TRI-MEweb Reference Guide 4

How to Add TRI-MEweb and Add a Facility Profile to a New Preparer's CDX User Account.

Instructions for preparers who need a new Central Data Exchange (CDX) User account

Role: Preparer — Person who will be preparing TRI forms for submission but is not authorized to certify.
Application Access: If you have never used CDX to transmit your TRI forms to EPA, you will need to create a
new CDX user account to access the TRI-MEweb application for Forms R and/or A preparation.

TRI Facility Access: Access key and TRI Facility Identification Designator (TRIFID) assigned to your facility’s
location.

Instructions on how to reqister at the CDX website and add the TRI-MEweb application in your new CDX user account.

1. Go to http://cdx.epa.gov to create your new CDX user account.
2. Read the Warning and Privacy notices.
3. On the CDX login page click on the button: "Register with CDX" See Figure 1.

Central Data Exchange

Figure 1: CDX Log In web page.
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4. Review the Terms and Conditions, select "1 Accept”, and Click on the "Proceed" button.

5. You will then be forwarded to step 1 of 4 in the Core CDX Registration Process, the Active Program Services List. In the search
field, enter “TRI,” “TRI-MEweb,” “EPCRA 313,” or other TRI-related search terms and select "TRIMEweb: Toxic Release

Inventory Made Easy Web" from the Active Program Services List, as shown in Figure 2.
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Figure 2: Adding TRI-MEweb application to your CDX user account.

6. You will be directed to the “Request Role Access” page. On the "Request Role Access" page, select the "Preparer” Role from
the dropdown menu. Click "Request Role Access".

7. Next, provide your user and organization information on the two-part registration page. As shown in Figure 3, you will provide
your name and other user information in Part 1 of this page; enter a user ID, title, name, password, and three secret

questions/answers for identification verification.
a. NOTE: EPA strongly encourages you to document this information and store it in a safe place, as it will be used to reset your
password if you are ever locked out of your CDX user account.
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8. On Part 2 of the “Provide User and Organization Information” page, you will also be required to search for and select an
organization associated with your TRI Form submissions using the general or advanced search options (see Part 2 of Figure 3).

a. NOTE: If your organization is not found, you may click “request CDX add your organization” and manually enter your
organization information.

9. After you have selected an organization or requested that your organization be added, provide your personal email address and
phone number.

1. Eaguest Program e 2. Nequest Bole ALe rl.-..l 1. Prcwide User and Organiz ratian infcamabsan 4, Confumatssn

Regaaranion information

Fiopiam Servon Tood Relrase ety Made By Welb
Role Crrblfyeg D

Eriartal whirmabon m maricd with im astomidd '

§ Bokaty P
LW * |
Part 1 T +

~Figiid Jaleor- W
¢ User information
e 3 password reset

guestions and —>g e

Vit Mg *

s M =
answers
by ~PMaae laleci- v
Paaweed *
£ -typr Paapword *
Lararioy Ceayson | = 2
Part 2 Seperiny Qnman 7 = 2
¢ Organization
. . Lecurdy Quaseen §° -
information

« If no organization
found click on
“Request CDX
Add Your Saerch o et BOQARGIETR EAag e D Do Ralew. Vs may PRAnT By SADbIg The Drgarigaties Wi o4 th Dgasuses 10

Organization”

button ﬂ

Figure 3: Provide user and organization information.
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10. After all information has been entered click "Submit Request for Access". You will land on the Confirmation page which will
inform you that you will soon receive a confirmation message at the email address you provided in step 10, asking you to follow a
link to activate your user account.

11. Once you click the link in the email, you will be required to login again. This completes the registration process and grants access to

the TRI-MEweb application via the “TRI-MEweb” hyperlink found on the MyCDX page. See Figure 4.
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CDXHome AboutCDX Recent Announcements Terms and Conditions FAQs Help Logged in as TUTORIAL] (Log out)

Central Data Exchange [ Contact Us

Last Login- 1/24/2013 11:19:51 AM

MyCDX ‘ Inbox (|)| | My Profile ‘ Submission Hismry‘

Manage Your Program Services

No news/updates.

Status  Program Service Name Role(s)

Launch TRI-MEweb
e Link is activated
e Make sure pop-

blocker is disabled

on your browser

=% TRIMEweb: Toxic Release Inventory Made Easy Web TRI-MEweb

CDX Help Desk. 90-1995 | (970) 494-5500 for callers from Puerto Rico and Cuam

EPAHome | About CDX | Freguently Asked Questions | Privacy and Security Notice | Terms and Conditions | Contact Us

Figure 4: TRI-MEweb application ready to be accessed.

Instructions on how to assign facilities to a Preparer’s CDX user account.

11. Click on the "TRI-MEweb" link to open the TRI-MEweb application in a new browser window. To continue, select the option that
applies to you:

a. Option 1: Has your location reported to TRI in previous years? If your answer is Yes, go to Step 12, otherwise, if
your answer is no, answer the next question.

b. Option 2: Are you uncertain if your location has ever reported to TRI in previous years? If your answer is yes,

go to step 17. If your location have reported in prior years, you will need to find your assigned TRIFID. Call CDX helpdesk
for assistance in finding your assigned TRIFID.
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Option 1: Instructions for gaining access to an existing facility profile in TRI-MEweb.
12. You have successfully opened the TRI-MEweb application from CDX. You are now ready to establish access to an existing facility

data profile.
Did you know? P . L o . .
13. NOTE: TRI preparers may gain access to an existing facility in TRI-MEweb by obtaining the facility’s access key. Access keys can be
e preparer obtained by calling the CDX Helpdesk at (888) 890-1995. Additionally, EPA may send the access key to the facility’s technical contact

in an email from CDX just before the updated TRI-MEweb application is released each year.
14. From the "Welcome" page, click the +Access/Add Facility button listed under option 3. See Figure 5.
a. NOTE: You can also access and or add facilities from the "My Facilities" tab located at the top of TRI-MEweb.

& Preferences

tasks- prepare and
certify forms.

Welcome | Do | Need to Report? | Introduction | Important Information for R¥2012 Reporting | TRE-MEweb Enhancements

@ Welcome to Our Web-based Reporting Tool!

1. Do I need to report? 2. Infroduction 3. Gain access fo your facility 4. eFDP Access
Did you know?
Before proceeding to prepare For more information about To begin TRI reporting, click To view your electronic Facility
i Form R and/or Form A TRHVIEweb and an intreduction  Access/Add Facility to gain Data Profile, click eFDP.
Certification Statements for to the application and reporting  access to an existing facility or
your facility, it is important that ~ process, click Intreduction. add a new facility.

you determine if reporting is
required for your facility. For
more information and
assistance on threshold
determinations, click
Threshold Determination.

Threshold Detarmination Intreduction + Access/Add Facility eFDP

€ Back Index Next 3 {Go To Form Moda | (2 View Form.) (- Validate
Heipful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDF) | TRI-MEweb Version RY2012.01.4

Figure 5: Welcome page with +Access/Add Facility button.

15. Next, select the radio button beside Option 2 and enter your facility’s access key in the Access Key field on the "Enter Facility’s
Access Information" page as shown in Figure 6. Then, click the Next button. Or, select the radio button beside Option 1 and
enter your facility’s TRIFID and Technical Contact Information from a Prior Year Submission, as shown in Figure 7. Then click, Next.
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& Proferences

My Facilities | Third-Party Load Tool
@ Enter Facility's Access Information <

Before you can begin to work on your facility's TRI reports and/or view electronic Facility Data Profile (eFDP) information, you must gain access to your facility's data. Please select an
access option, provide the requested data, and click Next.

If your facility last reported in Reporting Year 2004 (or a prior reporting year), contact the TRI Data Processing Center (phaone: 703-227-7644) so they can create an Access Key for your
facility.

If your facility is new for Reporting Year 2012 and reported TRI data via paper farm, please select the second radio button below (Option 2- Access Key) to view electronic Facility Data Profile
(eFDP) information.

() Option 1: Enter your TRIFID and the following two items from a prior year's TRI Form for this facility:

TR Facility ID. I
Technical Contact Name: I
Optlon 2 Technical Contact Phone Number: I

e Enter access
key here

\ 4

[ @ Option 2: Enter your facility's Access Key ]

[ Access Key: [g3aH78 ]

() Iwill be transmitting reports for a facility that has not previously transmitted TRI data

€ Back Index Next & (G0 To Form Mode | (@ View Form| | Validate

Helpful Links: USERA Home | TRIProgram Home | Reporting Forms and Instructions (PDF} | TRI-MEweb Version RY2012.01.4

Figure 6: Select option 2 if you have the access key for the facility.
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& Preferences

My Facilities

My Facilities | Third-Party Load Tool
@ Enter Facility's Access Information <

Option 1
Enter your TRIFID
and Technical
Contact Information
from a Prior Year
Submission

Before you can begin to work on your facility's TRI reports andfor view electronic Facility Data Profile (eFDP) information, you must gain access to your facility’s data. Please select an access

option, provide the requested data, and click Next.

If your facility last reported in Reporting Year 2004 (or a prior reporting year), contact the TRI Data Processing Center (phone: 703-227-7644) so they can create an Access Key for your facility.

If your facility is new for Reporting Year 2012 and reported TRI data via paper form. please select the second radio button below (Option 2: Access Key) to view electronic Facility Data Profile
(eFDPY} information.

[ (@ Option 1: Enter your TRIFID and the following two items from a prior year's TRI Form for this facimy:]

TRI Faciity ID: [2822WMNGHY 15574
Technical Contact Name: I
Technical Contact Phone Number: I

() Option 2: Enter your facility's Access Key
Access Key: I

@ | will be transmitting reports for a facility that has not previously transmitted TRI data

€ Back Index Next < Go To Form Mode 1 | @ View Form Validate

Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDF} | TRI-MEweb \ersion RY2012.01.4

Figure 7: Enter the Technical Contact Name and Phone Number from your prior year TRI form to load your facility profile

into TRI-MEweb.

16. Regardless of using Option 1 or Option 2 to gain facility access (see Figures 6 and 7), you will now need to select the appropriate
radio button as shown in Figure 8. If the facility information shown is correct, choose the Yes radio button.

NOTE: If the facility information shown does not correspond to your facility, choose the No radio button. Then, click the

a.
Next button. If needed, call the CDX Helpdesk for help obtaining the correct access key.
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My Facilities

My Facilities | Third-Party Load Tool

Confirm Facility

You have entered valid information for the following TRI facility:

TRIFID: 28Z2WMNGMY155FA
Facility N\ame: Manage My TRIFIDs Page
Address: 1550 Facilty Way
Charlotte, NC 28226

Is this the correct facility? Make a selection below, and click Next.

@ Yes, this is the correct facility
() No, this is not the correct facility

€Back | Index Next { Go ToForm Mode | (@ View Form) (. Validate

Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDFY | TRI-MEweb Version RY2012.01.4

Figure 8: Confirm Facility information is correct.

17. If you indicated that the facility’s information was correct, you will be directed to the "Access Granted" page as shown in Figure 9.
You have now been granted access to the facility and may begin editing facility information, preparing chemical forms, or viewing
submission history. You may also proceed to add a new certifying official or preparer to access the facility’s profile.
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& Preferences

Wy Facilities

My Facilities | Third-Party Load Tool
® Access Granted &

USEPA has granted your TRI-MEweb user account access to the following TRI facility:

Access Key: T38FF397
TRIFID: 2822VWMNGMY 155FA
Facility: Manage My TRIFIDs Page; 1550 Facility Way, Charlotte, NC 28226

m

& Print
The following table lists all TRI-MEweb users that currently have access to this facility's data.

Authorized Users

¢ If no CDX User ID
listed, CDX user Name Email Address Certifier? Refresh ESA Status Access Notes

account has not — | wartha Donati MDONATOT  martina donati@caifederal.com No - Entered Access Key on I
been created 05/28/2013 11:53 Al
e Find out if ESA is Martha Donati MDONATO? — martina donati@caifederal.com Yes 17 ESA Approved, TRIFID Entered TRIFID on 05/2212013
approved under ESA Not Signed T2se Pl
The certifier status above was last updated on 05/28/2013 11:504M EST;

Status column.

G0 To Form Mods | (@ View Farm) (- Validate

€ Back Index Next 2
Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDF) | TRI-MEweb Version RY2012.01.4

Figure 9: If access is granted to the existing facility profile, as the preparer, you will be able to see who has access to
your account in the table shown here.

Option 2: Instructions for creating a new facility profile in TRI-MEweb.

18. From the "Welcome" page, click the +Access/Add Facility button listed in option 3. See Figure 10.

a. NOTE: You can also access and/or add facilities from the "My Facilities" tab located at the top of TRI-MEweb.
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& Proferences

| Do | Need to Report? | introduction | Important for RY2012 Reporting | TREMEweb

Welcome to Our Web-based Reporting Tool!

you determine if reporting is
required for your facility. For
more information and
assistance on threshold
determinations, click
Threshold Determination.

Threshold Determination Introduction + Access/Add Facility

1. Do I need to report? 2. Infroduction 3. Gain access fo your facility 4. eFDP Access
Before proceeding to prepare For more information about To begin TRI reporting, click To view your electronic Facility
Form R and/or Form A TRIMHMEweb and an introduction  Access/Add Facility to gain Data Profile, click eFDP.
Certification Statements for to the application and reporting ~ access to an existing facility or
your facility, it is important that ~ process, click Intreduction. add a new facility.

eFDP

€ Back Index Next 3

G0 To Form Moda

Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDF) | TRI-MEweb Version RY2012.01.4

& View Form

Valiclate

Figure 10: Welcome page with +Access/Add Facility button.

19. Next, select the radio button beside the third option on the "Enter Facility’s Access Information" page as shown in Figure 10.

Then, click the Next button.

10
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& Proferences

My Facilities

My Facilities | Third-Party Load Toal
@ Enter Facility's Access Information <

Before you can begin to work on your facility’s TRI reports and/or view electronic Facility Data Profile (eFDP) information, you must gain access to your facility's data. Please select an
access option, provide the requested data, and click Next.

If your facility last reported in Reporting Year 2004 (or a prior reporting year). contact the TRI Data Processing Center (phone: 703-227-7644) so they can create an Access Key for your
facility.

If your facility is new for Reporting Year 2012 and reported TR data via paper form, please select the second radio button below (Option 2: Access Key) to view electronic Facility Data
Profile (eFDP) information.

@ Option 1: Enter your TRIFID and the following two items from a prior year's TRI Form for this facility:

TRI Facility ID:
Technical Contact Name:
Technical Contact Phone Humber:

Option 3 ) Option 2: Enter your facility's Access Key

Remember that AccessKey: [
TRIFIDs are
location-specific.
Change in
ownership does
not change a
facility’s TRIFID.

_> [ @ |will be transmitting reports for a facility that has not previously transmitted TRI data ]

€ Back Index Next 2 (G0 To Ferm Mode | [ View Form Validate
Helpful Links: USEPA Home | TRIProgram Home | Reperting Forms and Instructiens (PDF) | TRI-MEweb Version RY2012.01.4

Figure 11: Select option 3 if you are uncertain if your facility has reported in prior years or do not have their access key.

20. Next, enter your facility’s information on the "Request a TRIFID" page as shown in Figure 12. Then, click the Next button.
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& Preferences

My Facilities

My Facilities | Third-Party Load Tool
@ Request a TRIFID y

New Facilties; Change of Address

Step 1. if your facility has submitted a Form R or Farm A in any prior reporting year, a TRI Facility Identification Number (TRIFID) has already been assigned to your facility and you should
not request a TRIFID. If you have questions regarding your facility's TRIFID, please contact the CDX Help Desk toll free at 1-888-890-1995 (or via e-mail: helpdesk@epacdenet), your
Regional TRI Program representative, or utilize Envirofacts to look up your TRIFID.

The TRIFID is established when the first TRI report is submitted by a facility at a particular location. The TRIFID is then retained by the facility even if the facility changes name, ownership,
production processes, SIC or NAICS codes, etc. A company that moves to a location previously assigned a TRIFID should use the TRIFID originally assigned to that location.
Establishments of a facility that report separately should all use the same TRIFID assigned to the facility. You should only request a TRIFID below if 1) this is the first time your facility has
ever reported to TRI or 2) there has been a change in physical address (i.e.. street address) at your facility.

To request a TRIFID, first enter your facility name and location information below and click Next.

Facility Name: 1y New TRI Faciity

Address: 1234 Test Drive Lane

City: Houston State: - ZIP Code: 77024 -
County: Harris -
Federal Facility?

€ Back Index Next 3 G0 To Form Moda ) (@ ViswForm) (- Validate

Helpful Links: USEPA Home | TRIProgram Heme | Reporting Forms and Instructions (PDF) | TRI-MEweb Version RY2012.01.4

Figure 12: Enter your facility information.

21. Next, verify that your facility does not already exist in TRI-MEweb by reviewing the list of facilities that may be presented on the
"Confirm New TRIFID Request" page as shown in Figure 12.

12
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& Preferences
My Facilities
My Facilities | Third-Party Load Tool
Confirm New TRIFID Request ‘
-
Step 2: Please verify that your facility has not already been assigned a TRIFID in the search results. If no TRIFID has been assigned to your facility, click Next.
Mame: My New TRI Facilty H
Street: 1234 Test Drive Lane
City/State/ZIP Code: Houston, TX 77024
County: Harris
Federal Facility?: Mo
A8
€ Back Index Next 3 {80 To Form Mode | | 3 View Form Validate
Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDF) | TRI-MEweb Version RY2012.01.4

Figure 13: Verify that a TRIFID doesn’t already exist for your facility location (facility names can be edited later).

a. NOTE: If the information entered for your facility has already been created for locations with similar addresses and
matching ZIP Codes, a table will display at the bottom of the page and list the similar facilities. See Figure 14.

b. If the correct facility is already listed, select it and click Next. You will be returned to the "Enter Facility's Access
Information" page where you will need to enter the Technical Contact’s Name and Phone Number as it was reported on a
prior year’s TRI Form for the corresponding facility as shown in Figure 7. This information is required to verify authorized
access to facility profile. Then, click the Next button.

c. Next, confirm the facility’s information and click the Next button.
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& Preferences

My Facilities
My Facilities | Third-Party Load Tool
Confirm New TRIFID Request

Step 2: Please verify that your facility has not already been assigned a TRIFID in the search results. If no TRIFID has been assigned to your facility, click Next.

Name: My New TRIFacility
Street: 1234 Test Drive Lane
City/State/ZIP Code: Houston, TX 77024
County: Harris
Federal Facility?: No

The table below displays TRIFIDs that have already been created for locations with matching ZIP Codes. Please review the list and ensure that a TRIFID does not already exist for this
facility. If you are able to locate an existing TRIFID for your location, please select the radio button and click Next. This will return you to a previous page where you will be asked to provide
additional information to gain access to the facility.

Please note that TRIFIDS are assigned to specific locations and never change, even if the facility's ownership changes. The TRI DPC will move certified submissions from a new TRIFID to an
existing TRIFID, if one is identified.

If you are unable to locate an existing TRIFID for your location, click Next to request a TRIFID.

Eagcilifies 11 of 1
| seect TN Facility Hame Street City State  ZIP Code
|:| T7024NDRFBT1000 ENDURO SYSTEMS INC. 7100 OLD KATY RD HOUSTON TX 77024
€ Back Index Next 3 (G0 T Form Mods ) (@ Visw-Form) (- Validate

Helpful Links: USEPA Home | TRIProgram Heme | Reporting Forms and Instructions (PDF) | TRI-MEweb Version RY2012.01.4

Figure 14: Similar facilities listed on the Confirm New TRIFID Request page.

22. You should now be on the "Access Granted" page where you have been granted access to the facility profile and may begin
preparing chemical forms. See Figure 15. You are ready to begin your TRI forms!
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=

& Preferences

My Facilities
My Facilities | Third-Party Load Tool
Access Granted

| »

Your facility has been successfully added to the TRI-MEweb system and it has been assigned the TRIFID displayed below. Your user account has also been granted access to this facility. Other TRI-MEweb
users may gain access to this facility with the following Access Key: TE3EA92C.

Please note this Access Key and share it only with individuals who you would like to have access to this facility's data in TRI-MEweb.

(USEPA has granted your TRI-MEweb user account access to the following TRI facility:

m

Access Key: TE3EAJ2C
TRIFID: 7702WMYNWT1234T
Facility: Ny New TRI Facility: 1234 Test Drive Lane, Houston, TX 77024

v \
= Print
The following table lists all TREMEweb users that currently have access to this facility's data.

Certifier? ESA Status Refrash ESA Status Access Notes L

2 Hame CDXUserlD  Email Address
Begin
. Martha Donati MDONATIOT martina.donati@caifederal.com He - Entered TRIFID on 05/28/2013
preparing your o
The certifier status above was last updated on 05/28/2013 11:50AM EST;
TRI Forms! i
€ Back Index Next 2 BoTo Farm Moda | (@ View Form Validate

Helpful Links: USEPA Home | TRIProgram Home | Reporting Forms and Instructions (PDFy | TRI-MEweb Version RY2012.01.4

Figure 15: Verify TRI-MEweb has created your access key and TRIFID. Please print and save for future use.
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