TRI-MEweb Reference Guide 5
How to Get a Preparer to Start a Chemical Form Revision in TRI-MEweb.

Did you
Know?

If you have
transmitted a
TRI form and

edit it. You will
need to use
Guide 6 instead
of 5 to submit a
correction to
your TRI form.

Instructions to initiate a chemical form revision in 7TR/-MEweb

Requisite: Facilities that have filed a Form R and/or a Form A Certification Statement under EPCRA Section 313
may submit a revision to a form that was previously transmitted to CDX and then certified and sent to EPA. TRI-
MEweb provides facilities two methods to create a revision. The first method uses our new Forms Summary table to
start a revision (5steps) and the second method uses our traditional method (8 steps) to start a revision. A preparer may
only revise a TRI-MEweb form that has a status of “Certified and Sent to EPA”. To note, TRI-MEweb currently only
supports creating revisions for RY2005 and later forms.

Why might a preparer need to create a chemical form revision in TRI-MEweb?
« A facility recalculated a chemical release and determined that a correction is needed to a value reported in a

TRI Form R that has already been certified and sent to EPA.

Instructions on how to do revisions: Method 1
1) From the “Welcome” page, click the plus (+) sign next to the facility that contains the form to be revised as shown in Figure

1. This will expand the Forms Summary table.
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Figure 1: Selecting facility in TRI-MEweb on the “Welcome” page.
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Method 1 (cont.):
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Figure 2: Select reporting year (this field is not calendar year) Figure 3: Confirm that you wish to start a revision.
and click the “Revise” link in Forms Summary table.

2) Next, select the appropriate reporting year from the Reporting Year dropdown box. After locating the form to be revised,
click the Revise link as shown in Figure 2.

revise. 3) Next, click the OK button on the dialog box prompt as shown in Figure 3.

4) Arevision has now been created in draft for the form. If the revision corresponds to a Form R, select the applicable revision
codes from the “Select Reason(s) for Revision” page and click the next button as shown in Figure 4 to begin entering data
for the revised form. For a table listing each of the revision codes, see Table 1 (next page).
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a chemical
release at
your facility.

Method 1 (cont.):

(€ TRI-MEweb Application - Windows Internet Explorer ==
() vieur vt s
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Figure 4: Select your revision code

Table 1: TRI-MEweb revision codes

Revision Code Revision Reason
RR1 New Monitoring Data
RR2 New Emission Factor(s)
RR3 New Chemical Concentration Data
RR4 Recalculation(s)
RR5 Other Reason(s)

5) The preparer should continue making the corrections needed on this draft form within the TRI-MEweb application.
After corrections are made, validate the corrected data and transmit the forms to CDX so that they may be certified
by your certifying official. Upon certification of your submission by the certifying official, this electronic submission
becomes the active chemical submission record for your facility.
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Instructions Revision Method 2:

------
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Figure 5: Select reporting year (this field is not calendar year)
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Figure 6: Select facility that will submit revision

6) While logged into TRI-MEweb, click the “Prepare” tab. Select the appropriate reporting year from the Reporting
Year dropdown box and click the next button as shown in Figure 5.

7) Next, select the radio button beside the facility that contains the form to be revised and click the next button as

shown in Figure 6.

Toxics Release Inventory Program




TRI-MEweb Reference Guide 5
How to Get a Preparer to Start a Chemical Form Revision in TRI-MEweb.

Method 2 (cont.):

@ Edit Selected Facility

Rapeeting Yoar A0

You'n noloctod the falawing facilty. Click Edit to iew the facility's information, cr chick Next to begin proparing forms for this faciliy

[ beck ) 'wuxn]

TRIFID Hams Location
ZiWPELTYRIN Fuciky e 021 mdunry Divd #
pwibiors

CD R ]

T fseran tane | esiring Fam asd DsiVEns (FF) | TRMATasn Vanion TYT082.03 1

Y TR 040 cxcnn T vus it i
Prugare
Sewet veal| seh | | iresr. e
ety One Furtc VL
@ Facility QuickList ZVWFCLTYRIN
Hieporting Year 2008

TR-MEwes wil autormatically sk you for infarmation aboul the most commn types of ieleases and waste management mthods. However, Tor any of the
Eollowing best-fraquantly repoted releases types of waste managemont mothads. you that they ata not applicable ta this facility

TRI-MEwsd will usn the selnctions you make below when cmating new farms &« this faciity. The Farm R sections portaining ta the minase and wastn
management types you SRiect below el ba marked 35 ot Appicabin” on esch new Fonm 7 crasted for this taciity. Addrionaly. TRI-WEwes vell not ask you
tn provida data for thess fonm: Sactions dunng tha ramandar of (ks data setry procann f TH-UEwes as alrasdy praparad drh fomes for you Bagsd on (ast
yeu's data you wil have the sppartundy laler - afler you have selected o parbcular form 1o werk with - 1o make QuichList selections for each fom

The follavang rerms are nol applicobile o this laciity.
[ ©n-site Unber ground Injection
[ ©n-site Landfits
[] ©n-nitn Land Treasmant Appieanon Farming
[ On-site Siartace Imprardments
[ n-Site Ersegy Recovery
[] On-Site Rucycting

(Gt Formn) e Fosm) [ Vanaite )

& @&
I fsean tene | Assoriog Cautm asd Uaivitans LPUE) | TRAATeeh Venon RYR083 03 1

Waiphst Ut EPR g | ]

Waipt Lt EPA g |

otherwise continue to step 9.

Figure 7: If you need to change facility information click *“edit”,

Figure 8: Verify that your “Facility Quicklist” is completed and
up to date..

8) From the “Edit Selected Facility” page, click the next button as shown in Figure 7.

9) From the “Facility QuickList” page, click the next button as shown in Figure 8.
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Method 2 (cont.):
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Figure 9: Verify chemical name of report being revised. Figure 10: Confirm your selection.

10) From the “Select a Form” page, locate the form to be revised and click the Revise button as shown in Figure 9.

11) Next, click the OK button on the dialog box prompt as shown in Figure 10.

collected by
facility.
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Method 2 (cont.):
12) A revision has now been created in draft for the form. If the revision corresponds to a Form R, select the applicable
revision codes from the “Select Reason(s) for Revision” page and click the next button as shown in Figure 11 to
begin entering data for the revised form. For a table listing each of the revision codes, see Table 2.
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Fiaure 11: Select vour revision code in table 2
l Table 1: TRI-MEweb revision codes
Revision Code Revision Reason
] RR1 New Monitoring Data
r(;Bveigil:l] RR2 New Emission Factor(s)

your TRgl RR3 New Chemical Concentration Data

Forms RR4 Recalculation(s)

RR5 Other Reason(s)

13) The preparer should continue making the corrections needed on this draft form within the TRI-MEweb application.
After corrections are made, validate the corrected data and transmit the forms to CDX so that they may be certified
by your certifying official. Upon certification of your submission by the certifying official, this electronic submission
becomes the active chemical submission record for your facility.
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