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Introduction 
This document provides information for reporting entities on how to submit data to the U.S. 
Environmental Protection Agency (EPA) on ozone-depleting substances (ODS), as 
required by 40 CFR Part 82, Subpart A. The existing ODS Program Service in the Central 
Data Exchange (CDX) used to report ODS Phaseout Program data is being sunset. As such, 
HFC-ODS-R is replacing the ODS Program Service. All individuals that report ODS Phaseout 
Program data electronically on behalf of a reporting entity must register with the new HFC-
ODS-R program service within CDX, EPA’s electronic reporting site. Once registered, users 
will need to log into the HFC and ODS Allowance Tracking system (HAWK) through CDX for 
report submission.1 To clarify, HFC-ODS-R in CDX will be the new login to report ODS data, 
and it will connect you to HAWK for all future 
ODS reporting. This document includes 
information on both the registration and report 
submission process. This document is organized 
as follows: 

• Section 1: HFC-ODS-R Registration 
• Section 2: User Management 
• Section 3: Organization Management 
• Section 4: Access HAWK 
• Section 5: Submit a New ODS Report 
• Section 6: View Report Documents  
• Section 7: Resubmit an ODS Report 
• Section 8: Other Documents (Secure Upload) 

 
1 Companies that report Hydrofluorocarbon (HFC) Phasedown Program data in accordance with 40 CFR Part 84 Subpart 
A, should continue to use the HAWK reporting application available within the electronic greenhouse gas reporting tool 
(e-GGRT) to report data (available at ghgreporting.epa.gov). See the HAWK Registration and Account Management and 
Submitting HFC Reports guides for additional information on HFC Phasedown reporting. 

Important Updates 

EPA is sunsetting the ODS Program 
Service historically used to report 
ODS data in CDX. Beginning in 
September 2026, reporting entities 
for ODS data must use the HFC-
ODS-R program service in CDX. 

 

https://www.ecfr.gov/current/title-40/part-82/subpart-A
https://www.ecfr.gov/current/title-40/part-82/subpart-A
https://www.ecfr.gov/current/title-40/part-82/subpart-A
https://usepa.sharepoint.com/sites/SPD/Shared%20Documents/PI%20Branch/SPDS%20Development/User%20Guide/ghgreporting.epa.gov
https://www.epa.gov/system/files/documents/2021-12/hfc-reportng-instructions_registration-and-account-management_dec2021_508.pdf
https://www.epa.gov/system/files/documents/2022-04/hfc-report-submission-instructions_4.19.22-508c.pdf


ODS Phaseout Reporting User Guide 

  
ERROR! REFERENCE SOURCE NOT FOUND. 2 

 

Related Reporting Programs 
In addition to the ODS Phaseout Program, the HAWK reporting application, accessed by 
registering with the HFC-ODS-R program service, allows users to submit data to EPA 
under the following programs/regulations: National Recycling and Emissions Reduction 
(40 CFR Part 82 Subpart F), Management of Regulated Substances (40 CFR Part 84 
Subpart C), and Technology Transitions (40 CFR Part 84 Subpart B). 

For program-specific information, refer to the following guides: 

• Reclamation Reporting User Guide 
• Leak Reporting User Guide 
• Technology Transitions Reporting User Guide 

 

https://www.ecfr.gov/current/title-40/part-82/subpart-F
https://www.ecfr.gov/current/title-40/part-84/subpart-C
https://www.ecfr.gov/current/title-40/part-84/subpart-C
https://www.ecfr.gov/current/title-40/part-84/subpart-B
https://www.epa.gov/system/files/documents/2026-02/section-608-user-guide-reclamation-reporting-2026-02-17.pdf
https://www.epa.gov/system/files/documents/2026-02/er-r-user-guide-leak-reporting-2026-02-17_1.pdf
https://www.epa.gov/system/files/documents/2026-03/tt_reporting_user-guide_508.pdf
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1. HFC-ODS-R Registration 
To access the HFC-ODS-R program service, a valid CDX account is required. CDX 
registration is a one-time process that must be completed prior to submitting data. Most 
ODS Phaseout reporters should have a CDX account already. 

• ODS Phaseout Reporters received a request for response to ODSPhaseout@epa.gov 
with their current CDX Organization information. 

• ODS Phaseout reporters who responded to the request have been invited to the 
HFC-ODS-R program service under their existing CDX account.  

• Users should use one CDX account for all reporting to EPA, including reporting for 
multiple regulatory programs. 

The remainder of this section provides information on User Roles (Section 1.1), Registering 
as a Company Representative (Section 1.2), and Sponsoring a Delegate (Section 1.3). 

1.1 User Roles 
Users are characterized in the system by their designated role. The User Role determines 
the types of privileges of each user. The table below summarizes the key differentiators and 
privileges of each user type. 

Role Description 

Company 
Representative 

• Each reporting entity must have at least one Company 
Representative and no more than two. 

• Requires EPA approval for registration. 
• Can sponsor another Company Representative and Delegates.  
• Can view and modify sponsored users for their organization. 
• Can modify “My Programs” in the HAWK application. 
• Can create, modify, and submit reports and view historical data for 

their organization. 

Delegate 

• Reporting entities are not required to have Delegates.  
• There is no limit on the number of Delegates that may register with 

a given organization. 
• Requires sponsorship for registration. 
• Can create, modify, and submit reports and view historical data for 

their organization. 

Leak Reporter2 • Can register without EPA approval. 
• Only has access to historical leak reports for their organization. 

 
2 This guide focuses on registration and account management for Company Representatives and Delegates. Refer to the 
Leak Reporting User Guide for additional information on registering as a Leak Reporter. 

mailto:ODSPhaseout@epa.gov
https://www.epa.gov/system/files/documents/2026-02/er-r-user-guide-leak-reporting-2026-02-17_1.pdf
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1.2 Register as a Company Representative 
This section describes how to complete registration as a Company Representative with the 
HFC-ODS-R program service in CDX. Refer to the Appendix if you are new to using CDX.  

The existing ODS Program Service in CDX is being sunset and replaced with the HFC-ODS-
R Program Service. Preliminary information about ODS Phaseout reporters’ existing CDX 
organizations is required for registration with the HAWK reporting system. ODS reporters 
received a request to respond to ODSPhaseout@epa.gov with information about your CDX 
organization. This request included your CDX: Organization ID, Organization Name, 
Organization Address, Company Representative (CR) Name, and CR Email. 

After responding to this request, an email from cdx-helpdesk@epa.gov with an invitation 
link to complete registration to the HFC-ODS-R Program Service should have been 
received. Please note: Only the person your organization identified as the CR in your 
response to ODSPhaseout@epa.gov will receive a registration link. 

If you have not yet responded, you are encouraged to do so promptly, or you will be unable 
to access HAWK to report under the ODS Phaseout program. If you are an ODS reporter and 
did not receive an email, reach out to ODSPhaseout@epa.gov for assistance. 

1.2.1 Registering by Invitation Link 

Step 1: Click on the invitation link  

The person in your organization identified as the CR should locate the email received from 
cdx-helpdesk@epa.gov to click on the invitation link. You will then be redirected to the CDX 
Pre-Registration page. 

 

 

 

 

mailto:ODSPhaseout@epa.gov
mailto:cdx-helpdesk@epa.gov
mailto:ODSPhaseout@epa.gov
mailto:ODSPhaseout@epa.gov
mailto:cdx-helpdesk@epa.gov
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Step 2: Confirm your CDX Account 

Select an existing account from the User Id dropdown or create a new account. 

 

 Existing Account (skip to Step 3) 
 Create New Account (skip to Step 4) 

Step 3: Confirm User ID (Existing Account) 

Confirm that the User ID selected matches the User ID sent to ODSPhaseout@epa.gov. 
Click Log In. 

 

mailto:ODSPhaseout@epa.gov
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Step 3a: Proceed to Login.gov 

Log in to Login.gov to authenticate. Once logged in, you will be prompted to enter a one-
time code. If the login is successful, the screen in Step 3b will display. 

 

Step 3b: Review Your Organization Information 

Make sure to select the current organization from the dropdown if not already displayed. 
Click the Submit Request for Access button. 
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Once your account has been activated by EPA, you will receive an email titled “CDX 
Registration Status Change” stating your CDX Role has been activated. 

Step 4: Continue with Creating a New CDX Account 

Enter a User ID in the field and click the Continue Registration button. 

 

Step 5: Proceed to Login.gov 

Login to your Login.gov account by clicking on Proceed to Login.gov button. 

 

Step 6: Sign in to Login.gov 

Enter your Login.gov credentials and click the Submit button. 
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Step 7: Login.gov Authentication Method 

Enter the one-time code and click the Submit button. 
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Step 8: Enter User Information 

Select a title and enter your first and last name. Middle initial and suffix are optional. Select 
three (3) security questions and provide an answer for each one. You may want to write 
down your answers for later reference. 
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Step 9: Complete Organization Information 

Enter a valid CDX Organization ID and click the Search button.  

Note: To avoid registration delays, enter your CDX Organization ID provided by EPA. 

Click on the Organization ID link. 

 

Your current organization, address, and email should appear under Organization Info. Enter 
your phone number as well as your phone number extension and fax number, if applicable. 
Click the Submit Request for Access button.  
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Step 10: Complete the LexisNexis Verification 

Enter your home address, phone number, date of birth, and the last 4 digits of your SSN. 
Click the Proceed with Verification button. 

Note: If you are unable to verify your identity through the LexisNexis process, select the 
Paper Verification link. 

 

Step 11: Sign and Submit your Electronic Signature Agreement (ESA) 

Review and sign your CDX ESA by clicking the Sign Electronically button.  
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Certify that the information provided is correct by clicking the Accept button.  
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Step 12: Receive Email Confirmation 

You will receive similar confirmation emails after EPA has activated your CDX role and CDX 
account. 

Your CDX Role has been activated by EPA. 

 

Your CDX account has been activated by EPA. 

 

 

1.3 Sponsor a Delegate 
As described in Section 1.1, CRs may sponsor other users for their organization. The 
Delegate role cannot self-register in CDX. This section describes the process for 
sponsoring a Delegate. Action is required by both the CR and Delegate, as indicated in 
parentheses. 

1.3.1 Submit Invitation (Company Representative) 

Step 1: Log into CDX  

Go to https://cdx.epa.gov, enter your User ID, and click the Next button. Click the Proceed 
to Login.gov button, enter your Login.gov credentials and click the Submit button. 

https://cdx.epa.gov/
https://login.gov/
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Step 2: Select the Role Sponsorship Tab  

Click the Role Sponsorship tab. 
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Step 3: Initiate the Role Sponsorship Invitation Process  

Click the Role Sponsorship/Invitation link. 

 

Step 4: Enter the Recipient and Sponsorship Information  

Enter the email address for the individual you want to sponsor. 

Select HFC-ODS-R: Hydrofluorocarbon and Ozone Depleting Substances Reporting 
from the program service dropdown and select Delegate from the role dropdown. Click the 
Submit button. 
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Step 5: Select Sponsorship Organization and Role (If Applicable) 

If you are registered as a CR under the HFC-ODS-R program service with more than one 
organization in CDX, you will be prompted to select the organization under which you are 
sponsoring the Delegate. Once you specify the organization, select the Company 
Representative role from the dropdown list and click the Submit button. 

 

Make sure the Delegate knows which Organization/ID to register under – The 
delegate you are sponsoring is required to register with the same organization under 
which you are sponsoring their role. For CRs that are only registered under the HFC-
ODS-R program service with one organization/ID, the system will expect the Delegate to 
register under the same organization/ID. 

 
Step 6: Confirm the Registration Information  

If the information is correct, click the Yes, the provided email address is correct radio 
button and click the Submit button. 
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Step 7: Confirm the Email Address and Send the Invitation  

Reenter the Delegate email address and click the Confirm button. The system will take a 
few seconds to process. This will generate and send an email to the Delegate. 

 

 Action is now required by the Delegate, as detailed in Section 1.3.2 

1.3.2 Accept Invitation (Delegate) 

Step 1: Receive Sponsorship Invitation  

The Delegate will receive an email from cdx-helpdesk@epa.gov that identifies the sponsor 
of the request, the program service, and the sponsored role. Click the review this 
sponsorship link to proceed.  

 

 If you have an existing CDX account, continue to Step 2a.  

 If you are new to using CDX, skip to Step 2b.  

 

mailto:cdx-helpdesk@epa.gov
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Step 2a: Log into CDX and Accept Sponsorship  

If you have an existing CDX account, select your user ID from the dropdown and click the 
Log In button. Click the Proceed to Login.gov button, enter your Login.gov credentials, and 
click the Submit button.  

 

Click on the Approve button to accept the sponsorship role. 

 

https://login.gov/
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Review your account information, click the button next to Request to Add an 
Organization, and enter the organization/ID provided to you by the CR. Click the Search 
button.  

If you are already registered with the organization/ID under a different role or program 
service, click the radio button next to Select a Current Organization and select the 
organization from the dropdown list. 

 

Make sure you select the correct organization/ID – You must register with the same 
organization/ID as the CR that is sponsoring your role. Check with the CR to confirm the 
correct organization/ID. See the text box on page Error! Bookmark not defined. for more 
information on organization/ID selection. 

 
If you know your organization name but it does not appear in the search results – 
Some organizations may not show up when you search by name, for example, if they 
were created more than a year ago. Instead, search for the organization using the known 
ID. 

 
Once you have located the correct organization, click the link under Organization ID.  
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Enter your phone number as well as your phone number extension and fax number, if 
applicable. Click the Submit Request for Access button.  

 

Following the submission of your request for access, you will receive an email from cdx-
helpdesk@epa.gov confirming your request was submitted.  

 

 Action is now required by the Company Representative, as detailed in Section 1.3.3 

mailto:cdx-helpdesk@epa.gov
mailto:cdx-helpdesk@epa.gov
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Step 2b: Create CDX Account and Accept Sponsorship  

If you do not already have existing CDX account, click the Create New Account button.  

 

Click on the Approve button to accept the sponsorship role. 
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Create a unique User ID and click the Continue Registration button. 

 

Remember your User ID - It is important that you remember your User ID; you will need 
this information to access your CDX account and submit reports to EPA. 

 
You will be redirected to Login.gov for authentication. Select Proceed to Login.gov to 
continue. Enter your Login.gov credentials and click the Submit button. If you do not have 
an existing Login.gov account, select Create an account and follow the steps to create an 
account. You will be redirected to CDX upon successful login. 

 

Select a title and enter your first and last name. Middle initial and suffix are optional. Select 
three (3) security questions and provide an answer for each one. You may want to write 
down your answers for later reference. 

https://login.gov/
https://login.gov/
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Enter the organization/ID provided to you by the CR and click the Search button.  
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Make sure you select the correct organization/ID – You must register with the same 
organization/ID as the CR that is sponsoring your role. Check with the CR to confirm the 
correct organization/ID. See the text box on page Error! Bookmark not defined. for more 
information on organization/ID selection. 

 
If you know your organization name but it does not appear in the search results –  
Some organizations may not show up when you search by name, for example, if they 
were created more than a year ago. Instead, search for the organization using the known 
ID. 

 
Once you have located the correct organization, click the link under Organization ID.  

 

Enter your phone number as well as your phone number extension and fax number, if 
applicable. Click the Submit Request for Access button.  
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Following the submission of your request for access, you will receive an email from cdx-
helpdesk@epa.gov confirming your request was submitted. 

 

 Action is now required by the Company Representative, as detailed in Section 1.3.3 
 

1.3.3 Approve Request (Company Representative) 

Step 1: Review Sponsorship Request 

Following submission of the Delegate’s request, the CR who sponsored the request will 
receive an email from cdx-helpdesk@epa.gov. Click the review this sponsorship request 
link in the email.  

 

mailto:cdx-helpdesk@epa.gov
mailto:cdx-helpdesk@epa.gov
mailto:cdx-helpdesk@epa.gov
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Step 2: Review the Sponsorship Information 

Click the Log In button.  

 

Step 3: Log into CDX  

Click the Proceed to Login.gov button, enter your Login.gov credentials and click the 
Submit button. 

 

https://login.gov/
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Step 4: Confirm the Sponsorship Organization and Role 

Select the organization under which you are sponsoring the Delegate from the organization 
dropdown and select Company Representative from the role dropdown. Click the 
Approve button.  

 

Make sure the Organization/ID is correct – Make sure the organization you select from 
the dropdown list is the correct organization for which you want to sponsor the Delegate. 
If the organization you select does not match the organization the Delegate selected (i.e., 
the organization displayed under the Sponsorship Information), proceed by selecting the 
correct organization. 
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Step 5: Sign the Electronic Sponsor Agreement 

Click the Sign Electronically button and then certify that the information provided is 
correct by clicking the Accept button.  
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Following signature of the electronic sponsorship agreement, you will receive an email 
from cdx-helpdesk@epa.gov confirming completion. 

 

 Action is now required by the Delegate, as detailed in Section 1.3.4 
 

1.3.4 Complete Account Registration (Delegate) 

Step 1: Receive Completion Notification 

Following signature of the electronic sponsorship agreement by the CR, the Delegate will 
receive an email from cdx-helpdesk@epa.gov confirming completion. Click on the log in to 
complete your account registration link in the email. 

 

 

  

mailto:cdx-helpdesk@epa.gov
mailto:cdx-helpdesk@epa.gov
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Step 2: Log into CDX  

Click the Log In button. Click the Proceed to Login.gov button, enter your Login.gov 
credentials and click the Submit button.  

 

https://login.gov/
https://login.gov/


ODS Phaseout Reporting User Guide 

  
HFC-ODS-R Registration: Sponsor a Delegate 31 

 

Step 3: Review Contact Information 

Review the contact information previously entered and click the Submit button. 

 

Identity Proofing in CDX 

For users that are new to CDX, EPA requires proof of your identity as part of the 
registration process. You may use LexisNexis, an independent third-party electronic 
identity proofing service or print and submit a signed electronic signature agreement 
(ESA) through U.S. Postal Mail to EPA. LexisNexis allows users to immediately access 
HAWK following authentication. LexisNexis is only available to users located within the 
United States. Users who submit ESA by mail must wait for EPA to receive their ESA and 
approve them for access. See Section 2.1, Steps 11a and 11b for additional detail on the 
process. Email ODSPhaseout@epa.gov if you have questions. 

 

mailto:ODSPhaseout@epa.gov
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Step 4: Sign the Electronic Signature Agreement 

Review and sign your CDX ESA by clicking the Sign Electronically button.  

 

Certify that the information provided is correct by clicking the Accept button.  
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Step 5: Receive Confirmation of Account Activation 

Following completion of the electronic signature agreement, you (as well as the sponsor) 
will receive an email from cdx-helpdesk@epa.gov confirming account activation.  

 

You are now successfully registered for HAWK and can submit ODS Phaseout program 
reports! 

 

mailto:cdx-helpdesk@epa.gov
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2. User Management 
This section describes how to add and/or replace a CR, deactivate your account, and view 
and modify sponsored users. 

2.1 Add/Replace your Company Representative 
A CR may sponsor another CR if the current CR intends to leave the organization or moves 
on to another role within the organization. To sponsor a CR, follow the steps outlined in 
Section 1.3, select Company Representative as the role in Section 1.3.1, Step 4. 

Following signature of the electronic signature agreement (Section 1.3.4), EPA will need to 
approve the new CR’s account. Following approval by EPA, the new CR will receive an email 
from cdx-helpdesk@epa.gov indicating that their account has been activated. 

Once the new CR’s account is approved by EPA, the old CR may deactivate their account.  

2.2 Deactivate your Account 
When a user leaves your organization, they may deactivate their CDX account by: 

• Logging into CDX. 
• Navigating to the My Profile tab.  
• Selecting the Modify Program Services button. 
• Selecting the HFC-ODS-R program service under the organization name. 
• Selecting Deactivate under the Status column. 

 

Deactivating Company Representatives 

A CR that initiated registration through CDX (not through sponsorship), cannot be 
revoked by other CRs. If a Company Representative has left your organization without 
deactivating their CDX account or sponsoring another CR, email 
ODSPhaseout@epa.gov. 

  

mailto:cdx-helpdesk@epa.gov
mailto:ODSPhaseout@epa.gov
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2.3 View and Modify Sponsored Users 

Only Company Representatives can view and modify sponsored users. 

 
Step 1: Log into CDX 

Go to https://cdx.epa.gov, enter your User ID, and click the Next button. Click the Proceed 
to Login.gov button, enter your Login.gov credentials and click the Submit button.  

 

Step 2: Access the Role Sponsorship Tools 

Click the Role Sponsorship tab and select the Access Management link. 

 

 

 

https://cdx.epa.gov/
https://login.gov/


ODS Phaseout Reporting User Guide 

  
User Management 36 

 

Step 3: Search for Sponsored Users 

Select the HFC-ODS-R: Hydrofluorocarbon and Ozone Depleting Substances Reporting 
program service. Enter any additional search criteria to narrow down the search results. 
Click the Search button. 

 

Step 4: View and Modify Sponsored Users  

All sponsored users that are registered with your organization will display in the table. 
Modify user access by clicking the Revoke and/or Reactivate links. 
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3. Organization Management 
This section describes how to select and manage program selections and manage 
organization information. 

3.1 Selecting and Managing My Programs  
Following account approval, users can log into HAWK to view and report data. Upon initial 
login, the CR will be prompted to select the regulatory programs under which your 
organization intends to report data. Program selection determines which tiles are displayed 
to users of your organization on the HAWK homepage. The steps below outline how to 
select and manage program selection.  

Step 1: Log into CDX  

Go to https://cdx.epa.gov, enter your User ID, and click the Next button. Click the Proceed 
to Login.gov button, enter your Login.gov credentials and click the Submit button.  

 

 

Step 2: Enter HAWK 

Click the Role link for which you have registered to access in the HFC-ODS-R program 
service. 

https://cdx.epa.gov/
https://login.gov/
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Step 3: Select the Organization Name (If Applicable) 

If you are registered under multiple organizations, you will be prompted to select the 
organization under which you want to view and/or submit reports. Select the desired 
organization name from the Organization Name dropdown and click the Proceed button. 

 

 

Step 4: Select Application Programs 

When a CR logs in for the first time, you will be prompted to select the regulatory programs 
under which you intend to report data. Select the applicable programs and click the 
Submit button. 
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Step 5: Modify My Programs 

As needed, the CRs may modify your programs by navigating to the Account Management 
tab from within HAWK and selecting the Update Programs button. This will bring you back 
to the screen shown under Step 4. 
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3.2 Updating Organization Information 
At this time, the system does not allow modifications to an organization’s name or address 
following registration with an organization in CDX. If you need to modify your organization’s 
name or address, email ODSPhaseout@epa.gov. 

 

 

mailto:ODSPhaseout@epa.gov
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4. Access HAWK 
Once you have successfully registered with the HFC-ODS-R program service, you will be 
able to log into HAWK to submit ODS reports and view past submissions.3 

Step 1: Log into CDX 

Go to https://cdx.epa.gov/, enter your User ID, and click the Next button. 

 

Step 2. Proceed to Login.gov 

You will be redirected to the Login.gov website for authentication. Select the Proceed to 
Login.gov button to continue. 

 

 
3 The HAWK application referred to in this user guide is distinct from the HAWK reporting application available within e-
GGRT (available at ghgreporting.epa.gov), which is used to report HFC Phasedown data in accordance with 40 CFR Part 
82 Subpart A. See the HAWK Registration and Account Management and Submitting HFC Reports guides for additional 
information on HFC Phasedown reporting. 

https://cdx.epa.gov/
https://ghgreporting.epa.gov/ghg/login.do
https://www.ecfr.gov/current/title-40/part-82/subpart-A
https://www.ecfr.gov/current/title-40/part-82/subpart-A
https://www.epa.gov/system/files/documents/2021-12/hfc-reportng-instructions_registration-and-account-management_dec2021_508.pdf
https://www.epa.gov/system/files/documents/2022-04/hfc-report-submission-instructions_4.19.22-508c.pdf
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Step 3: Log into Login.gov  

Enter your Login.gov credentials and click the Submit button. You may be prompted to 
enter a two-factor authentication code. 

 

Step 4: Enter HAWK 

Select the Role link for which you are registered with the HFC-ODS-R program service.  

 

https://login.gov/


ODS Phaseout Reporting User Guide 

Access  43 

Step 5: Select Organization (If Applicable) 

If you are registered under more than one organization with the HFC-ODS-R program 
service in CDX, you will be prompted to select the organization you wish to report under 
prior to entering HAWK. Use the dropdown menu to select the organization name and click 
the Proceed button. 

Importance of Organization Selection 

The organization you register with and submit data under in CDX is used by the ODS and 
HFC Reporting application to identify the reporting entity of each submission. CDX 
assigns each organization in its database with a unique 5–7-digit ID. The use of a 
consistent organization/ID by all individuals that submit reports on behalf of your 
company is required by EPA. 

Unless told otherwise by EPA, individuals should only be registered with the HFC-ODS-R 
program service in CDX under a single organization. Contact EPA at 
ODSPhaseout@epa.gov if you are registered with more than one organization in CDX and 
are not sure which organization to select for report submission. More details on selecting 
and updating your organization name/ID can be found in Sections 1 and 2 of this guide. 

mailto:ODSPhaseout@epa.gov
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5. Submit a New ODS Report 
Step 1: Enter the ODS Phaseout Reporting Portal 

From the HAWK homepage, click the Select button in the “ODS Phaseout” tile. 

 

Don’t see the ODS Phaseout tile from the HAWK homepage? Refer to Section 3 of the 
for instructions on Selecting and Managing My Programs. 

 
Step 2: Start a New Report Submission 

Click the Submit Report button in the “Submit Report” tile. 
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ODS Report Types and Reporting Frequency 

The table below summarizes the ODS report types available for submission within the 
reporting system and their report frequency. 

Report Type Report Frequency 
Class I Producer Quarterly 
Class I Importer Quarterly 
Class I Exporter Annual 
Class I Lab Supplier Quarterly 
MeBr Producer Quarterly 
MeBr Importer Quarterly 
MeBr Exporter Quarterly 
MeBr Distributor of QPS Quarterly 
MeBr Pre-2005 Stocks One-Time 
Class II Producer Quarterly 
Class II Importer Quarterly 
Class II Exporter Quarterly 
Class II Trades As Needed 
Class II Request for Additional Consumption Allowances (RACA) As Needed 
ODS Second Party Transformation Annual 
ODS Second Party Destruction Annual 
Class I Annual ODS Process Agent Annual 
Class I One-Time ODS Process Agent  One-Time 
Class II Annual ODS Process Agent  Annual 
Class II One-Time ODS Process Agent  One-Time 
Annual ODS Emissions  Annual 
One-Time ODS Emissions One-Time 
Petition to Import Used ODS for Reuse* As Needed 
Petition to Import ODS and HFCs for Destruction* As Needed 

 

*Please note that Petitions will be submitted as an Excel reporting form to HAWK moving forward. They will no 
longer be webforms in CDX. 
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Step 3: Enter Report Information 

Select the reporting year for which you are submitting a report from the drop down. Your 
organization’s name and address information will be automatically pulled from your CDX 
account. Select the type of ODS Phaseout report from the dropdown. Click the Save & 
Continue button. 

 

Reporting Year – HAWK allows users to submit or resubmit ODS activity data for the 2020 
reporting year and later. Contact ODSPhaseout@epa.gov if you need to submit or revise 
data for a prior reporting year. 

 

  

mailto:ODSPhaseout@epa.gov
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Step 4: Enter Supplemental Contact Information (Optional) 

The reporter contact information will automatically populate from CDX, reflecting the 
contact information of the reporter who initiated the report. If needed, enter the contact 
information for a supplemental contact person, for example, if someone else at your 
organization is a more appropriate contact for follow up questions from EPA. Click the Save 
& Continue button. 
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Step 5: Upload Report File 

Click Choose File, locate and select a completed ODS report, and click the Upload File 
button. Click the Save & Continue button. 

 

 

Step 6: Correct Validation Errors (If Applicable) 

After clicking on the Upload File button, the system runs validation checks on the report to 
confirm accuracy and completeness of the data provided. View the “Report Errors” table 
and correct any validation errors by revising the report per validation error instructions. 
Reupload the corrected reporting form.  

Some reports do not have automatic validations (e.g., Petitions), if the report you uploaded 
does not require validation checks, you may click Save & Continue and proceed to the 
next step. 
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Step 7: Upload Supporting Files, As Needed 

Click the Choose File button to upload supporting documentation. Select the file you wish 
to upload and click the Upload File button. If you upload a file in error, delete the file by 
selecting Delete from the “Action” menu. If you wish to download the supplemental file, 
click Download. Click the Save & Continue button. 
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Note: If supporting documentation is required, a dropdown menu will be available for 
selecting the document(s) to upload. At least one supporting file must be uploaded before 
the report can be submitted. 

Example Supplemental File dropdown for a Petition to Import ODS and HFCs for 
Destruction report. 

 

Step 8: Review Report Summary 

Review the Report Overview and Attachments to confirm your submission is accurate and 
complete. Click the Edit link to modify attachments, as needed.  
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Step 9. Add Reporter Notes (Optional) 

If you would like to communicate anything to EPA regarding your submission, enter a 
message in the Reporter Notes text field. Click the Sign & Submit button. 
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Step 10: Enter Passphrase and Sign Your Submission 

Once you have clicked Sign & Submit, the Cross-Media Electronic Reporting Rule 
(CROMERR) Certification modal will display. Enter a passphrase to protect your report in 
the CROMERR archive in CDX. 

You will need this passphrase to access your report in CDX. 

Click the Sign Submission button. 

If the Cancel button is selected, any changes made in the “Reporter Notes” section will be 
saved, and the system will generate a temporary copy of record. 
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What is a Passphrase? –  The passphrase is used as an encryption key to protect your 
report in the CROMERR archive at cdx.epa.gov. You will need the passphrase to access 
the report in the CROMERR archive, but the password is not needed to access your 
report in HAWK. 

 
Step 11: Receive Confirmation  

Once the report has been successfully submitted, a confirmation page will display. The 
status of your submission will change to “Submitted”. You will no longer see the Edit button 
on the “View Report” page. If changes are needed, EPA will need to send the report back. 
Requests can be sent to ODSPhaseout@epa.gov. 

 

mailto:ODSPhaseout@epa.gov


ODS Phaseout Reporting User Guide 

  
Submit a New ODS Report 54 

 

Step 12: Receive Email Notification of Review Outcome 

Once your submission has been reviewed by EPA, you may receive additional information 
from EPA depending on the report type as well as the outcome of EPA’s review. 
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6. View Report Documents  
This section describes how to view report documents, including report outcome 
documents and messages from EPA.  

Step 1. Locate your ODS Report 

Click the View Submissions button on the “ODS Phaseout” landing page.  

 

On the “ODS Phaseout Submission History” page, use the filters, as needed, to find the 
desired report. Locate the report you would like to view and click the Report Identifier 
hyperlink to open it. 

 



ODS Phaseout Reporting User Guide 

  
View Report Documents  56 

 

Step 2: View Report 

View the submitted report. You will not be allowed to edit a submitted report unless EPA 
requests changes. If you identify false or inaccurate information after submitting your 
report, please contact EPA at ODSPhaseout@epa.gov. 

Note: An Edit Report button will appear on the “View Report” page if editing is allowed. 
Reporters can view/edit the following sections: 

• Report Overview 
• Reviewer Feedback History – feedback from EPA regarding your submission. 
• Attachments 
• Reporter Notes 

 

mailto:ODSPhaseout@epa.gov
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Any feedback regarding your submission will be available in the “Reviewer Feedback 
History” section. 
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Example Reviewer Feedback History Section 

 

 

Step 3. View Report Outcome Documents 

EPA may attach documents when it processes a report that your organization submitted. 
These attachments may include non-objection or objection notices and approval letters. 
You can find a list of example review outcome documents below. These documents will be 
viewable in the “Attachments” section on the “View Report” page. 

Locate the report in the “Submission History”, click the Report Identifier link to view the 
report. 

Outcome Attachments 

In addition to the reviewer feedback available on all reports after review, for certain 
reports and review outcomes, an outcome document will be added to the “Attachments” 
section of the report. These documents are summarized below. 

 

Report Type Status 
Accepted Rejected 

Class II Trades Non-Objection Notice None 
Class II RACA Approval Letter None 
Petition to Import Used 
ODS for Reuse 

Non-Objection Notice Objection Letter 

Petition to Import ODS 
and HFCs for Destruction 

Non-Objection Notice Objection Letter 
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ODS Phaseout Reporting User Guide 

  
Resubmit an ODS Report 60 

 

7. Resubmit an ODS Report 
Step 1. Locate your ODS Report 

Click the View Submissions button on the “ODS Phaseout” landing page.  

 

On the “ODS Phaseout Submission History” page, user the filters, as needed, to find the 
desired report. Locate the report you would like to view and click the Report Identifier 
hyperlink to open it. 
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Step 2: Start a Report Resubmission 

Click the Edit Report button. 
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Step 3: View Report Information 

All fields in the “Enter General Report Information” section are read-only. Click the Save & 
Continue button. 

 

Step 4: Enter Supplemental Contact Information (Optional) 

In the “Enter Contact Information” section, make any necessary changes or additions. 

Note: The reporter contact information will automatically populate from CDX, and the 
information displayed is the Reporter’s information that initiated the report. 

Editable fields in this section: 

No Edit Button? –  If there is no “Edit Report” button, this means that the report is 
currently in a status that does not allow editing. If you need to modify your report, contact 
EPA at ODSPhaseout@epa.gov. 

mailto:ODSPhaseout@epa.gov
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• Supplemental Contact Person First Name 
• Supplemental Contact Person Last Name 
• Supplemental Contact Person Email Address 
• Supplemental Contact Person Phone 

Click the Save & Continue button. 

 

Step 5: Upload Report File 

Click on the Choose File button to upload a new reporting file. Select the desired file on 
your computer/device, and click the Upload File button. 
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• Download – download a copy of the file to your computer/device. 
• Delete – delete the file. 

Click the Save & Continue button. 

 

 

Step 6: Correct Validation Errors (If Applicable) 

After clicking on “Upload File”, the system runs validation checks on the report to confirm 
completeness and scan for potential inaccuracies of the data provided. View the “Report 
Errors” table and correct any validation errors by revising the report per validation error 
instructions. Reupload the corrected reporting form. 

Why Am I Being Asked to Upload My File Again? - Whenever you resubmit a report, the 
system will remove your previous file upload from this section. However, your previous 
file that was uploaded can be downloaded via the “View Report” page for the report. 
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Step 7: Upload Supporting Files, As Needed 

Click on the Choose File button to upload a supplemental file. Locate the file on your 
computer/device, and click the Upload File button. If a file was previously uploaded, you 
will be able to download and/or delete the file by clicking on the Download and Delete 
links in the “Action” column. Click the Save & Continue button. 
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Step 8: Review Report Summary 

Review the Report Overview and Attachments sections to confirm your resubmission is 
accurate and complete. Click the Edit link to modify attachments, as needed.  
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Step 9: Add Reporter Notes 

Enter a message in the Reporter Notes text field to explain the reason for your 
resubmission. Click the Sign & Submit button. 
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Step 10: Enter Passphrase and Sign Submission 

Enter a passphrase to protect your report in the CROMERR archive in CDX. Click the Sign 
Submission button. 

 

Step 11: Receive Confirmation 

Once you submit your report to EPA, you will receive a confirmation message at the top of 
your screen. The status of your submission will change to “Submitted”. 



ODS Phaseout Reporting User Guide 

  
Resubmit an ODS Report 69 
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8. Other Documents (Secure Upload) 
This section provides information for reporting entities on how to securely submit other 
documents to EPA. This workflow is only for submission of documents and reports that 
otherwise cannot be submitted through the ODS Phaseout or other program-specific 
modules within HAWK. If you submit a report through this workflow that is designed for 
submission through another existing workflow, you will be asked to resubmit the report 
through the appropriate workflow.  

8.1 Access Other Documents 
Step 1: Gain Access to the Secure Upload 

From the “HAWK Program Selection” page, select “Other”, and click the Submit button. 

 

Step 2: Upload Document 

The “Other Documents” tile will display on the HAWK homepage. Select Upload 
Documents. 
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8.2 Submit Other Documents 
Step 1: Upload a Secure Document 

On the “Other Documents” landing page, click the Upload Documents button. 

From the landing page, you can also view documents submitted on behalf of your 
organization by clicking the View Submission History button or view resources available 
for secure document upload by clicking the Access Resources button. 
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Step 2: Enter General Report Information 

Select a reporting year from the dropdown, click the Save & Continue button. 
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Step 3: Enter Contact Information 

The Reporter’s contact information is populated from CDX. Enter supplemental contact 
person information if needed.  

Note: If the supplemental contact person first and last names are entered, you will be 
required to enter either an email address or phone number. 

Click the Save & Continue button. 
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Step 4: Upload Your Documents 

Click the Choose File button, select a file from your computer/device, and click the 
Upload File button. Follow the same steps to upload additional files. Click the Save & 
Continue button. 

 

Step 5: Review Your Submission 

Review the information in the Report Overview section and Attachments section, add any 
notes that you wish to share with EPA in the Reporter Notes section. If you wish to make 
changes to the attachment(s), click the Edit link. 

Otherwise, click the Sign & Submit button. 
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Step 6: Sign Your Submission 

Once you have clicked Sign & Submit, CROMERR Certification modal will display. Enter a 
passphrase to protect your report in the CROMERR archive in CDX. 

Click the Sign Submission button. 
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What is a Passphrase? –  The passphrase is used as an encryption key to protect your 
report in the CROMERR archive at cdx.epa.gov. You will need the passphrase to access 
the report in the CROMERR archive, but the password is not needed to access your 
report in HAWK. 

 

Step 7: Receive Confirmation of Submission 

Once the report has been successfully submitted, a confirmation page will be displayed. 
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8.3 View Other Documents 
Step 1. Locate your Other Document 

Click the View Submissions button on the “Other Documents” landing page.  

 

Step 2: Select Your Submission 

On the “Submission History” page, use the filters, as needed, to find the desired 
submission and click the Report Identifier hyperlink to open it. 

 

Step 3: View Your Submission 
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View the submission. You will not be allowed to edit a submission unless EPA requests 
changes. If you identify false or inaccurate information after submitting your report, please 
contact EPA at ODSPhaseout@epa.gov.  

Note: An Edit Report button will appear on the “View Report” page if editing is allowed. 

 

mailto:ODSPhaseout@epa.gov
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8.4 Resubmit Other Documents 
Step 1: Select Edit Report 

After navigating to the “View Report” page (see Section 8.3), click the Edit Report button. 

Note: If there is no Edit Report button, this means that the report is currently in a status 
that does not allow editing. 
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Step 2: Enter General Report Information 

All fields in the “Enter General Report Information” section are read-only. Click the Save & 
Continue button. 

 

Step 3: Enter Supplemental Contact Information (Optional) 

The reporter contact information will automatically populate from CDX, reflecting the 
contact information of the reporter who initiated the report. If needed, enter the contact 
information for a supplemental contact person. Click the Save & Continue button. 
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Step 4: Upload Files 

Click on the Choose File button to upload a new reporting file. Select the desired file on 
your computer/device, and click the Upload File button. 

• Download – download a copy of the file to your computer/device. 
• Delete – delete the file. 

Click the Save & Continue button. 

Why Am I Being Asked to Upload My File Again? - Whenever you resubmit a report, the 
system will remove your previous file upload from this section. However, your previous 
file that was uploaded can be downloaded via the “View Report” page for the report. 
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Step 5: Review Your Report 

In the “Review and Submit” section, a summary of the data entered is displayed in the 
“Report Overview” section. At any time, you can click the Back button to go back and make 
necessary changes to previous sections. 

• Edit – to replace the reporting file or supplemental file. 
• Reporter Notes – required on a resubmission and can be up to 5000 characters. 
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Step 6: Sign & Submit 

After clicking on the Sign & Submit button, the CROMERR Certification modal will popup. 
Enter a passphrase to protect your report in the CROMERR archive in CDX.  
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You will need this passphrase to access your report in CDX, so be sure to take note of the 
passphrase that you use. 

Click on the Sign Submission button. 

If the Cancel button is selected, any changes made in the “Reporter Notes” section will be 
saved, and a draft copy of record will be available. 

 

 

Step 7: Receive Confirmation of Submission 

Once you submit your report to EPA, you will receive a confirmation message at the top of 
your screen. The status of your submission will change to “Submitted”. 
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APPENDIX A. First-Time CDX Users 
This section should only be used if no one in your organization currently has a CDX 
account. If you are unsure whether anyone in your organization has a CDX account, or 
intend to follow this process to create one, first reach out to ODSPhaseout@epa.gov. 

New CDX Users must first register for CDX using a multistep process:  

• Create a CDX Account; 
• Create a Login.gov Account; 
• Request Access; 
• Complete the LexisNexis Confirmation and sign the electronic signature agreement 

(ESA); 
• Receive Access. 

Step 1: Register with CDX  

Access the CDX website at https://cdx.epa.gov and select the Register with CDX button.  

 

Step 2: Read and Accept the Terms and Conditions  

Read the Terms and Conditions, check the box to accept the Terms and Conditions, and 
click the Proceed button. 

mailto:ODSPhaseout@epa.gov
mailto:ODSPhaseout@epa.gov
https://cdx.epa.gov/
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Step 3. Select the HFC-ODS-R Program Service  

Locate and select HFC-ODS-R: Hydrofluorocarbon and Ozone Depleting Substances 
Reporting from the list of active program services by either scrolling down the list or 
entering the first few letters of the program service name into the search criteria box. 
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Step 4. Select the Company Representative Role  

Select Company Representative from the dropdown menu and click the Request Role 
Access button. 

 

Step 5. Enter User Information 

Create a unique User ID. The ID must be more than 7 characters in length. Enter your email 
address and click the Continue Registration button. 

 

Remember your User ID - It is important that you remember your User ID; you will need 
this information to access your CDX account and submit reports to EPA. 
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Step 6: Proceed to Login.gov 

You will be redirected to Login.gov for authentication. Select Proceed to Login.gov to 
continue. 

 

Step 7: Log into Login.gov  

Enter your Login.gov credentials and click the Submit button. If you do not have an existing 
Login.gov account, select Create an account and follow the steps to create an account. 
Ensure you enter the same email you entered under Step 5. You will be redirected to CDX 
upon successful login. 

 

Login.gov requirements - You will need an email address, password, and a multi-factor 
authentication method (MFA) to create a Login.gov account. Refer to the Login.gov help 
center at https://login.gov/help/ if you have issues creating an account. 

https://login.gov/help/
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Step 8: Enter User Information 

Select a title and enter your first and last name. Middle initial and suffix are optional. Select 
three (3) security questions and provide an answer for each one. You may want to write 
down your answers for later reference. 

 

Step 9: Enter Organization Information 

Enter the name of your organization or the organization ID (if known) in the text box and 
click the Search button. 
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Important Information about Organization/ID Selection 

What is an organization/ID and why is it important? CDX assigns a unique 5-7-digit ID 
to each organization in its database. The organization/ID you register with for the HFC-
ODS-R program service is used by HAWK to identify the reporting entity of each 
submission. The use of a consistent organization/ID by all individuals who submit 
reports on behalf of your company in HAWK is required by EPA. All users registered 
under the same organization have access to the same “Submission History” table in 
HAWK, meaning they can view, download, and modify previously submitted reports.  

What organization/ID should I register under? If your company has not previously 
reported data to EPA in HAWK and no other representatives from your organization have 
already registered with HFC-ODS-R, you may register under any of the existing 
organizations in CDX or add a new organization entry. However, if data were previously 
reported to EPA in HAWK or a representative from your organization has already 
registered with the HFC-ODS-R program service, check with other HAWK users from your 
organization to confirm the organization/ID under which you should register. 

Where can I view my organization information? For users that have previously 
registered with a program service in CDX, organization information can be viewed by 
logging into CDX, navigating to the “My Profile” tab, and scrolling down to the 
“Organization Information” section. Click on “Modify Program Services” to view the 
organization associated with each program service.  

What if my organization’s address is different from my address? EPA requires each 
reporting entity to use a consistent organization/ID in CDX. If your organization has 
already begun using an organization/ID in CDX, but the address listed for that 
organization is for a different facility/location than the address of the individual 
registering, you should still register under the established organization.  

How do I modify my organization information? Once an organization has been created 
in CDX, the name and address of that organization cannot be edited. At this time, users 
also cannot edit their organization name or address information in HAWK following 
registration with an organization in CDX. HAWK is in the process of being updated to 
allow users to modify and manage the name and address of their organization. 

 

 If your organization appears in the search results, continue to Step 10a.  

 If your organization is not already in CDX, skip to Step 10b.  
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Step 10a: Select Your Organization 

If your organization appears in the search results, click the link under Organization ID.  

 

If you know your organization name but it does not appear in the search results – 
Organizations that were not recently created will not appear in the search results when 
searched for by name. Instead, search for the organization using the known organization 
ID. 

Enter your phone number as well as your phone number extension and fax number, if 
applicable. Click the Submit Request for Access button. 

 

Step 10b: Request to Add Your Organization 

If your organization’s information is not already in CDX, you may request for CDX to add 
your organization by clicking on the link to request that we add your organization.  
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Enter your organization information and click the Submit Request for Access button.  

As noted above, the organization name and address cannot be edited in CDX once an 
organization is created. Enter an organization name and address that reflects the reporting 
entity that you are representing. If your reporting entity represents multiple facilities and/or 
subsidiaries, enter information for the parent company/headquarters.  

 

 If you wish to verify your identity using LexisNexis, continue to Step 11a.  

 If you wish to submit a signed ESA through U.S. Postal Mail, skip to Step 11b.  
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Identity Proofing in CDX 

As part of the CDX registration process, EPA requires proof of your identity. You may use 
LexisNexis, an independent third-party electronic identity proofing service, or print and 
submit a signed electronic signature agreement (ESA) through U.S. postal mail to EPA. 
LexisNexis allows users to immediately access HAWK following authentication. 
LexisNexis is only available to users located within the United States. Users who submit 
an ESA by mail must wait for EPA to receive their ESA and approve them for access. Email 
ODSPhaseout@epa.gov if you have questions. 

 
Step 11a: Verify Your Identity Using LexisNexis 

Once you submit a request for access, you will be directed to verify your identity using 
LexisNexis. Enter your home address, home or personal phone, date of birth, and last four 
digits of your Social Security Number (SSN). This information is not stored or shared with 
EPA. Verify the information by checking the box and click the Proceed with Verification 
button.  

mailto:ODSPhaseout@epa.gov
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Review and sign your CDX ESA by clicking the Sign Electronically button.  
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Certify that the information provided is correct by clicking the Accept button.  
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Step 11b: Submit Signed ESA Through U.S. Postal Mail 

If you are unable or unwilling to use LexisNexis for identity proofing, click the Paper 
Verification link. 

 

Click the Sign Paper Form button and then Print to Mail. Save an electronic copy of the 
ESA to your computer/device as a PDF and then print a copy of the file. 
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Review and sign the paper ESA in blue or black ink and mail the document to EPA’s HFC 
and ODS Help Desk using the address below.  

Note: Paper ESAs must be sent by U.S. postal mail; courier deliveries cannot be accepted. 

HFC and ODS Help Desk 
ICF Incorporated 
2550 S. Clark Street, 12th Floor 
Arlington, VA 22202 

 

Notify EPA of Your Hardcopy ESA – It is strongly encouraged that you send an email to 
ODSPhaseout@epa.gov to notify EPA that you have sent a hardcopy ESA by mail and 
provide a tracking number for the document. This will help EPA expedite the account 
activation process.  

 
Step 12: Receive Final Registration Notification 

Following completion of Step 11, you will be redirected to the CDX landing page (MyCDX). 

In the MyCDX tab, the Program Service Name and the CR role will be visible but not yet 
active. The hourglass icon indicates your account is Awaiting Approval, meaning your 
registration request is awaiting approval by EPA.  

 

The signature icon indicates your account is Awaiting ESA Approval, meaning you have not 
completed the ESA process and/or EPA has not yet received your hardcopy ESA.  

 

mailto:ODSPhaseout@epa.gov


ODS Phaseout Reporting User Guide 

  
First-Time CDX Users 100 

 

Accounts Awaiting ESA Approval 

Your account will remain inactive until you verify your identity either electronically (via 
LexisNexis) or by mailing in a paper ESA. If you exited CDX before completing identity 
verification, sign back into CDX and: 

1. Select Manage Your Program Services from the MyCDX homepage.  
2. Select HFC-ODS-R to expand the section. 
3. Select Request New Role.  
4. Select your role from the dropdown, which will direct you back to the ESA screen.  
5. Complete identity proofing by following Step 11a or Step 11b, shown above. 

 

Once EPA has received the signed ESA by mail (if applicable) and approved your account, 
you will receive an email from cdx-helpdesk@epa.gov indicating that your account has 
been activated.  

You are now successfully registered for HAWK and can begin reporting ODS Phaseout 
program data to EPA! 

 

mailto:cdx-helpdesk@epa.gov
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