\,/V

UJEoTPOLE

* KK

* %t
%

* Kk

European Commission - DG CLIMA
EU-ETS-Reporting Service Desk

EU-ETS Reporting tool - User Manual

Release version 5.2

Document version 13.0

12/09/2023

WESTPOLE BELGIUM SA/NV / VAT BE0449.223.727 RPR BRUSSEL

westpole.be / fb @westpolebenelux / in @westpolebenelux / tw @westpolebenelux



European Commission - DG CLIMA

DOCUMENT HISTORY

Version Date Author Comments
1.0 17/07/2020 ETS Service Desk First version.
2.0 24/09/2020 ETS Service Desk Addition:
- Chapter 2 “Description of the user interface”.
Update:
- Request access
- Switch role
- View and work with organisations
- About Monitoring Plans
- View and work with Monitoring Plans
- Work on a Draft Monitoring Plan
- Submit a Monitoring Plan (aviation)
Minor changes
3.0 17/11/2020 | ETS Service Desk Update:
- View and work with organisations
- MRV Homepage
- Select organisation
- Organisation details
4.0 24/02/2021 ETS Service Desk Addition:
- Create a Monitoring Plan (installation)
- Work on a Draft Monitoring Plan (installation)
- Submit a Monitoring Plan (installation)
- Create a new Monitoring Plan (installation)
- Monitoring Plan details (installation)
Update:
- Work on a Draft Monitoring Plan (aviation)
- Submit a Monitoring Plan (aviation)
- MRV Homepage
- Create a new Monitoring Plan (aviation)
- Monitoring Plan details (aviation)
5.0 15/02/2022 | ETS Service Desk Addition:
- Annual Emission Reports
- Interface for
- Verifier appointment
Update:
- About the user roles
- View and work with organisations
- Organisation details
- Minor changes
6.0 01/04/2022 | ETS Service Desk Addition:
- Verify an Annual Emission Report (aviation)
- Verify an Annual Emission Report (installation)
- Opinion Statement
Updates:

ec.europa.eu/climateaction

Page 2/106



European Commission - DG CLIMA

- View and Work with Annual Emission Reports,
Request verification of an Annual Emission
Report

- Annual Emission Report details (aviation)

7.0 10/08/2022 ETS Service Desk Addition:

- View and work with Improvement Report

- Create an Improvement Report (aviation)

- Create an Improvement Report (installation)
- Work on a Draft Improvement Report

- Submit an Improvement Report to your CA

- Revise an Improvement Report

8.0 31/08/2022 ETS Service Desk Updates:
- Change on attachments deletions rules
- Screenshots

9.0 21/11/2022 ETS Service Desk Update:
- Creation of a common section for all reports
- Comments Sensibility

- Screenshots update

10.0 09/12/2022 | ETS Service Desk Update:

- Minor corrections

- Screenshots updated
Addition:

- Draft Report sharing

11.0 05/04/2023 | ETS Service Desk Update:
- Steps to logout
- Error! Reference source not found.
- Steps to switch roles
- View my organisation
- Edit a Monitoring Plan
- Edit aninstallation Annual Emission Report
- Edit aninstallation Improvement Report
- Workflow and Screenshots updates
Addition:
- New header buttons

- Actions available on all reports

12.0 12/05/2023 | ETS Service Desk Update:
- Verifiers organisations
- Verification Reports
- Screenshots

Addition:

- Independent Reviewer

13.0 12/09/2023 | EU-ETS Reporting Removal:
Service Desk - Request Access to an organisation

- Approve/reject member’'s access to an
organisation

ec.europa.eu/climateaction Page 3/106



European Commission - DG CLIMA

Update:

Minor updates

ec.europa.eu/climateaction

Page 4/106



European Commission - DG CLIMA

Table of Contents

DOCUMENT OVEIVIEW ...ttt sttt ettt e e e sab e s a e e e sb bt e e e s ab et e s e b e e e s sbe e e s s baeessnbeeesannaeas 7
(01010 1V7=T o1 o o 13PTSR PP PP PPRTPPPPN 8
Chapter 1. Description of the tasks.......ccceiiiiiiiiiiiiiiiiicc e e s s s e e s e e e s e s e e eeees 9
L 1= = PSP 9
Section 1. Starting the apPliCatioN .......eie i e e e e s e e enae e e e b e e e e s taeeeeanes 10
OVEIVIEW ...ttt ettt e s et e s e e e e s b et e e e s bt e et ab e e e e s bae e s e sb e e et nb b e e s s ba e e s e anbae e s nnaeeesnaeeeeas 10
ADOUL TNE USEI TOIES ..ottt st e e st e st e s bt s bt e sab e e s bt e s beeeneesabaeeneenane 11
LOGIN @Nd FEGISTrAtiON ..coueiiiiiiieieeie ettt ettt e bt e sbe e s b e s bt e s bt e e bt e s beeesbeesbeeenneenane 13
I} ol o T o =PSRN 15
Section 2. Organisations MaANAZEMENT ..cceieie i e e e e e e e ee s e e e e e e e s e s e eeseeesesasaenas 16
L A= =TT 16
View and Work With OrganiSatioNs........cccciiiiiiiiie e ee e e e e e e st e e e e eare e e staaeeesabaeeeenataeeennnenas 17
Manage organisations’ MEMDEIS .........ccciiiieieie et e e e st e e e eta e e e s bb e e e e ateeeseaseeeesbaeeeennsaeesansanas 19
Verifier QPPOINTMENT ..ottt ettt e et e st e et e s bt e e bt e sabee e bt e sbeeebee s baeeseenane 20
Section 3. REPOITS . e e s e e st e e e s e s aanaee 21
OVEIVIBW .ttt e ettt et e e e sttt et e e e sttt et e e s s e st b e e eeeesa s sabe e e eaeese s sass b e aaeeessanasabaaaeeessesssbbaaeeeesessnssnaaaeens 21
VieW and WOTK With REPOITS ....viii ittt se e e e e e s et te e e e e e sesantaeeeeeeeesssssaseeeesssenssnnns 22
MoNiItoring Plans MaN@gEMENT .........uuiiiiiei e ccciieeee et e e e e e e st e e e e e sesaabbeeeeeeeesaasbasaeeaeeesassssaanaeessenssnsnes 25
ANNUAl EMISSION REPOITS ...uviiiiieiiiiiiiiiiiiee ettt e e e et e e e e e e sttt e e e e e e se st taeeeeaeseasnstasaeeaeeesaasssasnnaeessannsssnns 35
TaaY o o) Z=Ta [T oLl 20T o Lol o ST TP 49
Chapter 2. Description of the user interface........ccccciiiiiiiiiiiiiii 58
OVRIVIBW .ttt b e b e e ba e s b e s e ba e s b e s e ba e s b e s e ba e s b e s e b b e s ba e e s aa e e aa s e s aneenas 58
Section 1.  Interface for starting the appliCation .........ceeeviiii i 59
OVRIVIBW ..ttt a e b e e aa e s b e s e ba e s b e s e ba e s b e s e ba e s be s e ba e s ba s e saa e e na s e s aneena s 59
DOMAIN SEIECTION ..eiiiiiiiteee ettt ettt b et e e e s b e e bee s b e e e sbee s be e e sbeesbaeebeesabeeennnesane 60
U= =Y {1 (- Lo ] o EO PRt 61

Y VA o o T4 41T o F- T { - T T TP PRT T 62
Y S o 1 1SS 65
Section 2. Interface for organisations MaNAZEMENT .......cuuiiieeiereiiee e eeree e see e e e eeere e e e saeeeesereeeennes 66
OVRIVIBW ..ttt b e e b e b b e s b et e bb e s b et e ba e s be s e ba e s b et e aa e s ba s e sane e na e e saneennnis 66
(O~ T a1 13- Yo o W [=1 = 11 3PS 67
A MEBIMDEIS. ...ttt et e st e et e st eeabeesa bt e e bt e sa b e e eabeesabeesabeesabeeeaneesabaeereenane 71
Section 3. Interface for Monitoring Plans Management.........coocciiiiiiee it eevrre e e e e e eaaeaes 72
OVEIVIEW ...ttt ettt e st a e e s et e e e bt e e et b b e e e s ba e e e e bb e e et b b e e s s ba e e s e ab e e e senrbeeesnaeeeeas 72
Create a new Monitoring Plan (AVIatioNn) ......c..eececiiie it see e e e e aae e e s e e et ae e e naeeesnneeeeas 73
Create a new Monitoring Plan (inStallation) ........c.eveeciie it e e e re e e e e e snreeeeas 74
Monitoring Plan details (QVIAtioN)......c.ueeeiiiieieiiie et e e e e e e s e e et r e e e eanr e e e s ra e e e enraeeennnaeas 76
Monitoring Plan details (INStallation)........c..ceieiiri it e e e e e e e tre e e e rara e e e ennaeas 79

ec.europa.eu/climateaction Page 5/106



European Commission - DG CLIMA

Section 4. Interface for Annual EMIsSioN REPOIT ..ccccoiieiiiiiiiieee ettt et e e e e e e evara e e e e e e e e annees 82
OVEIVIBW ...ttt ettt ettt e s e e et b et e e e b bt e et ab e e e e s ba e e s e s b e s et nb b e e e s ba e e e e e b aeesannneeesnaeeeeas 82
Create a NeW AER report (QVIATION) c.uiiiiiiiecie ettt ettt see et saae st e e s aeesaae e s aaeessaeessaeesnseessseeseas 83
Create a new AER report (INSTallation) c....oceeccuiiiciecis ettt re e e ae e rae e saae et e e s aaeennnas 84
Annual Emission Report details (AaVIation) ......cceeecciiee e e e et e e s ear e e e e rre e e e nta e e e eaneeas 88
Annual Emission Report details (inStallation) ........cc.eeeeeciii it e 91
(O] oTTaT o] o IS] - (=11 4 T=] o 1 SO 94

Section 5. Interface for IMpProvemMent REPOI........coiiuiiieeiiiie ettt et e e rree e e s e e e e sta e e eesaeeesnreeeens 96
OVEIVIBW ...ttt ettt s et e s et e s b et e e e s b e e et ab e e e e s b et e s e sb e e e s mbb e e s s ba e e s e b aeesannneessnaeeeeas 96
Create @ NEW IR (AVIATION) ....iiiie ittt et e stre et s e et e e s aae e te e e saaeebaeessaeesaeessseessseessseensseesaseeses 97
Create a NEW IR (INSTAlAtioN) ....cccuiiiciecic ettt ettt et e s e e e ba e e aaeessbeessaeeesseessseeseas 98
Improvement Report details (AVIation).........cocciiii i e e e e e e et e e e eanes 100
Improvement Report details (INStallation).......c..iiiciiee i e e e rrre e e e tr e e e eanes 104

ec.europa.eu/climateaction Page 6/106



European Commission - DG CLIMA

Document Overview

Introduction

Contents

The annual procedure for monitoring, reporting and verifying (MRV), together with all the
associated processes, is known as the ETS compliance cycle.

Industrial installations and aircraft operators covered by the EU ETS are required to have an
approved Monitoring Plan for monitoring and reporting annual emissions. This plan is also
part of the permit to operate required for industrial installations.

Every year, operators must submit an emissions report. The data for a given year must be
verified by an accredited verifier by 31 March of the following year. Once verified, operators
must surrender the equivalent number of allowances by 30 April of that year.

The rules related to the compliance cycle are set out in two regulations:
e Monitoring and Reporting Regulation (MRR)
e  Accreditation and Verification Regulation (AVR)

The EU Commission (DG CLIMA) provides a tool for the different operators and competent
authorities to perform their tasks and to be compliant with the regulation.

This documentation describes the tasks a user can perform with the EU ETS Reporting Tool
provided by the European Commission.

This publication contains the following chapters:

Topic Page
Description of the tasks 9
Description of the user interface 58
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Conventions
Introduction The following conventions are applied in this documentation.
Name of the The name of the interface elements corresponds to the name of the page (to be found at the
interface topic top of the work area).

m European |
Commission EU ETS Reporting Tool : MRV A#aB?™»

Aircraft Operator name * CRCO identification no.

Location Additienal information

Status

Active

Address line 1 Address line 2 Country City Postal code

Created by Created on Last updated by Last updated on

Conventions The following conventions are used to indicates the interface elements in the text:
Part Function
Page name The name of the page is written between quotes (e.g.

“Organisation details”, “Monitoring Plan”).

Button The name (label) of a button used in a procedure is written in
bold.
Field The name (label) of a field used in a procedure is written in bold.
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Chapter 1. Description of the tasks

Overview
Introduction This chapter describes the tasks to be executed by users of the EU ETS Reporting Tool.
Each procedure is described step by step and the interface elements are referenced.
They are described in next chapter.
Contents This chapter contains the following topics:
Section Page
Starting the application 10
Organisations management 16
Reports 21
ec.europa.eu/climateaction Page 9/106
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Section 1. Starting the application

Overview
Introduction This section describes the tasks related to the application start-up.
It includes the login/logout procedure as well as all the steps to be done to become a user of
the EU ETS Reporting Tool.
Contents This section contains the following topics:
Topic Page
About the user roles 11
Login and registration 12
Switch role 15
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Introduction The EU ETS Reporting Tool uses a combination of user types and roles to define the
permissions to execute each action.

Users There are five types of users available in the system:

User

Definition

Installation’s operator

Users appointed to installations.

Users of this type can only see the organisations they are
appointed to.

Aircraft’s operator

Users appointed to aircraft operators.

Users of this type can only see the organisations they are
appointed to.

Verifier Users appointed to a Verifier organisation.
Users of this type can only see the organisations they are
appointed to, as well as all reports from any installation or
aircraft operator organisation their Verifier organisation is
appointed to.

Competent Authority There are 3 types of Competent Authority users:

- Competent Authority (General)
- Competent Authority (Installation)
- Competent Authority (Aircraft Operator)

The purpose is to limit the scope of the Competent Authority
to a specific organisation type (installation or aircraft
operator) or not (general).

Users of this type work as administrators of the organisations
registered for their Member State and region.

European Commission

This type of user acts as a system administrator.

Roles There are three types of roles for all user types, except the Verifier:
Role Definition
Viewer A viewer can see the organisation and its data, but it has read-

only access.

User

A user can edit and participate in the workflow but cannot do
any organisation management action.

Administrator

An administrator has all possible rights, including
management of organisations

ec.europa.eu/climateaction
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About the user roles, continued

Verifier roles Verifier Role Definition

Independent Reviewer An independent reviewer has read-only access to his or her

own organisation and to all reports of its linked Installation or
aviation organisations

Verifier Administrator A verifier administrator can create or delete Reports and can
manage his or her organisation

ec.europa.eu/climateaction Page 12/106




European Commission - DG CLIMA

Login and registration

Introduction In order to access the EU ETS Reporting Tool, you need to have an EU Login user account and
a second factor authentication method such as GSM/SMS authentication, token cram or the
EU Login Mobile app.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
Domain selection 60
User registration 61
MRV Homepage 62
Steps to login Execute the following steps to log into the EU ETS Reporting Tool:
Step Action
1 Go to the EU ETS Reporting Tool homepage:

https://ets-reporting.ec.europa.eu

2 You are automatically redirected to EU Login.
Login by entering:
- Your e-mail address

- Your EU Login password
- Aregistered second factor authentication of your choice

3 After successful login, you are redirected back to the EU ETS Reporting Tool
homepage.

You should already be appointed to at least one organisation. If this is not the case, please
contact your local Competent Authority or the service desk (EU-ETS-Reporting-
ServiceDesk@westpole.be).

For first time users, please continue on the “Steps to register” topic below.

Steps to register Execute the following after having logged in to the EU ETS Reporting Tool in order to register
your user for the first time:

Step Action
1 A “You are not registered in the system” page displays your user details. Tick
the checkboxes to agree with the “Terms and conditions” and the “Privacy
statement”.
2 Click Register.
3 You can now access to the ETS Reporting tool.

Session timeout The EU ETS Reporting Tool has a timeout of 30 minutes. After an inactivity of this duration,
you will be automatically disconnected from the application.

Steps to logout Execute the following steps to disconnect from the EU ETS Reporting Tool:
Step Action
1

Click on the Logout button L"at the top right corner of the screen.

2 Click Confirm.
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Switch role

Introduction One user may be appointed to multiple organisations and have different roles in each one of
them.

For this reason, you need to switch your role to work on one organisation or another.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
My Profile 65
Steps to switch Execute the following steps:
roles
Step Action
1 s
Click on the My Profile button at the top right corner of the screen.
2 A list with all profiles registered in the system for you (active or inactive) is
displayed.

Select the active profile corresponding to the organisation and role needed
to perform your actions.

3 Click Switch on the pop-up confirmation message displayed.

4 You can see your role change displayed on the top right corner of the screen.

ec.europa.eu/climateaction Page 15/106
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Section 2. Organisations management
Overview
Introduction This section describes the tasks related to organisations.
Contents This section contains the following topics:
Topic Page

View and work with organisations 17
Manage organisations’ members 19
Verifier appointment 20
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View and work with organisations

Introduction In this topic you can find information about how to retrieve, edit and add more information
about the organisations you are appointed to.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page

MRV Homepage 62

My Profile 65

Organisation details 67
View my Execute the following steps from any page of the EU-ETS reporting tool:
organisation

Step Action
1

Click on your Organisation details button ﬁ at the top right corner of the
screen.

You can now see the organisation details and the members list. If the organisation is an
installation or an aircraft operator, you can also find attachments if any are available.

As an alternative path, you can access your organisation details page by clicking on your
organisation name within the My Profile page.

What can | do The following actions are available on organisations you are appointed to:
with my
organisation? Action Organisation | Organisation Organisation | Verifier Interface
Viewer / User Administrator | Admini
Independent strator
Reviewer

Edit NO NO YES NO

Add and NO NO YES NO m o G
delete
attachments

View and YES YES YES YES B
download
attachments

Manage NO NO YES YES IR
Members

Appomt / NO YES YES NO Add preferred verifier
remove
verifier

For more information regarding the organisation’s members management, please refer to
topic “Manage organisations’ members” on page 19.

Continued on next page
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View and work with organisations, Continued

Steps to edit the
details of an
organisation

Steps to add
attachments to
an organisation
details

Steps to delete
attachments
from an
organisation

Only users with an “administrator” role can edit the organisation details.

Execute the following steps from the organisation details page:

Step Action
1 Click Edit.
2 Perform the necessary modifications.
3 Click Update.

You will receive an e-mail notification confirming that the update is complete.

Only users with an “administrator” role can upload attachments to an installation or an
aircraft operator.

Execute the following steps from the organisation details page:

Step Action
1 Click Add attachment.
2 Search in your computer for the file to upload.
3 The file is uploaded and can be found by any user having access to the
organisation details page.

Users with an “administrator” role within an organisation can delete attachments uploaded
by any member of their organisation.

Execute the following steps from the organisation details page:

Step Action
1 Retrieve the attachment to delete.
2
Click n .
3 A confirmation message is displayed. Click Delete again to confirm.
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Manage organisations’ members

Introduction In this topic you can find information about how organisation administrators can add and
delete members to it.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
My Profile 65
Organisation details 67
Add members 71
Steps to add Execute the following steps, as an organisation administrator, from the “Organisation
members details” page:
Step Action
1 Click the Add New Member button.
2 Select a role from the dropdown list and enter the member’s e-mail address.
The first and last name are not mandatory since the information is retrieved
from EU Login.
3 Click Add Member.

The new member is added as ACTIVE. The new member will receive an e-mail notification
when the approval process is complete.

ec.europa.eu/climateaction
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Verifier appointment

Introduction In this topic you can find information about how to appoint a verifier organisation to your
organisation.

Please note that an organisation can only have one verifier organisation appointed.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Organisation details 67
Steps to add a Execute the following steps, as an operator user or administrator, from the “Organisation

preferred verifier  details” page:

Step Action
1 Click the Add preferred verifier button.
2 A modal dialogue with a list of all active verifier organisations registered in

the system is displayed.
You can appoint an organisation of your choice and click Assign.

3 A confirmation message is displayed.
Click Add.
4 The assignment becomes effective immediately and the assigned verifier

details are displayed in the “Preferred verifier” section.

Steps to unassign  Execute the following steps, as an operator user or administrator, from the “Organisation
a verifier details” page:

Step Action

1 In the “Preferred verifier” section, click the Unassign button next to the
assigned verifier.

2 A confirmation message is displayed.
Click Remove.

Please note that if a Verification Report has already been drafted by the
Verifier for this organisation, the confirmation message will be Remove and
delete the VR.

3 The removal is done immediately and your organisation no longer as a
verifier assigned to it.
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Section 3. Reports
Overview
Introduction This section describes the tasks related to the different Reports available in the ETS Reporting
Tool.
Content This section contains the following topics:
Topic Page

View and work with Reports 22
Monitoring Plans management 25
Annual Emission Reports 35
Improvement Reports 49
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View and work with Reports

Introduction

User Interface

How to view the
details of a report

Actions available
on all reports

Actions available
on Aviation’s
Reports

This topic describes the actions that you can do on any report at any stage of the workflow.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Monitoring Plan details (aviation) 76
Monitoring Plan details (installation) 79
Annual Emission Report details (aviation) 88
Annual Emission Report details (installation) 91
Improvement Report details (aviation) 100
Improvement Report details (installation) 104

Execute the following steps from any page of the EU-ETS reporting tool:

Step Action
1 Click the Home button to go to your dashboard.
2 Each report is listed on his own area, where you can see a summary of its
content.
3 Click the report ID to see its details.

The following actions are available on each report of your organisation.

Action Interface

Expand All, to expand all levels of the report
P P P Expand All ¥

Collapse All, to collapse all sublevels of the report
P P P Collapse All A

Default, to reset the view and expand just the first

Default »
level of the report

The following actions are available on each report of your Aircraft Operator organisation.

Action Interface

Download the report file (in xIsx format)

Download All attachments Download Al

Add attachments (except viewer roles)

Continued on next page
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Actions available
on Aviation’s
Reports

Actions available
on Installation’s
Reports

European Commission - DG CLIMA

The following actions are available on each report of your Aircraft Operator organisation.

Action

Interface

View attachments (depending on the visibility
selected when uploading an attachment)

Delete attachments (depending on your role and the
visibility of attachment)

0

Add comments to it (except viewer roles)

Add Comment

View comments (depending on the visibility selected
when adding your comment)

¢ Comments >

Edit and delete comments submitted by you

(£ mw

Consult the History of submission of all changes
applied to the report. You can also download previous
versions of the reports and the whole history of
submission in PDF.

9 History of submission )

& Download submission history

The following actions are available on each report of your Installation organisation.

Action

Interface

Download the report files (in PDF and XML format).
This action is not available when the report is on
“Draft” status.

% Download Version ¥

Share the report with CA. Only for an Installation
report in “Draft” status.

Share report with CA

Add attachments (except viewer roles).

Add Attachment

View attachments (depending on the visibility
selected when uploading an attachment).

& Attachments (1)

’ a

Delete attachments (depending on your role and the
visibility of attachment).

0

Add comments to it (except viewer roles).

Add a comment [i

View comments (depending on the visibility selected
when adding your comment).

® Comments (1) »

Edit and delete comments submitted by you.

Consult the Workflow History of the report.

You can also view the Full History to consult a previous
version and download it in PDF or XML format.

Click Return to the latest version to exit this view

C workflow history ¥

ec.europa.eu/climateaction
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View and work with Reports, Continued

How to add
comments to a
report

How to add
attachments to a
report

Visibility of
attachments and
comments

E-mail
notifications

Execute the following steps from the report details page:

Step Action
1 Click Add Comment.
2 Check the Sensitive box to signify that the content is sensitive.
3 Define the visibility of your comment and write your comment.
4 Click Add.

Execute the following steps from the report details page:

Step Action
1 Click Add Attachment.
2 Click Browse to search in your computer for the file to upload.

The attachments needs to meet the following requirements:

- Maximum number of files: 50
- Maximum size: 20 Mb
- Supported file types: docx, doc, xls, xlIsx, ppt, pptx, pdf, jpg, png, vsdx, vsd

3 Define the visibility of the attachment as described in “Visibility of
attachments and comments” below.

4 If you wish to upload more attachments, click the “+” button and repeat steps
2 and 3 of this procedure.

5 To finalise the upload of attachments, click Upload.

When adding comments or uploading attachments, you can define their visibility:

- Visible to all Submission Viewers: Anyone having access to this submission will see it.

- Visible only to my organisation members: Only members of the same user type as you
will see it. For example, attachments uploaded with this visibility by an aircraft operator,
will not be visible to the Competent Authority and the other way around. Please refer to
topic “About the user roles” on page 11 for more details about users.

- Visible only to me: Only you can see it.

Based on their visibility setting, the addition, edition and deletion of comments and
attachments trigger e-mail notifications.

- Visible to all Submission Viewers: Triggers e-mail notifications to all the organisation
and Competent Authority users (admin, user) in the organisation’s location.

- Visible only to my organisation members: Triggers e-mail notifications to all users
(admin, user) of the organisation.

- Visible only to me: It doesn't trigger any email notification.

If a comment has been checked as Sensitive, the email notification will not contain the
comment, but just a notification that a sensitive comment has been added.
Adding attachments to a report in status "Draft" does not trigger an e-mail notification
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Monitoring Plans management

Overview
Introduction This section describes the tasks related to the Monitoring Plans management.
Content This section contains the following topics:
Topic Page

About Monitoring Plans 26
Create a Monitoring Plan (aviation) 27
Create a Monitoring Plan (installation) 28
Work on a Draft Monitoring Plan (aviation) 29
Work on a Draft Monitoring Plan (installation) 30
Submit a Monitoring Plan (aviation) 32
Submit a Monitoring Plan (installation) 33
Revise a Monitoring Plan 34
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About Monitoring Plans

Workflow

Create
A New Report

Description

The process to create, verify and approve Monitoring Plans follow the below workflow:

No approval needed

Delete
No

Approve

SUBMITTED APPROVED

Submit
af Yes
pprova
DRAFT

Revise

Request modification

Revise UNDER

MODIFICATION

The preparation of a Monitoring Plan is a workflow involving at least the Operator and the
Competent Authority, and the possible intervention of the Verifier.

After being created and described (uploaded, attachments added, commented), your
Monitoring Plan is saved in Draft status. The Monitoring Plan can still be updated at this
stage before being Submitted.

A new Monitoring Plan or significant modifications after revision will be submitted for
approval of the Competent Authority while non-significant modifications do not require
formal approval.

As long as the Monitoring Plan is in status Submitted, the Verifier appointed to your
organisation can access it, add attachments and comments.

The Competent Authority can Approve the Monitoring Plan or Request modification if
some correction or additional documentation is needed.

When the Monitoring Plan is submitted or approved, you still have the possibility to revise
it. In this case, the plan is back in status Draft and you can apply your modifications and
submit it again.
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Create a Monitoring Plan (aviation)

Introduction In this topic you can find information about how to create a Monitoring Plan for aircraft
operators.

There can only be one active Monitoring Plan available per organisation and only users and
administrators can act on it.

Viewer roles can only see the details of the Monitoring Plan.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Create a new Monitoring Plan (aviation) 73
Draft a Execute the following steps from the homepage of the application:
Monitoring Plan
Step Action
1 Click Create A New Report from the “Monitoring Plan” area.
2 Select the revision type from the dropdown list.

- New Monitoring Plan or significant modification
- Non-significant modification

3 Click Browse in the Monitoring Plan — Aviation file field to upload a
Monitoring Plan, meeting the following requirements:

- Maximum size: 20 Mb
- Supported file types: xls, xIsx, xIsm

4 You may upload additional files as attachments, meeting the following
requirements:

- Maximum number of files: 50
- Maximum size: 20 Mb
- Supported file types: docx, doc, xls, xlIsx, ppt, pptx, pdf, jpg, png, vsdx, vsd

Click therefore Browse in the Attachments field.

- When uploading attachments to a Monitoring Plan, you can define their
visibility as described in “Visibility of attachments and comments”.

5 You may add an Applicable date to the Monitoring Plan.

6 Click Save As Draft.

On the Home page, you can see that the Monitoring Plan is in status DRAFT.

“ Submitted Under modification Approved
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Create a Monitoring Plan (installation)

Introduction In this topic you can find information about how to create a Monitoring Plan for an

installation.

This process is based on the final version of the Monitoring Plan template for ETS phase 4
endorsed by the Climate Change Committee, published on CLIMA website, section ETS MRV:
https://ec.europa.eu/clima/policies/ets/monitoring_en#tab-0-1.

There can only be one active Monitoring Plan available per organisation and only users and
administrators can act on it.

Viewer roles can only see the details of the Monitoring Plan.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Create a new Monitoring Plan (installation) 74
Create a Execute the following steps from the homepage of the application:
Monitoring Plan
Step Action
1 Click Create A New Report from the “Monitoring Plan” area.
2 For each section from Guidelines and conditions, fill in the mandatory fields.
You can jump to another section if it is enabled but it is recommended to
follow the sequential order of the form.
3 You can Save your form at any time, even if the form is not yet complete.
4 The Monitoring Plan is now in status DRAFT.

You may now share it with your Competent Authority, add comments or
attachments from the right menu.

The system verifies the content of the report and indicates the sections with
issues or missing information as © and the sections that are completed
correctly as &,

On the Home page, you can see that the Monitoring Plan is in status DRAFT.

“ Submitted Under modification Approved
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Work on a Draft Monitoring Plan (aviation)

Introduction

User Interface

Edit a Monitoring
Plan

Upload a new
version of the
Monitoring Plan

Delete the
Monitoring Plan

In this topic you can find information about how to work with an aviation Monitoring Plan in
status DRAFT.

DRAFT Monitoring Plans are only visible to operators, allowing for modifications and
completeness before submitting to the Competent Authority.

When you consider the Monitoring Plan is ready, you can Submit it. Please refer to topic
“Submit a Monitoring Plan (aviation)” on page 32 for more details.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Create a new Monitoring Plan (aviation) 73
Monitoring Plan details (aviation) 76

Execute the following steps from the Monitoring Plan details page:

Step Action
1 Click Edit (at the right bottom of the page).
2 Select a type from the Revision type drop down list box.
3 Fill in the Applicable date field if needed.
3 Click Save.

Execute the following steps from the Monitoring Plan details page:

Step Action
1 Click Upload a New Version.
2 Browse your computer and select the new file to upload.
3 The new version is successfully uploaded.
You can see the revision number incrementing, under the “Monitoring Plan
— Aviation file” area.

Every revision to an approved Monitoring Plan generates a new major version and restarts a
new approval workflow. Every modification to the Monitoring Plan submitted for approval
increases its minor version.

All the previous revisions of the Monitoring Plan remain accessible from the History.

Execute the following steps from the Monitoring Plan details page:

Step Action
1 Click Delete.
2 A confirmation message is displayed. Click Delete again to confirm.
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Work on a Draft Monitoring Plan (installation)

Introduction In this topic you can find information about how to work with an installation Monitoring Plan
in status DRAFT.

Unless they are explicitly shared with your CA, DRAFT Monitoring Plans are only visible to
operators, allowing for modifications and completeness before submitting to the Competent

Authority.

When you consider the Monitoring Plan is ready, you can Submit it. Please refer to topic
“Submit a Monitoring Plan (installation) ” on page 33 for more details.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Create a new Monitoring Plan (installation) 74
Monitoring Plan details (installation) 79

Edit a Monitoring  Execute the following steps from the Home page:

Plan
Step Action

1 Click on the Report ID from the MRV Homepage.

2 The system verifies the content of the report and indicates the sections with
issues or missing information as “ and the sections that are completed
correctly as &,

Each missing information will be indicated with a on both the section’s
header and the exact location in the section.
Make the necessary updates.
3 You may also add comments or attachments from the right menu.
4 Click Save.
Every revision to an approved Monitoring Plan generates a new major version and restarts a
new approval workflow. Every modification to the Monitoring Plan submitted for approval
increases its minor version.
All the previous revisions of the Monitoring Plan remain accessible from the History.
Delete the Execute the following steps from the Monitoring Plan page:
Monitoring Plan
Step Action
1 Click Delete.
2 A confirmation message is displayed. Click Delete again to confirm.

Continued on next page
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Work on a Draft Monitoring Plan (installation), Continued

Sharing reports You can share Installation reports in status “Draft” with your Competent Authority by ticking the
with Competent “Share report with CA” checkbox”
Authority

This box is unchecked by default and can be edited by an Operator only. All other roles will
see it displayed in Read-Only mode.

If the box "Share report with CA” is checked for a report, the Competent Authority will be
able to access the details page of this report. Otherwise, the report will continue to be listed
in the CA dashboard but they will not be allowed to see the content of the report.

After editing the checkbox, the Operator needs to click on the Save button to confirm the
change.
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Submit a Monitoring Plan (aviation)

Introduction

User Interface

Submit a
Monitoring Plan

In this topic you can find information about how to submit a DRAFT Monitoring Plan for
aviation.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Create a new Monitoring Plan (aviation) 73
Monitoring Plan details (aviation) 76

When you consider the Monitoring Plan is ready for submission, execute the following steps
from the Monitoring Plan details page:

Step Action
1 Click Submit.
2 A confirmation message is displayed. Click Submit again to confirm.

The Monitoring Plan is now in status SUBMITTED.

“ e mediiesten e

Non-significant modifications do not need approval, but new Monitoring Plans and significant
modifications need to be approved by your Competent Authority.

Once the Monitoring Plan is validated by the Competent Authority it will become APPROVED.

“ Sresmedieten (PR

You will receive an e-mail notification when the Monitoring Plan is reviewed by the
Competent Authority.
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Submit a Monitoring Plan (installation)

Introduction

User Interface

Submit a
Monitoring Plan

In this topic you can find information about how to submit a DRAFT Monitoring Plan for an
installation.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Create a new Monitoring Plan (installation) 74
Monitoring Plan details (installation) 79

The system verifies the content of the report and indicates the sections with issues or missing
information as © and the sections that are completed correctly as .

You will not be able to submit your Monitoring Plan as long as there are incorrect or missing
elements © .

Step Action
1 When all sections are correctly completed with the green check , the
Submit button will become available.
Click Submit.
2 A confirmation message is displayed. Click Submit again to confirm.

The Monitoring Plan is now in status SUBMITTED.

“ Jndermedieston fopreved

Non-significant modifications do not need approval, but new Monitoring Plans and significant
modifications need to be approved by your Competent Authority.

Once the Monitoring Plan is validated by the Competent Authority it will become APPROVED.

“ Sresmediesten AP

You will receive an e-mail notification when the Monitoring Plan is reviewed by the
Competent Authority.
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Revise a Monitoring Plan

Introduction

User Interface

Revise and
resubmit a
Monitoring Plan

ec.europa.eu/climateaction

You can revise Monitoring Plans in the following statuses:

Action Interface

Approved

Approved

Submitted when the approval of a Competent
Authority is not needed Submitted

Under modification when additional information
is requested by the Competent Authority Under modification

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Create a new Monitoring Plan 73
Monitoring Plan details 76

Execute the following steps from the Monitoring Plan details page:

Step Action
1 Click Revise.
2 A confirmation message is displayed. Click Revise again to confirm.

The Monitoring Plan then moves back to DRAFT status, allowing you to modify it.

Submitted Under modification Approved
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Annual Emission Reports

Overview
Introduction This section describes the tasks related to the management of the Annual Emission Reports.
Content This section contains the following topics:
Topic Page

About Annual Emission Report 36
Create an Annual Emission Report (aviation) 38
Create an Annual Emission Report (installation) 39
Work on a Draft Annual Emission Report 40
Request verification of an Annual Emission Report 42
Verify an Annual Emission Report (aviation) 43
Verify an Annual Emission Report (installation) 44
Submit an Annual Emission Report to your Competent Authority 47
Revise an Annual Emission Report 48
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About Annual Emission Report

Workflow The process to create, verify and approve Annual Emission Reports follow the below workflow:

REQUEST
£ MCDIFICATIONS
E
]
Status = Under maficiations requested by Verifiar Status = Verified
= @
£
Status = Undar Verifications
i
z
H . REQUEST Tertication
J : f——..
= DELET REVSE RECALL VERIFICATION nesdad?
=
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° erification SUBMITWITHOUT aported dak Extmotod UMMM
SAVE = necded? o VERIFICATION umar finaksed onservativel
Status = Under moficiatians requested by CA
REQUEST
MODIFICATIONS
E Status = Submitted
:
3
E e FINALISE REPORTED ESTMATE ‘Carevision
E DATA CONSERVATIVELY ded
g
a5
REVISE

Continued on next page
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About Annual Emission Report, Continued

Description

The preparation of the Annual Emission Report involves the operator, the verifier(s) and the
Competent Authority.

The Annual Emission Report is created in Draft status and it can still be updated at this stage.
Depending on the report, they can be submitted without verification or they can be sent
to request verification.

If requested, the verifier will have to review the report. A verification report will be
uploaded for aircraft operators whilst a webform is filled for installations. Verification report
webforms require the validation of an Independent Reviewer. If needed, the verifier can
request modifications to the operator. Finally, the verification report is completed and the
AER report is verified.

Once the report is verified, the operator must submit the report to the Competent Authority
for validation.

The Competent Authority may as well request modifications to the operators, if needed.

When the submitted report is considered complete and valid, the Competent Authority can
mark it as finalised or estimated conservatively.

Itis still possible to revise the report if needed. In this case, the report is back in status Draft,
allowing the operator to apply modifications and submit it again.
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Create an Annual Emission Report (aviation)

Introduction In this topic you can find information about how to create an Annual Emission Report for
aircraft operators.

There can only be one Annual Emission Report per aircraft operator and year.

Operator users and administrators can act on it. Competent Authorities can also create
aviation Annual Emission Reports on behalf of aircraft operators.

Viewer roles can only consult the details of the report.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Create a new AER report (aviation) 83
Draft an Annual Execute the following steps from the homepage of the application:
Emission Report
Step Action
1 Click Create A New Report from the “Annual Emission Report” area
corresponding to the year to report.
2 Click Browse in the AER — Aviation file field to upload the report, meeting the
following requirements:

- Maximum size: 20 Mb

- Supported file types: xIs, xIsx, xIsm

3 You may upload additional files as attachments, meeting the following
requirements:

- Maximum number of files: 50

- Maximum size: 20 Mb

- Supported file types: docx, doc, xls, xIsx, ppt, pptx, pdf, jpg, png, vsdx, vsd

Click therefore Browse in the Attachments field.

- When uploading attachments to an Annual Emission Report, you can
define their visibility as described in “Visibility of attachments and
comments”.

4 Click Save As Draft.

On the Home page, you can see that the Annual Emission Report is in status DRAFT.

= Under
Under verification modification Verified Submitted modification Esimated Reported data
requested by mecineans conservatively nalised
Verifier requested by CA
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Create an Annual Emission Report (installation)

Introduction In this topic you can find information about how to create an Annual Emission Report for

installations.

There can only be one Annual Emission Report per installation and year.

Operator users and administrators can act on it. Competent Authorities cannot create
installation Annual Emission Reports on behalf of operators.

Viewer roles can only consult the details of the report.

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Create a new AER report (installation) 84
Draft an Annual Execute the following steps from the homepage of the application:
Emission Report
Step Action
1 Click Create A New Report from the “Annual Emission Report” area
corresponding to the year to report.
2 If there is an approved Monitoring Plan, a modal dialogue will pop up
displaying the Monitoring Plan section.
Confirm to reset any existing data on the AER and import it from the MP.
3 Fill in the mandatory fields of the form displayed.
You can jump to another section if it is enabled but it is recommended to
follow the sequential order of the form.
4 You can Save your form at any time, even if the form is not yet complete.
5 The Annual Emission Report is saved in status DRAFT.
You may now share it with your Competent Authority, add comments or
attachments from the right menu.
The system verifies the content of the report and indicates the sections with
issues or missing information as " and the sections that are completed
correctly as &,

On the Home page, you can see that the Annual Emission Report is in status DRAFT.

Under
o Under S—— o e
Under verification madiication Verified Submitted modification =Hmate eported cata
requested by | meeiesne conservatively inalised
e requested by CA
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Work on a Draft Annual Emission Report

Introduction

User Interface

Sharing reports
with Competent
Authority

Load an MP to an
installation
Annual Emission
Report

In this topic you can find information about how to work with Annual Emission Reports in
status DRAFT.

When you consider that the report is ready, you can Submit it. Please refer to topic “Submit
an Annual Emission Report to your Competent Authority” on page 47 for more details.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Annual Emission Report details (aviation) 88
Annual Emission Report details (installation) 91

You can share Installation reports in status "Draft" with your Competent Authority by ticking the
"Share report with CA" checkbox"

This box is unchecked by default and can be edited by an Operator only. All other roles will
see it displayed in Read-Only mode.

If the box "Share report with CA” is checked for a report, the Competent Authority will be
able to access the details page of this report. Otherwise, the report will continue to be listed
in the CA dashboard but they will not be allowed to see the content of the report.

After editing the checkbox, the Operator needs to click on the Save button to confirm the
change.

Execute the following steps from the installation Annual Emission Report details page:

Step Action

1 If there is no Monitoring Plan linked to the installation’s Annual Emission
Report or if a new Monitoring Plan has been approved, you will have the
option to Load it.

2 Click Yes, reset AER and load data from MP.

3 The existing data is replaced with the information retrieved from the
Monitoring Plan.

Click Save to record the change.

Continued on next page
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Work on a Draft Annual Emission Reports, Continued

Edit an
installation
Annual Emission
Report

Upload a new
version of the
aviation Annual
Emission Report

Delete the Annual
Emission Report

Execute the following steps from the installation Annual Emission Report details page:

Step Action

1 The system verifies the content of the report and indicates the sections with
issues or missing information as and the sections that are completed
correctly as & .
Each missing information will be indicated with a on both the section’s
header and the exact location in the section.
Make the necessary updates.

2 You may also add comments or attachments from the right menu.

3 Click Save.

Every revision to an approved Annual Emission Report generates a new major version and
restarts a new approval workflow. Every modification to the report submitted for approval
increases its minor version.

All revisions of the Annual Emission Report remain accessible in the History of submission.

Execute the following steps from the aviation Annual Emission Report details page:

Step Action
1 Click Upload a New Version.
2 Browse your computer and select the new file to upload.
3 The new version is successfully uploaded.
The revision number is incremented, under the “AER — Aviation file” area.

Every revision to an approved Annual Emission Report generates a new major version and
restarts a new approval workflow. Every modification to the report submitted for approval
increases its minor version.

All revisions of the Annual Emission Report remain accessible in the History of submission.

Execute the following steps from the Annual Emission Report details page:

Step Action
1 Click Delete.
2 A confirmation message is displayed. Click Delete again to confirm.
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Request verification of an Annual Emission Report

Introduction

User Interface

Request
verification

In this topic you can find information about how to request verification of an Annual Emission
Report from the verifier appointed to your organisation.

You can only request verification if you have already appointed a verifier to your
organisation.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Annual Emission Report details (aviation) 88
Annual Emission Report details (installation) 91

When you consider that the Annual Emission Report is ready, execute the following steps
from the report details page:

Step Action
1 Click Request verification.
2 A message is displayed. Click Request verification again to confirm.

The Annual Emission Report is now in status UNDER VERIFICATION.

Under -
Under verification edifcatiog Verified Submitted modification ezt Reported data
requestedby  Jenmed o Submimed - modification tively finalised
Vertfior requested by CA

An e-mail notification is sent to the verifier when the Annual Emission Report is progressed
to status UNDER VERIFICATION.

Annual Emission Reports under verification need to be reviewed by the verifier appointed to
your organisation. More details can be found in topics “Verify an Annual Emission Report
(aviation)” and “Verify an Annual Emission Report (installation)”.

If needed, you can Recall the report to add more information or corrections to the report. An
e-mail notification is sent to the verifier to inform about the status change.

Note that if a Annual Emission Report is recalled, the linked Verification Report will be deleted
if it is in status DRAFT or UNDER INDEPENDENT REVIEW.

Depending on the result of the verifier revision, the Annual Emission Report will be
progressed to one of the following statuses:

If the status is UNDER MODIFICATION REQUESTED BY VERIFIER, please continue in topic
“Revise an Annual Emission Report” on page 48.

Under
et Under
Under verification o fica g Verified Submitted modification et Reported data
requested by modifieaton | conservatively finalised
: requested by
Verifier

If the status is VERIFIED, please continue in topic “Submit an Annual Emission Report to your
Competent Authority” on page 47.

Under Under
o modification Estimated Reported data
Under verification Submitted modification
requested by e T conservatively finalised
Verifier

You will receive an e-mail notification when the Annual Emission Report is reviewed by the
verifier.
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Verify an Annual Emission Report (aviation)

Introduction

User Interface

Upload
verification
report

Finalise
verification

In this topic you can find information about how the verifier can review an aviation Annual
Emission Report and upload a verification report.

This procedure can be followed by verifier administrators only, for aviation Annual Emission
Reports in status UNDER VERIFICATION.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Annual Emission Report details (aviation) 88

Execute the following steps from the report details page:

Step

Action

1

Click Browse / Upload A New Version in the “Verification Report — Aviation
file” area (as applicable) to search in your computer for the verification report
to upload.

The report needs to meet the following requirements:

- Maximum size: 20 Mb
- Supported file types: xls, xIsx, xIsm

To finalise the upload, click Open.

The uploaded verification report can be downloaded or replaced by uploading
a new version of the verification report.

Execute the following steps from the report details page:

Step Action
1 Check if the verification report has been uploaded to the AER. If not, please
follow “Upload verification report” before resuming this procedure.
2 Depending on the result of your verification:
If Then
The verification is successful Click Complete Verification.
The verification is not successful Click Request Modification.
3 A pop-up message will be displayed.
Confirm your action.

An e-mail notification is sent to the organisation users to inform about the status change.
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Verify an Annual Emission Report (installation)

Introduction

In this topic you can find information about how the verifier organisation can review an

installation Annual Emission Report and generate a verification report.

This procedure must be initiated by a Verifier Administrator only, for installation Annual
Emission Reports in status UNDER VERIFICATION. After being completed, the Verification
Report will have to be review and completed by an Independent Reviewer.

Workflow

The process to create, review and approve a Verification Report of an installation Annual

Emission Report follows the below workflow:

> VR State
E Everything satisfactory? fCumpIeled"
> N
(] Return to —\
x assigned NO YES Complete _’(i ] N
= Verifier R AER Stat :
_8 r A A ate :
§_ ! | "VERIFIED"
2 | l
g | |
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Yes |
: |
VR State — |
"DELETED" "5~ I
3 |
Bl esccccoccszoodowes |
©
Z | |
= VR State ¥ o
= - Request {
E Save as draft . : > Yes Independent =
L= DRAFT" ™ Review 7
f all mandatory fields VR !itate
vided? .
é aipeded "Under Independent Review"
(]
=
“Yes o b e L Ll
AER state
UNDER-VERIFICATION
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Verify an Annual Emission Report (installation), Continued

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Annual Emission Report details (installation) 91
Opinion Statement 94
Generate a Execute the following steps from the annual emission report details page:
verification
report form Step Action
1 Click Create a new verification report.
2 The “Opinion Statement” webform page opens.

Fill in the mandatory fields.

You can jump to another section if it is enabled but it is recommended to follow
the sequential order of the form.

3 You can Save your form at any time, even if the form is not yet complete.

4 The verification report is now in status DRAFT.
You may now add comments or attachments from the right menu.

The system verifies the content of the report and indicates the sections with
issues or missing information as and the sections that are completed

correctly as &4,

5 When all the mandatory fields are completed, the report is ready to be
validated by an independent reviewer.

6 Alternatively, you can Delete the Verification Report.
Request an Execute the following steps from the verification report details page:
Independent
Review Step Action

1 Click Request Independent Review

2 A pop-up message will be displayed.

Confirm your action.

3 Status Report will change to Under Independent Review

An e-mail notification is sent to the organisation Independent Reviewers to
inform them about the status change.

Continued on next page
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Verify an Annual Emission Report (installation), Continued

Delete a
verification
report

Request
modification to
the installation
operator

Finalise
verification

Execute the following steps from the verification report details page:

Step Action
1 Click Delete
2 A pop-up message will be displayed.

Confirm your action.

3 Status Report will change to Deleted

Execute the following steps from the annual emission report details page:

Step Action
1 Click Request Modification
2 A pop-up message will be displayed.

Confirm your action.

3 Status Report will change to Under modification requested by Verifier.

An e-mail notification is sent to the all users of the organisation (role: admin,
user).

This step has to be performed by an Independent Reviewer.

Step Action

1 Open the Verification Report and review it.
2 Based on the result of your verification:

If Then

The verification is successful Click Complete Verification.

The verification is not successful Click Return to Assigned Verifier.
3 A pop-up message will be displayed.

Confirm your action.

An e-mail notification is sent to the Verifier organisation members users to inform them about
the status change.:.

If New status Notification

The verification | VR = COMPLETED Verifier administrators
is successful AER = VERIFIED organisation users
The verification | VR = DRAFT Verifier administrators
is not successful
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Submit an Annual Emission Report to your Competent

Authority

Introduction

User Interface

Submit Annual
Emission Reports

In this topic you can find information about how to submit an Annual Emission Report for
approval of your Competent Authority.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Annual Emission Report details (aviation) 88
Annual Emission Report details (installation) 91

When all mandatory fields are correctly filled in, and if you consider that the Annual Emission
Report is ready for submission, execute the following steps from the report details page:

Step Action
1 Click Submit or Submit without VR, depending on the current status of the
report.
2 A confirmation message is displayed. Click Submit or Submit without VR
again to confirm.

The Annual Emission Report is now in status SUBMITTED.

nm:ﬁc:;inn luciey Estimated Reported data
Under verification modification =
requested by e conservatively finalised
Verifier et

Submitted Annual Emission Reports need to be approved by your Competent Authority.

Depending on the result of the Competent Authority validation, the Annual Emission Report
will be progressed to one of the following statuses:

If the status is UNDER MODIFICATION REQUESTED BY CA, please continue in topic “Revise an
Annual Emission Report” on page 48.

e Under
Draft Under verification modification Verified modification == Reported data
requested by conservatively finalised
Verifier requested by CA

The report workflow is considered finalised when the status is FINALISED or ESTIMATED
CONSERVATIVELY.

nm:rr;::;inn sy Estimated Reported data
Tiss="m requested by . D m::‘;;"m conservatively finalised
Verifier =
mu:‘i;:::iun Under Estimated Reported data
Draft Under verification . i b Submitted modification concervath liced
“‘Vmﬁg o requested by CA. vely

You will receive an e-mail notification when the Annual Emission Report is reviewed by the
Competent Authority.
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Revise an Annual Emission Report

Introduction In this topic you can find information about how to revise an Annual Emission Report.

You can revise Annual Emission Reports in the following statuses:

Action Interface

Under modification requested by Verified

Under modification requested by CA

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Annual Emission Report details (aviation) 88
Annual Emission Report details (installation) 91
Revise and Execute the following steps from the Annual Emission Report details page:
resubmit an
Annual Emission Step Action
Report 1 Click Revise.
2 A confirmation message is displayed. Click Revise again to confirm.

The Annual Emission Report then moves back to DRAFT status, allowing you to modify it.

Under s
i Ty ey 1L Verified  remictee] e AT Estimated Reported data
requested by - conservatively =
Verifier requested by CA

You can restart the process on topic “Work on a Draft ” on page 40.
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Improvement Reports

Overview
Introduction This section describes the tasks related to the management of the Improvement Reports.
Content This section contains the following topics:
Topic Page

About Improvement Reports 50
Create an Improvement Report (aviation) 51
Create an Improvement Report (installation) 52
Work on a Draft Improvement Report 53
Submit an Improvement Report (aviation) 55
Submit an Improvement Report (installation) 56
Revise an Improvement Report 57
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About Improvement Reports

Workflow

The process to create, verify and approve Improvement Reports follow the below workflow:

OPERATOR USER / ADMINISTRATOR

SAVE |—Status = Draft—pe suBMIT APPROVED

DELETE REVISE -4 =

;

COMPETENT AUTHORITY

REQUEST
MODIFICATIONS

Status = Submitted
"
£

CA review .~ Needs review No
kel by operator?,

Status = Approved

Yy

APPROVE

\

Description

Improvement Reports (IR) are reports about technologically improvement of the
installations communicated to the EC.

It involves the Operator and the Competent Authority.

The IR is created in Draft status, and it can still be updated at this stage. Once the report is
ready, the Operator must submit it to the Competent Authority for validation.

The Competent Authority may request modifications to the Operator, if needed.

When the submitted report is considered complete and valid, the Competent Authority can
mark it as finalised and Approved.

The Competent Authority can submit an IR on behalf of an aviation operator but not on
behalf of an installation operator.

The total time period between Improvement Reports shall not exceed three years for a
category Cinstallation, four years for a category B installation or five years for a category A
installation.
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Create an Improvement Report (aviation)

Introduction

User Interface

Draft an
Improvement
Report

In this topic you can find information about how to create an Improvement Report for
aircraft operators.

There can only be one Improvement Report per aircraft operator and year.

Operator users and administrators can act on it. Competent Authorities can also create
aviation Improvement Reports on behalf of aircraft operators.

Viewer roles can only consult the details of the report.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Create a new IR (aviation) 97

Execute the following steps from the homepage of the application:

Step Action

1 Click Create A New Report from the “Improvement Report” area
corresponding to the year to report.

2 Click Browse in the Improvement Report — Aviation file field to upload the
report, meeting the following requirements:

- Maximum size: 20 Mb

- Supported file types: xIs, xIsx, xIsm

3 You may upload additional files as attachments, meeting the following
requirements:

- Maximum number of files: 50
- Maximum size: 20 Mb
- Supported file types: docx, doc, xls, xlIsx, ppt, pptx, pdf, jpg, png, vsdx, vsd

Click therefore Browse in the Attachments field.

- When uploading attachments to an Improvement Report, you can define
their visibility as described in “Visibility of attachments and comments”.

4 Click Save As Draft.

On the Home page, you can see that the Improvement Report is in status DRAFT.

Submitted Under modification Approved
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Create an Improvement Report (installation)

Introduction

User Interface

Draft an
Improvement
Report

In this topic you can find information about how to create an Improvement Report for

installations.

There can only be one Improvement Report per installation and year.

Operator users and administrators can act on it. Competent Authorities cannot create
installation Improvement Reports on behalf of operators.

Viewer roles can only consult the details of the report.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Create a new IR (installation) 98

Execute the following steps from the homepage of the application:

Step Action

1 Click Create A New Report from the “Improvement Report” area
corresponding to the year to report.

3 Fill in the mandatory fields of the form displayed.
You can jump to another section if it is enabled but it is recommended to
follow the sequential order of the form.

4 You can Save your form at any time, even if the form is not yet complete.

5 The Improvement Report is saved in status DRAFT.

You may now share it with your Competent Authority, add comments or
attachments from the right menu.

The system verifies the content of the report and indicates the sections with
issues or missing information as © and the sections that are completed
correctly as &,

On the Home page, you can see that the Improvement Report is in status DRAFT.

Draft

Submitted Under modification Approved
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Work on a Draft Improvement Report

Introduction

User Interface

Sharing reports
with Competent
Authority

Upload a new
version of the
aviation
Improvement
Report

In this topic you can find information about how to work with Improvement Reports in status
DRAFT.

When you consider that the report is ready, you can Submit it. Please refer to topic “Submit
an Improvement Report (aviation)” on page 55 for more details.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62

Improvement Report details (aviation) 100
Improvement Report details (installation) 104

You can share Installation reports in status "Draft" with your Competent Authority by ticking the
"Share report with CA" checkbox"

This box is unchecked by default and can be edited by an Operator only. All other roles will
see it displayed in Read-Only mode.

If the box "Share report with CA” is checked for a report, the Competent Authority will be
able to access the details page of this report. Otherwise, the report will continue to be listed
in the CA dashboard but they will not be allowed to see the content of the report.

After editing the checkbox, the Operator needs to click on the Save button to confirm the
change.

Execute the following steps from the aviation Improvement Report details page:

Step Action
1 Click on the Improvement Report ID to see its details and edit it.
2 Click Upload a New Version.
3 Browse your computer and select the new file to upload.
4 The new version is successfully uploaded.
The revision number is incremented, under the “Improvement Report —
Aviation file” area.

Every revision to an approved Improvement Report generates a new major version and
restarts a new approval workflow. Every modification to the report submitted for approval
increases its minor version.

All revisions of the Improvement Report remain accessible in the History of submission.

Continued on next page
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Work on a Draft Improvement Reports, Continued

Edit an
installation
Improvement
Report

Delete the

Monitoring Plan

ec.europa.eu/climateaction

Execute the following steps from the installation Improvement Report details page:

Step Action

1 Click on the Improvement Report ID to see its details and edit it.

2 The system verifies the content of the report and indicates the sections with
issues or missing information as and the sections that are completed
correctly as &,
Each missing information will be indicated with a on both the section’s
header and the exact location in the section.
Make the necessary updates.

3 You may also add comments or attachments from the right menu.

4 Click Save.

Every revision

to an approved Improvement Report generates a new major version and

restarts a new approval workflow. Every modification to the report submitted for approval
increases its minor version.

All revisions of the Improvement Report remain accessible in the History of submission.

Execute the following steps from the Monitoring Plan page:

Step Action
1 Click Delete.
2 A confirmation message is displayed. Click Delete again to confirm.
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Submit an Improvement Report (aviation)

Introduction

User Interface

Submit an
Improvement
Report

In this topic you can find information about how to submit a DRAFT Improvement Report for
aviation.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Improvement Report details (aviation) 100

When you consider the Improvement Report is ready for submission, execute the following
steps either from the “Improvement Report” area of the Home page or from the
Improvement Report details page:

Step Action
1 Click Submit.
2 A confirmation message is displayed. Click Submit again to confirm.

The Improvement Report is now in status SUBMITTED.

“m e mediieston fopreved

All Improvement Reports have to be approved by your Competent Authority.

Once the Improvement Report is validated by the Competent Authority it will become
APPROVED.

“ SresmeiEen PR

You will receive an e-mail notification when the Improvement Report is reviewed by the
Competent Authority.
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Submit an Improvement Report (installation)

Introduction

User Interface

Submit an
Improvement
Report

In this topic you can find information about how to submit a DRAFT Improvement Report for
an installation.

The following interface elements are displayed when executing this procedure:

Interface element Page
MRV Homepage 62
Improvement Report details (installation)Monitoring Plan details 104
(installation)

The system verifies the content of the report and indicates the sections with issues or missing
information as © and the sections that are completed correctly as & .

You will not be able to submit your Improvement Report as long as there are incorrect or
missing elements & .

Step Action
1 When all sections are correctly completed with the green check , the
Submit button will become available.
Click Submit.
2 A confirmation message is displayed. Click Submit again to confirm.

The Improvement Report is now in status SUBMITTED.

“ Submitted Under modification Approved

All Improvement Reports have to be approved by your Competent Authority.

Once the Improvement Report is validated by the Competent Authority it will become
APPROVED.

S medieson AP

You will receive an e-mail notification when the Improvement Report is reviewed by the
Competent Authority.
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Revise an Improvement Report

Introduction You can revise Improvement Report in the following statuses:

Action Interface

Approved
Approved

Under modification when additional
information is requested by the Competent Under modification
Authority

User Interface The following interface elements are displayed when executing this procedure:
Interface element Page
MRV Homepage 62
Improvement Report details (aviation) 100
Improvement Report details (installation) 104
Revise and Execute the following steps from the Improvement Report details page:
resubmit an
Improvement Step Action
Report 1 Click Revise.
2 A confirmation message is displayed. Click Revise again to confirm.

The Improvement Report then moves back to DRAFT status, allowing you to modify it.

“ Submitted Under modification Approved
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Chapter 2. Description of the user interface

Overview
Introduction This chapter describes the interface elements used to execute the tasks described in “Chapter
1 - Description of the tasks”.
Contents This chapter contains the following topics:
Topic Page

Interface for starting the application 59
Interface for organisations management 66
Interface for Monitoring Plans management 72
Interface for 82
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Section 1. Interface for starting the application

Overview
Introduction This section describes the interface elements related to the application start-up.
Content This section contains the following topics:
Topic Page

Domain selection 60
User registration 61
MRV Homepage 62
My Profile 65
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Domain selection

Introduction This page is the first page you see when you connect to the application for the first time.

You need to select one of the available domains to continue.

Image
ahn DOE
m European
Commission EU ETS Reporting Tool
MRV
The Monitoring, Reporting and Verification

Domain

Description of the The page composed of the following significant elements:

page
Part Description

MRV Button to access the section of the system related to MRV.

ec.europa.eu/climateaction Page 60/106



European Commission - DG CLIMA

User registration

Introduction This page is the first page you see when you access the MRV section of the application for the
first time.

Functions are restricted until you accept the terms and conditions and agree with the privacy
statements.

Image .
European
Commission EU ETS Reporting Tool : MRV
You are not registered in the system
Basic user information Is retrieved from EU Login, the common authentication application, and Is therefore non-editable. It can be consulted and changed here.
Member ID First name Last name
I John Doe

Terms and conditions ™

| hereby certify that the statements and information in this application form are true snd correct and that | agree with the terms and conditions of the system

Privacy statement ™

| agree with the privacy statements in this application in accordance with GDPR regulation

Description of the The page is composed of the following significant elements:
page

Part Description

Here Link to your EU Login account details page, from which your
personal information is retrieved.

Personal details Basic user information retrieved from EU Login in order to
register your user in the system:

- Member ID (i.e. your EU Login username)
- First Name

- Last Name

- E-mail

- Phone

Terms and conditions Checkbox to agree with the terms and conditions. This is a
mandatory field.

Privacy statements Checkbox to agree with the privacy statements. This is a
mandatory field.

Register Button to finalise your registration. All mandatory fields must be
filled in to be able to complete this action.
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MRV Homepage

Introduction This page is the main page displayed when you access the MRV domain.

Image

nstallation Administrator in 5D Installation

- European
Commission EU ETS Reporting Tool : MRV # & H

Monitoring Plan ¥

Report ID: MP-4501

Latest Update:

Under Version v1.10 created on 14/03/2023 at 1410312023, 12:47 by [
Draft Submitted modification Approved —
Information ‘D Workflow History Sections
Applicable date - Draft ] 14/03/2023,
1246
& Aoachmems 0 Under I 08/12/2022,
& Comments  © modification 1539
Submitted  IE— 08/12/2022.
15:27
Draft I 08/12/2022,
1517

Actions

Annual Emission Report - 2021 »

No active report

Under mng..:w‘i::mn s mu::;dc:\on Estimated  "eRorted Norep;r( o been
Verif created yet
verification requested  ST1'e9 Submitted Conservative Coquegieq  conservatively 997 ’
Estimation finalised
by Verifier by CA

Annual Emission Report - 2022 »

No active report

Draft

Under Under Under
fi
Under  modification oo cop o Conservative Medification  Estimated  TSERES croarad yur
verification requested requested  conservatively ;
Estimation finalised
by Verifier by CA

Improvement report - 2021 »

No active report

———
Draft Submitted modification Approved

Reported Mo report has been

Draft

Continued on next page
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European Commission - DG CLIMA

Description of the The area is composed of the following significant elements:

header area
Part

Description

Domain

Label showing the name of the system and the domain selected,
e.g. EU ETS Reporting Tool: MRV.

User identification

It shows your user type and role, plus your organisation:
<user type> <role> in <organisation name>
e.g. Aircraft Operator Administrator in AOHA SD.

Button to go to the application homepage.

Button to access the “My Profile” page where you can see your
roles in the application and switch from one to another.

Button to access to your “Organisation details” page.

w | G

Button to open the “Emission Trading System — MRV reporting”
help page, containing the documentation and other training
material.

Button “Logout”. It disconnects you from the EU ETS Reporting
Tool application.

ec.europa.eu/climateaction
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MRV Homepage, Continued

Description of the

reports area

Description of the

footer area

The area is composed of the following significant elements:

Part Description
Report type One dashboard per available report type is displayed:
dashboard - Monitoring Plan
- Annual Emission Report
- Improvement Report
Report ID Link to open the report details page.
Report Workflow | A graphical display of the progress status of the report.

The statuses in green represent the steps already achieved while the
statuses in grey represent the remaining steps to finalise the
workflow.

Latest Update

The timestamp of the latest status update performed for the report.

It also indicates the name and profile of the user who performed the
update.

Information

This section displays the following information:

- Thereport’s applicable date
- The number of attachments
- The number of comments

Workflow History

This section displays, for every workflow status performed:

- The name of the user who performed the action
- The profile of the user who performed the action
- The date and time when the action was performed

In addition, a Refresh button is available to update this section.

Sections Available only for installation’s reports, it is a list of hyperlinks to each
section of the report.
Actions This section displays the action buttons available to you, depending

on the report’s current status.

Buttons to expand/collapse the details of the available report types.

The area is composed of the following significant elements:

Part

Description

Contact us

It opens a draft e-mail to the EU-ETS Reporting Service Desk.

Climate Action

It opens the “EU climate action and the European Green Deal” page.

Privacy
Statement

It opens the “Privacy statement for users registered with the
European Commission's Identity Management Service” webpage.

Version number

Label to display the release version of the system.

Language

Link to select the language of the user interface. By default, the
interface is displayed in English.

ec.europa.eu/climateaction
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My Profile

Introduction This page is displayed when you access your user’s profile.
| mage My profile
Full name:
) ALC-The Allocation Level Change Domain
@ MRV -The Monitoring, Reporting and Verification Domain
My roles
Switch role [ Role ¢ Organisation name i Status. ¢ Location
o 2952 Installation Administrator saa Active taly
852 Aircraft Operator Administratar Air Craft Active Iwaly
3401 Aircraft Operator Administratar Aircraf Operator SZA Active Iialy
o ErgmEmmmmerTEE p——— = p—
m p— e — = =
o J— P e oy
My profile The area is composed of the following significant elements:
Part Description
Member ID The identification of your user in the system.
Full name Your first name and last name, as retrieved from EU Login.
Domains The area will appear only if your user has also access to the ALC domain of the ETS-Reporting

tool. It allow you to switch from one domain to the other.

My roles The area is composed of the following significant elements:
Part Description

Switch role Radio buttons to select the profile you wish to use.

ID The identification of the organisation in the system.

Role The user type and role registered for the profile.
More information can be found in topic “About the user roles”
on page 11.

Organisation name The name of the organisation you are appointed to.

This field becomes a hyperlink to the “organisation details” page
on the active profile.

Status Your status on the organisation. It can be Active or Inactive.

Location The country or region your organisation is located.

Navigation buttons A set of buttons to allow you to move from one page to another
on the list.
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Section 2. Interface for organisations management
Overview
Introduction This section describes the interface elements related to the organisations management.
Contents This section contains the following topics:
Topic Page
Organisation details 67
Add members 71

ec.europa.eu/climateaction Page 66/106



European Commission - DG CLIMA

Organisation details

Introduction This page is displayed when you access the details of an organisation.

Image
Organisation details

*

Organisation type * Installation name Registry ID
: inseallation

Location * Additional information

T ~ Additional information
Status

Active 4
Installation Address line 1 Installation Address line 2 Country City Postal code

Address = Rome 1234
Created by Created on Last updated by Last updated on

[ ] 02/09/2021, 1435 ] 0/

12/2021, 14:36

Operator Name Nace 2010 * GHG Permit

1082 : Manufacture of cacoa, chocolate and sugar confectionery

Company Registration Number Main Activity
Member list
Member id Role Status Name Activated by Activated on Actions
[ ] Installation Viewer Active John DOE ] 11/02/2022
[ Installation User Active | ] ] 101072022
| | Installation Administrater Active I ] 17/00/2021
— Installatian Administratar Active | ] 13n0r2022
s 10 5 of Srecords
Assigned CA Assigna CA
Full name Role Organisation namea Location Actions
[ ] Competent Authority Administrator SERVICE DESK - Iraly Unassign
Competent Authority
showing 1 o1 of 1 records
Preferred verifier
Organisation name Location Status Action
SD Verifier Ialy ACTIVE Unassign

[@ Attachment.xisx n

Continued on next page
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Organisation details, Continued

Description of the

The area is composed of the following significant elements:

“Organisation Part

Description

details” area .
Organisation type

The type of the organisation, e.g. “Aircraft Operator”.

Organisation
name

This field displays the name of the organisation. The label of the field
can be “Aircraft Operator name” or “Installation name”.

Organisation
identifier

The unique identifier of the organisation:

- CRCO Identification no. for aircraft operators
- Registry ID for installations

Only digits are accepted.

Location

The country or region where the organisation is located.

Additional
information

Additional details regarding the organisation.

Status

It indicates if the organisation is active or inactive.

Address line 1

The main address of the organisation type. It does not refer to the
address of the organisation holder but the address of the installation,
aircraft operator, verifier or Competent Authority.

Address line 2

Additional details regarding the address of your organisation.

Country

The country where the organisation is located.

City

The city where the organisation is located.

Postal code

The postal code of your organisation’s address.

Created by

The application user who created the organisation.

Created on

The date and time when the organisation was created.

Last updated by

The user who did the latest update to the organisation details.

Last updated on

The date and time of the organisation’s latest update.

Additional
installation details

For installations only, additional information is available:

- Operator name

- Nace 2010

- GHG Permit

- Company Registration Number
- Main Activity

- Hospital

- Small Emitter (Art. 27)

- Small Emitter (Art. 27a)

- CCSInstallation

- Units <3000hrs

- Opt-In

- No free allocation

This can only be updated by the CA administrator.

Back

Button to cancel the action.

Edit

Users with an “administrator” role can see this Edit button to update
the organisation details.

ec.europa.eu/climateaction
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Organisation details, Continued

Description of the The area is composed of the following significant elements:

“Member list”
area Part

Description

Add new member

Only users with an “administrator” role can see this button to
add a member to the organisation.

Member id

The member’s EU Login username.

Role

The member’s role within the organisation.

Status

It indicates the current status of the user:
- Pending access approval
- Active

- Inactive.

Email

The member’s e-mail address.

Name

The member’s full name, as retrieved from EU Login.

Activated by

The name of the user who granted the member with access to
the organisation.

Activated on

The date when the access was granted to the organisation
member.

Actions

Dropdown list to Activate or Deactivate the member’s access to
the organisation.

Only users with an “administrator” role can see this dropdown
list and modify the list of organisation members.

Navigation buttons

A set of buttons to allow you to move from one page to another
on the list.

Description of the The area is composed of the following significant elements:

“Assigned CA”

Description

Full Name

The member’s full name, as retrieved from EU Login.

Role

The member’s role within the organisation.

Organisation name

This field displays the name of the organisation.

Location

The country or region where the organisation is located.

Actions

Only Competent Authority (CA) users take any action.

Navigation buttons

A set of buttons to allow you to move from one page to another
on the list.
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Organisation details, Continued

Description of the
“Preferred
verifier” area

Description of the
“Customers” area

Description of the
“Attachments”
area

The area is only visible to operators and it is composed of the following significant elements:

Part

Description

Add preferred verifier

Only users with an “administrator” role can see this button to
add a preferred verifier to the organisation.

Organisation name

The name of the appointed verifier.

Location The country or region where the verifier is located.
Status It indicates if the verifier is active or inactive.
Action It allows you to unassign the verifier.

The area is only visible to verifier organisations and it is composed of the following

significant elements:

Part

Description

Organisation name

The name of the customer to which the verifier is appointed.

Organisation type

It indicates if the customer is an installation or an aircraft
operator.

Location

The country or region where the customer is located.

Actions

The Competent Authority is able to unlink a customer from a
verifier.

The area is not visible to verifiers, and it is composed of the following significant elements:

Part

Description

Add attachment

Only users with an “administrator” role can see this button to
attach documents to the organisation details.

o

Help tip message to provide details on the pre-requisites to add
attachments.

Button to download an attachment.

Button to delete the attachment if it was uploaded by you.

Attachment details

Full name of the user who uploaded the attachment and the
date and time when the attachment was uploaded.
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Add members

Introduction This page is displayed when you initiate the addition of a new member to an organisation.

Image

Add member

Add a new member to organisation SD Installation

*
Role

First name

Last name

Add Member

Description The page is composed of the following significant elements:

Part Description

Role Dropdown list with the different roles available. This field is
mandatory in order to submit the action.

For more details regarding user types and roles, please refer to
topic “About the user roles” on page 11.

Email E-mail address of the user. This field is mandatory in order to
submit the action.

First name First name of the user. This field is not mandatory since the
information will be retrieved from the EU Login account.

Last name Last name of the user. This field is not mandatory since the
information will be retrieved from the EU Login account.

Cancel Button to discard the action.

Add Member Button to submit the action.
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Section 3. Interface for Monitoring Plans management
Overview
Introduction This section describes the interface elements related to the Monitoring Plans management.
Content This section contains the following topics:
Topic Page
Create a new Monitoring Plan (aviation) 73
Create a new Monitoring Plan (installation) 74
Monitoring Plan details (aviation) 76
Monitoring Plan details (installation) 79
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Create a new Monitoring Plan (aviation)

Introduction This page is displayed when you initiate the creation of a new aviation Monitoring Plan.
Image
Bl | g oo Y T,

Report

Revision B/pEA

Applicable date

B
Monitoring plan - Aviation file @

M Visible te all submissien viewers - -+

Attachments @

- @ Contactus . Climate Action « Privacy Statement » Version 1.0.1.3 (1c7951d) / 28-08-2020 08:37 « English

Description The page is composed of the following significant elements:
Part Description
Revision type Dropdown list allowing you to select the type of submission:

- New MP or significant modification

- Non-significant modification

Applicable date Field to define the date as of which the Monitoring Plan is
applicable.

Monitoring Plan — Click Browse to select the Monitoring Plan excel file to upload

Aviation file along with the Monitoring Plan submission.

Attachments Click Browse to select the any additional file to upload along with

the Monitoring Plan submission.

Attachments visibility Dropdown list to define the visibility of the attachments.

For more details, please refer to topic “Visibility of attachments
and comments” on page 24.

+ Button to allow the upload of additional attachments.

Save As Draft Button to save your Monitoring Plan as Draft.
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Create a new Monitoring Plan (installation)

Introduction This page is displayed when you initiate the creation of a new installation Monitoring Plan.
Image
VDELINE B. Operator & Installation Identification v ” m H m
e
‘ [ ¢ mudmens) |
[ # Gommeris 02 |

3 About your installation

°
< <

Description The page is composed of the following significant elements:
Part Description
Guidelines and Display all the sections that can be filled in for the creation of the
condition menu Monitoring Plan.
Form Fields to be completed. The content of this area will differ

depending on the selected section.

Displays Buttons - Expand All : Button to expand all levels of the form.
- Collapse All : Button to collapse all levels of the form.

- Default : Button to reset the view and expand just the first
level of the form

Attachments Click Add attachment to select the any additional file to upload
along with the Monitoring Plan submission. This button is
enabled only after saving the report as Draft.

Comments Click Add a comment to enter any additional information along
with the Monitoring Plan submission. . This button is enabled
only after saving the report as Draft.

Save Floating button to save your Monitoring Plan as Draft.
»/ & Buttons to expand / collapse the right-side menu.
Go to top Button to scroll back up to the top of the page.
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Monitoring Plan details (aviation)

Introduction

Image

European Commission - DG CLIMA

This page is displayed when you view the details of an aviation Monitoring Plan.

Report MP-3301

Revision type *

New MP or significant modification 3

status

Applicable date

B
Monitaring plan - Aviation file” @

Boe o [0

Upload A New Version

Attachments @

@ everyensisx

¢ Comments

This is 2 normal comment

1) sy ofsubmission

Date Type User

14/03/2022, 11:29 Commert update

140312023, 11:28 Commert updats

14/03/2022, 11:27 Commert update

14/03/2022. 11:26 Commert update

13/03/2023, 15:53 Statws update

0400172023, 14:08 Status update

0400172023, 14:07 Sttus update.

04/01/2023, 14:07 Monitering plan - Aviation edit

0400172023, 14:07 Monitering plan - Aviation edit

04/01/2023, 14:07 Statws update

showing 1 to 1

e E m
v

Description
The fallowing comment has been deleted:

This comment s for my organisation only

Comment:

This is 2 sensitive commert
updzted 1o

This comment is for my arganisation anly
The following comment has been added
This s & sensitive comment

The following comment has been added
This . normal comment

The status of the submission has changed fram ppraved o 'Draft’

The status of the submission has changed from Submitted" to 'Approved

The status of the submissian has changed fram Draft o 'Submittes

Repart unshared with CA

Revision type edited fram ‘Non- 0 'New MP

The status of the submission has changed fram Submitted o Draft.

o 20 records

z

v

ec.europa.eu/climateaction
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Monitoring Plan details (aviation), Continued

Description of the

“Report” area

Description of the

“Comments” area

The area is composed of the following significant elements:

Part

Description

Revision type

It shows the type of submission.

Status

It indicates the stage of the workflow in which the Monitoring
Plan currently is.

Applicable date

It indicates the date as of which the Monitoring Plan is
applicable.

Monitoring Plan —

Aviation file

Button to download the latest version of the aviation Monitoring
Plan.

Attachments

Button to download an attachment.

Attachments D

Button to delete an attachment (depending on your role and the
visibility of attachment).

Download all

Button to download a zip file containing all attachments.

Add attachment

Button to upload an attachment.

Actions

Depending on the Monitoring Plan status and your profile, some
buttons are available:

- Edit
- Delete
- Submit

- Revise

The area is composed of the following significant elements:

Part

Description

>

Button to expand the area and show further details.

Add Comment

Button that opens a pop-up, allowing you to write your comment
and define its visibility and its sensitivity.

Comment details

Sub-area showing:

- The comment

- The name of the user who wrote the comment

- The profile of the user who wrote the comment

- The date and time when the comment was submitted

- The visibility of the comment if it was submitted by you

Z

Button to edit a comment submitted by you.

Button to delete a comment submitted by you.

ec.europa.eu/climateaction
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Monitoring Plan details (aviation), Continued

Description of the The area is composed of the following significant elements:

“History of

submission” area Part Description
) Button to expand the area and show further details.
Date The date and time of the record.
Type The type of action recorded.
User The name and profile of the user performing the action.
Description Details of the action executed.

Previous versions of the Monitoring Plan file can be downloaded

B button.

by clicking the

Download submission | Button to download the whole history of submission in PDF
history format.
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Monitoring Plan details (installation)

Introduction This page is displayed when you view the details of an installation Monitoring Plan.
Image
BN D B. Operator & Installation Identification H
CONDITIONS _ PR ™ Share report with CA
ti ] * Install

Revision type

Nonsigndicant modficstion &

€ Source Streams @ ilr:(us
Applicable date
L Member ecific + directly with any questions about your montoring plan. The person you name shoukd have the authonty
further information & “
Description of the The area is composed of the following significant elements:
“Guidelines and
conditions” area Part Description
[} This icon indicates that a least one mandatory field is missing or incorrect in
the section.
This icon indicates that all mandatory fields from the section are filled in.

Continued on next page
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Monitoring Plan details (installation), Continued

Description of the
“right menu” area

The area is composed of the following significant elements:

Part

Description

Report ID

The identifier of the Monitoring Plan.

Share report with CA

Box allowing you to share a Draft report with a Competent
Authority.

Installation Name

The name of the installation.

Revision type

It shows the type of submission.

Status

It indicates the stage of the workflow in which the Monitoring
Plan currently is.

Applicable date

It indicates the date as of which the Monitoring Plan is
applicable.

Actions

Depending on the Monitoring Plan status and your profile, some
buttons are available:

- Delete
- Submit

- Revise

Approved versions

It shows the previous approved versions of the reports, available
for review.

Attachments

Button to download an attachment.

Attachments n

Button to delete an attachment (depending on your role and the
visibility of attachment).

Download all
attachments

Button under the “Attachments” section to download a zip file
containing all attachments.

Add attachment

Button to upload an attachment.

Add Comment

Button that opens a pop-up, allowing you to write your comment
and define its visibility and its sensitivity.

Comment details

Sub-area showing:

- The comment

- The name of the user who wrote the comment

- The profile of the user who wrote the comment

- The date and time when the comment was submitted

The visibility of the comment if it was submitted by you

Z

Button to edit a comment submitted by you.

]

Button to delete a comment submitted by you.

Workflow history

Display the last history of the Monitoring Plan.

View full history

Open a modal window with the full versioning of the
Monitoring Plan.

history

Download submission

Button under the “View full history” modal dialog to download
the whole history of submission in PDF format.

ec.europa.eu/climateaction
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Section 4. Interface for Annual Emission Report
Overview
Introduction This section describes the interface elements related to the Annual Emission Report
management.
Content This section contains the following topics:

Topic Page

Create a new AER report (aviation) 83

Create a new AER report (installation) 84

Annual Emission Report details (aviation) 88

Annual Emission Report details (installation) 91
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Create a new AER report (aviation)

Introduction

Image

Description

This page is displayed when you initiate the creation of a new aviation Annual Emission
Report.

Report

Year *

AER - Aviation file” @

Attachments @

Visible 0 all submission viewers * +

The page is composed of the following significant elements:

Part Description
Year The applicable year of the Annual Emission Report to be created.
AER — Aviation file Click Browse to select the Annual Emission Report excel file to

upload along with the report submission.

Attachments Click Browse to select the any additional file to upload along with
the report submission.

Attachments visibility Dropdown list to define the visibility of the attachments.
Each attachment added has its own visibility settings.

For more details, please refer to topic “Visibility of attachments
and comments” on page 24.

+ Button to upload additional attachments.

Save As Draft Button to save your Monitoring Plan as Draft.
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Create a new AER report (installation)

Introduction This popup is displayed when you initiate the creation of a new installation Annual Emission
Report if an approved Monitor Plan exist.

Image
Load the latest Monitoring Plan
Do you want to load the latest approved MP version (MP-2955 v6.7) to this AER?
Please note that any existing data will reset

Description The popup is composed of the following significant elements:

Part Description

Button to cancel the import and start a blank Annual Emission

Cance report.

Button to reset any existing data on the AER and import it from

the MP
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Create a new AER report (installation), Continued

Introduction

Image

This page is displayed when you initiate the creation of a new installation Annual Emission
Report.

A. Identification of the Operator, Installation and Verifier  t.pand as v iinpse Al A n

2 About the operator %

GUIDELINES AND
CONDITIONS

-
|

() Competent Authorty for reportiny

(b) Member State / Country *

(<) Emissions trading pecmi number

3 About your Installation and the monitoring plan v

G Data gaps
H Additional information

Summary
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e
Commission

EU ETS Reporting Tool : MRV

GUIDELINES AND
CONDITIONS

A Identification of the

Operator, instaltation and

Verifier @

8 Instalfation Description @

€ Source Streams @

G Data gaps

H. Additional informaticn

1. Summary

A. Identification of the Operator, Installation and Verifier expand Al »

2 About the operator ,

() Competent Authariey fo reporting *
o P ¥ ” Y SERVICE DESK - Competent Authority

{b) Member State / Country *
Belgum -

{€) Emasions trading permit number

(@ Operatar dara: @

3 About your installation and the monitoring plan -

xe on which i s ocated:

{4) Narre of the instatlaion an

[b) Address { location of the sxe of the instattion:

(@ Reparing under Reguiston (5C) o 16672006 EPRTR: ©

() Competent Authority for permitting *

1) Have there been changes in monitoring plan

Share report with CA

Installation name
Installation Service Desk

Reporting year
2022

status

Draft

Current version

V1.0

Monitoring Plan
MP-3801 V20

§
. :

@ Attachments (0) >
© workflow history >

ec.europa.eu/climateaction
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Create a new AER report (installation), Continued

Description The page is composed of the following significant elements:

Part

Description

Guidelines and
condition menu

Display all the sections that can be filled in for the creation of the
report.

This icon indicates that at least one mandatory field is
missing or incorrect in the section. When expanded, the missing
and errors are highlighted in red.

This icon ~
are filled in.

indicates that all mandatory fields from the section

Form

Fields to be completed. The content of this area will differ
depending on the selected section.

Displays Buttons

- Expand All : Button to expand all levels of the form.
- Collapse All : Button to collapse all levels of the form.

- Default : Button to reset the view and expand just the first
level of the form

Report ID

This section is visible only after saving the report as Draft and it
displays the following information:

- The AER report ID

- The “Share report with CA” box

- Installation name

- Reporting year

- Status of the AER

- Current version of the AER

- Monitoring Plan ID and version linked to this AER

- Load link to update the AER report based on the latest
Monitoring Plan approved

- Action buttons (depending on the AER status)

Attachments

Click Add attachment to select the any additional file to upload
along with the report submission. This button is enabled only
after saving the report as Draft.

Comments

Click Add a comment to enter any additional information along
with the report submission. . This button is enabled only after
saving the report as Draft.

Workflow history

Display the history of the report. This button is enabled only
after saving the report as Draft.

Save Floating button to save your report as Draft.
» / &« Buttons to expand / collapse the right-side menu.
Go to top Button to scroll back up to the top of the page.

ec.europa.eu/climateaction

Page 87/106




European Commission - DG CLIMA

Annual Emission Report details (aviation)

Introduction

Image

This page is displayed when you view the details of an Annual Emission Report for aviation.

Report AER4201

Year *

2021

Status

Under verification

Annual Emission Report - Aviation file” @
B8 add by Verierxisx (w10 [

Atachments @

[B Add_by Verifierdsx Ba

Downicad Al [l Add Attachment

¢ Comments

Test

9 sty ofsubmision

Date Type
18/04/2023, 1453 Status update:
1410312023, 14:19 Comment updaia
07/02/2023, 16:30 Status update:
0811272022, 05:00 Status update:
2112022, 11115 Atachments update
Upload of Annual Emission Report - Aviation
21102022, 11118
file
2171072022, 11:15 AER - Aviation crestion

Description

The status of the submission has changed from 'Draft’ to 'Under verification’

The fallowing cemment has been 2

Test

The status of the submission has

The status of the submission has

Artachment Add_by_Verffier xis at

Annual Emission Report - Aviation

deled

changed from 'Under verification’ to ‘Draft

changed from 'Draft to 'Under verification

ssea ]

TR . |

New AER - Auiation infisted and saved as 2 Draft

& Download submission history
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Annual Emission Report details (aviation), Continued

Description of the The area is composed of the following significant elements:

“Report” area
Part

Description

Year

The applicable year of the Annual Emission Report to be created.

Status

Itindicates the stage of the workflow in which the report currently
is.

AER — Aviation file

Button to download the latest version of the Annual Emission
Report.

Upload a New
Version

Button to update the AER aviation file. This button is only visible
when the status is DRAFT.

Verification Report —

Button to download the latest version of the Verification Report.

Aviation file
Upload a New
Version

Button to update the verification report file. This button is only
visible to verifiers when the status of the AER is UNDER
VERIFICATION.

Attachments

Button to download an attachment.

Attachments D

Button to delete an attachment (depending on your role and the
visibility of attachment).

Download all

Button to download a zip file containing all attachments.

Add attachment

Button to upload an attachment.

Actions

Depending on the status and your profile, some buttons are
available:

- Delete

- Submit without VR
- Request verification
- Recall

- Revise

ec.europa.eu/climateaction
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Annual Emission Report details (aviation), Continued

Description of the The area is composed of the following significant elements:
“Comments” area

Part Description
) Button to expand the area and show further details.
Add Comment Button that opens a pop-up, allowing you to write your comment

and define its visibility and its sensitivity.

Comment details Sub-area showing:

- The comment

- The name of the user who wrote the comment

- The profile of the user who wrote the comment

- The date and time when the comment was submitted

- The visibility of the comment if it was submitted by you

E‘ Button to edit a comment submitted by you.

Tuf] Button to delete a comment submitted by you.

Description of the The area is composed of the following significant elements:

“History of

submission” area Part Description
) Button to expand the area and show further details.
Date The date and time of the record.
Type The type of action recorded.
User The name and profile of the user performing the action.
Description Details of the action executed.

Previous versions of the AER and verification report files can be

B button.

downloaded by clicking the

Download submission | Button to download the whole history of submission in PDF
history format.
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Annual Emission Report details (installation)

Introduction This page is displayed when you view the details of an installation Annual Emission Report.
Image
A. Identification of the Operator, Installation and Verifier  t.pendas v oRepse AU A

Installation name
stallation Service Desk

2 About the operator

|

(8 Competent Authority for reporting
Reporting year

8 installation Description (b) Member State / Country
Status
eported data finaised

(€) Emissions trading permit number
Current version

Monitoring Plan

3 About your installation and the monitoring plan "

a) Nerne of the installation and the skt on which it i Iocated

0) Significant chany

Continued on next page
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Annual Emission Report details (installation), Continued

Description of the The area is composed of the following significant elements:

“right menu” area
Part

Description

Share report with CA

Box allowing you to share a Draft report with a Competent
Authority.

Installation Name

The name of the installation.

Reporting year

The applicable year of the Annual Emission Report.

Status

It indicates the stage of the workflow in which the report
currently is.

Current version

The version of the report selected to be displayed.

Return to the latest
version

Link to display the latest version saved of the AER.

Monitoring Plan

It displays the identifier of the Monitoring Plan linked to the
report as an hyperlink.

Verification Report

It displays the identifier of the Verification Report linked to the
report.

Verifier Opinion

Displayed only if the Verification Report linked to the report is in
status Completed. Depending of the opinion provided, it could
display an hyperlink to a pop-up message showing the
comments or reasons for the non-verification.

ec.europa.eu/climateaction
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Annual Emission Report details (installation), Continued

Description of the
“right menu”
area, Continued

Part

Description

Actions

Depending on your role and the status of the report and your
profile, some buttons are available.

Download Version

It allows you to download the displayed report in pdf or xml.

Attachments

Button to download an attachment.

Attachments D

Button to delete an attachment uploaded by you.

Download all
attachments

Button under the “Attachments” section to download a zip file
containing all attachments.

Add attachment

Button to upload an attachment.

Add Comment

Button that opens a pop-up, allowing you to write your comment
and define its visibility and its sensitivity.

Comment details

Sub-area showing:

- The comment

- The name of the user who wrote the comment

- The profile of the user who wrote the comment

- The date and time when the comment was submitted

The visibility of the comment if it was submitted by you

Button to edit a comment submitted by you.

Button to delete a comment submitted by you.

Workflow history

Display the recent history of the report.

View full history

Open a modal window with the full history of the report.

You can click on previous versions of the report to consult the
information introduced in such versions.

Download submission

history

Button under the “View full history” modal dialog to download
the whole history of submission in PDF format.
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Opinion Statement

Introduction This page is displayed when you view the details of an installation Annual Emission Report.

Image
Opinion statement  gxpand an ¥ Callapse All &

Guidelines and Conditions

Annex 1: FINDINGS @
Name of Operator:
Annex 2 : BASIS OF WORK

Annex 3 : CHANGES @

Name of Instalation:

asa
Address { Iocation of the site of the installstion,
ique |
Unique 10 IT0000D0D00006327
GHG Permie Number:
i and p B
wersion -
Subrmitted af ded 10027200
20 Approved 10/02/2022
118 Approved 10/02/2022

Approving Competent Autharity: SERVICE DESK - Competent Authorty

Category: *

Applicstie dote

A low emitter is an instaflation that emies less than 25 ktans of CO2e per yesr.

Oplnion statement © A oreraTOR DETAILS "

t Authority that is respansbile for approval of the manitoring plan and significant changes

»

B Report VR-5452 i

Installation name
aaa

Reporting year
2021

Status

Draft

Current version

1.7

Requested for

AER-3206

[
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Opinion Statement, Continued

Description of the The area is composed of the following significant elements:

“right menu” area

Part

Description

Installation Name

The name of the installation.

Reporting year

The applicable year of the Annual Emission Report.

Status

It indicates the stage of the workflow in which the report
currently is.

Current version

The version of the report selected to be displayed.

Requested for

AER identifier to which the displayed verification report refers
to.

Actions Depending on your role and the status of the report and your
profile, some buttons are available.
E Button to download an attachment.
Attachments

Attachments n

Button to delete an attachment (depending on your role and the
visibility of attachment).

Download all
attachments

Button under the “Attachments” section to download a zip file
containing all attachments.

Add attachment

Button to upload an attachment.

Add Comment

Button that opens a pop-up, allowing you to write your comment
and define its visibility.

Comment details

Sub-area showing:

- The comment

- The name of the user who wrote the comment

- The profile of the user who wrote the comment

- The date and time when the comment was submitted

- The visibility of the comment if it was submitted by you

Button to edit a comment submitted by you.

Button to delete a comment submitted by you.

Workflow history

Display the recent history of the report.

View full history

Open a modal window with the full history of the report.

You can click on previous versions of the report to consult the
information introduced in such versions.

Download submission

history

Button under the “View full history” modal dialog to download
the whole history of submission in PDF format.
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Section 5. Interface for Improvement Report
Overview
Introduction This section describes the interface elements related to the Improvement Report
management.
Content This section contains the following topics:
Topic Page

Create a new IR aviation 83
Create a new IR install 84
Improvement Report details (aviation) 100
Improvement Report details (installation) 104
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Create a new IR (aviation)

Introduction This page is displayed when you initiate the creation of a new aviation Improvement Report.
Image
Improvement Report - Aviation file” @
=1
Attachments
m st +
Description The page is composed of the following significant elements:
Part Description
Year The applicable year of the Improvement Report to be created.

Improvement Report — | Click Browse to select the Improvement Report excel file to
Aviation file upload along with the report submission.

Attachments Click Browse to select the any additional file to upload along with
the report submission.

Attachment’s visibility | Dropdown list to define the visibility of the attachments.
Each attachment added has its own visibility settings.

For more details, please refer to topic “Visibility of attachments
and comments” on page 24.

+ Button to upload additional attachments.

Save As Draft Button to save your Improvement Report as Draft.
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Create a new IR (installation)

Introduction This page is displayed when you initiate the creation of a new installation Improvement

Report.

>

= e A. Information about this report and Identification of the Operator, Installation and Verifier ﬂ
GUIDELINES AND & Download Version >
@ Attachments (0) >
L 1Information about the improvement report #® comments (0) »

4

8. Improvement Description

2 About the operator %

: )
« «

(8) Competent Authority for reporting * Sotece
(b) Member State * Stoct
(<) Emissions trading permit number
H_ Further Information on
this report
>

<

3 Contact details %

|

Continued on next page
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Create a new IR (installation), Continued

Description The page is composed of the following significant elements:

Part

Description

Guidelines and
condition menu

Display all the sections that can be filled in for the creation of the
report.

This icon indicates that at least one mandatory field is
missing or incorrect in the section. When expanded, the missing
and errors are highlighted in red.

This icon ~
are filled in.

indicates that all mandatory fields from the section

Form

Fields to be completed. The content of this area will differ
depending on the selected section.

Displays Buttons

- Expand All : Button to expand all levels of the form.
- Collapse All : Button to collapse all levels of the form.

- Default : Button to reset the view and expand just the first
level of the form

Report ID

This section is visible only after saving the report as Draft and it
displays the following information:

- The Improvement Report ID

- The “Share report with CA” box
- Installation name

- Reporting year

- Status of the IR

- Current version of the IR

- Action buttons (depending on the IR status)

Attachments

Click Add attachment to select the any additional file to upload
along with the report submission. This button is enabled only
after saving the report as Draft.

Comments

Click Add a comment to enter any additional information along
with the report submission. This button is enabled only after
saving the report as Draft.

Workflow history

Display the history of the report. This button is enabled only
after saving the report as Draft.

Save

Floating button to save your report as Draft.

» &

Buttons to expand / collapse the right-side menu.

Go to top

Button to scroll back up to the top of the page.
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Improvement Report details (aviation)

Introduction

Image

European Commission - DG CLIMA

This page is displayed when you view the details of an Improvement Report for aviation.

Report IR-3805

Year *

202 .

Status

Improvement Report - Aviation file” @

B8 oladsx (v1.0) E

Upload A New Yersion

Attachments @

[B 02.xis [+ ]

Download All [l Add Aachment

¢ comments

Y sty of submission

Date Type User
071212022 1039 Status update

2310812022, 10:23 Status update

2200612022, 10:22 Status update

2110872022, 08:37 Status update

21/06/2022, 08:06 Status update

210612022 08:05 Status update

1410612022, 1429 Attachments update

1410612022 1429 Upicad of improvement Repart - Aviation file

1410612022, 1429 Improvement Report - Aviation creation

=

Description

‘The status of the submission has changed fram 'Approved'’ to 'Draft’

o et i g o St 5 A
RV ———

o e bt g o g 5 O
N —
T s v s s chane i Dre S
JU———

et Rpoct Ao e 1 s 1 O)epioncedt [

New tisted and saved a5 2 Draft
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Improvement Report details (aviation), Continued

Description of the

“Report” area

Description of the
“Comments” area

The area is composed of the following significant elements:

Part Description
Year The applicable year of the IR to be created.
Status Itindicates the stage of the workflow in which the report currently

is.

Improvement Report

Button to download the latest version of the IR.

— Aviation file
Upload a New Button to update the IR aviation file. This button is only visible
Version when the status is DRAFT.

Attachments

Button to download an attachment.

Attachments n

Button to delete an attachment (depending on your role and the
visibility of attachment).

Download all

Button to download a zip file containing all attachments.

Add attachment

Button to upload an attachment.

Actions

Depending on the status and your profile, some buttons are
available:

- Delete
- Submit

- Revise

The area is composed of the following significant elements:

Part Description
. Button to expand the area and show further details.
Button that opens a pop-up, allowing you to write your comment
Add comment

and define its visibility and its sensitivity.

Comment details

Sub-area showing:
- The comment
- The name of the user who wrote the comment

- The profile of the user who wrote the comment (when
pointing the mouse on user’s name)

- The date and time when the comment was submitted

- The visibility of the comment if it was submitted by you

Button to edit a comment submitted by you.

Button to delete a comment submitted by you.
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Improvement Report details (aviation), Continued

Description of the The area is composed of the following significant elements:

“History of

submission” area Part Description
) Button to expand the area and show further details.
Date The date and time of the record.
Type The type of action recorded.
User The name and profile of the user performing the action.
Description Details of the action executed.

Previous versions of the IR files can be downloaded by clicking

the B button.

Download submission
history

Button to download the whole history of submission in PDF
format.
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Improvement Report details (installation)

Introduction This page is displayed when you view the details of an Improvement Report for an installation.

Image

A. Information about this report and Identification of the Operator, Installation and Verifier

Share report with CA
1 information about the improvement report -
Installation name

Reporting year

11 about the improvement report i accordence with Avtice 6(T) of the MR Status
Draft

Current version

1"
2 About the operator S

(3) Competent Authority for reporting *

SERVICE DESK - Competent Authority v

(b) Member State *

Beigun
C workflow history
H. Further information on
this report ) Instaliezion and operstor dete
< >
3 Contact details >

Continued on next page
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Improvement Report details (installation), Continued

Description of the
“Guidelines and
conditions” area

Description of the
“right menu” area

The area is composed of the following significant elements:

Part Description
This icon indicates that a least one mandatory field is missing or incorrect in
the section.

[+ This icon indicates that all mandatory fields from the section are filled in.

The area is composed of the following significant elements:

Part

Description

Share Report with CA

It allows you to share a Draft report with a Competent Authority.

Installation Name

The name of the installation.

Reporting year

The applicable year of the Improvement Report.

Status

It indicates the stage of the workflow in which the report
currently is.

Current version

The version of the report selected to be displayed.

Actions

Depending on the status and your profile, some buttons are
available.

Attachments a

Button to download an attachment.

Attachments D

Button to delete an attachment (depending on your role and the
visibility of attachment).

Download all
attachments

Button under the “Attachments” section to download a zip file
containing all attachments.

Add attachment

Button to upload an attachment.

Add Comment

Button that opens a pop-up, allowing you to write your
comment and define its visibility and its sensitivity.

Comment details

Sub-area showing:

- The comment

- The name of the user who wrote the comment

- The profile of the user who wrote the comment

- The date and time when the comment was submitted

The visibility of the comment if it was submitted by you

7

Button to edit a comment submitted by you.

|}

Button to delete a comment submitted by you.

Workflow history

Display the recent history of the report.

View full history

Open a modal window with the full history of the report.

You can click on previous versions of the report to consult the
information introduced in such versions.
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Download submission | Button under the “View full history” modal dialog to download
history the whole history of submission in PDF format.
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