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\F Montana Department of
Environmental Quali

Air Emission Inventory Entry System

The Air Emission Inventory Entry System (www.EmissionsOnline.mt.gov), was developed by
the Montana Department of Environmental Quality (DEQ) Air Resources Management Bureau
as an online tool for entering air emissions for permitted/registered facilities.

The Air Emission Inventory Entry System - Webuser Instruction Manual provides step-by-step
instructions to assist you (the webuser) with navigating the website as well as providing
instructions to complete the annual emission inventory submission.

For any questions/comments concerning the functionality of the Air Emission Inventory Entry
System, please contact DEQ Air Resources Management Bureau at: (406) 444-3490.

For questions concerning your emission inventory data please contact your Compliance Officer.
If you do not know their contact information, call the number above and ask to speak with your
Compliance Officer. If you wish to view the Staff Directory for DEQ follow the link below:

Montana Department of Environmental Quality Staff Directory

Emission Inventory Web Access
There are two options to access the Air Emission Inventory Entry System:

1. By following the link provided in the notification emails; or

Subject: On-line 2012 Annual Air Quality Emission Inventory Logon Information

It is time to start preparing vour Montana Department of Environmental Quality (DEQ) calendar vear 2012 annual air quality
emission inventory. The annual inventory is required by the air quality rules and /or vour air quality permit or registration. The
new and improved on-line emission inventory system is available again this year. Please access the following link to complete
vour 2012 annual emission inventory reporting:

Emissions Online

This link can also be found on the main DEQ page (www.deg.mt.gov) under the "Air Quality Info."” page, under the "Online
Services" tab, or at the bottom of the page under the "Air Emissions Online" link.

To enhance the online security of the emission inventory, the DEQ is providing a temporary logon number to vou. Please
logon to the website, create vour new logon number, and begin the emission inventory process.

Your temporary logon number is 9510.

If vou encounter problems logging on, please contact Debbie Linkenbach at 406-444-2742 or dlinkenbach@mt.gov. DEQ
will assume that you will use the online system for your required annual reporting, unless DEQ receives a request from you
for a hard copy. Please contact me with any questions that may arise while processing vour online emission inventory or to
request a hardcopy.

Thank vou in advance,

Air Resources Management Burean
Department of Environmental Quality




Air Emission Inventory Entry System — Webuser Instruction Manual

January 2014

2. By visiting the DEQ website. There are two locations that provide a link to the Air Emission
Inventory Entry System:

Air Resources Management Bureau’s website.
(http://deq.mt.gov/AirQuality/AQInfo.mcpx)
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Boms = Ak Duglity = Air Quakity Info

Air Quality Info

Today's Air

WHAT'S NEW?

Air Quality Kids

DEQ’s online services website. See “Use Our Services.”
(http://www.deg.mt.gov/onlineservices.mcpx).

/2 Mantana Department of Environmental Quality [DER) - Online Services - Windows Intemet Explores provided by MT DEQ
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DEPARTMENT OF ENVIRONMENTAL QUALITY

| Search Whatare\ruu looking for?

Homa = Online Services

Online Services

13 1 E 15 a tool to assist smal USINESSEs IN understal ng the hazardous
waste and used oil manaoemen( requirements and to bneﬂy summarnze exisbing
statutory or regulatory requirements.

AEQIX for Asbestos Perrnlts and Demclltunn Nntlﬁcatlnns Online
i5 service is desi apply for asbestos project permit

| and demolition not catlons n Montana

Asbestos Online
his service allows individuals desiring to be accredited for asbestos work to apply
for and renew their accreditation online.

DEQ egill
Tﬁig'm 2Bill service enables customers who have received an invoice from DEQ to
make payments to DEQ online.

wlkill

%ls serv-ce -s aval a%e for Air Quality permitted and/or registered facilities to enter

their annual emission inventory information. (Registration Required)

| search our Data || Use Our Services || See Our Data Visually | Subscription Signups || See All Services

& Guide to Hazardous wa te and Used Dil Manac emsnr |r vmhna
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Home Page/ Logging In
To logon to the website, you will need to enter your UserName and the initial LogonID that was
emailed to you.

LogonID

The LogonID is a specific number which was emailed to you by DEQ staff. If you do not have a
LogonID, have misplaced it, lost it for some reason, or believe you have failed to receive it;
please contact DEQ and you will be sent your LogonID.

UserName

Your UserName will typically be the capitalized first initial of your first name followed by your
last name, which also has the first initial capitalized. (Example: If you name is John Smith,
JSmith is your UserName.)

— - |
\F Montana Department of Air FEric et L'.!J-‘:!' nto y |_§_|_k_§j’y aﬁiﬂ.ﬂi

— Environmental Quality

ContactUs  Instructions

Welcome to EmissionsOniine.mt.gov, your online tool for entering air emissions for your
permitteddregistered facility.

For any questions/commenis conceming the functionality of this web sife or instructions on how to
perform actions on this web site, please contact the Montana Depariment of Environment Quality - Air
Resources Management Bureau at: (406) 444-3400.

For questions conceming your Emission inventory data please contact your Compliance Officer. If you
do not know their contact information, call the number above and ask to speak with your Compliance
Officer. If you wish fo view the Sfaff Direcfory for the Air Resources MManagement Bureau follow the link
below.

Montana Department of Environmental Quality Staff Directory

[ Enter Your Logon Information Below.
UserName: (Example: If your name is John Smith, JSmith is your UserName )

LogonlD: ({ID number emailed to you by DEQ)

[
[ Loaon |

Cnfine Services ~ DEQ Home  ARMB Home  Privacy & Seourity  Acocessibility Contsot  Ses

¥mt gov

On the initial logon, the system will direct you to create a new LogonID. Once a new LogonID
is entered and saved, you will be directed to the “Site List” page. If you have lost your new
Logon ID; please contact DEQ and you will be sent your LogonID.

| A T s o vty Eniry Systen

ContsetUs  Instructions

Logout

Site List Please change your Logon ID below
fispors Old ID: [

New ID:l
Confirm New ID: |
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Site List Page

Once you have successfully entered the Air Emission Inventory Entry System, the first page you
will see is the “Site List” page. This page includes a list of all active sites that are assigned to
each emission inventory contact. For the purpose of emission inventory, a site is considered
active if it was permitted or registered at any time throughout the inventory year. If you notice a
site is missing or incorrectly listed as active, please contact your DEQ Compliance Officer so
that appropriate changes can be made.

The “Site List” page is where you will:

1. Begin the process of entering emissions;
2. Submit completed emission inventories to DEQ; and
3. Monitor progress of emission inventories for each site.

—
( b St P SMBIRS Air Emission Inventory Entry System)
T
Contact Us Instructions.
Viewing Emissions For: 2013 Logout
| REMINDER: Emission inventories are due by February 15th. |
Sites Found: lﬂ_
Emission Entry | The active sites for the current emission year are listed, please select a site to proceed. |
AFSE -PERMIT #
LEGEND:
NOT STARTED
@ MNOT COMPLETE
ea COMPLETED
o) suemiTTeD
10 Frnac
Legend
You will notice a legend on the left of the “Site List” page. The LEGEND:

legend contains the status indicator icons for site emission inventory

progress. Please refer to this legend when assessing the status of your
site’s emission inventory. The status indicator associated with a @ NOT COMPLETE
particular site will appear to the left of the AFS # for that site.

MOT STARTED

— : : . - @ COMPLETED
When you initially view your sites and the corresponding emission

inventories, you will notice there is no status indicator displayed. A
status indicator will appear once you have entered and saved any
emission inventory information for that site into the system. i ——

Q SUBMITTED
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Number of Results Displayed

By default, the Air Emission Inventory Entry System displays all active sites which require an
emission inventory. For some customers, this complete list may be quite extensive and can
prove difficult to navigate. You may change the number of sites displayed in the “Results
Displayed” dropdown menu. Once you choose a display number from the dropdown, navigation
buttons will be enabled to allow you to navigate throughout all page views of the active sites.

—
r Montzna Department of s =1 sio O srv Entrv Svestem
‘ _‘_(_ Felyloowiimaital Chailite Air Emission Inventory Entry System

le=s—

Contact Us Instructions

Viewing Emissions For: 2013 Logout
| REMINDER: Emission inventories are due by February 15th. |
Sites Found: [73 Results Displayed: [10 =
LEGEND: | The active sites for the current emission year are listed, please select a site td :
NOT STARTED AFSH: -PERMIT #
@ AFS#: -PERMIT #
NOTCOMPLETEL  ars# -PERMIT #
K% comeLeren AFSH: -PERMIT#
AFSH: -PERMIT #
(& suemrrreo AFS# - PERMIT #
G AFSH: -PERMIT#:
AFSH: -PERMIT #:
AFSH: -PERMIT #
AFS#: -PERMIT #

FIRST PREV | | NEXT | | LAST |

Entering Emissions

To begin entering emissions, select a site from the list by clicking on the site name. The site
name is a link which will navigate you to the “Site Details” page where you will begin the
process of entering the year’s production information. To minimize issues while entering your
annual production information, DEQ suggests that you have your production information readily
available and that you save your work frequently.

Site Details
The purpose of the “Site Details” page is to verify that the site information is accurate. Please
review the following pieces of information on the “Site Details” page:

Site Information

Site information includes the site’s current physical location, associated SIC/NAIC
codes/descriptions, and emission inventory contact information. If your site does not have a
physical street address, Unknown will be shown as the street address along with the county seat
or nearest city to the source and the appropriate zip code.

Emissions Summary
If you have submitted emission inventories in previous years, you will notice a summary of last
year’s emission inventory in this box.
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— 3
Montana Department of
— Environmental Quality

Contset s Instructions

Viewing Emissions For: 2013 Logout

Site List DEQ requestz that you submit your completed inventory informstion 52 zoon sz pozzible after January 1,
i 2 2

Site Details

¥ r guslify regiziration, you muzst
Emission Entry complete the inventory and pay the sszezszed fees even if your facility did not operstfe in 2012,

If amy of the below information iz insccurate, please nolify your Complisnce Officer-KAREN GILLESFIE at
Air Rezources Mansgement Buresu.

Site Name: - AF 5#: - Permit#:

PLANT LOCATION EMISSION SUMMARY FOR 2012

| TONS POLLUTANT

m co

et ot H25

| HAPS

[ ,T— NO2

= = ; PM-CON
PM10

SICINAIC PM10-FIL

s | PM25-FIL

= o o S 502

NAKG: — - - e ——— - VoC

EMISSION CONTACT INFORMATION

|
|
|
|
—

Email Address

PLANT COMMENTS
Enter any Change Reguests’Comments below

CONTINUE ADD EQUIPMENT

If any of the information on the “Site Details” page is incorrect, please use the “Plant
Comments” field at the bottom of the page to explain which information is incorrect and provide
the correct information. The information cannot be edited directly on the website; however,
providing information in the Plant Comments field will allow DEQ to update the information
during the emission inventory review process.

Once you have reviewed the site information, you have the option to “Continue” to the emissions
entry screen, or “Add Equipment.” The “Add Equipment” button will open a new page where
new or missing equipment information can be added and saved to the emission inventory record.
Selecting the “Continue” button will direct you to the “Emission Entry” page where you will
complete the emission inventory for the site.
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Adding Equipment

The purpose of the “Add Equipment” page is to allow you to submit new or missing site
equipment information. Completing the Add Equipment form does not take the place of
submitting a modification/update to a Montana Air Quality Permit/Registration. This form is a
tool to provide equipment information that is missing and needs to be included in the emission
inventory.

To navigate to the “Add Equipment” page, select the “Site Details” page from the menu on the
left of the webpage and then select the “Add Equipment” link on the bottom of the page.

Required Fields

Entry fields marked with an asterisk (*) are required information and must be completed for the
information to be saved to the emission inventory file. The following fields are required
information:

1. Equipment Information
a. Equipment Name
b. Annual Fuel Process Rate
c. Process Rate Units
2. Start Construction, Operation, and Startup Dates

You may also enter a size description for the piece of equipment and any known geographic
information. However, this information is optional and not required to complete the form.

—
\F Montana Department of
- Environmental Quali

Air Emission Inventory Entry System

Contact Us Instructions

Viewing Emissions For: 2013 Logout

Site List

o . Enter the following Equipment Information. Click Save Equi t when

Site Dotails g Hue
“Equipment Nams: |

Emission Entry “Annus! Process Rate: li “Process Retz Units: | .I
Siza Desaription | :_I

Enter the Startup, Construction, and Operation dates below:

~Start Construction
Dat

~Opsaration Date: I

“Startup Date |

Enter the Geographic Information for the Equipment if Known (Optional).

Latitude I Longituds
Townshie | Range: |
ction: |
County: | ,I Comments =

E
CLOSE
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Entering and Saving New Equipment

Once the required information has been entered, select the “Save Equipment” button. If a
required field is blank, or data was entered in an incorrect format, the new equipment will not be
saved and an error message will notify you of the field which needs correction. Correct the
entry, and re-select the “Save Equipment” button. The form can be reset at any time by selecting
the “Cancel” button. Selecting the “Cancel” button will remove all unsaved data displayed in the
form, but will not delete previously saved equipment.

Once all the required data has been entered and saved, the equipment name will be displayed
under the “Save Equipment” button. Once the new piece of equipment is saved, you can either
choose to view the previously saved equipment, add another piece of equipment, or you can
close the screen with the “Close” button located on the bottom right corner of the screen. The
“Close” button will return you to the “Site Details” page.

Viewing/Editing Entered Equipment

To view previously saved equipment, select the “Select” button at the left of the piece of
equipment you wish to view. The data entered will populate in the form. You can edit the data
and save the changes by selecting the “Save Equipment” button.

If you wish to enter a new piece of equipment, you must start with a clear form. If equipment is
currently displayed, select either the “Save Equipment” button to save the currently displayed
information or select the “Cancel” button to clear the screen. The “Cancel” button will not
delete previously saved data.

Enter the following Equipment Information. Click Save Equipment when complete.

“Equipment Mame: I

“Annuzal Procsss Rate: I “Procsss Rate Units: I vl
Size Desoiption: I ﬂ

Save Equipment Cancel
Select |Equipment MName Annual Process Rate| Process Rate Units
Select | MEW ENGINE A 500 | Hrs
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Emission Entry

The emission entry page displays all equipment/emission points and the previous year’s annual
process rate for the selected site. You are required to enter the annual process rate for the current
inventory year. You may also submit a request to update any emission factor associated with the
listed equipment/emission points.

——
\P Montana Department of
— Environmental Quali

Air Emission Inventory Entry System|

ContactUs  Instructions

Viewing Emissions For: 2013 Logout
Site List REMINDER: The DEQ is requesting industry's assistance with the PM10 Filterable, PM2.5 Filterable

and PM Condensable emission data by reviewing the default emission factors andfor supplying more
Site Details appropriate emissions factors. Please select the Details button to review the PM10 Filterable, PM2.5

Filterable, and PM Condensable default emission factors for the applicable emitting unit(s). The Details
Emission Entry screen allows the user to submit updated emission factor data, along with a comment field to justify the
requested change. For further information and/or instruction please refer to the following link.

| Reports PM 2 5 Information
EGEND: Site Name - AFS# - Permit #
NOT STARTED
Previous .
@ ’ New View
NOT COMPLETE Point Point Same Year Annual Process o
Name /Segment as Last Annual Procas Rate Comments Fuctor  Chanaes
%) compLeren Description Year Process Units L g
Rate Details
- Rate
9 SUBMITTED 1
s 1000 g
< FinaL r l Galions | Detals
2
r | w1 [ Detais | save |
3
1000 R
i | Gatons | | Detais | Save |
| save | CANCEL

Annual Process Rate
If applicable, you may choose to keep the previous year’s annual process rate that is displayed by
clicking the check box under the “Same as Last Year” column, or you

may enter a new annual process rate in the field provided. A comment Pas Nows ez P
box is provided for you to enter equipment specific information as
i} } FRODUCTION TAKK & 1
needed. The comment box is optional and may be left blank. FICRUDE DI STORNGE TANKS
MIPR00. HI0 STORAGE TAMKS
Saving Information TREATER QAR FLARE 2

azAs FLARE

You have two options to save the information entered on the “Emission TAMK VAPOR GABFLARE 3
Entry” page. You have the option to save the information a single line at :Rm
a time by selecting the “Save” button on the right of each row, or you can  |oe=rancu:

LOADR LKL DAY 4

select the “Save” button at the bottom left corner of the page and save all  [oooncoz=se
the entered information at one time. If you choose to save changes by :meﬂERBURHER e
equipment/emissions point, the green checkmark icon will appear to LS

indicate that changes have been saved. Once you select the “Save” button [T 7

on the bottom left corner, you will be returned to the “Site List” page.

10
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Emission Factor

To view/edit the emission factor information, select the “Details” button. The “Details” button
opens a new screen displaying the pollutant specific emission factors for that
equipment/emission point. On the detail screen, you can view the current emission factors or
choose to enter a new emission factor. If you enter a new emission factor, you are required to
enter a comment to justify the new emission factor. Once you have finished updating the
emission factors and entered the required comments, save the entered information by clicking the
“Save” button which will save the data and return you to the “Emission Entry” page.

—
Montana Department of
. Environmental Quality

Contsct Us  Instructions
Viewing Emissions For: 2013 Logout
Site Name: - AFS#: - Permit#:
PointNo.: 2 - Point Name: .._ .. _._ ... _._._
Segment Description: - SCC:

= The emission factor from the prior year will be used for the current year unless you provide a new
Emission Entry emission facior. Commenis are required when entering new emission factors. Any of the proposed
emission factor changes are subject to approval by the Department.
Lrbcies Emission e Sl sion alc Eitin Control 'CI:ROerI:IlEWiIrE:iITfir
Rat Fact Emission Factor Method Factor Efficienc Tons Pollutant :Emiqssion Fckar
Units Factor Units ” Source ¥
Changes)
Hrs [ e c AP-42 co —
Hrs Ibs/ c HZS
Hrs [ lbsm G F-42 HAPS —
Hrs Ibesih c AP-42 NC2
H Ibs/hr AP-4
Hrs lbsihr c AP42 e
Hrs Ibsshr G AR-4 502
Hrs [ e v AF-4z voC —
SAVE CANCEL

11
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Submitting the Emission Inventory

Once the process rates have been entered and saved for all equipment/emission points associated
with a site, the “Complete” status indicator icon will be displayed next to the site. If you saved a
site without entering data for each segment, the “Not Complete” status indicator icon will appear
to the left of the site indicating that you need to enter more data for that site.

-‘-f
\F Montana Department of
-~ Environmental Quali

Air Emission Inventory Entry System

Contact Us Instructions

Viewing Emissions For: 2013 Logout

Site List | REMINDER: Emission inventories are due by February 15th. |

R Details Sites Found: |73 Results Displayed: |5 |
Emission Entry | The active sites for the current emission year are listed, please select a site to proceed. |
@ars# -PERMIT #
AFSH#. -PERMIT #:
[ECEND: harsw -PERMIT# SUBMIT
RIS RIRED AFS# -PERMIT #
g s AFS# -PERMIT #

Pﬁ COMPLETED

Q SUBMITTED

) FINAL

When the site is “Complete” a “Submit” button will be enabled at the end of the site row. To
submit the site’s emission inventory to DEQ, select the “Submit” button. You will then be
prompted to provide user verification information. Please provide your full name (or your name
and appropriate contact if you are entering information on behalf of someone else) and your
email address in the fields provided. Then click the “Submit” button.

CAUTION: Once you select the “Submit” button, the Air Emission Inventory Entry
System will not allow you to edit the submitted emission inventory.

d—/
\F Montana Department of
-~ Environmental Quali

Air. Emission Inventory Entry System

Contact Us Instructions

Logout

Site List | ENTER YOUR NAME AND EMAIL ADDRESS (REQUIRED TO SUBMIT INVENTORIES) |

Site Details Name: |

Email Address: |

Emission Entry

Once the site has been submitted, a “Submitted” status indicator icon will appear on the “Site
List” page next to the site. At that time, the site is now locked for editing. You can view the
site, but cannot change any data. If you need to make any edits, please contact your DEQ
Compliance Officer.

12
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Reports
You can save and/or print the following reports from the Air Emission Inventory Entry System:

Original EI Detail Report

This report shows the draft Emission Inventory Report prior to any edits being made this year.
Typically, this is the prior year’s final emission inventory; however, it may include updates that
were made during the calendar year, or it may represent the original Emission Inventory set-up
during the permit/registration process for a new facility. The Original EI Detail Report is
enabled prior to submitting new emission inventory data.

Customer Supplied EI Detail Report

This report shows the data submitted through the Air Emission Inventory Entry System for the
current year. The Customer Supplied El Detail Report becomes enabled after a site is submitted
to DEQ.

El Detail Report

The EI Detail Report is the final report that DEQ has reviewed and approved. The EIl Detail
Report becomes enabled after a site is considered final by DEQ. You will be notified by DEQ
when your emission inventory is considered final.

To access the reports, click the “Reports” link located on the left side of the webpage. To save
and/or print any of the reports, select the “View” button to the right of the desired report.

2

Montana Department of A - e e oy g Y Yoy
" Bt erasd (,iua_,l_itv Air Emission Inventory Entry System|

Contact Us Instructions

Logout
~ Site List
= Reports: Report Description
~ Site Details

This reports provides the Emission Inventory
Detail for the prior year. Please print this

g

Prior Year Repor report if you wish to submit your new emission m
inventory information via hard copy.
This report provides the Emission Inventory

Customer Supplied Detail for all of the sites that have been

Report submitted with only the information that was m
provided by the Customer.
This report provides an Emission Inventory

Final Report Detail for all of the sites that have been VIEW

submitted, approved by the Department and
are considered as final emission inventories.

Once the report is generated, you will have the ability to either print the report or save the report
in one of three formats (i.e., Excel, PDF, or Word Document) by selecting the chosen icon.

4 4 [t siteof1 b Bl Page width = ( i -| &
| Excel -
CUSTOMER SUPP/I eorF  JIIVENTORY DETAIL
DEQ Air Res)u word |1 1ent Bureau
Print Date: 12/11/2013 Year 2013




