Municipal Solid Waste Data

Solid Waste Reports - Historical Municipal Solid Waste Data

teport only includes data for active facilities. Previous years' data for facilities that are currently deactivated are not included.
‘lick on the bureau name to see the data for the regions.

Jther Waste includes Waste to Energy.

\ll amounts are in tons.

Jownload historical data in EXCEL

2015 2014 2013
Other Wasteto  Waste Other Wasteto ~ Waste Other Waste to Waste

Recycled Waste Energy Diversion Recycled Waste Energy Diversion Recycled Waste Energy Diversion
Total 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% [ 10,361.07 994.66 37577 91.24%
0s 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 966  740.73 37053 129%
NPS 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% | 10,000.00 0.00 0.00 100.00%
FWS 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 96.88 29.81 524 76.47%
USGS 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
BOEM/BSEE 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
OSMRE 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
BlA 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
BLM 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00%
BOR 0.00 0.00 0.00 0.00% 0.00 0.00 0.00 0.00% 542 5.00 0.00 52.00%

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?
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REPORTING TIMELINE
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FY 16 Reporting Timeline

@ @ @ @ @ @
Oct. 5, 2016 Jan.-Feb. 2017 Feb. 17 Mar. 2017 Apr.-Jun. 2017 Jun. 30
Official DOI Bureau Due 2017 DOI Dat Drafti d 2017
DataCall  Dates for Field DOl Due ~ata rating an OMB Due
Review review of
Issued Users Date for Date for
updated
Bureau and ) SSPP
and (refer to ) Strategic
; ) Office LS Update
Database information Sustainability
Reports
Open for from your Performance
Data Entry Bureau for your Plan Update
deadline)
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Please note that we have given the bureaus and offices 20 weeks to complete the data call.

After the final due dates, we will have an after action review.
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Questions can be emailed to SPReport@ios.doi.gov

Thank you for your time and attention!

QUESTIONS? WRAP-UP
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