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Introduction  
 
Steps to measuring and reporting your carbon footprint with The Climate Registry: 

Step 1: Defining reporting boundaries 
Step 2: Organizing the carbon inventory and defining facilities 
Step 3: Identify emissions sources and collect data 
Step 4: Entering data into CRIS 
Step 5: Prepare for verification (optional) 

This Userôs Guide will help our Members understand how to use the Climate Registry Information System 
(CRIS) in order to complete step 4 of the reporting process. CRIS is The Registryôs online GHG 
calculation, reporting, and verification tool. CRIS also provides public access to The Registryôs verified 
emission reports. 

Climate Registered Members commit to calculating and reporting their entity-wide greenhouse gas (GHG) 
emissions (essentially their carbon footprint) and having them third party verified on an annual basis. 
These organizations publish their inventories on The Registryôs website, thereby demonstrating their 
environmental leadership and providing accurate credible data for their stakeholders to access. 

CRIS is utilized by the following groups: 

¶ Members: To calculate and/or report their emissions to The Registry  

¶ Verifiers: To review and assess a Memberôs annual emissions  

¶ The general public: To review verified emission reports  

¶ The Climate Registry: To manage and administer the annual reporting process 

This guide provides a general overview and introduction to the key features of CRIS. No matter whether 
you are a first-time or a returning user, it will help you understand the most common tasks and 
functionalities that you will encounter during the reporting process.  
 
This guide is organized into four sections: 
 

Section 1: Users and Roles  ï this section reviews the responsibilities and privileges for each 
type of user with access to the organizationôs report, as well as how to create contacts in CRIS. 
 
Section 2: Navigation ï this section provides general tips on how you move around within the 
application. 
 
Section 3: Steps to reporting ï this section provides an overview of the key functions in the 
reporting process. 
 
Section 4: Glossary of terms ï this section provides the definitions of common terms in CRIS 
 
Section 5: Additional resources and contact information ï this section outlines where you 
can go if you need more information regarding CRIS or additional assistance with reporting to 
The Registry or using the CRIS software.  
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Section 1. Users and Roles  
 
Before you can report emissions, The Registry must create an account in CRIS for your facility. If you do 
not have access to CRIS, please check with The Registry and we can assist you in gaining access.  
 
Once The Registry has created an account in CRIS, a Primary Entity Administrator is automatically 
created for your organization. Typically, the Primary Entity Administrator is the technical contact identified 
on the Statement of Intent when you first joined The Registry.  
 
The Primary Entity Administrator will receive an email from system@crisreport.org with a username and 
password to log into CRIS for the first time. This individual can add other users (i.e. Alternate Entity 
Administrator, Entity Reviewer, Facility User and Verifier), each of which has a different role and access 
to your organizationôs information (See Creating Users section). 
 

Roles in CRIS 
 
As a Primary Entity Administrator you can: 

¶ Update your entityôs information  

¶ Create other users: Alternate Entity Administrators, Entity Reviewers, Facility Users and Verifiers 

¶ Create facilities, sources and define fuels 

¶ Report GHG emissions for each of these sources  

¶ Use CRIS to calculate annual GHG emissions  

¶ Simultaneously calculate emissions for multiple gases for stationary and mobile combustion 
activities  

¶ Run a Quality Assurance check to identify common errors before submitting your report for 
verification  

¶ Run Reports at any time to view emissions details or GHG totals at the facility or entity level 

¶ Attach or delete documents related to your inventory 
 
As an Alternate Entity Administrator, you have the same user privileges as the Primary Entity 
Administrator. You can: 

¶ Update your entityôs information  

¶ Create other users: Alternate Entity Administrators, Entity Reviewers, Facility Users and Verifiers 

¶ Create facilities, sources and define fuels 

¶ Report GHG emissions for each of these sources  

¶ Use CRIS to calculate annual GHG emissions  

¶ Simultaneously calculate emissions for multiple gases for stationary and mobile combustion 
activities  

¶ Run a Quality Assurance check to identify common errors before submitting your report for 
verification  

¶ Run Reports at any time to view emissions details or GHG totals at the facility or entity level 

¶ Attach or delete documents related to your inventory 
 
As a Facility User you can:  

¶ Update your facilityôs information  

¶ Create other users: Facility Users  

¶ Create sources and define fuels 

¶ Report GHG emissions for each of these sources  

¶ Use CRIS to calculate annual GHG emissions  

¶ Simultaneously calculate emissions for multiple gases for stationary and mobile combustion 
activities  

mailto:system@crisreport.org
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¶ Run a Quality Assurance check to identify common errors before submitting your report for 
verification  

¶ Attach or delete documents related to your inventory 
Note: a Facility User may be assigned to several facilities. 
 
As an Entity Reviewer you can: 

¶ View your entityôs information  

¶ View other users 

¶ View facilities, sources and annual GHG emissions data.  

¶ Run and view a Quality Assurance check to identify common errors before submitting your report 
to The Registry 

¶ View documents related to your filing 

 

Creating Users  
Most users are able to create other contacts, based on their permissions (see Roles section).  
 
 
Step 1: Within the Physical Inventory tab, click on the Contacts button on the left hand side of the 
screen and then click on the Add Contact button.  
 

 
 
 
 
Step 2: Complete required fields on the Add Contact field screen.  
 

 
 
Step 3: Click the Next button after completing contact information to assign the contact facility or facilities. 
The red asterisk (*) indicates required information to be entered. Facility users must be added to a 
specific facility.  
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The Save & Close button will take you back to the Contacts page. The Save & New button will complete 
the creation of a contact and start the process for creating a new contact. The Save button will save the 
data entered but leave you on the same page. The Cancel button will cancel any action taken and leave 
you on the same screen.  
 
 

Section 2: Navigation  
 
This section explains key modules of the application, and how to move between them.  
 
At the top of each page in CRIS, you will find the following menu that identifies the main activities 
associated with reporting your emissions:.  
 

 
 

 
 
On this page you can find current announcements, as well as instructions on how to start reporting.  
 

  
 
The Physical Inventory section is where you will manage entity, facility, source and fuel information for a 
given reporting year. For the entity and facility, key information is listed, including mailing addresses and 
key contacts. For facilities that have previously reported to The Climate Registry, some sources will be 
pre-populated.  
 

 
 
The Emissions Inventory section is where you will report GHG emissions at the facility or source level, or 
alternatively use the built-in calculator. This is also where you will move from a draft report to granting 
access to a verification body. 
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The Analysis and Reports section allows you to run standardized reports at any time for your organization 
or facility. You can generate reports providing detail on one or more facilities, and for all of your reported 
emissions. The facility reports display all the reported emissions. 
 

  
 
The Resources section includes helpful resources for reporting to The Climate Registry.  
 
Quicklinks  
In the upper right hand corner of every screen you will see your name and user type. Some screens also 
contain the following quick links:  

 

¶  Logout ï Close your session and securely log you out of CRIS 

¶  My Account ï Manage your password and contact information 

¶ Help ï In the future will contain help resources.  
 

Common Buttons 
Common buttons you will see in the application include:  

 
 
Save & Close ï Saves data on the page and returns you to the page you were previously on 
Save & New ï Saves data entered and starts the process over. (e.g. allows you to create another new 
user or source).  
Save ï Saves data that has been entered on the screen. You will remain on the same screen.  
Cancel ï Cancels any action taken. You will remain on the same screen.  
 

Related Items 
Related Items act as an easy means to navigate to a separate section of the application. There is a 
Related Items section located both on your entity home page and on each facility home page.  
 
For example, to access the Related Items section for a facility, navigate to a facility page by clicking on 
the Physical Inventory tab, then the Facilities tab on the left side of the screen. Click on either the 
facility name or facility ID to navigate to the Facility Details page.  

 



Version 3.0 ƅ December 2011 

 
Page 8 

In the upper right hand side of the screen you will see the Related Items section. Each link will direct you 
to the corresponding section of CRIS. Please note that, depending on your User Role, you may not have 
access to complete certain actions on each of the pages below  
 

 

 
 
Program Reporting ï enable reporting and specify  
Under Program reporting you may view years for which your facility is able to report emissions and 
update the equity share for a facility if you are reporting according to control and equity share. In order to 
report emissions that occurred during a particular reporting year, the box next to the year during which the 
emissions occurred MUST be checked. Update the equity share by over-riding the equity share 
percentage.  
 

 
 
Sources  
Under sources you may add or modify sources. The sources section is used if you are planning on using 
the built-in CRIS calculators. Creating a source involves indicating a name and then defining the fuel.  
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Documents  
In the documents section you are able to upload documents. You must add the documents in the section 
they relate to:    

o Entity ï these documents are associated with all reporting years for your organization (e.g. 
organizational sustainability plan)  

o Facility ï these documents are associated with all reporting years for a facility (e.g. leases)  
o Submissions ï these documents are associated with a single reporting year for one facility 

(e.g. spreadsheets calculation methodologies)  
 

The Add Folder button will allow you to add a folder to the facility if you are on the Document 
Upload page. The Cancel button will cancel any changes and redirects you to the screen you were 
previously on.  
 

 
 
Additional Information 
Currently not applicable for Registry Members 
 
Tags  
Currently not applicable for Registry Members 
 
Contacts 
Review or add contacts. Depending on where you click on the Contacts button, the contacts may vary 
(clicking on the blue Contacts button on the Physical Inventory displays all contacts for the 
organization, clicking on the Contacts hyperlink for a facility shows facility users for a single facility). 
  
Submissions 
Report or modify reported data for any of your facilities for a reporting year. 
 
When clicking on the submissions button, your data will appear one of three ways based on your current 
status.  
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1.  If you have not yet reported data, begin the process by clicking on the New Submission button at the 
bottom of the page.   
  

  
2. If you have reported data and saved it as draft you will need to click on the hyperlink that says View in 
order to see it in the system. It will appear as Draft. To view draft data, click on the hyperlink that says, 
View. 
 

 
3. If you have already moved your data to final review or make ready to submit you will see your facilityôs 
name in the submissions grid.  
 

 
 
New Submission  
Report new data for a facility. Please note, in order to use the built in CRIS calculator, you first must 
create sources and assign which fuels are used for a source for a year.  
 
Address History  
Review previous addresses listed for a facility. 
 
Entity Related Information Tab 
On the entity home page, there is also a Related Information tab that will allow you to quickly navigate to 
various sections of the application. There are certain sections of the Related Information section that are 
not listed under the Facilities Related Items page. These include the Facilities and Emissions Years, 
buttons.  
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¶ Facilities- View information about all of the facilities listed under your entity from this screen.  

¶ Emissions Years- View which years you have access to, establish your consolidation 
methodology and reporter type (e.g. complete, transitional, historical) and who your 
verification body is. This information must be updated annually.  

 
 

Section 3: Steps to Reporting  
 
As you prepare to report your emissions to The Registry, you will need to complete the following steps 
each year in CRIS: 
 

1. Login 
2. Review Entity Information  
3. Add or modify facilities  
4. Add sources and define fuels  
5. Report data at the facility, source or entity level 
6. Run the Quality Assurance Preview 
7. Give access to your Verification Body 
8. Accepting Verification Findings 
9. Wait for The Registry to accept your report and make it public!  
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Step 1: Login  

Previous users of CRIS 2.0 and first time technical contact (based on the submitted statement of intent) 
will receive an email from system@crisreport.org with a unique username and password to enable you to 
log into CRIS for the first time.  Use this information to sign in. You will be prompted to change your 
password to a unique code that you can remember.  
 

 
 
The first time you log in you will need to agree to the terms of agreement:  
 

 

 
 
You will then be prompted to create a new password and a password reminder in case it is ever forgotten.  
 

mailto:system@crisreport.org
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After login, you will be taken to the Landing Page, where you will see announcements, updates, and 
reminders of upcoming events. 
 

 

Forgotten your password?  

 
If you have forgotten your password:  
 
1. Click on the Forgot Password hyperlink:  
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You will then be prompted to enter in your username:  
 

 
 
After answering the security question correctly, you will be sent your password to the email address 
provided:  
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Step 2: Review Entity Information  

 
Confirm that any entity information is correct. Navigate to Physical Inventory Ą Entity  
 

 
 
 

 

TIP 
 
 
 
Annually you will need to update your boundary information including your consolidation 
method, reporter type and verification body. This is all managed in the Emission Years section 
of CRIS.  
 
 

 
Navigate to Physical Inventory Ą Entity Ą Emission YearsĄ [20XX]  
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Select your consolidation method, reporter type and verification body.  
 

 
 
Consolidation Method is automatically set to operational control, as The Registryôs recommended 
approach. 
 
Reporter Type:  
 

Complete: A reporter type that indicates the Member has reported for all 6 Kyoto protocol defined gases for all facilities in 
all states/provinces/territories that the organization has control.  
 
Transitional ï A reporter type that opts to report less than complete emissions data by self-defining a transitional 
reporting boundary based on the following parameters:  

¶ Scopes 

¶ Gases 

¶ Activity Types (stationary combustion, etc.) 

¶ Geographic/operational boundaries (country, state, business units, facility, etc.) 
*Beginning with EY 2011, all transitional Members must upload a completed Self-Defined Transitional Boundaries 
Form to their CRIS account as a public document for each transitional emissions year. This form is optional for 
emissions years reported prior to January 1, 2012 

 
Historical ï A reporter type that indicates the data is either not reported in accordance with The Registryôs standards 
outlined in the General Reporting Protocol or was not verified by an ANSI accreted Registry approved verification body.  

 

 

Step 3: Adding, Modifying or Removing a Facility  

The next step is to add or review facility information  
 
Navigate to Physical Inventory Ą Facility  
 
Adding a Facility 

1. Click on the add facility button.  
2. Complete all required information (marked with a red asterisk).  

http://www.theclimateregistry.org/resources/reporting-toolkit/
http://www.theclimateregistry.org/resources/reporting-toolkit/
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You will be required to know the facility name, address, NAICS code and asked to select a facility 
category.  
 
NAICS (North American Industry Classification System) code: If you are unaware of your NAICS code 
you may search for it online at:  http://www.census.gov/eos/www/naics/  
You will also have the option to enter a NAICS code for your sources. Source NAICS codes may have the 
same classification as facility NAICS codes.   
 
Facility Categories: Members are required to report emissions separately for each facility.  
 

Stationary source (e.g. power plants, etc.)- a single physical premise, either located on a single site or on 
a contiguous or adjacent sites that are owned or operated by an organization.  *Reminder: vehicles that 
remain on-site may be included in the stationary sourceôs emissions inventory (e.g. fork trucks, front end 
loaders, off-road trucks, mobile cranes, etc.), however, any vehicle that leaves the facilityôs premise must be 
reported separately either alone or as part of a fleet.  
Commercial Buildings Aggregate (office bldgs, retail stores, storage facilities) - You may aggregate 

emissions by facility type within each state or province. Building types that you my aggregate include office 
buildings retail stores, storage facilities, etc.  You may either aggregate all commercial building or aggregate 
by type of building within each state or province.  
*Reminders:  

1. Factories, mills, power plants and other industrial buildings are not considered commercial 
buildings, and may not be aggregated.  
2. Vehicles that remain on-site may be included in the stationary sourceôs emissions inventory (e.g. 
fork trucks, etc.), however, any vehicles that leave the facilityôs premise must be reported 
separately either alone or as part of a fleet. 

Fleet Ground Based (vehicles) ï all ground-based mobile sources that operate beyond the confines of a 

single facility (e.g. automobiles and on-road trucks). Vehicles may be reported individually or aggregated 
together.  
Fleet Air Based (aircrafts) - air based mobile sources.  
Fleet Marine Based (vessels) ï marine vessels.  
Other facility emissions (e.g. wells, pipelines, T&D systems) ï if separate emissions estimates cannot 

be developed by state/provide, you may treat the pipeline or T&D system as a single facility. Registry 
accepted other facility categories include parking lots, telecommunication towers and bus stops.  

.  
 

http://www.census.gov/eos/www/naics/
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If you have questions on what facility category to select, please contact Member Services at: (866)523-
0764x3 
 
Modifying or Accessing Facility Information:  
 
If you are reporting emissions for just one facility, only information for that facility will appear:  

 
 
If you are reporting emissions for multiple facilities, each facility listing will appear as a line in the grid. 
Enter a search item in the box at the top of any column in the grid to locate a particular facility. 
 

 
 
To review or edit a facilityôs information, click on the facility name or facility ID number in the grid.  
 
Removing a Facility  
 
If a facility is no longer a part of your inventory, please remove the facility by:  
 

1. Including an end date 
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2. De-selecting the program.  
 

Click on the Program Reporting hyperlink 

 
 
 
Please note, you will not be able to de-select the year check box if your data is locked for verification or is 
public.  

 

Step 4: Add Sources and Define Fuels  

 
If you plan on using the built in CRIS calculator, you will need to create sources and specify what fuels 
those sources use to provide the system information necessary to create a formula with fuel-specific 
characteristics for your calculations. If you are reporting pre-calculated GHG totals for your facility, skip to 
Step 6 on reporting data at the facility level.  
 
To create or modify a source either:  
 

3. Click on Physical Inventory Ą  Facility Ą [Facility Name] Ą Sources (under the Related Items 
section)   
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4. Directly click on the Source link on the facilities grid 

 
 
 
List of Sources:  

 
 
 
You may add additional sources to your report at any time. Click on the Add Source button on a facility 
screen to begin adding a source to that facility.  
 
To add a source:  
 

5. Create a descriptive name for the source, and provide a brief description and the NAICS code 
(you can use the facility NAICS code)/ 
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The nameplate capacity and boiler capacity should only be filled in when they are relevant for your 
source.  
 
If the operating status is other than Operating, you will not be able to report emissions for that source for 
the year. Select Non-operating if the source has not been used for this reporting year but exists at your 
facility. Select Permanent Shutdown if the source is no longer in operation.  
 
 

 
 

Click on Save when you have completed this page. If you click the Cancel button any information entered 
will not be saved. Once you click on save a related items section will appear for the source.  
 

6. Click on the Add button in the Action column of the grid to start specifying what fuels your source 
uses for a particular year.  
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If you are a returning to report a new year of data and have already established facilities, sources and 
fuels, they will appear for the new year you have received access to. If your fuel has changed, click the 
Edit hyperlink.  
 

 
 
3. Enter the fuel specific data for the source. If you need assistance identifying the correct fuel, please 
refer to the General Reporting Protocol v 1.1 (Chapter 12-16) and associated updates and clarifications 
for more information. You may also call the helpline for additional assistance (See Section 4 for contact 
information).  
 

 
Options Listed Include:  

Activity Type: The source category and scope (1, 2, 3 or Biogenic) of emission activity, as described in the 

General Reporting Protocol e.g. Stationary Combustion ï Scope 1, Purchased Electricity ï Scope 2, 
Stationary Combustion - Biomass.   
Fuel Type: A fuel category determined by the activity type selected by the user (e.g. petroleum product).  
Fuel : this is a list of specific fuels based on the fuel previously defined (e.g. Distillate Fuel Oil #2) 
End Use Sector: A term referring to the sector where the emissions are intended to be ultimately generated 

(e.g. residential, commercial, industrial, electricity generation). Combined with the fuel type, the end use 
sector helps determine the final emission factor.  For some types of sources, the end use sector will not 
apply.   
Technology: The type of equipment specified for a source (e.g. Boiler, Model Year 2005).  In some cases 

the term ñALLò or ñUnspecified Technologyò will appear when the emissions factor is the same regardless of 
the type of technology.  
Additional Fuel : For sources where more than one fuel is used, this option supports calculation of different 

fuel types.  Third, fourth, fifth, etc. fuels can also be selected if applicable. Once you complete all the 
dropdowns, it will take a moment for additional fuel choices to appear. Please be patient.  
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Click Save or Save and Close when you have completed entering this information. This will save your 
data and redirect you to the Source Details page for that source:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Version 3.0 ƅ December 2011 

 
Page 24 

Related Items Section: Source 
Once you have defined a fuel for a source you will have some helpful links to assist you: 

 
 

¶ Additional Information- does not contain any information at this time 

¶ Submissions ïopen the facility to continue reporting for a facility 

¶ New Submission ïreport for this facility for the first time 

¶ List of Sources ï view all of your sources for this facility  

Editing a Source 

 
To edit data:  

1. Navigate to the Source Detail page.  
2. Click on the Edit button in the Action column.  

 
 
If the fuels listed do not represent those used in your source, please click on the Edit button. Please be 
aware any changes to the fuel will result in erasing any emissions data that has been entered.  
 

Deleting a Source 

There are two steps to deleting a source 
 
1. To delete a source, you must first delete the fuel. Navigate to the Source Details page and click on the 
Delete button to the right of the fuel.  
 

 
 
You will receive a reminder that this will erase any emissions data that has been entered Please be 
aware that this will delete any emissions data that has been entered for that fuel.  
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2. Once the fuel has been deleted you will be able to delete the source on your list of sources page.  
 

 

Step 5: Report data at the Facility, Source or Entity level 

 
Once you are ready to report your GHG emissions data, navigate to the Emissions Inventory section of 
the tool and click on the blue Submissions button. You will see one of three options based on your 
status:  
 
1.  First time reporting: If you have not yet reported data, begin the process by clicking on the New 
Submission button at the bottom of the page.   
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2. Data saved as draft: If you have reported data and saved it as draft you will need to click on the 
hyperlink that says View in order to see it in the system. , it will appear as Draft. To view draft data, click 
on the hyperlink that says, View.  
 

 
3. Data in Final Review or Ready to Submit: If you have already moved your data to final review or 
make ready to submit you will see your facilityôs name in the submissions grid.  
 

 
 
Reporting Options: Reporting can be done either using the built-in calculators or entering pre-calculated 
GHG data for your facility.  
 
Click the emissions year to be reported and Report By Source or Report By Facility. To report at the 
entity level, you can use a combination of Report By Source or Report By Facility, though only your entity 
totals will be made public. To report at the entity level, please contact the helpdesk.   

 

Report Using the CRIS built in Calculator:  

 
The reporting page will display each source created for your facility. To access the reporting tools for 
each source, click on the ñ+ò sign next to each source to expand the menu. Text next to the ñ+ò sign will 
indicate if data has been reported, not reported or if a fuel still needs to be defined.  
 

      TIP For any fuels that need to be defined, you should navigate to Physical Inventory to 
Add/Edit details of that source. (See Step 4 above) 

 

mailto:cris@theclimateregistry.org
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1. Enter the Fuel Amount under each source. Please be sure to select the correct units of measure from 
the pull-down menu. The units are based on the fuel type created.  
 

 
 

  
TIP: Users should pay special attention to units of measure when entering data.  
 

¶ Note that several units are used for gaseous fuels. These units (with abbreviations used 
in CRIS) are listed below. Conversion factors are included in the table below. 

o Gasoline Gallon Equivalents (GGE) 
o Standard Cubic Feet (scf) 
o Hundred Cubic Feet (ccf) 
o Cubic Feet (ft3) 

 

2. Select how you would like to calculate your emission for each gas for that source with the pull down 
menus under each gas you would like to report.  
 
You may customize the calculator based on the characteristics you have defined for that source. Possible 
methods of reporting may include:  
 

Continuous Emissions Monitoring Systems- CEMS, Part 75 CEMS or Part 60 CEMS. 
Formula ï Enter fuel characteristics including heat content, carbon content and oxidation factor to customize the 

formula. 
Emissions Factor- Use an existing default emissions factor or customize an emissions factor. 
Pre-calculated ï Enter emissions data you have separately calculated. 
Not Reported ï Indicates that this gas will not be reported for this source this year.  
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TIP: To report for a utility-specific electricity emission factor, customize the emission factor on 
the Report by Source page and upload a public, entity-level document disclosing either 
where the emission factor is publicly available or certification from the utility.   
 

 
Expand each panel to report for a sourceôs fuel. Determine which method you will be using to enter data 
and enter the appropriate fuel amount (for stationary or mobile sources) or metric tons of a gas (for 
process or fugitive emission sources). Note: If you select CEMS, Part 60 CEMS, or Part 75 CEMS, you 
must enter that information directly into field titled Total.  
 

 
 
Information contained in the middle of the reporting screen includes:  

Simplified Estimation Methods - used if you do not have records for the fuel amount and you have done a 

conservative estimate. The system defaults to ñnoò, however, if you have used simplified methods, click on 
the radio button next to Yes 
Fuel Quantity default UoM (unit of measure) - displays the units we entered the fuel in as 
Reference - displace where the formula is from in the general reporting protocol and associated updates 

and clarifications 
Formula - allows you to see how the emissions have been calculated 

If you have customized any part of a formula or emissions factor you will be required to enter in a comment 

 
Below total GHG emissions, the global warming potential of the gas and the total carbon equivalent are 
displayed.  
 

  
TIP: Registry Member may report up to 5% of total emissions from simplified estimation 
methods. Emissions calculated as simplified MUST still be reported. You may run a 
facility report at any time to see the total amount of emissions that you have calculated 
using simplified estimation methods.  
 

You may have separate methods for entering in each gas reported for a source.  
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After making a selection and entering data, the tool will automatically show you the total amounts of each 
gas as well as the calculation of total metric tons of CO2e. 
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The Add Gas button appears for every source. Please note, only certain sources where it will allow you 
to add another gas.  
 

 
 

  
TIP: If you are reporting refrigerants, you will need to select Add Additional Gases and select 
the refrigerant, HFC or PFC you are reporting from the drop down menu. All refrigerants  should 
be reported in metric tons, not CO2e when using the built in calculator.     

 
As with any software tool, click on Save when you have completed entering source calculation 
information. 

Reporting Emissions from Combustion of Biomass and Biofuels 

 
Biomass and biofuels emit CO2, N2O, and CH4 when combusted as fuels. The CO2 (but not the N2O 
and CH4) is considered biogenic. 
 

¶ To report a biogenic source (e.g. B20), two sources must be created:  
1. A source for the biofuel: CRIS will automatically assign the CO2 as biogenic and the 

CH4 and N20 as scope 1 (anthropogenic). Select ñBiomass ï Stationary Combustionò or 
ñBiomass ï Mobile Combustionò as the Activity type for the source. Select B20.  

2. A source for the anthropogenic fuel used: Either select the activity type of ñStationary 
Combustion ï Scope 1ò or ñMobile Combustion ï Scope 1ò as the Activity type. Select 
diesel.  

 
Reminder: If you create multiple source records for the same emissions source, as described above, 
please enter exactly the same name for all source records. These records can be distinguished by fuel or 
activity type, and identical names will indicate that the records represent the same physical emission 
sources.  
 
As seen in CRIS:  
 

1. Create source to report biofuel (biogenic - CO2) 
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2. Create a separate source to report for the anthropogenic fuel (e.g. diesel)  

 
 

 
 
 
 
 

TIP 

Reporting Emissions from Vehicles:  

 

 
 
The amount of fuel is used to determine the CO2 emissions while distance is used to calculate CH4 
emissions.  
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If you only have data on the distance traveled you will need to use the following formula to convert 
miles traveled into gallons of gasoline. Please note, there is not a conversion in place for converting 
gallons to miles.  
 
 Fuel use (gallons) = distance (miles) / [(City FE x City %)(mpg) + (Highway FE x Hwy%) (mpg)]               
    FE = Fuel Economy. 
 
On obtaining fuel economy:  

1. The preferred method for estimating fuel economy is to use company records by specific 
vehicle, such as the miles per gallon (mpg) values listed on the sticker when the vehicle was 
purchased, vehicle manufacturer documentation or other company records.  

2. If this data is not available, you may obtain fuel economy factors from the EPA website: 
www.fueleconomy.gov or search: http://www.fueleconomy.gov/feg/advancedSearch.htm . This 
lists city, highway, and combined fuel economy factors by make, model, model year, and 
specific engine type.  

3. If you have accurate information about the driving patters of your fleet, you should apply a 
specific mix of city and highway driving using the formula.     

 

 
 

  
TIP: If you are using SEMs to report for the CH4 and N2O emissions from your mobile source, you 
have two options. If you have estimated the mileage, enter in the mileage and check Yes for 
Simplified Estimation. Alternatively, if you precalculated the CH4 and N2O emissions using SEMs, 
select Precalculated from the drop down menu, enter in your precalculated total and check ñYesò for 
Simplified Estimation.    
 

 
 
Zeros: What to do if your emissions do not calculate 
 
In some cases when using the emissions factor or formula options for a gas when reporting, the 
emissions factor, heat content, carbon content or oxidation factor is zero. This will cause the CO2e value 
to total to zero. You must customize this based on industry best practice.  
 

 
 
In cases where the emissions factor, heat content, carbon content or oxidation factor is zero and you 
have not entered a customized value, an error message will appear noting which source and gases this 
must be corrected.  

 

http://www.fueleconomy.gov/
http://www.fueleconomy.gov/feg/advancedSearch.htm


Version 3.0 ƅ December 2011 

 
Page 33 

Reporting at the Facility Level: 

 
Reporting at the facility totals level allows you to enter totals for your facility by activity type and gas (for 
example boilers would be considered a direct emission and reported under scope 1).  
 
Carbon dioxide (CO2), methane(CH4), nitrous oxide (N20) and sulfur hexafluoride (SF6) are entered in 
as the total metric tons of that gas. In contrast, hydrofluorocarbons (HFCs) and plurofluorocarbons (PFCs) 
are entered as carbon equivalents (CO2e) since there are a wide range of global warming potentials for 
different refrigerants.  
 

 

 
 
Click on Save as Draft to save the emissions entered on the page.  
 
To view draft submissions: 

1. Navigate: Emissions Inventory Ą Submissions Ą View (hyperlink above the New Submissions 
button) 
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Click on the facility name to view emissions that have been entered:  

 
 
CRIS will display a snapshot of all emissions entered into the system.  

 
 
To continue adding emissions, click on the Report By Facility or Report by Source button (see above).  
 
Click on the Final Review button if you are satisfied with the information on the page.  
 
**You will still be able to add and edit data in the final review state. Additionally, you will be able to run 
Quality Assurance checks (previews) and view previously run Quality Assurance Logs.  
 

Step 6: Run the Quality Assurance Preview  

 
Before submitting your report, you should run a Quality Assurance (QA) check. This will flag any common 
errors or oversights, and help you correct simple errors before your report is finalized. Your facilityôs 
emissions must be in a Final Review status to run a QA check or view a log of previously generated QA 
checks.  
 
To navigate to the appropriate screen, first, return to the Emissions Inventory tab on at the top of your 
screen. Then Click on the Submissions tab. Click on the View button to review draft submissions. Click 
on the Final Review button.  
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Once you move the emission to the next state, you will remain on the same screen but be notified that the 
data has been updated: 

  
 

¶ View QA Logs - will show you the logs from the last time that the QA log was run. So if you have 
not run QA Log before, no logs of the QA will appear.  

¶ View QA Preview - will run a Quality Assurance check and show you a log.  

 
To Run the QA check, click on the View QA Preview button.  

 
 
The application will run pre-programmed checks to flag common omissions, missing categorizations or 
other warnings. Any checks will appear in a grid.  

 
There are two types of checks:  
Warnings ï a flag that will still allow you to submit your data 
Errorï a flag that will prevent you from submitting your data  

 
If there are any changes to be made, you can navigate back to the emissions reporting page for this 
facility by clicking on the Report by Facility or Report by Source button:  
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Step 7: Give Access to Your Verification Body 

 
1. Add your Verification Body 
 

 Navigate to: Physical Inventory Ą Entity Ą Emissions Year Ą Select year you wish to assign a 
verification body to Ą Choose the Registry-approved verification body from the drop-down menu 
 

 
 
2. Lock your Data 
 

Once all of your facilities are in final review you can begin to make your data available for your verification 
body by walking through the following steps. Navigate to your submissions page by clicking Emissions 
Inventory Ą Submission Ą Entity Name as long as the correct emissions year is selected.   
 
a. Lock your data by clicking the Make Ready to Submit button. This step generates a snapshot of your 
CRIS data for each facility. Please be patient while these snapshots are created.  
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b. Click the Ready for Verification button 

 

 
 
c. Click the Begin Verification button and then enter your password. This password is the same 
password used to log into the system.  
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Congratulations your verification body can now see your data.  
 
Troubleshooting granting access to your verification body: 
a) Occasionally the following error message may appear:  

 

 

This message is a result of:  

1. A source that was listed as operating does not have any data reported 
2. A facility does not have any data entered 

 
To remedy this, please check both your QA checks and list of facilities to see if any facilities did not 
report. Running a report may also help identifying which report or source was not reported for.   
 
b) When trying to move your data to Make Ready to Submit, you may see this error: 
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This message will appear when some of the facilities that were created in the Physical Inventory were not 
reported for in the Emissions Inventory. For example, you may have 12 facilities created in your Physical 
Inventory and only 10 facilities reported for in your Emissions Inventory. 

 
To remedy this, please identify which facilities were not reported for in the emissions year and then follow 
this path in CRIS: 

Ÿ Physical Inventory 
Ÿ Facilities 
Ÿ Click on the facility in question 
Ÿ Program Reporting (under the Related Items section) 
Ÿ Uncheck the year (e.g. 2010) 
Ÿ Save & repeat for the other facilities.  

 
Once this Program Reporting box is unchecked for the appropriate year for the facilities, you will be able 
to move forward in the workflow and see the ñMake Ready to Submitò button.  

 

Step 8: Unlocking Your Data for Corrective Action 

 
Navigate to Emissions Inventory Ą Submissions Ą [Entity Name]  

 

Click the Edit ï Unlock button 

 

 

This will move your data back to Final Review an editable state. Either add/modify sources in the Physical 
Inventory section or change totals in the Emissions Inventory section.   
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Step 9: Accepting Verification Findings  

 
You will receive an email once your verification body has submitted verification findings in the system:  
To accept the verification findings click on Emissions Inventory Ą Submissions Ą [Entity Name] 
Click on the Accept Verification button, type in your password and click on the OK button 

 

 
You will then be notified that you have accepted the verification findings:  
 

 
 
 

Step 10: Wait for The Registry to accept and publish your emissions report  

 
After verification findings are accepted, the Registry will review the report and the verification findings. 
The process of The Registry accepting an organizationôs emissions report takes at minimum 15 business 
days.  
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Uploading Documents  
 
For every facility and/or submission report you are to add supporting documents. Supporting documents 
may include supplemental information about your organization, backup information that provides an audit 
trail, or other disclosures that pertain to your emission report.  
 
In CRIS there are three locations where documents can be uploaded, depending on their purpose.  

Document Type Purpose Location Example 

Entity Document  Documents relating to a 
facility for all reporting 
years 

Entity Page > Entity 
Details Page . Related 
Items > Documents 
(hyperlink) 

¶ Self-Defined Transitional 
Boundary form (public) 

¶ Exclusion of Miniscule 
Sources form (public) 

¶ Documentation of utility-
specific emission factor 
(public)  

Facility documents Documents relating to a 
facility for all reporting 
years 

Facility Page > Facility 
Details Page > Related 
Items > Documents 
(hyperlink) 

¶ Lease 

Facility submission 
documents 

Documents relating to a 
facility for one year of 
emissions data (e.g. 
calculation spreadsheets 
for your VB) 

Facility Submission page > 
Emissions Year > 
Documents (button at the 
bottom of the screen). 

¶ Calculation methods 

 
The entity and facility document upload can be accessed through the Related Items section on the entity 
or facility page.   
 

 
 
Facility submission documents (for one year of emissions data) can be uploaded from the Facility 
Submissions Report page. 

 
 
To add a document to an entity, facility or facility submission (for an emissions year): 
 

1. Click on the Documents hyperlink in the Related Items section for the Facility Details page 
(see above screen shots), or click on the Documents button on the Facility Submission Report 
page to upload documents to respective sections (See above screen shot) 

 
2. Type in a folder name and click on the Add Folder button.  
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Once you have successfully added a folder, a folder icon will appear with the new folderôs name.  
 

3. Click on the folder icon you created where you would like to store the document to begin 
uploading documents.  
 

 
 

4. Complete the required fields and click the Save button.  
 

After creating and selecting a folder, you will be able to describe, name, and upload a document. 
 

 
 

5. To open the document after it has been uploaded, click on the View button.  
 

 
 
6. To navigate back to the documents that have been uploaded,: 

a. Facility Page ï click on the Documents hyperlink under the Related Items section 
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b. Facility Submission page for an emissions year. Click on the Documents button at the 
bottom of the screen.  

 

Reports 

 
Reports let you review all of the information you have entered in a condensed format. You can run a 
report at anytime. Members have access to the Standard Reports. The Adhoc Reports section should 
be available in the future, but currently this tab is not operational  
 
Standard Reports 
Standard Reports show all emissions data entered for a facility. To access the Standard Reports:  
 

1. Under the Analysis and Reports Section tab at the top of the screen, click on the Standard 
Reports button to run an Entity Emissions Detailed or Non-North American report. These reports 
will display all facility sources and a summary of GHG emissions.  

2. Click on the Entity Emissions Details (Private), Entity Emissions Summary (Private) or 
Facility Emissions Details (Private) link.  

 

 
 
 

3. Fill in the required information with the drop down menus. Use the filters to select the year, 
geographical area, specify a pdf format and then click View Report to run the report 
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Ad hoc reports are not yet available. Information will be posted once they are available. 

View Detailed Information 
The View Detailed Information displays the facility name, facility category, geographic category, state, 
NAICS code, and the description of your facility. This section provides access to uploaded documents. 
This section does not display emissions data.  
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Section 4:Glossary 
                                                                                                                                         
Activity Type: The source category and scope (1, 2, 3 or Biogenic) of emission activity, as described in 
the General Reporting Protocol e.g. Stationary Combustion ï Scope 1, Purchased Electricity ï Scope 2, 
Stationary Combustion - Biomass.   
 
Additional Fuel:  For sources where more than one fuel is used, this option supports calculation of 
different fuel types.  Third, fourth, fifth, etc. fuels can also be entered in this calculation?field? if 
necessary.  
 
Adhoc Reports: A module in development that will allow users in the future to to design their own 
customized queries (e.g. total CO2 emissions reported from diesel in Massachusetts). Members can 
select the data elements they wish to see, filter them using defined parameters and order the data in 
various ways. The resulting dataset can be output to a printer, to an Adobe Acrobat file or to an Excel 
spreadsheet. The adhoc reporting tools will be available to all users and the general public. 
 
Administrative Reports: A report type restricted to reporting program administrators (programs currently 
include The Climate Registry, MassDEP and Nevada) that allows administrators to review the status and 
emissions from all reports in their program.  Administrative reports may include contact details, updates 
on reporting status but are not used to assess compliance or assurance.  Administrative reports are not 
available for voluntary reporting users .  
 
Alternate Entity Administrator: An Administrator with the same read/write user privileges as the Primary 
Entity Administrator.  Each CRIS account may have multiple Alternate Entity Administrators.  
 
Analysis and Reports: The section module of CRIS in which reports are generated.  Reports provide a 
list of information reported including entity details, users, sources, facilities and total emissions.  Private 
versions of reports are comprehensive and include data that is confidential including units of activity data.  
Public versions of reports provide transparency of the accounting methods and verification status of the 
emissions information.  
 
Anthropogenic: Emissions that are produced as a result of human activities. 
 
Biogenic Source: Source of greenhouse gas emissions that derived from plants, animals or other living 
organisms, excluding fossil fuels.  
 
Calculation Engine: The CRIS 3.0 built-in calculator that calculates emissions using the reporting 
methodologies provided in the General Reporting Protocol. 
 
Calculation Method: The method chosen by the reporter to calculate emissions (e.g. CEMS, Formula, 
Emissions Factor, Pre-calculated). 
 
Carbon Content: A fuel characteristic indicating the amount of carbon in the fuel.  
 
Complete: A reporter type that indicates the Member has reported for all 6 Kyoto protocol defined gases 
for all facilities in all states/provinces/territories that the organization has control.  
 
tCO2e: Metric tons of carbon equivalent for either a single gas or multiple gases. The carbon equivalent is 
determined by the global warming potential (GWP), which compares a non-carbon greenhouse gas to 
that of the same mass of CO2.  
 
Draft Report: The state of an inventory report that indicates that some data has been entered and the 
information is still editable. This is the first status of an inventory before Final Review.    
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Emission Factor: GHG emissions expressed on a per unit activity basis (for example, metric tons of CO2 
emitted per million Btus of coal combusted, or metric tons of CO2 emitted per kWh of electricity 
consumed). 
 
Emissions Inventory: The module of CRIS used to report GHG emissions at the facility or source level.  
This module is also where the report status may be changed.  For example, in this module a user can 
submit data to their verification body or to their regulating body.  
 
Emission reporting lifecycle: The entire reporting process--from designing an inventory to the reportôs 
publication on the CRIS website (if Climate RegisteredÊ).  For Basic Members, the emission reporting 
lifecycle begins with the designing of an inventory and ends when the submission is in the Begin 
Verification status.  
 
End Use Sector: A term referring to the sector where the emissions are intended to be ultimately 
generated (e.g. residential, commercial, industrial, electricity generation). Combined with the fuel type, the 
end use sector helps determine the final emission factor.  For some types of sources, the end use sector 
will not apply.   
 
Entity: Any business, corporation, institution, organization, government agency, etc., recognized under 
U.S., Canadian, or Mexican law.  A reporting entity is comprised of all the facilities and emission sources 
delimited by the organizational boundary developed by the entity, taken in their entirety. 
 
Entity Reviewer: A user that is able to view an entityôs information, view other users, view facilities, 
sources and annual GHG emissions data, run and view a Quality Assurance check to identify common 
errors before submitting a  report to The Registry or regulated body and view documents related to a 
filing.  
 
Facility: Any installation or establishment located on a single site or on contiguous or adjacent sites that 
are owned or operated by an entity.  A facility includes not only all of the stationary installations and 
equipment located at the site, but all mobile equipment that is under the control of the reporting entity and 
operates exclusively on a particular facilityôs premises.  Examples of such site-specific mobile equipment 
include forklifts, front-end loaders, off-road trucks, mobile cranes, etc.  Similarly, pipelines, pipeline 
systems, and electricity transmission and distribution systems are considered discrete facilities for 
reporting purposes. 
 
Facility ID: The identification number assigned by CRIS to each facility.   
 
Facility User: A user that is created by primary or alternate user and has access to the data of one or 
more facilities. The Facility User can update a facilityôs information, create other users, create sources 
and define fuels, report GHG emissions for each of these sources, use CRIS to calculate annual GHG 
emissions, input GHG emission values using other methodologies and tools, simultaneously calculate 
emissions for multiple gases for stationary and mobile combustion activities, run a Quality Assurance 
check to identify common errors before submitting a report for verification, attach or delete documents 
related to an inventory.  A Facility User does not have access to entity-wide information. 
 
Final Review: The submission status immediately before verification.  In the Final Review state, data can 
still be edited by Primary and Alternate Entity Administrators and Facility Users.  In this state, users can 
run Quality Assurance previews and logs and documents may be added to a submission.  
 
Formula: A calculation methodology that provides default carbon content, heat content and oxidation 
factor.  Users can also customize any one of these factors if it will result in a calculation more accurate 
than the default methodology.  
 
Fuel Quantity Default UoM (unit of measure): The quantity of fuel and units used in the formula to 
determine a total.  In cases where the formula uses a different unit than the units entered by the user, 
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CRIS will convert these units to a default unit used in the calculation.  For example, kilowatt hours could 
be converted to megawatt hours for the purpose of calculation.   
 
Fuel Type: A fuel category determined by the activity type selected by the user (e.g. petroleum product).  
 
GHG Amount: The total metric tons of greenhouse gas.  
 
Heat Content: The amount of heat energy available to be released by the transformation or use of a 
specified physical unit of an energy form (e.g., a ton of coal, a barrel of oil, a kilowatt-hour of electricity, a 
cubic foot of natural gas, or a pound of steam).  The heat content of each fuel is expressed in units of 
energy per unit mass or volume (such as MMBtu/short ton or MMBtu/gallon) and should be calculated 
based on higher heating values (HHV). 
 
Historical ï a reporter type that indicates the data is either not reported in accordance with The 
Registryôs standards outlined in the General Reporting Protocol or was not verified by an ANSI accreted 
Registry approved verification body.  
 
NAICS (North American Industry Classification System): The standard used by Federal statistical 
agencies in classifying business establishments for the purpose of collecting, analyzing, and publishing 
statistical data related to the U.S. business economy. 
 
NAICS Code: The code assigned by NAICS to each establishment based on its primary activity 
(generally the activity that generates the most revenue for the establishment).  NAICS codes can be 
found online at: http://www.census.gov/eos/www/naics/.  This is a required field at the facility, and an 
optional field at the source level.  
 
Nameplate Capacity: The normal maximum output of a generating source.  For example, the nameplate 
capacity for a generator is the amount of electricity it is designed to produce.  This figure is typically 
expressed in megawatts.  
 
Oxidation Factor: A fuel characteristic specifying the proportion of carbon in the fuel that is oxidized to 
CO2.  It indicates whether all of the carbon in the fuel is oxidized to CO2 when energy is produced. 
 
Physical Inventory: The module of CRIS in which users manage entity, facility, source and fuel 
information for any given reporting year, such as mailing address and key contacts, and source name.  
For some facilities that have previously reported to The Climate Registry or to the California Climate 
Action Registry, some information may be pre-populated. 
 
Primary Entity Administrator (PEA):  Original user role assigned by The Climate Registry when a 
company begins reporting.  This user has the broadest privileges for managing the entity information and 
report status.  The PEA may update an entityôs contact information and description, create and manager 
other users, create and manage facilities & sources, define fuels and report GHG emissions for each 
source, run a Quality Assurance check to identify common errors, submit a report for verification, run 
Reports at any time to view emissions details or GHG totals at the facility or entity level, attach or delete 
documents related to an inventory.  There can only be one Primary Entity Administrator for an 
organization and there must be a PEA at all times.  
  
Private Reports: Reports including data that is only available to contacts assigned to the entity. For 
instance, private reports may detail emissions at the source level.  Private reports can be run at anytime.  
 
Public Reports: Climate Registered reports are made available to the public after verification and The 
Registryôs acceptance. Public reports show entity and facility level totals by scope and by GHG.   
 
Public Stakeholders: Refers to any individual or organization that downloads or will potentially download 
the Public Reports (e.g. individuals, press, other companies).  In the context of CRIS and the GRP, this 
term is used interchangeably with ñthe public.ò 

http://www.census.gov/eos/www/naics/
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Quality Assurance Check: An automated review conducted by the CRIS application that will flag any 
common errors or oversights.  These Quality Assurance (QA) checks are run before the application will 
accept a final report. A facilityôs status must be ñFinal Reviewò before an authorized user can run a QA 
Check or view a log of previously generated QA Checks.    
 
Report by Facility: The option to report total GHG emissions per facility using data that was calculated 
outside of CRIS.  Users enter annual emissions of each GHG by activity, scope in a grid.  HFCs and 
PFCs only are entered in the grid on a CO2-equivalent basis.  Reported emissions should be the same 
whether an entity reports by facility or reports by source.  Users may combine reporting methods within 
one entity report, and may report one or more facilities using the grid and report at a source level for one 
or more facilities.  
 
Report by Source: The option to report based on emissions calculated using CRISôs built-in Calculation 
Engine. To use this option, users must create sources and specify details, which are used by the 
calculation engine to create a detailed formula.  Reported emissions should be the same whether an 
entity reports by facility or reports by source.  Users may combine reporting methods within one entity 
report, and may report one or more facilities using the grid and report at a source level for one or more 
facilities. 
  
Scope: Defines the operational boundaries in relation to indirect and direct GHG emissions.  
 
Sector: A subset of the economy that is classified according to the type of economic activity taking place 
(process of production).  In CRIS, this term is used in conjunction with the North American Classification 
System.  
 
Simplified Estimation Methods (SEMs): For purposes of The Registry, SEMs are rough, upper-bound 
methods for estimating emissions. Simplified estimation methods may be used to calculate emissions 
from one or more sources, for one or more gases, that, when aggregated, equal no more than five 
percent of an entityôs total scope 1 and scope 2 emissions, as determined on a CO2 equivalent basis. 
 
Source: Any process, activity or mechanism which releases a greenhouse gas or a precursor of a 
greenhouse gas into the atmosphere.  Often, a source is the type of equipment being reported in a facility 
(e.g. generator, boiler, vehicles) or the indirect fuel used at a facility (e.g. electricity, air conditioning).   
 
Standard Reports:  Pre-defined report formats available by all users of the same type. . Reports require 
that the user select an organization/facility, year and geography.  Standard reports in CRIS 3.0 include 
Entity Emissions Detail (Public) that can be viewed by the public, and Entity Emissions Detail (Private) 
that can be viewed by authorized users. 
 
Submissions: Data for one facility for one year  
 
Technology: The type of equipment specified for a source (e.g. Boiler, Model Year 2005).  In some 
cases the term ñALLò or ñUnspecified Technologyò will appear when the emissions factor is the same 
regardless of the type of technology.  
 
Transitional (Member) ï A Member that opts to report less than complete emissions data by self-
defining a transitional reporting boundary based on the following parameters:  

¶ Scopes 

¶ Gases 

¶ Activity Types (stationary combustion, etc.) 

¶ Geographic/operational boundaries (country, state, business units, facility, etc.) 
*Beginning with EY 2011, all transitional Members must upload a completed Self-Defined Transitional 
Boundaries Form to their CRIS account as a public document for each transitional emissions year. 
This form is optional for emissions years reported prior to January 1, 2012 

 

http://www.theclimateregistry.org/resources/reporting-toolkit/



