January 2026

... Your DEQOnline

User Guide for Greenhouse Gas Reporting by
Natural Gas Suppliers




State of Oregon Department of Environmental Quality

Greenhouse Gas Reporting Program

Your DEQ Online Reporting User Guide
Oregon Department of Environmental Quality

Office of Greenhouse Gas Programs

Lloyd 700 Building, 700 NE Multnomah St #600,
Portland OR 97232

Contact: Stephanie Summers,
Greenhouse Gas Reporting Staff
GHGReport@deg.oregon.gov

Translation or other formats

Espafiol | 3=0f | Zp¥ 3¢ | Pycckunn | Tiéng Viét | 4w =

800-452-4011 | TTY: 711 | deqinfo@deq.oregon.gov

Non-discrimination statement

DEQ does not discriminate on the basis of race, color, national origin, disability, age, sex,
religion, sexual orientation, gender identity, or marital status in the administration of its
programs and activities. Visit DEQ’s Civil Rights and Environmental Justice page.

Your DEQ Online System GHG Reporting User Guide


mailto:GHGReport@deq.oregon.gov
mailto:GHGReport@deq.oregon.gov
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx
mailto:deqinfo@deq.state.or.us
https://www.oregon.gov/deq/about-us/Pages/titleVIaccess.aspx

Table of Contents

I | 30 10 T 0o I T
[, SYSTEM OVERVIEW ....oiiiiutiiiteeeittte sttt eett ettt se e e ese e st e st et e aa et e be e e e et e e s bt e e an st e sabe e e be e e sa b e e s aneeenaneenas
[l BASIC SYSTEM INFORMATION FOR REGISTRATION .....utiutitiititeeeieneeseaseasessessenseneeneeneesessessessessesseneeneens
2. NAVIGATING THE SYSTEM......cco o ciieiicrerrrcrersssmresssssssesssssmse s ssssmsesssssmsessssassessnsansessssansessssansessnsanes
L ICONS ..ttt ettt ettt ettt st e st et e et e e s e e beeaa e e heebeeabe Rt eae e ReeRe et e eReen e e ebeeseenbeeReenneebeeneenneereentenreas
[ DASHBOARD .......uetietteteiteesesteeseestesseessesseessebesseessesseessesseeseesbesseess e seessesseebeessesbeaseensesseensessesnsensesseensensens
3. DASHBOARD: SUBMITTALS PANEL .......cccoiiiiiriimrr e s e s e ssme s ssme s ssme s s smme s mnn s
4. COMPLETING A NATURAL GAS SUPPLIER REPORT .....ccooiiiiiiccemrrrrs e sssssssmese s s ss s sssmme s s e s sssssnnns
L BASIC INFO. ...ttt ettt ettt ettt ettt et et et e et e st e st e st et e s se s e e e seesees e e se e s e e sess e s e e eseeneeseeneesennennenneneeneas 11
[I. NATURAL GAS SUPPLIER TAB ....uttttttteiutetaauteesateaateeasuteeaaseeesssessabeeeaateeaaseeaasseeaabeeaanseesaseeanbeeeanbeeaaneeenseens 12
1. LARGE END USER & MARKETER .......utttttiteiesiettaseetestesteseeseeseeseeseasessessessessensensaseasessessessensensensesenns 15
V. THIRD PARTY VERIFICATION .....ciutiitteutettaueesteeteensesteeseesesseesesseeseessesseensessesseensesneansesseaneessesseansessens 16
Vo ATTACHMENT ..ttt ettt ste st et eseeseeseebeese st e se s eseeseeseeseese s e esessesseseeseeseebeeseesessensessenseseeseeseesessessensenseneas 17
VI. RV BV ettt ettt ettt e oottt et e e e e e e e aeeeeeeee e e e e e neeeeeeeeeeeaaanneneeeeeeeeaaaanntnnneeeeeeaaanns 17
VUL SUBMISSION ...ttt eteete it etee sttt eeeete et e et e ete et e sbeeseemeesseeaeeeseeaeensesseemseaseeseansesseaneenseaneeneessesneeneeanan 17

Your DEQ Online System GHG Reporting User Guide 3



1. Introduction

The DEQ Greenhouse Gas Reporting Program (OAR 340-215) is designed to collect detailed
greenhouse gas emissions data to perform emissions analysis and inform policy decisions
across the state. Data collected by this program is_available to the public online and utilized to
compile the statewide greenhouse gas inventory. Emissions data is currently collected from a
wide variety of emissions sources, including facilities within Oregon that hold air contamination
discharge permits from DEQ, natural gas suppliers, fuel importers, and electricity suppliers.

l. System Overview

The Your DEQ Online system is an Environmental Data Management System designed to
combine current DEQ processes across our air, land, and water divisions in one convenient and
easily accessible portal. The system enables users to submit applications, upload reports, enter
data, check the status of applications, pay fees or fines, and manage account activity. In
addition, the system will allow for greater public access to environmental data without the need
to request this information from DEQ staff. The Greenhouse Gas Reporting Program has moved
most of our required reporting to the Your DEQ Online system. This began with reporting for the
natural gas and electricity supplier sectors in 2021. Reporting from permitted sources and
natural gas systems reporting is being implemented with the reporting of 2023 data which is due
in 2024.

Il. Basic System Information for Registration

Your DEQ Online Account Registration tools can be found here. This page contains information
and excellent user guides prepared by the Your DEQ Online team to address how to get set up
in the system for reporting to DEQ.

The Greenhouse Gas Reporting Program Sectors (Electricity, Stationary Sources, Natural Gas
Suppliers and Systems) and Third Party Verification may have specific roles that should be
chosen and those will be noted in the individual guides for those programs. For the most part, if
you are signing up to manage reporting for a regulated entity, you will need to sign up for the
RO role.

Visit the DEQ website to find additional information about Your DEQ Online or view the Your
DEQ Online help page.

2. Navigating the System

The system is designed to work with Safari or Google Chrome browsers, and we recommended
using one of these when navigating the system to avoid unexpected errors.

l. Icons

You will see the following common icons as you navigate the system and submit your
greenhouse gas reports.

Loading: This icon will appear while the system processes an action.

Save: This icon allows the user to save changes made on a page.
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: Edit: Clicking this icon will allow the user to edit the selected submission.

View: Clicking this icon allows the user to view a selected submission.

® Required.

Requirement: This icon will appear when a particular field in a submittal is

required.

Il. Dashboard

The dashboard is the first screen that opens when logging into Your DEQ Online. It shows a
summary of current and pending activity associated with your linked facilities.

There are three Panels on the dashboard including Insights (1), Information (2), and Submittals
(3). The Insights section is a navigation pane which gives access to various features in the

system. The navigation pane can be expanded or hidden by clicking on the < button at the
bottom left side of the screen indicated with the red arrow.

The navigation/insights panel has nine quick links to areas of the system. These will assist in

= Dashboard D @ @ Lavenita
insights {4 Info  Messages Submittals  Permits/Licenses/Certil &Ti History o & Unpaid
ize Dashboard Info 2 Submittals 3
Views summary of work progress.
Uncoming Obligation Sendback SS—— . —
SR - MY SUBMITTALS (LAST 3 MONTHS) Pending LI NEW SUBMITTALS [Tty Favore |0
[/ Start New Submittal 0 0 .
@ reate new submittals No submittal record found Please select a Submittal Group(s) in [ My Account ] to
nenes ' Supmittals Submittals access your submittal forms of interest.

| 'k Pending Submittals
= el rfnished bt CORRESPONDENCE (LAST 3 MONTHS) ) | Sovboine &
s Expedited Enforcement Offer (EEO)

|/ Track Submittal Status
= Monitor submittal statu Open 0 Payment
+
Upcoming Obligations Authority Unr... [0 R W] SovOnkne
Submit compliance reports - - «#  Invoice and Civil Penalty Payment
Public Unread [0

by Pay Invoices/Fees

Make online payments.

Messages Permits/Licenses/Certificates & Transaction History

Issuance
& Permits/Licenses/Certificates ANNOUNCEMENT MY ACTIVE PERMITS/LICENSES/CERTIFICATES TRANSACTION HISTORY

Track permits or licenses.

No record found. bt
utilities
] Public Records
tals, Notice:
Upcoming Obligations & Unpaid Submittals
Settings
NEW OBLIGATIONS UNPAID SUBMITTALS

E‘j My Account

hange account information | No record found No unpaid submittal record found

—d
quickly accessing those sections of the system most likely to be needed. This includes the

dashboard, start new submittals, pending submittals, submitted submittals, upcoming
obligations, pay invoices/fees, permits/licenses/certifications, public records, and my account.
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<« Dashboard

s

Dashboard
Views summary of work progress.

Submittals

R Start New Submittal
~  Create new submittals.

‘ Pending Submittals
Edit unfinished submittals.

Submitted Submittals
- Monitor submitial status

Upcoming Obligations
Submit compliance reports.

m Pay Invoices/Fees
Make online payments.

Issuance

n Permits/Licenses/Certificates
Track permits or licenses.

a Public Records
Search Public Submittals, Notices,
Projects, and
Permits/Licenses/Certificates.

SEMIGS i A TR

My Account
Change account information.

Dashboard: Insights Panel

Dashboard: This is your landing pad when you enter the
system. It shows a summary of all current and pending
activity for your account.

Start New Submittal: Your DEQ Online is used by a variety
of programs at DEQ. This feature is not often used by
sources that maintain air contaminant discharge (ACDP)
and Title V (TV) air quality permits in the state of Oregon or
those required to submit reports to the Greenhouse Gas
Reporting Program. It may be useful for entities/verification
bodies submitting forms required for third party verification,
such as conflict of interest statements, notification of
verification services, etc.

Pending Submittals: Allows you to resume any submittals
that have been started, but not yet submitted, to DEQ.

Submitted Submittals: Shows the status of all complete
submittals and allows you to review the submitted report,
view the submittal receipt, and track your submittal status.

Upcoming Obligations: Displays any upcoming obligations
for which a submittal can be started.

Pay Invoices/Fees: Allows for online payment of invoices or
fees to DEQ.

Permits/Licenses/Certificates: Allows you to search for
and view all DEQ issued permits.

Public Records: Allows you to search for and view all
published submittal records.

My Account: Allows you to change your contact
information, account type, facility linkage, and other account
options.
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Dashboard: Insights “Info” Panel

info

Messages

Info

Upcoming Obligation
Submittals Submittals

CORRESPONDEMNCE (LAST 3 MONTHS)

Open 1
Authority Unre.. |1
Public Unread 0

Messages

ANNOUNCEMENT

3. Dashboard: Submittals

The info panel provides access to recent
correspondence between the agency and
reporters and Messages from the agency.

The “Upcoming obligations” button allows
user access to reports that have upcoming due
dates and any reports that are past due. It is
important to monitor the contents of this tab to
ensure all reporting obligations are completed
on a timely basis.

The “Send back” button allows user access to
reports that have been sent back to the
reporter for revisions or amendments.

The “Correspondence” function is not always
used. Greenhouse gas reporting staff will often
communicate with entities via email to and from
ghgreport@deg.oregon.gov.

The messages pane seen below the
correspondence pane will display system or
agency messages to system users.

Panel

The submittals panel provides the user information on pending and submitted submittals
including type of reporting obligation, reporting period, reporting due date, and new submittals
that may be used by GHG emissions reporters that are subject to third party verification of their
annual GHG Reporting Program emissions reports. You can also use the eye icon to jump to
the submittal to review what was submitted. If the submittal was pending, this would be shown
on the Pending board and the pencil icon would show instead of the eye. You can click on the
pencil icon to jump to the pending submittal and continue adding information.

Submittals  Permits/Licenses/Certificates & Ti

ion History L & Unpaid

Submittals

MY SUBMITTALS (LAST 3 MONTHS) m
O | air uality | [EZ3EE] IDYRRERVELYE]Y 7 days ago (] - Q [Air uality | +
77 3PV - Conflict of interest disclosure
@ Obligation f
Steph’s Test Shop ™ 0\ Alr Quality | +
GHG - Petroleum and Natural Gas Systems Annual Report (Subpart W) Reporting Obligation View 77 3PV - Notice of Verification Services
700 NE Multnomah St, Portland, OR 97232 —————
- - p- Q| Air Quality | +
2022 | ~[12/31/2022 5
(172022 ] ~ 1213112022 Reporting Period S 3pv- Third-party Verification statement
Due on | 12/31/2023 (7 REEDI’tiné Due Datel R
'? ) | Govonline | +
J Expedited Enforcement Offer (EEO) Payment
a O Airquality | +
7" GHG - petition
'F ©) | covonline | +
J Inveice and Civil Penalty Payment

Quick Links for New Submittals
NEW SUBMITTALS (my Favorite
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Tracking Submittal Status

Details on greenhouse gas emissions reports you have submitted to DEQ can be viewed on the
Submitted Submittals page, accessed via the Track Submittal Status tab found in the navigation
pane on the left side of the dashboard.

Submittal Type () Submitted Date (3) Identifier

Submittal Site (Z) + Submitter () @ Status (2)

+ Environmental Interest () s Owner « Send Back * Permit# (2) »
Action (5) « Extra
o DEQ Test Pipeline GHG-Natural Gas Supplier Withdraw [ 05/03/2021 ERCTEL T m Y
; 123 Fake Street, Fake City, OR 97232 Annual Emission Report 0 0 @
joeee = (Multomah County) Matt Steele New
=

From this page you can use the navigation buttons on the right sIof

o o o each submission to Review the report form (Blue Button), View the
submission receipt (Teal button), and view the submittal detail (Orange

button).

Review the Report Form
This option will allow you to view each tab of the submitted report. Note that you will be unable
to make any changes to a submitted report.

View the Submission Receipt
This option allows you to access the submittal receipt for this report.

View the Submittal Detail
This option takes you to the submittal tracking page, which has four navigation tabs.

Submittal Summary = Attachment | 1 Issuance Email History | 3 Payment Correspondence

(1) Submittal Summary

The submittal summary tab displays the current status of
your submission on the right side of the page under n
Review Flow. Immediately after successful submission,
this will show that your report is in the “Data Review” step.
This indicates that Greenhouse Gas Reporting staff are in
the process of reviewing your submittal.

Data Review
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As your submission moves through data review stages, this will
be reflected in the review flow section of the submittal, until the : n
report is accepted. You may only see some of the displayed Data Review
steps, depending on the review process. Steps where action was
required from the reporter during the process, such as revisions
to the submissions will show an alarm bell icon in the top right ) B
corner of the step. The final step will show a document icon in the
top right corner, indicating that this report has been issued an
acceptance letter. You will receive an email from Your DEQ
Online when the report has been accepted, which will serve as

your acceptance letter. ; B
Data Acceptance

Data Verification

Issue Acceptance Letter

From this tab, you may submit a request to amend your report.

You must provide a reason for the request to be evaluated by Greenhouse Gas Reporting Staff.

Send the request for Revision/Withdrawal/Amend to the administrator
(O Revision () Withdrawal (O Amend

Regquest Reason

(2) Attachment
This tab will display any attachments you have uploaded with the submittal.

(3) Issuance
This tab will display any documents that have been issued associated with this submittal.

(4) Email History
This tab will display all system emails sent to the RO regarding this submission.

(5) Payment
Payments are not collected through the system for GHG RP reporting, but if they were, that
information would be displayed here.

(6) Correspondence

Greenhouse gas reporting staff will communicate with entities via email and this
correspondence function will not be used. Other DEQ programs may use this function to
communicate with users within the system.

4. Completing a Natural Gas Supplier Report

Pursuant to OAR 340-215-0115, all natural gas suppliers and in-state producers must register
and report to the Greenhouse Gas Reporting Program. Annual greenhouse gas emissions
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reports required under this rule should be submitted within the Your DEQ Online system, using
the instructions below.

As you navigate through the tabs and enter data, ensure you are regularly using the save icon
at the bottom right to save. If you do not see the save icon on the screen in the bottom right, that
indicates you are in View mode. You may be able to make changes to the fields on the tab, but
you won'’t be able to save the changes that you make.

You may leave the reporting screen at any time and return later to finish completing the report.
Note that reports that have been started, but not submitted, will move from your Upcoming
Obligations section to your pending section of My Submittals on your Dashboard.

MY SUBMITTALS

2021-

01-26

@R Environmental | AirnEl | (TG Obligation
e Example Facility
- GHG-Natural Gas Supplier Annual Emission Report
Example Address , Example City , OR 99999
2020-11-30 |
Due Date: 2021-03-31T00:00:00

M20-N1-25 |
| LULUU -2 |

The natural gas supplier report is made up of seven report tabs:

Basic Info

Natural Gas Supplier

Large End User & Marketer
Third Party Verification
Attachment

Review

Submission

Nogakwd -~

‘i. Basic Info (E:- Natural Gas Supplier -5- Large End User & Marketer |4_1. Third Party Verification .E. Attachment .E. Review .E) Submission @

On the right side of the reporting page, you will see general information about this report type
and links to the relevant rules and guidance documents.
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This form shall be used by nominated natural gas supplier
facilities to fulfill their annual reporting obligation.

Oregon state rules 340-215-0115 (Requirements for Matural Gas
Suppliers and In-5State Producers) requires that natural gas and
in-state producers required to register and report under OAR
340-215-0030(4) must report information and emissions related
to the delivery of natural gas to end-users within Oregon. For
additional information, please visit: Oregon Greenhouse Gas
Reporting Program and our Oregon Greenhouse Gas Reporting
Protocols page.

l. Basic Info

When you open any greenhouse gas report, you will be taken to Basic Info tab. This tab
contains information related to the reporting year and designated representative submitting the
report. This information is set by the reporting obligation and personal information of the
Responsible Official linked to the facility, and will autofill at the top of this tab. This information
cannot be edited.

Company information
Emission Year: Company Name:
2020 Example Facility
Designated Representative
Salutation First Name M. Last Name
Company Title Email
Phone Mobile Fax
HXK-XKX-HKHHXK XXA-XXXHOXX
Address Line 1 Address Line 2
City State Zip Code
v

If the Responsible Official is the primary contact for your greenhouse gas reporting, you can
select this option for the GHG Reporting Contact to autofill the Responsible Official personal
details in the contact section. Otherwise, enter the personal details of the GHG reporting
Contact in the bottom section of this tab. Note that basic contact information fields are required.
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GHG Reporting Contact

15 the contact the same as responsible official?

Salutation First Name M1 Last Name

@ Required @ Required.

Company Title Email
@ Required

Phone Mobile Fax

XUX-XXH-XKXX XXXHOCXAXX XXA-XXH-XXXX
@ Required
Address Line 1 Address Line 2
City State Zip Code

OR ~ | 00000-0000

Il. Natural Gas Supplier tab
This tab allows you to enter the volume of fuel delivered to each end-user in Oregon. A separate
entry should be added for each delivery and fuel type. Since this is the total amount supplied,

you should only report one volume for each delivery type and fuel type. To begin a new entry,
click the yellow New button.

If you have supplied any of the fuel types listed, you must report the volume in Mscf of each fuel
type that was delivered in the current reporting year. For example, if you supplied biomethane,
you must report that volume in this section of the tab.

Total Volume of Natural Gas Delivered to End-users

I Please add at least one record.

Total Anthropogenic Emission : 0 / Total Biogenic Emission : 0

For each entry, select type of delivery from the first drop down menu.

Imported or Produced In-state

W

Imported by rail, truck, or barge
Imported by interstate pipeline

Produced In-State

Local Distribution Company

Then select the fuel type that was delivered.
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Fuel Type

Biomethane .
Compressed Natural Gas
Hydrogen

Liquified Natural Gas

MNatural Gas

Then add the quantity of natural gas delivered. Note that only numbers may be added to this
field.

Quantity of Natural Gas (Mscf)

4k

(® Required.

In this example, a local distribution company has delivered a total of 10,000,000 Mscf of natural
gas in the reporting year.

Imported or Produced In-state Fuel Type

Local Distribution Company v Natural Gas

Quantity of Natural Gas (Mscf)

~| | 10000000

Finally, select whether you are reporting using default or reporter specific values for the higher
heating value of the delivered gas, and each of the emission factors for CO», CH4, and NzO. If
you choose to use reporter specific values, note that units are MMBtu/Mscf for the higher
heating value and kg/MMBtu for CO», CH4, and N20O.

Select Default or Reporter Specific from dropdown High heating value (MMBtu/Mscf)

Default v 1.026

Select Default or Reporter Specific from dropdown High heating value (MMBtu/Mscf)

Reporter Specific v 1.037

If you are reporting hydrogen as a fuel type, you will not be able to add HHV and emission
factor values to the system or calculate emissions for the fuel type. This is because no
emissions are associated with the burning of hydrogen as a fuel.

Once you have input each of the required fields, the system will automatically calculate the
anthropogenic and biogenic emissions from your entry, if applicable.
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Calculate Result

Anthropogenic Metric tons CO2 Biogenic Metric tons CO2

562.248 0

Confirm that the entered values are correct, then close this entry by clicking in the top banner of
the entry. The entry will remain as a summary showing the type of gas delivered and emissions.

E)

~ © Natural Gas iivopmenc nei e R vgaicncie o

Repeat this process until all types of delivery and gas have been entered. You can delete an
entry by clicking on the garbage can icon at the right side of that entry. Total emissions from all
entries will be displayed at the bottom right of this section.

Total Volume of Natural Gas Delivered to End-users

Info

» © Natural Gas hstvopogens nei ors LY Begenreusors
} © Biomethane reimopagens mevo o Y = o
@ New

Total Anthropogenic Emission : 567.87 / Total Biogenic Emission : 54 43.96

If you have reported the delivery of biomethane, you must also complete the lower section
of this tab to provide information on the vendor of the biomethane. To add a new vendor, click
the yellow New button.

Biomethane Fuel Volume Purchased from Vendor (MMBtu)

® New

Enter the contact and company details for each biomethane vendor, as well as the volume of
biomethane purchased from each vendor.

Basic Info

Contact First Name Contact Last Name Contact Email Contact Phone
I I 000-000-0000x0000
@® Required @ Required @ Required

Facility Name Biomethane Fuel Valume Purchased from Vendor (MMBtu)

® Required ® Required

Address Line 1 Address Line 2

@ Required.

City State Zip Code

I OR v I 00000-0000

@ Required. (® Required

If you have delivered biogas, biomethane, or hydrogen you are also required to fill out the
Biogas, Biomethane, and Hydrogen Reporting Form. This form requires additional data fields as
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required by our 2023 rulemaking. Please review the Biogas, Biomethane, and Hydrogen
Reporting Requirements document on our website prior to filling out the form, to ensure that you
understand the data you will need for the reporting. If you have retired credits in M-RETs,
please follow the directions in our Biomethane protocol for retiring them to the correct program.

Once you have completed the form, you are required to upload it to YDO and submit it with your
annual reporting. You can find the reporting form and reporting requirements at the links below:

Biogas, Biomethane, and Hydrogen Reporting Requirements

Biogas, Biomethane, and Hydrogen Reporting Form

lll. Large End User & Marketer

You are required to report the volume of gas delivered to each large end user (end users
receiving greater than or equal to 460,000 Mscf of fuel during the year) and customer
information for these users. Identifying information of any marketers who have made use of your
distribution system must also be reported on this tab.

To add a new large end-user, click the yellow New button under this section. Input the required
data for the customer facility, including the customer’s name and address, DEQ Source ID, and
the volume of gas delivered in the reporting year. If the DEQ Source ID for the end user is not
known, please write “Unknown” into this field. Repeat this process for each large end user to
whom you delivered greater than or equal to 460,000 Mscf of fuel to during the year.

Large End-User Information
End User

v @ Test Facility
Natural Gas#1.026
Test Facility Address, Test City 22222

End User Info

Customer Name Source ID

Test Facility Unknown

Address Line 1 Address Line 2

Test Facility Address

City State Zip Code
Test City OR v 22222
Fuel Type Meter Number Volume of Gas

Natural Gas ~ 9743 00000

Similarly, add information on each marketer who has used your distribution system in the
reporting year by clicking the yellow New button under the Marketer Info section and adding
contact information for the marketing company and the volume of gas transported in the
reporting year.
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Marketer

Marketer Info

~ @ Test Marketer Contact Name

Test Marketer Company
22 Test Street, Test City 22222

Marketer Name

Test Marketer
Email

marketer@em
Address Line 1

22 Test Street
City

Test City

Company Name

Contact Name Test Marketer Company

Phone Number Volume Transported

ail.com 000-000-0000x0000 100000

Address Line 2

State Zip Code

OR v | 22229

Once all large end users and marketers have been input, move to the next tab.

IV. Third Party Verification

The third pa

rty verification tab reviews your emissions to determine if you need to be third party

verified. If the total anthropogenic emissions reported are above 25,000 mtCO2e you will need
to be verified. If you are below that amount, you will not. The system will give you a security
code that your verifier will need for the conflict of interest form they are required to fill out, if you

are required

to be third party verified.

The example below shows a facility that is not required to be verified. The screen will look the

same if you

are required to report, except that the pink shaded box will say that you are required

to be third party verified.

< @w Natural Gas Supplier Annual Repor

(1) Basicinfo @ Natural Gas Supplier (3) Large End User & Marketer | (4

hird Party Verification | () Attachment (&) Receipt

Greenhouse gas emissions reports with anthropogenic emissions equal to or greater than 25,000 metric tonnes of CO2 equivalent must engage the services of an approved third party verification body for
verification of the entire emissions data report, as per OAR 340-272. A regulated entity that submitted an emissions data report that indicated emissions exceeded the 25,000 metric tonne threshold in the
previous reporting year, but that submits an emissions data report that indicates emissions are reduced below that applicability threshold in the current reporting year must also have the current emissions
report verified

Exemptions to this rule include:

(A) A regulated entitly that submits an emissions data report as described under 430-215-0044(1) that indicates emissions were less than 25,000 metric tons of COZe, excluding CO2 from biomass-derived
fuels. For the purposes of this rule, any GHG emissions in emissions data reports as described under OAR 340-215-0044(1)(c) submitted by fuel suppliers or in-state producers that are related entities or share
common ownership or control must be aggregated together to determine whether or not the exemption applies;

(B) An emissions data report as described under OAR 340-215-0044(1)(a) that includes emissions data and information described in 40 C.FR. part 98 subpart HH — Municipal Solid Waste Landfills;

(C) An emissions data report as described under OAR 340-215-0044(1)(d) submitted by a natural gas supplier that is an interstate pipeline; and

(D) Any emissions data report as described under OAR 340-215-0044(1)(e) submitted by Bonneville Power Administration (BPA) acting as a third-party reporter on behalf of any consumer-owned utility, as
allowable under OAR 340-215-0120(4)

For additional applicability requirements and to review exceptions to this rule, please refer to OAR-340-272-0120

Third Party Verification Evaluation

Anthropogenic Metric Tons of CO2 Equivalent (MtC0O2e) Biogenic Metric Tons of CO2 Equivalent (MtC02e)
—1 .
| Based on your reported anthropogenic emissions and reporting type, it is expected that you are required to engage a Verification Body to provide Third Party Verification services.

Use the below options onlly if you believe that the above statement s in error and you wish to manually opt-in or opt-out of Third Party Verification for this report.
DEQ will review your report and determine if the Third Party Verfrication Requirement applies to this reported data.

[ This emissions report does not require Third Party Verification, as per the applicability rules in OAR 340-272
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V. Attachment

If you have delivered Biogas, Biomethane, or hydrogen you are required to upload the following
attachments:

e Biogas, biomethane, and hydrogen reporting form

e Supporting documentation that you own the environmental attributes for any of the
biomethane, biogas, and/or hydrogen that you are reporting (e.g., MRETSs or other
approved documentation)

If you have provided reporter specific emission factors or high heating values, you are required
to upload attachments with additional supporting documentation to this tab.

VI. Review

This tab will show a summary of your submittal, including a confirmation that required sections
have been completed.

Submittal Form(s) Summary

Please check if the following sections are completed. Click on the PDF (4~ ) hyperlink below to open/save/print the PDF form.
| POF |

+ Basic Info
+ Natural Gas Supplier
v Large End User & Marketer

Payment

E] N Service B EZJ Due
$0.00 $0.00 $0.00  $0.00

Mandatory Required Attach

| Attachments are not required for this Submittal

Click the PDF icon to open a summary of your submission, which can be used to review the
submission for accuracy and saved for your records.

VIl. Submission

Submit your completed and reviewed report from the Submission tab. Note that only an RO can
complete a submission for their facility. Read and accept the certification statement to certify the
report.

@ | have read and agree to the above certification statement

You will be required to answer a security question and enter your 4-digit PIN to confirm your
identity as the RO and submit the report by clicking the blue Submit button at the bottom of this

page.
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https://www.oregon.gov/deq/ghgp/Documents/ghgBiofuelDataColl.xlsx

You will receive a confirmation that your report has been successfully submitted, as well as a
confirmation email with your submission number for reference.

Q Submission Successful

Confirmation of Submittal: 1. Your application has been received and will be reviewed shortly. 2. Check your account, email and text message for system notification at various mile stones

Please click to print your receipt

Click the Finish button at the bottom of this page to exit this report. You will be taken to your
Track Submittal Status page.
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	1. Introduction
	I.  System Overview
	II.  Basic System Information for Registration

	The DEQ Greenhouse Gas Reporting Program (OAR 340-215) is designed to collect detailed greenhouse gas emissions data to perform emissions analysis and inform policy decisions across the state. Data collected by this program is available to the public online and utilized to compile the statewide greenhouse gas inventory. Emissions data is currently collected from a wide variety of emissions sources, including facilities within Oregon that hold air contamination discharge permits from DEQ, natural gas suppliers, fuel importers, and electricity suppliers.
	The Your DEQ Online system is an Environmental Data Management System designed to combine current DEQ processes across our air, land, and water divisions in one convenient and easily accessible portal. The system enables users to submit applications, upload reports, enter data, check the status of applications, pay fees or fines, and manage account activity. In addition, the system will allow for greater public access to environmental data without the need to request this information from DEQ staff. The Greenhouse Gas Reporting Program has moved most of our required reporting to the Your DEQ Online system. This began with reporting for the natural gas and electricity supplier sectors in 2021. Reporting from permitted sources and natural gas systems reporting is being implemented with the reporting of 2023 data which is due in 2024. 
	Your DEQ Online Account Registration tools can be found here. This page contains information and excellent user guides prepared by the Your DEQ Online team to address how to get set up in the system for reporting to DEQ. 
	The Greenhouse Gas Reporting Program Sectors (Electricity, Stationary Sources, Natural Gas Suppliers and Systems) and Third Party Verification may have specific roles that should be chosen and those will be noted in the individual guides for those programs. For the most part, if you are signing up to manage reporting for a regulated entity, you will need to sign up for the RO role. 
	Visit the DEQ website to find additional information about Your DEQ Online or view the Your DEQ Online help page. 
	2. Navigating the System
	I. Icons
	II. Dashboard
	Dashboard: Insights Panel
	Dashboard: Insights “Info” Panel


	The system is designed to work with Safari or Google Chrome browsers, and we recommended using one of these when navigating the system to avoid unexpected errors. 
	You will see the following common icons as you navigate the system and submit your greenhouse gas reports.
	/  Loading: This icon will appear while the system processes an action.
	/ Save: This icon allows the user to save changes made on a page.
	/ Edit: Clicking this icon will allow the user to edit the selected submission.
	/ View: Clicking this icon allows the user to view a selected submission.
	/ Requirement: This icon will appear when a particular field in a submittal is required.
	The dashboard is the first screen that opens when logging into Your DEQ Online. It shows a summary of current and pending activity associated with your linked facilities.
	There are three Panels on the dashboard including Insights (1), Information (2), and Submittals (3). The Insights section is a navigation pane which gives access to various features in the system. The navigation pane can be expanded or hidden by clicking on the < button at the bottom left side of the screen indicated with the red arrow. 
	The navigation/insights panel has nine quick links to areas of the system. These will assist in quickly accessing those sections of the system most likely to be needed. This includes the dashboard, start new submittals, pending submittals, submitted submittals, upcoming obligations, pay invoices/fees, permits/licenses/certifications, public records, and my account. 
	/ 
	The info panel provides access to recent correspondence between the agency and reporters and Messages from the agency. 
	The “Upcoming obligations” button allows user access to reports that have upcoming due dates and any reports that are past due. It is important to monitor the contents of this tab to ensure all reporting obligations are completed on a timely basis. 
	The “Send back” button allows user access to reports that have been sent back to the reporter for revisions or amendments. 
	The “Correspondence” function is not always used. Greenhouse gas reporting staff will often communicate with entities via email to and from ghgreport@deq.oregon.gov. 
	The messages pane seen below the correspondence pane will display system or agency messages to system users.   
	3. Dashboard: Submittals Panel
	Tracking Submittal Status
	Review the Report Form
	View the Submission Receipt
	View the Submittal Detail
	(1) Submittal Summary
	(2) Attachment
	This tab will display any attachments you have uploaded with the submittal.
	(3) Issuance
	(4) Email History
	(5) Payment
	(6) Correspondence


	The submittals panel provides the user information on pending and submitted submittals including type of reporting obligation, reporting period, reporting due date, and new submittals that may be used by GHG emissions reporters that are subject to third party verification of their annual GHG Reporting Program emissions reports. You can also use the eye icon to jump to the submittal to review what was submitted. If the submittal was pending, this would be shown on the Pending board and the pencil icon would show instead of the eye. You can click on the pencil icon to jump to the pending submittal and continue adding information. 
	/
	Details on greenhouse gas emissions reports you have submitted to DEQ can be viewed on the Submitted Submittals page, accessed via the Track Submittal Status tab found in the navigation pane on the left side of the dashboard. 
	 /
	From this page you can use the navigation buttons on the right side of each submission to Review the report form (Blue Button), View the submission receipt (Teal button), and view the submittal detail (Orange button).
	This option will allow you to view each tab of the submitted report. Note that you will be unable to make any changes to a submitted report.
	This option allows you to access the submittal receipt for this report.
	This option takes you to the submittal tracking page, which has four navigation tabs.
	/
	The submittal summary tab displays the current status of your submission on the right side of the page under Review Flow. Immediately after successful submission, this will show that your report is in the “Data Review” step. This indicates that Greenhouse Gas Reporting staff are in the process of reviewing your submittal.
	As your submission moves through data review stages, this will be reflected in the review flow section of the submittal, until the report is accepted. You may only see some of the displayed steps, depending on the review process. Steps where action was required from the reporter during the process, such as revisions to the submissions will show an alarm bell icon in the top right corner of the step. The final step will show a document icon in the top right corner, indicating that this report has been issued an acceptance letter. You will receive an email from Your DEQ Online when the report has been accepted, which will serve as your acceptance letter. 
	From this tab, you may submit a request to amend your report. You must provide a reason for the request to be evaluated by Greenhouse Gas Reporting Staff. 
	/
	This tab will display any documents that have been issued associated with this submittal.
	This tab will display all system emails sent to the RO regarding this submission.
	Payments are not collected through the system for GHG RP reporting, but if they were, that information would be displayed here.
	Greenhouse gas reporting staff will communicate with entities via email and this correspondence function will not be used. Other DEQ programs may use this function to communicate with users within the system.
	4. Completing a Natural Gas Supplier Report
	I. Basic Info
	II. Natural Gas Supplier tab
	III.  Large End User & Marketer
	IV.  Third Party Verification
	V.  Attachment
	VI.  Review
	VII.  Submission

	Pursuant to OAR 340-215-0115, all natural gas suppliers and in-state producers must register and report to the Greenhouse Gas Reporting Program. Annual greenhouse gas emissions reports required under this rule should be submitted within the Your DEQ Online system, using the instructions below.
	As you navigate through the tabs and enter data, ensure you are regularly using the save icon at the bottom right to save. If you do not see the save icon on the screen in the bottom right, that indicates you are in View mode. You may be able to make changes to the fields on the tab, but you won’t be able to save the changes that you make. 
	You may leave the reporting screen at any time and return later to finish completing the report. Note that reports that have been started, but not submitted, will move from your Upcoming Obligations section to your pending section of My Submittals on your Dashboard.
	/
	The natural gas supplier report is made up of seven report tabs:
	1. Basic Info
	2. Natural Gas Supplier
	3. Large End User & Marketer
	4. Third Party Verification
	5. Attachment
	6. Review
	7. Submission
	/
	On the right side of the reporting page, you will see general information about this report type and links to the relevant rules and guidance documents.
	/
	When you open any greenhouse gas report, you will be taken to Basic Info tab. This tab contains information related to the reporting year and designated representative submitting the report. This information is set by the reporting obligation and personal information of the Responsible Official linked to the facility, and will autofill at the top of this tab. This information cannot be edited.
	/
	If the Responsible Official is the primary contact for your greenhouse gas reporting, you can select this option for the GHG Reporting Contact to autofill the Responsible Official personal details in the contact section. Otherwise, enter the personal details of the GHG reporting Contact in the bottom section of this tab. Note that basic contact information fields are required.
	/
	This tab allows you to enter the volume of fuel delivered to each end-user in Oregon. A separate entry should be added for each delivery and fuel type. Since this is the total amount supplied, you should only report one volume for each delivery type and fuel type. To begin a new entry, click the yellow New button. 
	If you have supplied any of the fuel types listed, you must report the volume in Mscf of each fuel type that was delivered in the current reporting year. For example, if you supplied biomethane, you must report that volume in this section of the tab.
	/
	For each entry, select type of delivery from the first drop down menu.
	/
	Then select the fuel type that was delivered.
	/
	Then add the quantity of natural gas delivered. Note that only numbers may be added to this field.
	/
	In this example, a local distribution company has delivered a total of 10,000,000 Mscf of natural gas in the reporting year.
	/
	Finally, select whether you are reporting using default or reporter specific values for the higher heating value of the delivered gas, and each of the emission factors for CO2, CH4, and N2O. If you choose to use reporter specific values, note that units are MMBtu/Mscf for the higher heating value and kg/MMBtu for CO2, CH4, and N2O.  
	/
	/
	If you are reporting hydrogen as a fuel type, you will not be able to add HHV and emission factor values to the system or calculate emissions for the fuel type. This is because no emissions are associated with the burning of hydrogen as a fuel.
	Once you have input each of the required fields, the system will automatically calculate the anthropogenic and biogenic emissions from your entry, if applicable.
	/
	Confirm that the entered values are correct, then close this entry by clicking in the top banner of the entry. The entry will remain as a summary showing the type of gas delivered and emissions.
	/
	Repeat this process until all types of delivery and gas have been entered. You can delete an entry by clicking on the garbage can icon at the right side of that entry. Total emissions from all entries will be displayed at the bottom right of this section.
	/
	If you have reported the delivery of biomethane, you must also complete the lower section of this tab to provide information on the vendor of the biomethane. To add a new vendor, click the yellow New button.
	/
	Enter the contact and company details for each biomethane vendor, as well as the volume of biomethane purchased from each vendor. 
	/
	If you have delivered biogas, biomethane, or hydrogen you are also required to fill out the Biogas, Biomethane, and Hydrogen Reporting Form. This form requires additional data fields as required by our 2023 rulemaking. Please review the Biogas, Biomethane, and Hydrogen Reporting Requirements document on our website prior to filling out the form, to ensure that you understand the data you will need for the reporting. If you have retired credits in M-RETs, please follow the directions in our Biomethane protocol for retiring them to the correct program.
	Once you have completed the form, you are required to upload it to YDO and submit it with your annual reporting. You can find the reporting form and reporting requirements at the links below:
	Biogas, Biomethane, and Hydrogen Reporting Requirements 
	Biogas, Biomethane, and Hydrogen Reporting Form
	You are required to report the volume of gas delivered to each large end user (end users receiving greater than or equal to 460,000 Mscf of fuel during the year) and customer information for these users. Identifying information of any marketers who have made use of your distribution system must also be reported on this tab.
	To add a new large end-user, click the yellow New button under this section. Input the required data for the customer facility, including the customer’s name and address, DEQ Source ID, and the volume of gas delivered in the reporting year. If the DEQ Source ID for the end user is not known, please write “Unknown” into this field. Repeat this process for each large end user to whom you delivered greater than or equal to 460,000 Mscf of fuel to during the year.
	/
	Similarly, add information on each marketer who has used your distribution system in the reporting year by clicking the yellow New button under the Marketer Info section and adding contact information for the marketing company and the volume of gas transported in the reporting year.
	/
	Once all large end users and marketers have been input, move to the next tab.
	The third party verification tab reviews your emissions to determine if you need to be third party verified. If the total anthropogenic emissions reported are above 25,000 mtCO2e you will need to be verified. If you are below that amount, you will not. The system will give you a security code that your verifier will need for the conflict of interest form they are required to fill out, if you are required to be third party verified. 
	The example below shows a facility that is not required to be verified. The screen will look the same if you are required to report, except that the pink shaded box will say that you are required to be third party verified.
	/
	If you have delivered Biogas, Biomethane, or hydrogen you are required to upload the following attachments:
	 Biogas, biomethane, and hydrogen reporting form
	 Supporting documentation that you own the environmental attributes for any of the biomethane, biogas, and/or hydrogen that you are reporting (e.g., MRETs or other approved documentation) 
	If you have provided reporter specific emission factors or high heating values, you are required to upload attachments with additional supporting documentation to this tab.
	This tab will show a summary of your submittal, including a confirmation that required sections have been completed. 
	/
	Click the PDF icon to open a summary of your submission, which can be used to review the submission for accuracy and saved for your records.
	Submit your completed and reviewed report from the Submission tab. Note that only an RO can complete a submission for their facility. Read and accept the certification statement to certify the report.
	/
	You will be required to answer a security question and enter your 4-digit PIN to confirm your identity as the RO and submit the report by clicking the blue Submit button at the bottom of this page.
	/
	You will receive a confirmation that your report has been successfully submitted, as well as a confirmation email with your submission number for reference. 
	/
	Click the Finish button at the bottom of this page to exit this report. You will be taken to your Track Submittal Status page.

