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Navigating the Compliance Reporting Tool

Background

State government and alternative fuel provider fleets covered under the State and
Alternative Fuel Provider Fleet Program (Program) established pursuant to the Energy
Policy Act of 1992 (EPAct) may use the Compliance Reporting Tool to track and report
on several compliance activities. These activities include, but are not limited to,
completing Standard Compliance annual reports, Alternative Compliance notices of
intent, and exemption requests. Covered fleets can access the Compliance Tool
through the Program’s website at https://epact.energy.gov/users/sign_in. Covered fleet
point of contacts (POCs) should bookmark the Compliance Reporting Tool for future
access.

This user guide addresses general tool navigation, including:

e Logging in to the Tool

e Managing Your Point of Contact and Account Information
e Managing Fleet Contact Information

e Adding New Fleets to Your Account

e Reporting for Entities With Multiple Fleets

e Viewing Credit Trades

For a guide on using the Compliance Reporting Tool to submit Standard Compliance
annual reports, please visit
https://epact.energy.gov/pdfs/compliance_tool user_guide.pdf.

For a guide on using the Compliance Reporting Tool to submit Alternative Compliance
notices of intent and reports and to manage a fleet’s Alternative Compliance Vehicle
Inventory, please visit

https://epact.energy.gov/pdfs/alternative_compliance annual reporting.pdf.
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AN TERT OF

Logging in to the Tool L5

Each covered fleet has one POC with State & Alternative Fuel Provider Fleets
access to the reporting tool. Each Home Abos Requiements Compknce Tiang News
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ns 1o submit thewr annual report: through the online Annial Reporting Toal ar by submitting a detailled

cheet

If you do not have login credentials
yet, click the "request new fleet
access" link to create a new account.
New POCs assuming responsibilities

Leam mare about reporting via the Altemative Cr nce method

Option 1: Annual Reporting Tool

DOE strongly encourages state and alternative fuel provider fieets to file reparts online using the Annual Reparting Tool

for compliance with this DOE Program i emese o ot ssmes on okl e diectly
for a fleet(s) already subject to the s
Program need to create a new account i

and then email Password

epact.sfp.fleets@nrel.gov to request

transferring the fleet(s) to the new

account_ Find step-by-slep mstructions in the user guide 2

If you forgot your login credentials, click the "Forgot your password?" link to reset your
password.

You may be the POC for more than one fleet. Regardless of how many fleets you have,
you need only one username and password combination to access the reporting tool
and the annual reports for your fleet(s).

Log in to the tool at https://epact.energy.gov/users/sign_in.

Managing Your Fleet’s Point of Contact and
Account Information

To update your fleet’'s account information, click the "My Account" link from the
navigation list in the left column.

This page displays a summary of your account information in two boxes: Contact
Information and Login Credentials. To update your information in either area, click the
"Edit" button.

The following fields are included in the account contact form. Required fields are
marked with an asterisk.
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e First and Last Name * —

Edit Your Contact Information

Point of contact for the
reporting entity.

e Address 1 * — Street
address of the reporting
entity.

e Address 2 and 3 —
Additional address lines
if needed.

e City, State, and ZIP
Code * — Where the
reporting entity is

|Ocated . Required fields

Cancel

e Phone * — Primary

* First Name

Last Name

* Address 1

Address 2

Address 3

- City

* state

! Postal Code

Phone

Fax

Email

ID Number

20282

telephone number for the reporting entity's point of contact.

e Fax — Fax number for the reporting entity's point of contact.

e Email * — Email address for the reporting entity's point of contact.

e ID Number — The database assigns this number automatically.
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Managing Fleet Contact Information

To update the contact information
for your fleet, click the “Fleet
Contact" link from the navigation
list in the left column.

This page displays a summary of
your fleet's contact information. To
update your information, click the
"Edit" button.

If you have multiple fleets, you
may manage contact information
for a different fleet by returning to
the "Fleet Management" page and
choosing a different fleet from the
dropdown list.

The following fields are included in
the fleet contact form. Required
fields are marked with an asterisk.

e Fleet Name * — Company
name, state agency name,
or other identifier of the
fleet submitting the report.
This name should be
descriptive (e.g.,
Providence Gas Distribution
Fleet, Tennessee
Department of
Transportation).

e Fleet Type * — This field is
disabled for existing fleets.
To change your fleet type,
email a request to
epact.sfp.fleets@nrel.gov.

* Fleet Name

Organization Name

*POC

Parent Fleet

Covered

Retired Date

Banked Credits

Subsidiary Fleets

CMS3A

Validated

AC Banked GGE

Retired Reason

*Address 1

Address 2

Address 2

> City

* State

*ZIP Code

 Alternative Fuel Vehicles
in Fleet During the Year
Before First Reporting Year

Internal Identifier

80230

e Organization Name — Parent company name, if applicable, for an alternative
fuel provider fleet or state name for a state government/agency fleet.

e Address 1 * — Street address of the fleet.

e Address 2 and 3 — Additional address lines if needed.
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e City, State, and ZIP Code * — Where the fleet is located.

¢ Alternative Fuel Vehicles in Fleet During the Year Before First Reporting
Year * — Indicate how many alternative fuel vehicles were in your fleet during the
year before the first year you were required to report compliance with EPAct.

e Public credit balance — Choose "Yes" if you want to include your fleet name
and phone number on the publicly accessible list of fleets with excess credits.

e Optional note for potential buyers — Appears if “Public credit balance” is yes.
You can use this field to add comments about credit trading.

e Fleet Notes — You can use this field to add comments about the fleet.

¢ Internal Identifier — You can use this field if you have an identifier to track
multiple fleets.

e ID Number — The database assigns this number automatically.

Adding New Fleets to Your Account

To add a fleet to your S
account, click the "Fleet ENERGY | ronawabio Enory
Management" link from the
navigation list in the left

Tor | Energy Efficiency &

State & Alternative Fuel Provider Fleets

column and then click the —
"add a new fleet" link in the v Fleet Management

first paragraph. R T e 5 g e e o ;
New POCs assuming : :

responsibility for a fleet AFP Fleet Test 2 (NC)

subject to the Program need syl i

to create a new account and - Denver, G0 80250

then email b
epact.sfp.fleets@nrel.qov to Annual Reporting B ViewReports© @ Flectcontacto
request transferring the fleet - - ‘v

to the new account. See the ittt e ins

HeguiremEnts

"Logging in to the Tool"
section of this guide.

The new fleet form includes the same fields as the previous section. In this form, the
fleet type field is enabled. Choose one of these options to describe your fleet type:

o Alternative Fuel Provider — A company that provides alternative fuel. Learn
more about alternative fuel providers at https://epact.energy.gov/covered-
fleets/fuel-provider.
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e Biodiesel Provider — A fleet whose principal business is producing, storing,
refining, processing, transporting, distributing, importing, or selling biodiesel fuel
at wholesale or retail.

o State Agency — A state entity, including state government and state agency
fleets. Learn more about state entities at https://epact.energy.gov/covered-
fleets/state.

Reporting for Entities with Multiple Fleets

Some reporting entities may have multiple fleets (e.g., a state and various of its
agencies, or a company that is the parent of various corporate subsidiaries). To help the
U.S. Department of Energy determine these parent and subsidiary (and similar)
relationships and facilitate any necessary correspondence with you/your fleet, use the
"Fleet Name" and "Organization Name" fields in the fleet contact form to identify the
parent entity as the "Parent Organization Name" (e.g., State of Tennessee) and the
subsidiary entity as the "Fleet Name" (e.g., Tennessee Department of Transportation).

A parent entity has three options for reporting:

e Report for itself and all its subsidiaries — The parent entity should identify the
subsidiary entities for which it is reporting.

e Submit an aggregate annual report for the majority of the entities and have
the remaining subsidiary entities report independently — The parent, as the
reporting entity, should (i) identify the subsidiary entities for which it is reporting
and (ii) not list other entities that are submitting their own annual reports
separately.

e Have each subsidiary entity report independently — Each subsidiary entity
submits its own fleet-specific annual report.

If you report collectively for additional agencies/departments/entities, you may indicate
this with each annual report you submit for Standard Compliance.

- _ - Step 6 of the Standard
B vt e ontree | COMPIiNGE aNNUAI
this listing any fleets that submit a separate annual report, whether by you or another point of contact reporting process includes
a field for you to indicate
which agencies/
departments/entities you
are reporting for when
submitting an annual
- \a ;?:Ulf;”l:; j:;rr:?:.::ffﬂ::T.I.:Lesa::;:;:”; report operate solely on alterative fuels except when operating in an area where the report. Refer tO th e
Standard Compliance
quidance documents for
more information.

Certification

U.S. Department of Energy | Office of Energy Efficiency & Renewable Energy 6


https://epact.energy.gov/covered-fleets/state
https://epact.energy.gov/covered-fleets/state
https://epact.energy.gov/guidance-documents
https://epact.energy.gov/guidance-documents

Navigating the Compliance Reporting Tool

If you are reporting fleet compliance collectively for more than one fleet, include a list of
the agencies/departments/entities for which you are reporting. Note: Do not include in
this listing any fleets that submit a separate annual report, whether by you or another
point of contact.

Viewing Credit Trades

To view credit trades, click the "View Credit Trades" link from the navigation list in the
left column.

Energy Efficiency &

U DEPARTMENT OF
EHERGY Renewable Energy

To see details about
ta t:jadg’ ’::“C'II(' thet State & Alternative Fuel Provider Fleets
rade date. To return

-
to the list of trades, —
click the "Back to e Credit Trades
Trades" link in the Ry PN Py T e (HC) ===

Download PDF B
bOttOm—nght corner. Fleat ID: 1519

Paint of Contact: Erin Andrews-Sharer

bout  Requiremenis  Compliance  Training  News

To download and
save a PDF of your wy ccoom

trade summary, click Log Ou

the "Download Trade

Summary" link in the top-right corner.

If you have multiple fleets, you may view credit trades for a different fleet by returning to
the "Fleet Management" page and choosing a different fleet from the dropdown list.
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