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If you have questions about electronic reporting, please contact:

Mike James

Stratospheric Protection Division

United States Environmental Protection Agency
(202) 343-9192

james.mike@epa.gov

If further assistance is required specific to submitting files to EPA using CDX, please
contact the CDX Helpdesk at 1-888-890-1995 or helpdesk@epacdx.net.



mailto:helpdesk@epacdx.net
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Overview

This document, Submitting ODS Data to EPA, is the third part of a comprehensive three-
part guidance developed to assist stakeholders in submitting data electronically on ozone-
depleting substances (ODS). In its entirety, the three-part guidance provides step-by-step
instructions on:

1. Registering as a CDX User,
2. Preparing Data for Submission, and
3. Submitting ODS Data to EPA.

Part 1 of the guidance details the steps required to register as a CDX user. The registration
process is a one-time process that will need to be completed prior to submitting data
electronically. Part 2 provides guidance on how to prepare data for submission. Part 3
provides guidance on how to zip, upload, and submit files to EPA using CDX. The
remainder of this document focuses on Part 3.

Please note that there may be slight variations in screenshots or pop-ups encountered
during the registration process due to the use of different operating systems and/or
internet browsers. In addition, during this process, you may be asked to install software. If
you receive a pop-up, you should install the software by following the steps in the pop-up.

If further assistance is required, please call the CDX Helpdesk at 1-888-890-1995.
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Chapter 2 Part 3. Submitting ODS Data to EPA

A. Zipping Report Files

Note: There are many ways to create a zip file. The approach described in

this guidance document is one of many possible approaches that can be used.

Step 1: Create a new folder on your desktop for your ODS submission.

Label the folder ‘ODS Submission’ or something similar.

In this folder save all CSV files, electronic Excel forms, and required attachments for
each report (see Part 2 of the guidance for details on required attachments). All of
the files to be submitted for the reporting period should be included in one place.
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Step 2: Create a zip file.
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Step 3: View and rename folder, if desired.

e A zip file within the folder should now appear.
e Ifyou wish to change the name of the zip file, right click on the zip file, select
“Rename,” and enter the desired file name.
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Step 4: Note the location of the zip file on your computer.

¢ Document the name of the zip file and what reports are saved in the file. You will
need to locate the file to upload it to CDX (see Part B).

e Open the zip file to ensure that the correct files are contained within the file. From
the CDX interface, you will not be able to make changes to the content of the file.
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B. Uploading Report Files to CDX

Step 5: Login into CDX.

Visit https://cdx.epa.gov/epa_home.asp and enter your User ID and Password.

o)
<
\’ United States Environmental Protection Agency

CDXHome AboutCDX Recent Announcements Terms and Conditions

cormsonccnd CDXG

Help

Central Data Exchange [ Contact Us

Log in to CDX

LogIn  Register with CDX

Forgot your pas: ?
Warning Notice and Privacy Policy

Welcome

Welcome to the Environmental Protection Agency (EPA) Central Data Exchange (CDX) - the Agency's electronic repaorting site. The Central Data Exchange concept

has been defined as a central point which supplements EPA reporting systems by performing new and existing functions for receiving legally acceptable data in
various formats, including consclidated and integrated data.

Step 6: Locate your ODS account.

e (lick on “Ozone Depleting Substances” under the roles column within the available

account profiles.

2}
Y CDX
s United States Environmental Protection Agency CEMTRAL DATA EXCHANGE LY

CDX Home About CDX Recent Announcements Terms and Conditions FAQs Help

Logged in as JESSICARENNY (Log out)

Central Data Exchange [ Contact Us

Last Login® 12/16/2013 5:55:1% PM

MyCDX | | Inbox | | My Profile | | Submission History ‘

N Ui

Manage Your Program Services No news/updates

& 0DS: Ozone Depleting Substances Ozone Depleting Substances

Add Program Service

CDX Help Desk: 888-890-1995 | (970) 494-5500 for callers from Puerto Rico and Cuam

EPA Home | About CDX | Frequently Asked Questions | Privacy and Security Notice

Terms and Conditions | Contact Us
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Step 7: Enter your Company/Entity Information.

e Enter your Company/Entity name and Company ID. Your Company/Entity is simply
the name of your company. The Company ID is the three-digit ID that is entered
when exporting data into the appropriate format for submission (see Part 2 of the
guidance). Call Mike James at (202) 343-9192 if you forget your Company ID.

e EPA Logged in as, JESSICARENNY (Logout
A\ Y 4 Un n Agency

=4 Contact Us

0DS Reporting Templates

You are here: OD5 Submission

ODS Submission

Submitter Information
The information below is from your CDX Registration and will be passed on to EPA with your submission. If his information is
CDX FAQ incorrect, please update your CDX Registration information prior to starting your submission. These details can only be

MyCDX
Inbox

Change Password

updated within the MyCDX link on the left—hand side of this screen or by the CDX Help Desk. Please visit the FAQ section for

CDX Help & Support ) N .
more information on making these updates.

COX Home: First Name: Jessica

Terms & Conditions Last Name: Renny

Logout CDX Userld: JESSICARENNY
Organization Name: EVONIK ROHMAX USA, INC.
Email Address: Jessica.Renny®icfi.com
Phone Number: 1234567890
Extension:

Company/Entity Information
The information below is reguired for each submission.

Company/Entity Name: * Sample Company

Company ID: * 570

Step 8: Enter your Report Information.

e Indicate if this is an original submittal or a resubmission, the report year, and the
report period.

Report Information
Please provide information about this report.

Report status *: Original

Report year *: 2013

Report period *: Fourth Quarter

Step 9: Select Report Type(s).

o Select the type(s) of reports included in the submission. Select all that apply. To
select multiple report types, hold down the control key and select reports by
clicking the left mouse button.
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Report Type

Select all that apply, must select at least one. Please hold "Ctrl” key for multiple selections

Class | Controlled Substances (Except Methyl Bromide):
Producer Report

Importer Report

Essential Use Holder and Laboratory Supplier Report
Exporter Report

Methyl Bromide:
Producer Report
Importer Report
Exporter Report

Class Il Controlled Substances:
Producer Report
Importer Report

Exporter Report

Request for Additional Class || Consumption Allowances

Step 10: Locate and Upload Zip File.

e Select “Browse...” and navigate to the zip file created under Part A of this guidance.

Select the zip file and click “Open.”
e The path to your file should now appear.

Report File

Please attach a single file. It should comply with formattin INg reguirements.
*- .
Report file *: lons".ODS Submissions.zip  Browse...

Comments:-

Sign, Encrypt and Submit @

Step 11: Enter Comments (optional).

e Note any comments in the comment section, if needed.

Step 12: Submit File.

e C(lick “Sign, Encrypt, and Submit” at the bottom of the page.
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Step 13: Certify and Accept the Submission.

e Review the information and certify that the information included in the report is
accurate to the best of your knowledge by clicking “Accept.”

ODS Submission

Submitter User Id: JESSICARENNY
First Name: Jessica

Last Name: Renny

State: PA

Company/Entity Name: Sample Company
Company 1D: 570

Report Status: Criginal

Class | ODS reports: Exporter Report
Methyl Bromide reports:

Class | OD5 reports:

Year: 2013

Period: Fourth Quarter

File Name: QDS Submissions.zip
Comments:
| certify under penalty of law that | have personally examined and am familiar with the information | submitted in this

and all attached documents, and that based on my inguiry of thosze individuals immediately responsible for obtaining
the information, | believe that the submitted information is true, accurate, and complete. | am aware that there are

significant penalties for submitting false information, erefadingsle possibility of fine and imprisonment.
Gincel

Step 14: Complete the eSignature & Encryption Widget.

e Re-enter your password. This is the
same password used to log into CDX.

e Answer the secret question. The
security question will correspond to one
of the security questions entered during
CDX registration (see Part 1 of this
guidance). You must type in the correct
answer to this question.

e Sign and encrypt. You must enter and
re-enter a passphrase to encrypt your
submission (see text box to the right). You
will need to remember this passphrase if
you wish to decrypt your submission in
the future (see Appendix A).

e Select “Sign” to submit your file!
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eSignature Widget

1.Log in to CDX 2.Answer Secret Question 3.5ign and Encrypt

User: Question: Passphrase:
JESSICARENNY What was your first pet's name? sssssese

Password: Answer: Re-enter:

ssssenene Test ssssenee

Welcome Jessica Renny Correct Answer ‘ Sign '
~S~—

¢ You will see the message “Please wait...” on your screen while your file is being
submitted. This may take up to several minutes.

Step 15: View Submission Confirmation.

e Once submitted, you will be taken to a confirmation page indicating that the file has
been submitted. You will also receive an email indicating the file was successfully
submitted. Retain this email for your records.

2 ) Logged in as, JESSICARENNY (Logout)
ZEPA -
\’ United States Environmental Protection Agency

= Contact Us
Submission 0DS Help

You are here: OD5S Submission » ODS Submission Completed

ODS Submission Completed

Submission information

Change Password B o o
You have successfully signed, encrypted and uploaded your ODS submission. The tracking information is below.

CDX FAQ
CDX User Id: JESSICARENNY
File Name: ODS Submissions.zip

CDX Home Cromerr Activity Id: _7f7412f-2c38-4b48-9a91 —eDa5f0d4atdfe
Submission Time: Mon Dec 09 12:13:07 EST 2013

CDX Help & Support

Terms & Conditions

Logout

CONGRATULATIONS!
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Appendix A: Reviewing your Submission History

¢ You may view your submission history in CDX at any time by clicking on the
“Submission History” tab when you log into CDX.

ZEPA
<
\’ United St s Environmental Protection Agency

CDX Home AboutCDX Recent Anmouncements Terms and Conditions FAQs Help Logged in as JESSICARENNY (Log out)

Central Data Exchange [=Contact Us

MyCDX | Inbox | | My Pruﬁ( Submission History >

Last Login: 12/16/2013 5:55:19 FM

News and Updates

Manage Your Program Services No news/updates.

a2 ODS: Ozone Depleting Substances Ozone Depleting Substances

Add Program Service

CDX Help Desk: 888-890-1995 | {970) 494-5500 for callers from Puerto Rico and Guam

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

¢ You have the option to either (a) view all reports previously submitted or (b) search
your submission history to locate a specific report.

E A e ntal Prof on A AL DATA A
United rironmental Protection Agency CENTR TA EXCHANGE -

My Submissions [ Contact Us

Logged in as EMILYHERZOG
History | Jsearch

You are here: Recently Submitted

Recently Submitted

Fage 1

Submission Id # Dataflow #  Description # Creatad * Download

_f3d473fe-08b2-4daB-8364-66b97{0e4438 ODS ODS Submission  Jan 27, 2014 10:26:13 AM  Encrypted
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\e’EPA United States En

My Submissions

ion Agency

= (=

4 Contact Us
Logged in as EMILYHERZOG

You are here: Search

Search Submissions

All search criteria are optional. Resuls are listed in order by date and time.

a span of time over which to search.

Document Name

Dataflow

Start date (mm/dd/yyyy)

End date (mm/dd/ yyyy)

Submission Id

Search O

"Start Date” and "End Darte” may be used to specify

e Individual submissions can be downloaded and decrypted using the passphrase that
was used to encrypt the file in Step 14 of this guidance.

History | | Search

Logged in as EMILYHERZOG

Submission Details

Submission Id

Documents Set
Name

PART 1_E-reporting
Guidance_July201 3 pdf.encrypted_zip
encryption-metadata-xml.xml

detached-signature-before-encrypt.xml

detached-signature.xml

Back to Results

You are here: Search » Search Results » Submission Details

Jan 27,2014 10:26:13 AM

Description QDS Submission
Dataflow oDs

Created

Download Encrypted
Creator Details

User Id EMILYHERZOG
MName Emily Herzog

Organization Name EVONIK ROHMAX USA, INC.

Size (kb)

_f3d473fe-08b2-4da8-8364-66b97f0e4438

Category

1560.22 Encrypted Submission

1.38

31

3.08

Encrypted Metadata

Signature Before
Encryption

Signature

Created

01-27-2014 10:45:57
AM

01-27-2014 10:45:57
AM

01-27-2014 10:45:57
AM

01-27-2014 10:45:57
AM

Decrypt (passphrase) @
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