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1 Overview of SAAELIP

SAAELIP is a One-Stop Portal designed to provide single sign-on entry for Atmospheric Emission Licensing and Air
Emission Inventory Reporting, and also to support the general public to query environmental data of their interests.

(A) For the Regulated Community:
SAAELIP will serve as a central platform for the facility to manage license applications, licenses, reporting
requirements, and compliance reports. SAAELIP offers online options for a wide spectrum of submittals, including:

e Environmental Licensing
o Apply new licenses
o Amend licenses
o Renew licenses
o Terminate licenses

e  Environmental Reporting
o  Submit compliance reports and monitoring data
o  Submit annual emission inventory reports and emission data

SAAELIP offers the following functions for the regulated community.

e  Establish a user account and manage all submittals online;

e Apply AEL environmental licenses online;

e  Submit AEL environmental compliance reports;

e  Submit annual emission inventory reports online

e Monitor the processing status of all online submittals and allows correspondence with Authorities;

e  Keep track of all submission history;

e Manage past and current environmental issuances for record keeping, amendment, renewal and termination

(B) For the General Public:
The SAAELIP offers an online tool for general public to:
e Access the SAAELIP Public site to search and view submitted applications and issued AELs for their
personal interest and concern.

1.1 Definitions, Acronyms, and Abbreviations

This subsection provides the definitions of all terms, acronyms, and abbreviations required to properly interpret
the System Design Document.

Term Definition
SAAELIP South African Atmospheric Emission Licensing & Inventory Portal. The portal provides
a single sign-on access to SNAEL and NAEIS systems.
SNAEL System for National Atmospheric Emission Licensing (SNAEL) System
NAEIS National Air Emission Inventory System of South Africa, under the SAAQIS Il project
DEA Department of Environmental Affairs
AEL Atmospheric Emission License
El Emission Inventory
AQO Air Quality Officer
ACO Accounting Officer
ECO Emission Control Officer
ESA Electronic Signature Agreement
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Term Definition
PIN Personal Identification Number
AELA Atmospheric Emission Licensing Authority
LA Licensing Authority

1.2 Prerequisites

In order to use the SAAELIP system, the user will need the following:

= |nternet connection

= |[E7.00r higher

=  PDF file Viewer (for viewing PDF files only)

2 Facility Site Account Management

If you plan to submit data through SAAELIP, you will need to establish a user account. This section explains the

types of users and details on how to create and manage an account.

If you do not plan to make any online submittal, you do not need an account. You could query data or submit
anonymous complaints without a user account.

2.1 Account Types in SAAELIP Facility Portal

Currently SAAELIP has two types of facility accounts — ACO and ECl.Consultant. It is important for the user to
identify their role because each account has different access privileges. The table below explains in detail the
difference between the two account types.

User Type

Purpose

Account Privileges

ACO

Only the ACO account can certify and
submit applications in SAAELIP.

An ACO can only maintain one User
Account, but this User Account can have
ACO privileges for certain facilities and
have the consultant rights for other
facilities.

If the ACO plans to certify a submittal, the
ACO must get their account approved by
Licensing Authority as the ACO for that
facility.

Will be issued a PIN once their account
privileges are approved by the Licensing
Authority

View and prepare an electronic data entry
form in SAAELIP

Certify and submit an electronic data
entry form in SAAELIP

View submitted data in SAAELIP

Keep track of the status of submitted
records

Keep track of issuances

Associate a consultant to their account to
prepare applications

ECO/Consultant

An ECO/Consultant is someone who is
assigned by an ACO to create and prepare
applications for their facility.

The ECO/Consultant has no right to
actually submit an application but can
prepare applications for a single or
multiple ACOs that have him/her
associated with them. The types of
applications and the facilities that the

View and prepare an electronic data entry
form in SAAELIP

View submitted data in SAAELIP

Keep track of the status of submitted
records

Keep track of issuances

ergorechn
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ECO/Consultant can prepare applications
for are all defined by the ACO. An ACO can
be associated as a Consultant for another

ACO.

2.2 Account Creation Process

Anyone who has access to the SAAELIP Facility Site will be able to create a Facility User Account. Without an
account, the user cannot access the SAAELIP system and have access to the features provided by SAAELIP. Follow

these steps to obtain a facility user account.

Step 1: Click the “Create a New Account” link in the
login page.

Welcome 1o South Alticen Atmoaghenc Dreasicn Lasnang &
Yerroory Portal - SAAELIP

Step 2: The user will need to enter in their personal
identification information (Business, Name, Username,
Title, etc.) along with their contact information (address, e-
mail, phone number).

Any field that contains an * icon is required and must be
filled to continue. If these fields are not filled, the system
will display a validation error that fields are missing. Once
complete, the user should click the ‘Next’ button.

By placing the mouse over the L7 icon, a help box will
display to provide additional information.

Step 3a: The user will have to select their role associated to the

facility. If the useris an ‘ECO’ or ‘Consultant’, then the
‘ECO/Consultant’ account type should be selected.

Step 3b (for ACO Only): If the user is an ACO, then they
will need to select which application type he/she is
responsible for and for which facilities. The ‘Associate
New’ button will allow the user to search through a list of
facilities to add to their profile.

CREATE ACCOUNT

Lo @l 4P o

® Address Line 1@'

This is your current address,

=== F=rray

=T

CREATE ACCOUNT

For public user to create user account. (*) Denotes a required field.

* Account group: () ACO @ ECO/Consultant
#* Account type: 7] Consultant[] ECO

Bock o Logm

CREATE ACCOUNT

SR 1] otare

* Asasnt e 2 ALD
Axsoouing Fackny List

Al New Athass  Sutwems Type  Saes

ABROSNED MW ¥ yod i (nF 408 ok T AT Bt T SR (bt BT ot et SRS
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The ACO will need to associate a facility to his/her
account in order to create and submit applications oy g o ——t

for the selected facility. The facility search feature B e e |
allows the user to search the master facilities by : AEL Apoaf
name. Once the results are displayed, the user can d

check their facility(s) and the application they are - ey e
responsible for. If the user searches and cannot find bt
their facility(s) listed, the system will

provide methods of how to contact the Licensing
Authority to have LA add the new facility(s).

CHEATE ACSOUNY

Step 4: Once the selections have been saved, the user
should move to the next section. The next section will
require the user to provide answers to a few security =
questions. These questions will be used later on to 3
retrieve a lost password and used to submit vhath B 9se 16100 DanyRe ahese poy aers hers
applications.

At In fan Srmt and ridsie narne of saer skl dliing ) v

[t Vo th )« vowsen | Wric |

Step 5: To finalize the application, a CAPTCHA needs to be verified. Once CREATE ACCOUNT
verified, the account will be created. R T e ST B ST

Mcture Verificatan

s e e i

'a@\&ﬁ\)U

* L prtir e CRs e T s

(== revoes [

CREATE ACCOUNT
Step 6: The system will display a message with
instructions on how to activate the account so that all b e 10 gl 1 et oAt THGARAY B T v sl B e i S et
features can be opened. I e o s

VAP 33 KERT B0E 81 8 AMECTY TBRCIe AZTRATAIE 1) AGHY

Step 6a (for ACO Only): The ACO is required to print out, sign and mail an Electronic Signature Agreement (also
known as the “Subscriber Agreement”) to the LA for “Certify & Sign” priviledge. This form is needed by the LA so
that the LA can approve of the account association to the facility and activate the facility in SAAELIP for the
applicant. By clicking the “Print Subscriber Agreement” link, SAAELIP will auto-fill the subscriber agreement form
for the user. As a ‘Licensing Authority’, the ‘Subscriber Agreement’ will need to be printed, signed, and sent back
to the authority. The mailing address will be contained in the ‘Subscriber Agreement’ form.

Step 7: The user will receive an e-mail notifying them of their account creation with their login name and randomly
generated password. After receiving the login/password information, the user can now use this information to
login into SAAELIP Facility Portal.
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Step 8 (Optional): If the user forgot their password, he/she can simply click on the ‘Forgot Password’ link on the
main login screen.

Step 8a (Optional): The user will need to enter a valid e-mail address to prompt a security question before their
password will be sent to them via e-mail. After the system validates the account based on the email and security
question response, the system will reset the user’s password and send the system generated password to the
user’s registered email address.

Step 9: To make sure the user account is secured, when
the user first logs in, SAAELIP will inform the user that
they will have to change their password to a new
password with the described criteria.

Change Password

2.3 Managing Account Settings

After creating an account, the user has the option to go back and modify his/her information. Having the ability to
edit the user account information is important because SAAELIP contains several functions that rely on the
information that was entered in the fields. For example, SAAELIP will pull and auto-populate certain fieds based on
the user account information. For example, if the user has an incorrect e-mail, e-mail notifications will not be
received by the user. The user is able to manage his/her account security settings and his/her associations. Poor
configuration in this section can lead to hinderance in creating and submitting applications in SAAELIP. This is why
it is imperative for the user keep their information up to date and entered correctly.

The user can manage their account settings by
clicking on ‘My Account’.

¥ SAAELIP - Facility

My Dashboard Seomittin Victaton

In the “My Account” module, the user can select from the following options:

Profile Management 1) In ‘Basic Information’, the user can change their name and contact
information. The section provides tabs along the top so that the user can
«, Basic Information also change his/her address information.
A& Manage account infaormation
5 Password 2) The ‘Password’ and ‘Security Questions’ options allow the user to
&2l Manage your password edit/change their password or security questions, which prevents
Security Questions unauthorized access to their account and prevents unauthorized users to
“ Eiaron secisiy submit applications.
guestions/answers
@ Manage Consultants and 3) The ‘Managing Associated Consultants and Preparers’ section allows user to
@a/* Preparers manage his consultants/preparers.

2.3.1 Manage Account General Information SoReUERD

This section details how the user can manage their acccount information. In
‘Basic Information’, the user will be able to see three tabs: General Information,
Address Information, and Associate Facilities.

In the ‘Address Information’ tab, the user can specify a different billing address e e e = e
from their mailing address and vice versa. ki

ergorech Page 9 of 66



SAAELIP — User Guide for the Regulated Community

The ‘Associate Facility’ tab will allow users to
associate different facilities to their User Account.

2.3.2 Protect Account Security

SAAELIP provides three layers of protection over the user’s account: password, PIN, and Security Question. The
Password is the credential the user uses for login; whereas, PIN and security questions are the credentials for
certification and submission, which serves as an electronic signature of the ACO.

Chanpe Password

The ‘Password’ and ‘Security Questions’ options allow the user to prevent e #52ke of Lt b v DR (018 ey it &
unauthorized access to their account and preventing unauthorized users to

submit applications.

W Paseweed Combem Naw Passwen

By clicking ‘Password’, the user can go to the ‘My Password Information’ tab
to change their password by entering their old password and by entering SNSERRI
their new password.

Change PIN
The second security layer SAAELIP has is the PIN number. By clicking on ryc0 dontnes
the ‘My PIN information’ tab, the user will be able to request a PIN -
number and then change it in the future. The PIN number will be
required to submit an application. Marw PIN Caaditn Nisw PIN

Once a PIN number is requested, the user will receive an e-mail of a new
PIN. The user will need to click ‘Save PIN’ to make sure the changes [ERNRY W e
have been stored.

As a part of security measurements, SAAELIP requires the Certifier to answer B S
a security question challenge correctly before it will accept each online Qemten
submittal. If the user is creating an ACO account, they will also need to setup
a pool of security Q/A so that SAAELIP can use their answers to authenticate
their identity during the submission certification process. Clicking on the
‘Security Question’ tab, the user can change their security question(s) and
response(s). The security questions will be needed when retrieving a lost ,
password and when submitting an application. utim

whal & yuwe Bast Mlend s sl same? v

whal & the narme of D faspetsl whes you wee bem? v

whal & the Lest sama of pour liserite lsache? v

Roae0n 15 Reeet Securnty Guestions

-

2.3.3 Managing Associated ECOs, Consultants and Preparers

An ACO user could manage a list of associates (consultants or preparers) to help the ACO to prepare draft
applications. This option is useful in situations where an ACO manages multiple facilities and requires additional
assistance. When a consultant creates an application for the ACO, the ACO can see the newly created application
when he/she logs into their account. Once the application is reviewed by the ACO, the ACO can then submit the
application. This Section describes features the ACO can use to manage his/her associates within SAAELIP and only
viewable by the ACO. This section describes how an ACO will associate and de-associate a consultant for his/her
facility.
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By clicking the ‘Managing Associated Consultants and Preparers’ section, a user can see a grid view of preparers
that have been associated to their account. The grid view lists out who they have associated with them and for
which facility and application type, as well as the effective dates of this association. If the user wants to de-

associate the user, they can simply click on the X icon to remove them. By clicking on the g icon, the user can
pull a detail view of the associates setting.

Consuftants List

1-15 of 21 leon's)

X & comy ovth Cape Town Drum & Cortainers {PTY) Ltd(fkepe Drums)  Preperes AL Applxcshion 0201/2017 Actree
X #H on Senith Eskom Matimba Power Station Preporer 2L Apshcation 02/01/2013 02/01/2017 Active ’
x _4 Carry Seath FFS Refiners {Py) Lid {Cape Town) Prepern AEL Apghication 02000/2013 02/01/2017 Actren |
Consultant Information

To add a new ECO/consultant, the system first prompts for the

consultant’s e-mail, which means the consultant is required to have an * Email

account in SAAELIP first. Next, SAAELIP asks for the effective date and

expiration date of this association, if any. Effective Date Expiration Date

Validate & Associate

As a third step, User needs to 'Add R
Authorizations’ to the consultant. ‘Application
Authorization’ defines the facility(s) and the

application type(s) (i.e. AEL Application, AEL S — o o o e —— —

Compliance Report, or NAEIS Reporting) the e it oy St
ECO/Consultant is allowed to prepare. Once 2 Nt A st obdpm
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3 Home Page (the “Dashboard”)

The home page of SAAELIP is also called the ‘Dashboard’, which gives the user visibility of key features that
SAAELIP has to offer. The dashboard provides access to applications that have to be created, applications that
need to be finished, and applications that have already been submitted while being organized by the applications
latest activity.

My Deatdoord  Sunetted  Visden My Account [ P wiee w4

(3)

Mecasage Center

0 M Upoorsny Subestisl Ctogetoes

Anmoa Ermission Inventory Report INAEIS)
1 -4 of & fernfy)
IR e Erergy Sv e (Pey) Lad Wb 1adeiris Gty Of Cage Tamn Meb o Musiseily Troe sats " Dot
S w Exnen Mty Posver Sttim Sactn 21 TN Mt Mgl Pager adh " i
Kl »o 7S Badwens (Fy] (4 | Capw Town Inamy Tty of Coge Twn Mgt Manarpality Pagas 1> " e
[ Fiin ) (vdas Vemer induastoes (P} L3 Incsery Mo e Dhatrt Mavczatey s
[Ty Cluy irhestoes Corolefs Wzibers Cape () Ul Ly Tty of Copm " oo Matupokies Manatsety oot wrves 1 foetny " Dot
Complance Report
§ 18 of 23 ey
&t ! Foclity Suberdital Type Manstorig Peviod Owe Dabe | Seatus
[ Taxy Chay Industions-Corvbek Western Cipe [Py} Lt N Compiany Repot VLM - 1 TULTP L ooy Dwe
s Erwrgy for Ares (Pry) AL Comgiuecs Repat LU DT LT ST Over Dwe
LCape Town Drum & Contwwrs (9TY) LA BSape Dnavs | ML Compmundcs Repat 05 TS Wavins e [hye
oe 5 " Tewapy for Avcs (P \td MY Crrmsmecs Repat Lo e Dver Dye
2 . ?””“ : 1Y Cape Tewn Drum & Condiraers (FTY) L Phagas Orurma} AL Crsmsturca Repat Vs i 1 Over Due
= Evurgy for Alrea () sl L Oesturcs Rt s L el tiver Dee
Vi) Cage Towe Drun & Curtiioers (PTY) Lk ESpa Ovuenw) A2 Coefurce et SS90 Over Dun
vy Habes Tivter (ndhsaves (7] L8 22 Cpemmancs Redrt AL HRAE Over e
I Behann [717) LM (Cape Town) AEL Comptaece Repart WAL MRS Over Dye
s 1% Fadmacs (737 L (Cape Tower] A Crmgtarecs Rapor MBeL Over Dee
=3 Erwrgy for Abvea (Fty) AL Cremurcs Rapat Dver Des
Erwrgy for Aeca () AL Omturce Repot et St
73 Sadoucs (Py) Lt (Cape Town ) AL Corgmurcs Repot Mt Staned
Trwrgy for Afve (Phy) und M Complinos Regot UL WM o Stact
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®The ‘Upcoming Submittal Obligations’ allows the user to view any submittal obligations they have or
compliance reports that need their attention. The user can review due dates and statuses of the pending
obligations. The User can click on the “Edit” button to open up and view the submittal.

®The ‘Permits/Licenses’ section lists the different licenses associated with the User. The User can choose to
Renew, Appeal, Transfer, or Variation for the different licenses that are assigned to them. The User is able to sort
the licenses by Facility, Issuance Info, Critical Dates, or Appeal/Termination Comments.

@ The ‘Message Center’ provides a link to any communication done via SAAELIP. This provides a shortcut for the
user to see e-mails or correspondence messages that were sent to them. The Message Center will also show any
expired licenses that may need the User’s attention. The messages are hyperlinked to allow the User to receive
more detailed information about the correspondences or announcements.
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4 AEL Submission and Management

Once an account is established, the user could begin online submittals. Currently SAAELIP provides the ability to
submit an AEL Application, AEL Compliance Reports and Annual Emission Inventory report®. This Section provides
generic features applicable to all online submittals. For data entry forms specific to each submittal (e.g., AEL
Application or AEL Compliance Report), please see the Appendix section.

4.1 Overview of Application Submission Process

To better understand how to use SAAELIP, it is important for the user to understand the submission process. The
below diagram displays the flow for completing an AEL application.

New AEL Application Process

Phase

™ —
=5 O
c S Enter Necessary - L
= 3 i( Cr(;ate"rgg\t/;/o/:EL —> Data on —| Insert Attachment Ascgﬁfgxcﬁmsz rf‘ End New Application
=i 8 PP Application Form LS App! Process

<)
<o 7'y

A

Receive e-
notification on new
submission to start

review process

A 4

Licensing
Authority

\ 4 h 4

13 Perform Data Display successful Backend Task will be
Q Validation & submission rt_eceipt > triggered to save a
3 e [ R
Major steps of submitting an application in SAAELIP are listed in the following table.
Step # | Name Highlights of System Functions & Description
1. Select an application Based on the selection of the application type, the system will bring up different
type application forms which mimic the ‘paper’ form. Currently, SAAELIP offers the AEL
Applications and AEL Compliance Reports.
2. Select a facility At the start of each submittal (i.e., application or report), the user needs to specify

a facility by selecting from a drop-down list. The list is based on:

e  For ACO: the facilities identified on the Electronic Signature Agreement and
approved by LA;

e  For Consultant: the facilities authorized by the associated ACO.

Once a facility is selected, the general information and Facility ID of that facility will
be populated from the SAAELIP facility database into the application form
automatically. Please note that if an ACO user cannot find a facility from the drop-
down list, he/she needs to

e Goto ‘My Account’ = ‘Manage Account Type’ = To associate new facility
e If he/she cannot find the facility from the search, he/she needs to contact LA.

If a preparer cannot find a facility from the drop-down list, he/she needs to contact
their associated ACO for authorization.

3. Enter necessary SAAELIP will conduct data validation along with the preparation of an application

1 For detail on how to submit an Annual Emission Inventory Report, please refer to NAEIS Facility User Manual, and NAEIS
Training Video.
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Name

Highlights of System Functions & Description

information on the
application form

form, and display warning / error messages to the user if the data validation fails.

4. Insert attachment(s) SAAELIP supports uploading of required and optional attachments. The file format
of the attachments include: WORD (doc, docx), EXCEL (xls, xIsx, and csv), PDF,
image (JPEG, PNG, GIF, etc.)

5. Data validation and At the end of preparation, SAAELIP will present a tree view summary of the data

completeness check validation result of each section with a hyperlink to the corresponding section to
ease the correction process.

6. Certification and For all submissions, the user will need to certify that they are a qualified individual,

submission answer a security question, and then enter their PIN before an application can be
submitted. Currently, only a ‘ACO’ can submit applications. The user can refer to
section 2.3.2 for more information on how to receive a PIN or reset security
question.

7. Acknowledgement For each successful submission, SAAELIP will present an acknowledgement receipt

Receipt and
confirmation email

on screen. The receipt can then be printed by the user if they wish. The receipt
contains the following information:

e Unique Submission ID

e Date and Time of submission

e |P address from which submission was made

e Name, Address, and contact information of ACO

e  Facility Name and (if applicable) License Number of submission

e Indication of (and details for) any attachments provided along with the
submission

SAAELIP will also send a confirmation email to the user with similar information as
the receipt.

4.2 Applying and Submitting Applications

Being able to submit applications online provides a way for both facility and authority users to electronically
organize submissions, track and share progress from anywhere and anytime as long as the user can access the
internet. Currently SAAELIP allows for the submission of AEL Applications and AEL Compliance reports. To view
the guide in completing each individual application, please refer to the appendix.

4.3 Tracking Submitted Applications

The ability to track submitted
applications allows the user to

effectively manage submissions.
Users can track the applications
they have submitted by navigating
to the ‘Submittal’ menu bar or the

dashboard link. In this section the
user is able to search submittals
using the search toolbar on top to
filter their selection. The user can
also filter out submissions that they
have withdrawn, amended, or
terminated for those that require
additional attention.

ergorechn
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SAAELIP provides the following features for the user to keep track of their submission:

e  Ability to review submission detail

e Ability to add additional supporting documents

e Tracking outstanding balances or make payments

e  Track LA work status regarding the submission

e Communicating with the LA regarding the submission

e E-mail tracking of notifications sent by the LA

4.3.1 Review Submission Copy-of-Record

A facility user may have several submissions for their

facility(s) so it is important for them to be able to
have a tool to review their submissions. By clicking
on the ‘View’ tab from the grid view in ‘Manage
Submitted Cases’, the user will be brought to the
screen to the right. The user can see the review
status on this page and the most current review task.

The ‘Manage Submitted Cases’ tab can be broken
down into the following:

a. Submittal: user can view information
related to the submission and status;
SAAELIP displays: Submittal ID, App Name
Submitted Date, Submitter details (Name,
Address, Phone and Email), Most Recent
Application Status, Application Status
History with Comments and Most Recent
Application Form.

- i Refiners (Pty) L3a {Cape To - v
Ii B A ot ) O
= o] oo Sr w7 ?

Aamin Review | Smittes 25 By = okt
stm - : — : =
Sadndzal Attachment Payment Work Activities Comespoasdence Emad Hutory

Application Basic Information

3]

Submiits 1D

App Namg

AEL Application
52202015 7:51:49 PM

Submitied Date
Joe Smith

123 How Lane
Protoria EC 1111
2348900
yzwui 2058 gmail.com

Admin Review Start

b. Attachment: displays any attachments that

have been uploaded to SAAELIP during submission process; if attachments were uploaded during
submission process, the applicant can upload additional sets of attachments in this page.

c. Payment: displays total application fee, payment made and fee balance; user is able to make additional
payments via Credit Card or electronic Check if there are any pending balances on the application fee.

d. Work Activities: displays different application tasks and their progress

e. Correspondence: allows applicant to initiate correspondence with authority users, but visible to third-

party users as well.

f.  Email History: displays a list of emails that have been manually sent by authority users, and are not

system-automated.

If the user needed to copy his/her submission because of the similarities of a new submission, the ‘Copy Submittal’
function will create a new application and transpose all the data that was filled in on the previous application.

4.3.2 Attachments

If the User supplied any attachments during the
submittal process, then the user can add additional
attachments through the ‘Managed Submittal Cases’
submodule. The User can upload either supporting
documents or termination documents.

Sty | Stachyret | Saymet | Work Achtes  Conwponderes Sl Madory

ATTACHMENT (Susasssion 1D: 531)

Anactmem
P Swertoy Dvosonemt |Crhrm

P Trrmmaton Documments (Disons

4.3.3 Tracking Submission Status — Work Activities
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The current work activities can be seen by the user by
clicking on the ‘Work Activities’ tab. It will show each Status:| (All (v
tasks complete date and status. This allows the facility
user to keep track of the submission review process
progress so that if a work task was overdue, that the

, 1-2of2item(s
applicant can address the reason why. T"‘““"‘e -

| Submittal Type Determination  Completed 06/05/2015 Group
| Start Workflow Completed - Group |

Work Activity List

4.3.4 Tracking Correspondences with LA

SAAELIP provides an additional feature for allowing the applicant to notify the LA. Being able to contact the LA is
necessary to resolve any issues that require attention and effectively lessen the time needed to resolve any issues.
The user can access this section if there is any new correspondence through the message center. The
correspondence tab within the submission will only display correspondence regarding the selected submission. By

clicking on the lj icon, the user can open the correspondence history so that the applicant can review any new
correspondences.

Submittal Attachment Payment Work Activities Comrespondence Email History

You may communicate with the applicant without wsing email by reading their comments and/or by selecting "Mew” below, typing a subject and comment and dicking "Create”. When you open an
comment, you can continue a conversation on that subject by fyping a new message in the text box within the window that pops up and dlicking "submit”

Discussion

The following comments have been submitted to this application.

1-10f 1 item(s
e T ey ey e e v Ty

P ! ™ Applicant: i
= 1(New:0) 2 Applicart: Joe Smith Test 2948900 yzwul209@gmailcom | 123 How Lane, Preforia£C 1111 <2 APPicant: Joe Smith
on 6/16/2015 11:42:19 PM on 6/16/2015 11:42:19 PM

The correspondence history will contain time stamps of the conversations, when the correspondence was created,
and the subject.

Subject: Test  Crealed Date! 61162015 11:42:19 PM

» Measage

&

Marked Usrrad

Discussion Hislory

Joe Smith
343000, yrenr1 220@gmailcom Test
FIR2015 14 P

If no correspondence exists, the user can select the new button to start a new correspondence.

4.3.5 Tracking Emails Sent by SAAELIP

SAAELIP maintain a history of all emails pertaining to each submittal. This provides an easy method of record
keeping of when they were notified by the SAAELIP system and the details of the e-mail. Only e-mails generated
by SAAELIP are stored in this section. This may prove to be useful in situations where the applicant did not receive
an e-mail due to several reasons but can use this tool to check on e-mails regarding their submission.

By clicking on the P icon, the user can see the message that was contained in the e-mail sent by the system.
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4.4 Request for Application Withdrawal

In some cases, an applicant will want to withdraw his
submission. SAAELIP currently only allows the user to

request for a withdrawal. The request for withdrawal
option is located in the ‘Manage Submitted Cases’ 2>
‘Submittal’ tab. This allows the user to request a
withdrawal of their current submission. By doing so,
the LA will make a decision of whether or not to
approve or deny the request. If the withdrawal was

Application Withdrawal

3

approved, the status will mark the submission as
withdrawn and no further action can be taken.

4.5 Request for Application Revision

An applicant might notice an error in their submission and
would like to revise their submissions. In such cases the
applicant would need to request for revision in order to
notify the LA first. The request for revision option is located
in the ‘Manage Submitted Cases’ > ‘Submittal’ tab. This
allows the user to request a revision of their current
submission. By doing so, the LA will make a decision of
whether or not to approve or deny the request.

Apphication Revision

If the submission is approved for revision, a new application will be created with the status set as ‘Revision’. This
will let the user revise their past submission and the old submission will be marked as ‘Revised Archived’. No

further action can be taken on the old submission.

4.6 Request for License Termination

If a final license has been issued by the LA

Permit Termination

through a SAAELIP submission and the

applicant decides that the license is no longer * Reason for Termination:

needed, the applicant can request for
termination of the license. The request for

termination option is located in the ‘Manage * Nofification Letter to ELA Authority:

Submitted Cases’ = ‘Submittal’ tab. This

allows the user to request to terminate of —
Request for Termination

their current license. By doing so, the LA will

Browse...

make a decision of whether or not to approve

or deny the request. If the authority approves of the termination, the submission will then be terminated and no

longer be modified.

ergorechn
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5 License and Issuance Management

The license and issuance management module offers the Applicant with the following features:
= Track LA review status for their license submissions

= Manage licenses issued by LA

= Renewal of existing licenses

= Amend licenses

= Submit license termination request

Upon login into the SAAELIP, the System will present a list of active licenses associated with the facilities which the
user is associated with. At this time, SAAELIP will provide licenses and the list will grow as the System integrates
with additional DEA data systems in the future. If the user applies a license via SAAELIP, the license record will
contain submission data and the final license. Otherwise, the license record will contain license meta data only
(no submission data). SAAELIP allows the user to amend, renew, and terminate their issuances. When renewing
or amending a license, please follow the SAAELIP screen Wizard to complete required forms and submit them for
LA’s review.

The following sections will provide more details on how to manage issuances.

The ‘License Manager’ module under ‘Submittal’ allows the user to view all issuances associated to the facility that
they are associated with. Similar to the ‘Issuance’ feature in the ‘Manage Submitted Cases’, the user can view the

L]
license by clicking the — icon. The user can filter the licenses by the tool bar above the grid view and filter by
‘Application ID’, ‘License Number’, ‘Site Address’, and/or ‘Facility Name’. The user can click on the submission
hyperlink in ‘Issuance Info’ to navigate to the application submission to view the details if the license is associated

to a SAAELIP submission.

Sutmvetesl 1) Lizetine ho e Aasess I aciety Novrer m A4 AMdvancad Search)
Search Result

195 o 18 demy)

™ T T e
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- Cape Towm Drum A Contaners (FTY) Ut Exsps Drorm Mg , States 2] Eecy A4S A 33 M Farmes SE, Gty of Cape Timen Metupudtan Muricisalty, 0001
e s foe St | Bowred co 06/01/2017 7= B : = 3
P App#: 628 - AEL =
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- ADOZ_000015_a1
Annoagriend " s Qs MO1E
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5.1 Appeal License

A facility User may want to appeal a license that e
has already been issued by the Authority. In order -——::-::—i
to appeal a license, the User can navigate to the i =2

‘License Manager’ submodule to view all the
Licenses that are assigned to them.

” License Appeal Request
When the User clicks on the button, they

will be alerted by a pop-up message confirming Reason for appeal:
that they wish to appeal the selected license.
When the User clicks ‘OK,” they will be prompted 4
to enter a reason for their appeal request. The
appropriate Authority will be notified of the
request once it is sent by the Facility User.

| Close | Send Request

5.2 Renew/Transfer/Variation License

To remain in compliance, applicants will need to renew their licenses prior to license expiration date. If the license
is near to expiration or expired, the user will see a ‘Renew’ button in addition to an ‘Appeal, Transfer, and
Variation’ button. Since facilities can often times change in the way they operate, their existing license will need to
be amended to remain in compliance. User can amend a license anytime when the license is effective by clicking
on the ‘Variation’ button. The ‘Transfer’ option allows the user to change the Ownership or name under which the
License is assigned. The workflows for each of these options are very similar and follow the basic steps below:

1. The User should select the option to Renew, Transfer, or Variation next to the appropriate license via the
‘License Manager’ submodule in ‘Submittal.’

2. The User will be alerted by a pop-up message to confirm whether or not they wish to proceed with the action
that they clicked.

3.  When the User clicks ‘OK’ to continue, they will view an Application form wizard. The radio button for the
specific action the User wished to take will be selected.

The page will be directed to an application form based on the license type.

5. If submission history doesn’t exist in SAAELIP, the application form will not have any previous submission data
pre-populated. But SAAELIP will pre-populate the facility data into the application form.

6. If submission history exists in SAAELIP, the application form will have all previous submission data pre-
populated.

7. Applicant is able to revise the data in the application form. Details on how to fill out an online application form
are in Section 4.2.

Applicant can save and exit the application form any time before submission
After the new application form passes SAAELIP validation check, the application can be submitted

10. ACO needs to go through the same submission process as Section 4.2 to submit an renewal, transfer, or
variation application

11. ACO can withdraw the amendment submission before a license revision is issued. For details, please refer to
Section 4.5.

12. The submission status of the amendment application can be tracked the same way as described in Section 4.3.

ergorech Page 19 of 66



3

s’

$¥

SAAELIP — User Guide for the Regulated Community

6 NAEIS Report Data Entry

To access the Source Form, click the “NAEIS Report” link at the top menu. Click the “View/Edit” icon for a
source, and then click “Source” on the left panel.

6.1

6.1.1

6.1.2

Source Form

The Source Form collects basic information about the facility, which includes location and ownership. All
sources, both stationary and portable, should complete only one Source Form.

For facilities that submitted a NAEIS report during a previous year, this form should be entirely pre-filled
with the most recent previous year data. If information has changed or needs to be updated, edit the
appropriate fields. If all the information is accurate and no editing is necessary, continue to the next form —
the Contact Form.

For facilities submitting a NAEIS report for the first time, this form will be partially completed. Follow the
instructions for completing the required fields on the Source Form.

Source Form Completion Instructions

This form consists of two sections; the Source Identification section and the Owner Information

section. Make sure that all the pre-filled information is correct. If all required fields are completed,
continue to the Contact Form. If this form needs to be completed or fields need to be edited, follow the
instructions below for completing the Source Identification and Owner Information Sections. Required
fields are marked with asterisks (*).

Source ldentification Section

Complete the required fields in this section if information needs to be updated or new information needs
to be entered. Follow the steps below.

Source ldentification

* Source Name:
Testing Industry Source

E)
* SIC Code (if different from 5-104): =%
|U191 - General farms, primarily crop ﬂ

® Source Type: * Portable:
|Industry ﬂ |N0 ﬂ

* Street Address 1:

315 cnr Pretorius & Lilian Mgoyi Street

Street Address

Province: ® District Municipality: * Local Municipality: * Postal Code:
Gauteng ﬂ |City' of Tshwane Metropalitan Municipality ﬂ |City of Tshwane Metropaolitan I'u'IuniCipaIityﬂ 0001

Figure 6.1 Source Identification Section

1. Source Name: Enter the name of the source. For portable sources, enter the name of the company
that owns the portable source.

2. SIC Code: From the drop-down list, select the Source Identification Code (SIC) that best describes
the major product produced or service provided by your source (Figure 6.2). Users can elect to click

o
the =% icon to search and select appropriate SIC Codes.
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By
® SIC Code (if different from 5-101); =%
0191 - General farms, primarily crop ﬂ

Figure 6.2 SIC Code on Source Form

Portable: From the drop-down list, select “Yes” if the source is portable (e.g. asphalt batch
plant). Select “No” if this is a stationary source.

Source Address

Street Address 1: This is the street number and name where the source is located. Enter the address
of the source where the equipment is located. For portable sources, enter the address of the home
or main office.

District/Metro Municipality: From the drop-down list, select the District/Metro Municipality where
the source is located. For portable sources, select the District/Metro Municipality where the home
or main office is located.

Local Municipality: From the drop-down list, select the Local Municipality where the source is
located. For portable sources, select the Local Municipality where the home or main office is
located.

Postal Code: Enter the Postal code. The postal code must represent the Local Municipality where
the source is located. For portable sources, enter the postal code of the Local Municipality selected
in the previous field.

* Latitude: -25.74949070

Horizontal Collection Method:

001 The geographic coordinate determination method based on address matching-house number. ﬂ
Horizontal Accuracy Measure: Horizontal Reference Datum:

10 Meters |03 World Geodetic System of 1984 v|

Source Map Scale: Reference Point Code:

10 102 Center of a Facility/System.

Principal Product: Number of Employees: Company Registration Number:
Candy 2000 323442333

Line Source Start Point

Latitude: Longitude:

Line Source End Point

Latitude: Longitude:

Figure 6.3 Source Identification Section (continued)

5. Latitude: Enter the source’s latitude in decimal degrees or in Degree:Minute:Second format. Use

the Use Deg:Min:Sec Format button to toggle the formats. If you do not know the source’s
latitude/longitude, use the Get Lat/Lon function by clicking the Get Lat/Lon button.

6. Longitude: Enter the source’s Longitude in decimal degrees or in Degree:Minute:Second format.
Use the Use Deg:Min:Sec Format button to toggle the formats. If you do not know the source’s
longitude, use the Get Lat/Lon function by clicking the Get Lat/Lon button.

ergorech
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When clicking Get Lat/Long, the map location will default by pointing to the address supplied in the
same source form (Step 4). If no address is provided, the default drop pin will be the center of South
Africa. You may choose to drag the drop pin around to get a more accurate latitude/longitude location.
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Figure 6.4 Get Latitude/Longitude by Map (Source)

After you are comfortable with the location of the drop pin, click the update button (Figure 6.4). You will
then see the latitude/longitude pre-filled on the source form.

7. Horizontal Collection Method: From the drop-down list, select the collection method used to
determine the latitude and longitude listed.

8. Source Map Scale: Enter the scale of the map used. This field is only required if the horizontal

collection method code entered is “The geographic coordinate determination method based on
interpolation-map.”

9. Horizontal Accuracy: Enter the accuracy measure of the collection method and report in meters,
based on the map or GPS used. If you are using a website, enter 25 meters.

10. Horizontal Reference Datum: From the drop-down list, select the datum code used to determine
the latitude and longitude.

11. Reference Point Code: From the drop-down list, select the point that best describes the location
where the latitude and longitude were taken. For instance, if you are using horizontal collection
method code “The geographic coordinate determination method based on address matching-house
number”, reference point code “Entrance of a facility or station” may be used. If you are using a

GPS, choose the point closest to where you were standing when reading the GPS, such as code
“Center of a facility or station.”

12. Number of Employees: Enter the average number of people employed at this location.
13. Principal Product: Enter the principal product produced at the source (e.g., “Platinum”).

14. Company Registration Number: Enter the source’s “Company Registration Number” that is tied to
your Section 21 Obligations.
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6.1.3 Owner Information Section

Complete the required fields in this section if information needs to be updated or new information needs
to be entered.

Owener Information

Owner Hame:

Peter Huang

Street Address 1:
315 cnr Pretorius & Lilian Mgoyi Street

Street Address 2:

Country: Province: District Municipality: Local Municipality: Postal Code:
South.-‘\fricaﬂ IGauteng ﬂ ICity'ofTshwane Metropolitan Municipality ﬂ ICits.rofTshwaneMetropolitan Municipalityﬂ 0001

Figure 6.5 Owner Information Section
15. Owner Name: Enter the name of the owner of the source or the parent/holding company.

16. Contact Address: If the owner’s address is different than the source address, complete these
fields. Fill out the name and address exactly as it should appear on all correspondence.

6.2 Contact Form

The Contact Form collects information for the emission inventory contact person (primary and

secondary). The emission inventory contact person is the person who the Authorities will call if they have
questions about the submitted NAEIS information. In addition, the annual mailing in January will be sent to
the emission inventory contact person, who is also the Accounting Officer. Information for a secondary
contact person may be provided. It will be used by Authorities in case the primary contact person may not
be available.

For facilities that submitted a NAEIS report in a previous year, this form should be entirely pre-filled. If
information has changed or needs to be updated, edit the appropriate fields. If all the information is
accurate and no editing is necessary, continue to the Stack Form.

6.2.1 Contact Form Completion Instructions

This form consists of two sections: one for the primary contact and one for the secondary contact. Make
sure that all the pre-filled information is correct. If all required fields are completed, continue to the Stack
form. If this form needs to be completed or fields need to be edited, follow the instructions below for
completing the Emission Inventory Contact Form.
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6.2.2 Emission Inventory Contact Section
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Figure 6.6 Primary Emission Inventory Contact Section

If existing information needs to be updated or new information needs to be entered, complete the
required fields in this section. Follow the steps below.

1.

Primary Contact Information: A source contact (the Accounting Officer) must be identified. The

address entered is where future NAEIS correspondence will be sent. Enter the name, mailing
address, telephone number (including extension and fax number), and e-mail address.

Emissions Inventory Contact { Secondary)

First Hame:
Thomas

Title:
Plant Manager
Street Address 1:

Street Address

Country: Province:

Middle Initial: Last Name:

Anderson

315 cnr Pretorius & Lilian Ngoyi Street

District Municipality: Local Municipality: Postal Code:

ISouth.*\fricaﬂ IGauteng

Email Address:
tand@aeneralfac.com

ﬂ |City0fTshwaneMetropolitanMunicipality ﬂ ICity'ofTshwaneMetropolitan Municipalit}fﬂ 0001

Area Code: Phone No.: Extension:
012 3155511
Figure 6.7 Secondary Emission Inventory Contact Section
2. Secondary Contact Information: A secondary contact may or may not be identified. This person must

be a source contact. This address is where future NAEIS correspondence will be sent when the
primary contact cannot be reached. Enter the name, mailing address, telephone number (including
extension and fax number), and e-mail address.

6.3 Stack Form

The Stack Form collects information about stacks that are connected to emission units listed on the
Emission Unit Form. If an existing stack that was entered during a previous year becomes

ergorech
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6.3.1

6.3.2

6.3.3

decommissioned, it can be removed from NAEIS by clicking the "Delete" icon of this stack (see instructions
below). However, this means that only the stack form does not have to be completed — all of the other
NAEIS forms are still required. The emissions coming from the emission unit that was once linked to the
stack must still be reported on the Emission form because the emissions are reported at the emission unit
level, not at the stack level.

Stack Form Relationship to Other Forms

The stacks created in this form will be displayed as a selection in the drop-down list in the Emission Unit
Stack(s) Section on the emission unit form.

Stack Form Completion Instructions

This form consists of one section: the Stack Identification section. If the stack was added during a
previous year, this information will be pre-filled. If your source does not contain any stacks, you do not
need to complete this form and may proceed to the Emission Unit form. If any existing/pre-filled
information about any stack is incorrect, enter the correct information in the Stack Identification

Section. Following is an explanation of each section of the Stack form, as well as step-by-step instructions
on how to complete the required fields.

Stack ldentification Section
Click the stack form option on the
left panel to display the stack list
web page (Figure 6.8). This page
lists all the stacks in this source. ':ETSTF:B_; page: [100]V]
Click the "View/Edit" icon to edit AR

an existing stack, the "Delete" .
icon to delete an existing stack, ﬁ 5W00001 | AGGREGATE DRYER ﬂ
or the "Add New Stack" to add a

new stack for this source. Export to Excel

Add New Stack

Stack List

View/Edit | Stack ID Dismantle Date

Figure 6.8 Stack List

If you choose to edit an existing stack or add a new stack, the stack detail page will display (Figure 6.9).
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Stack Meatfication

SVOO001

npHaor

AGCREGATE DRYER

* Lattude: 32 18446900 [ Getlat/lon |
Le ) 18.70832968 Use Deg:MincSer Format
M O Miwcton Nethod
001 The geographic coordnate detarminaton method based on address matching-house numoar v
M 20ntal Acouracy Messore Honzantal Referonce Datumy
30 metern IL’i:‘ North Amesican Datum of 1882 | v|
r ale fieference Pomt Code
[135 Point where substance |2 raleased {point whera substance i3 Sireclly réeased nlo the enmdronment) v|
Hypa X Onby

Figure 6.9 Section of Stack Identification

Complete the fields in this section for new stacks or to make changes to old information. Follow the steps
below.

1. Stack ID: This is the Stack ID. Enter a unique ID for each stack that must be reported. Stack IDs
begin with an “SV” prefix plus any combination of up to 14 letters, numbers, or keyboard
characters. Spaces are not allowed within the ID. Stack IDs may have already been established in a
Section 21 Permit. If so, be sure to use the ID that is in the permit. If a stack ID does not already
exist, create an ID that is easy to associate with the stack that it represents (e.g. SVSTACK#1,
SVBOILER#3).

2. Dismantle Date: If the stack was dismantled or rendered permanently inoperable during the
reporting year, enter the date that this occurred. Although the stack has been dismantled, the
following steps must still be completed. If a dismantle date is entered, do not delete this stack from
the stack list because a dismantled stack may still require emissions reporting for this year. If this is
a portable source, the dismantle date should be left blank.

3. Stack Description: Provide a brief description of the stack.

4. Actual Stack Height Above Ground: Enter the height of the stack in meters from the ground up to
the discharge point.

5. Building Height: Enter the height of the building in which the stack resides.
6. Building Length: Enter the length of the building in which the stack resides.

7. Building Width: Enter the width of the building in which the stack resides.

ergorech
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8.

10.

11.

12.

13.

14.

Inside Stack Diameter: If the stack is circular, enter the inside top stack diameter. If the stack is
rectangular, convert the area inside of the stack to a circular diameter using the following
procedure:

(a) Obtain the length and width in meters.

(b) Calculate the area by multiplying the length times the width.

(c) Divide the area by 3.14.

(d) Take the square root of the value from step (c) to obtain the radius.
(e) Calculate the diameter by multiplying the radius (from step [d]) by 2.

(f) Enter the diameter (from step [e]) in item 5.

Exit Gas Temperature: Enter the stack exit gas temperature in degrees Celsius.

Actual Exit Gas Flow Rate: Enter the stack exhaust volume in actual cubic meters per second, at
actual operating load and temperature.

Stack Orientation: From the drop-down list, select the most appropriate orientation.

For steps 15 through 19, smaller sources can use the same coordinate information that was entered
on the source form. Larger sources should enter the specific coordinates for each stack. These fields
are not required for portable sources.

Latitude: Enter the source’s latitude in decimal degrees or in Degree:Minute:Second format. Use the
"Use Deg:Min:Sec Format" button to toggle the formats. If you do not know the facility’s latitude,
use the "Get Lat/Lon" function by clicking the "Get Lat/Lon" button in the source form.

Longitude: Enter the source’s Longitude in decimal degrees or in Degree:Minute:Second format.
Use the "Use Deg:Min:Sec Format" button to toggle the formats. If you do not know the facility’s
longitude, use the "Get Lat/Lon" function by clicking "Get Lat/Lon" button in the source form.

When clicking Get Lat/Long, the map location will default by pointing to the address supplied in the
source form in Section 5.1. If no address is provided, the default drop pin will be the center of South
Africa. You may choose to drag the drop pin around to get a more accurate latitude/longitude location.

sohannes famokho

hotiey e

§ _Ne pretorius StE
N4 ' 1 prry - Feant
- Francis Baard »n - .
. 1

38

5 wmMias 00%4l

Nana 54a St

Figure 6.10 Get Latitude/Longitude by Map (Stack)

After you are comfortable with the location of the drop pin, click the update button (Figure 6.10). You will
then see the latitude/longitude pre-filled on the source form.

ergorech

Page 27 of 66



SAAELIP — User Guide for the Regulated Community

15.

16.

17.

18.

19.

20.

21.

Horizontal Collection Method: From the drop-down list, select the collection method used to
determine the latitude and longitude listed.

Source Map Scale: Enter the scale of the map used. This field is only required if the horizontal
collection method code entered is “The geographic coordinate determination method based on
interpolation-map.”

Horizontal Accuracy: Enter the accuracy measure of the collection method and report in meters,
based on the map or GPS used. If you are using a website, enter 25 meters.

Horizontal Reference Datum: From the drop-down list, select the datum code used to determine
the latitude and longitude.

Reference Point Code: From the drop-down list, select the point that best describes the location
where the latitude and longitude were taken. For instance, if using horizontal collection method
code “The geographic coordinate determination method based on address matching-house number”
reference point code “Point where substance is released” may be used. If using a GPS, choose the
point closest to where you were standing when reading the GPS.

Bypass Stack Only: From the drop-down list, select “Yes” if this stack is used only when emissions
are bypassing the emission control equipment. Otherwise, select “No.” “No” is the default
selection.

If Yes, Main Stack ID: If “Yes” was selected for Step 16, select the Stack ID of the stack that this vent
bypasses. Otherwise, leave this field blank.

6.3.4 Adding a Stack
Follow the steps below to add a stack to your NAEIS report.

1.
2.
3.

Click "Add New Stack" in the stack list (Figure 6.8).
A new stack form will be displayed for you to complete (Figure 6.9).
Follow Steps 1 — 21 in the Form Completion Instructions.

6.3.5 Deleting a Stack

If you have stack information that you would like to delete, follow the steps below.

In the stack list, click the "Delete" icon to delete a stack.

If this stack is newly added this year, the stack will be directly deleted. If this stack has been
reported in a previous reporting year, follow the instructions in the pop-up window to delete this
stack.
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Confirmation Message for Deletion of a Stack

|5 this a STACK that has been physically removed or rendered
permanently inoperable this reporting year?

i¥es (U No

Figure 6.11 Pop-up Window 1 when deleting a stack

Confirmation Message for Deletion of a Stack

Is this a STACK that has been physically removed or rendered
permanently inoperable this reporting year?

®Yes (I No

You chose YES, this stack should not be deleted from the

system in this manner. Enter a dismantle date in the dismantle
date field on the stack form.

Figure 6.12 Pop-up Window 2 when deleting a stack

Confirmation Message for Deletion of a Stack

Is this a STACK that has been physically removed or rendered
permanently inoperable this reporting year?

I¥es (@ No

You chose NO, this stack will be deleted from your NAES

report. You will not be able to retrieve the data. Are you sure
you want to delete this stack?

" ves-peeteRecora |

Figure 6.13 Pop-up Window 3 when deleting a stack
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6.4

6.4.1

6.4.2

Emission Unit Form

The Emission Unit Form identifies and describes a facility’s emission units. Emission units that were entered
during previous reporting periods will be pre-filled. If you have an emission unit at your facility that is not
already included on the emission unit form, it may need to be added. Use the guidelines on the following
pages to help you determine which emission units at your facility need to be reported.

Emission Unit Form Relationship to Other Forms

For each emission unit entered on the emission unit Form, an activity form is automatically generated. In
addition, the user may link stack IDs (that were created on the stack form) to the emission unit in the
Emission Unit Stack(s) Section.

Emission Unit Form Completion Instructions
The Emission Unit form consists of six sections:

® Emission Unit List section,

® Emission Unit Identification section,

® (Capacity Information section,

®  Permit Applicability Section,

® Control Device(s) section,

® Emission Unit Stack(s) section.

If an emission unit was added to your facility during the reporting period and it must be reported, add it
to the emission unit form by clicking the "Add New Emission Unit" button.

For emission units that were added in previous years, the information will already be pre-filled. If any
information has changed or needs to be updated, edit the appropriate fields. If no emission units were
added during the reporting period and if all the information that is pre-filled is still accurate, you do not
have to complete this form and you may proceed to the reporting group or activity form (Section 5.5 and
5.6).

Following is an explanation of each section of the emission unit form, as well as step-by-step instructions
on how to complete the required fields.

Emission Unit List

ltems per page: I'IEIU e

1 -5 of b item(s)

View/Edit | Emission Unit ID Emission Unit Desc Installed Date  Dismantle Date  Delete
[Eq| ELI00001 AGGREGATE DRYER 05/15/1996 &)
<) ELI00002 ASPHALT HEATER 05/15/1995 &)
[Eq| ELIO0003 BURNER FOR DRYER 05/15/1996 &)
<) ELI00004 ELEVATORS, SCREENS, BINS 05/15/1995 &)
[Eq| ELO000S Yard Activities, storage piles and vehide travel | 05/15/1996 &)

Export to Excel

Add New Emission Unit

Figure 6.14 Emission Unit List
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6.4.4

Emission Unit List Section
This section lists all the reported emission units in this source. Click the "View/Edit" icon to edit an

emission unit, the "Delete" icon to delete an emission unit, or the "Add New Emission Unit" button to add

a new emission unit.

Click the "View/Edit" icon to access other sections of this emission unit form.

Emission Unit Identification Section

Complete the fields in this section for new emission units or to make changes to the previous year’s
report. Follow the steps below.

Emission Unit ldentification

® Emission Unit 1D:
=

Emission Unit Type:
|Clther combustion ﬂ

B
5IC Code (if different from 5-101); =
|2819—Industrialinnrganic chemicals, nec ﬂ

¥ Installation Date: Dismantle Date:
05/M15/1994

® Emission Unit Description:

AGGREGATE DRYER

Figure 6.15 Emission Unit Identification Section

1. Emission Unit ID: Enter a unique ID for this emission unit. Emission unit IDs must begin with an
“EU” prefix plus any combination of up to 14 letters, numbers, or keyboard characters. Spaces are
not allowed within the ID. Make the emission unit ID specific and easy to associate with the
emission unit(s) it represents (e.g. EUPAINTBOOTHS, EUBOILER#2).

2. SIC Code: From the drop-down list, select the Source Identification Code (SIC) that best describes

o
the major product produced or service provided by your source. Users can elect to click the =% icon
to search and select appropriate SIC Codes.

3. Installation Date: Enter the date that the emission unit was first installed using the date format
provided (MM/DD/YYYY).

4. Dismantle Date: If the emission unit was dismantled or rendered permanently inoperable during
the reporting year, enter the date that this occurred. Although the emission unit has been
dismantled, the remaining fields must still be completed. If this is a portable source, the dismantle
date should be left blank. Do not complete this field if it is not applicable to the emission unit.
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5. Emission Unit Description: Enter a brief narrative description of the emission unit. Make sure that
this description is specific and will help to identify the emission unit, especially if there are several
emission units that are alike.

6.4.5 Capacity Information Section

Complete the fields in this section for new emission units or to make changes to the previous year’s
report. Follow the steps below.

Capacity Information

Iz thizs a combustion source?
|ves V@

® Design Capacity: ® Design Capacity Unit Numerator: * Design Capacity Unit Denominator:
Gd4d IK'."'." e IHR e

¥ |z this combustion source uszed to generate electricity?
|Yes V@

® Maximum Nameplate Capacity: 500 Megawatts

Figure 6.16 Capacity Information Section

6. Is this a Combustion Source: If the emission unit is a combustion source, choose Yes from the drop-
down list. If “No” is chosen, please ignore steps 7-10.

7. Design Capacity: Only complete this field if the emission unit is a combustion source. Enter the
design capacity.

8. Design Capacity Numerator and Denominator: Only complete these fields if you completed the
Design Capacity field in Step-7

® Design Capacity Unit Numerator: Choose the appropriate code from the Unit Code drop-
down list.

® Design Capacity Unit Denominator: Choose the appropriate code from the Unit Code drop-
down list.

9. Is this combustion source used to generate electricity: Choose “Yes” if this emission unit is used to
generate electricity. If “No” is chosen, please ignore step 10.

10. Maximum Nameplate Capacity: Only complete this field if this emission unit is used to generate
electricity. Report the electric generator’s rated design capacity at 100% (maximum) operation in
megawatts.
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6.4.6 Control Device Section

11. Control Device Code: If there is a control device
associated with the emission unit, select the
most appropriate control device from the drop-

Control Device(s)

down list. = Control Device Code

: v
If there is more than one control device, ﬂ' INGN—EPA' CYCLGNE'J
additional control device codes may be ﬂ. |NGN_EF’A: FLTR.FAEI.Iﬂ
added. Follow the steps below to add a control
device.

Emission Unit Stack(s)

(a) After the first control device code has been

selected, click the "+" icon in the grid view. =¥ Emizsion Unit Stack
(b) Another drop-do.wn field will appear. Select «1| [svoooo1 |~
another control device. —

Figure 6.17 Control Device and Emission Unit
Stack Section

6.4.7 Emission Unit Stack Section

12. Stack ID: Click on this field and a drop-down list will appear containing the Stack ID’s that were
created on the stack form. If a stack that was reported on the stack form is associated with the

emission unit, select the appropriate Stack ID. Every Stack ID that was created on the stack form
must be listed on at least one emission unit form.

If more than one reported stack is associated with the emission unit, additional Stack IDs may be
added. Follow the steps below to enter additional Stack IDs.

(a) After the first Stack ID has been selected, Click the "+" icon in the grid view.
(b) Another field will appear. Select another Stack ID.

6.4.8 Adding an Emission Unit

Follow the steps below to add an emission unit to your NAEIS report.

1. Click "Add New Emission Unit" in the emission unit list (Figure 6.14).

2. A new emission form will be displayed for you to complete (Figure 6.15 —5.17).
3. Follow Steps 1 —12 in the Form Completion Instructions.

6.4.9 Deleting an Emission Unit

If you want to delete emission unit information, follow the steps below.

1. Inthe emission list (Figure 6.14), click the "Delete" icon to delete an emission unit.

If this emission unit was newly added this year, it will be directly deleted. If this emission unit has

been reported in a previous reporting year, follow the instructions in the pop-up window to delete
this emission unit.
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Confirmation Message for Deletion of an Emission Unit

Is this an emission unit that has been physically removed or
rendered permanently inoperable this reporting year?

o

(OYes (O MNo

Figure 6.18 Pop-up Window 1 when deleting an emission unit

Caonfirmation Message for Deletion of an Emission Unit

|5 this an emission unit that has been physically removed ar
rendered permanently inoperable this reporting year?

®Yes (Mo

You chose YES, This emission unit should not be deleted from
the system in this manner. Enter a dismantle date in the
dismantle date field on the Emission Unit form. Report any
pollutants that were emitted during the reporting year on the
Activity and Emissions Forms. If the unit did not operate you

should report the throughput as "0 and any associated
emission as "0".

Figure 6.19 Pop-up Window 2 when deleting an emission unit

Confirmation Message for Deletion of an Emission Unit

Is this an emission unit that has been physically removed or
rendered permanently inoperable this reparting year?

I¥es @ No

You chose MO, this emission unit will be deleted from your
MNAEIS report and all associated activity and emissions records
will also be deleted. You will not be able to retrieve the data.
Are you sure you want to delete this Emission Unit?

Justification:

Ves - Detete Reco

Figure 6.20 Pop-up Window 3 when deleting an emission unit

6.5 Reporting Group Form

The Reporting Group Form is used to combine emission units into reporting groups to simplify emission
calculations. THIS IS AN OPTIONAL FORM - facilities are not required to create reporting groups. However,
for some facilities, reporting emissions at the reporting group level may be easier than at the emission unit
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6.5.1

6.5.2

6.5.3

level if multiple emission units have common emission limits and record keeping requirements. [f this form
is used, the Activity form and the Emissions form must be completed at the reporting group level.

Reporting Group Form Completion Instructions

If a reporting group was created during a previous reporting year, the fields in this form should be pre-
filled. Check to ensure that all the information is accurate. If any information needs to be changed,
follow the instructions below and edit the appropriate fields. If you would like to add or delete a
reporting group, see the instructions below.

Reporting Group List

Reporting Group List

1-10of1itemis)

View/Edit = Reporting Group ID | Reporting group Desc | Delete

B4 RGDRYER Dryer ||

Export to Excel

Add New Reporting Group

Figure 6.21 Reporting Group List

This section lists all the reporting groups in this source. Click the "View/Edit" icon to edit a reporting
group, the "Delete" icon to delete a reporting group, or the "Add New Reporting Group" button to add a
new reporting group.

Click the "View/Edit" icon to access other sections of this reporting group form.

Reporting Group Identification

Complete the fields in this section for new reporting groups or to make changes to the previous year’s
report. Follow the steps below.

Reporting Group ldentification

* Reporting Group ID:
RGDRYER

* Reporting Group Description:
Dryer

Emission Unit(s) Associated with the Reporting Group

<» Emission Unit

€| [Evoooot [~
| [Evooooz[~

Save Reporting Group

Figure 6.22 Reporting Group Form

1. Reporting Group ID: Enter a unique ID for this reporting group. Reporting Group IDs must begin
with an “RG” prefix plus any combination of up to 14 letters, numbers, or keyboard
characters. Spaces are not allowed within the ID. Make the reporting group ID specific and easy to
associate with the reporting group it represents (e.g. RGBOILERS).
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2. Reporting Group Description: Provide a brief narrative description of the reporting group.

6.5.4 Reporting Group Emission Units Section

3. Emission Unit ID: To add an emission unit to this list, click the "+" sign in the grid view, the select
the emission unit ID to be included in this reporting group. Repeat this step to add more emission
units. Click the "x" sign to delete an emission unit from this reporting group.

6.6 Activity and Emission Form

The Activity Form describes operating schedules and material information for an emission unit or reporting
group. One activity form must be completed for each reporting group and each emission unit that is not
part of a reporting group.

6.6.1 Activity Form Completion Instructions

The activity form consists of three sections: the Emission Unit and Reporting Group List section, the
Activity Information section, and the Material Information section. For portable sources, the form also
includes a section of Portable Material Usage Schedule.

All activity information that was entered for emission units in previous years will be pre-filled, except the
material throughput information. This is a required field that must be updated every reporting year. If
any other information needs to be updated, edit the proper fields. If no other information needs to be
added and if all the information that is pre-filled is still accurate, all you have to do is enter the proper
material throughput information for each activity and move on to the emission form (discussed in later
sections in this page). Following is an explanation of each section of the activity form, as well as step-by-
step instructions on how to complete the required fields.

6.6.2 Emission Unit and Reporting Group List Section

Emission Activities Sorted by Emission Unit and Reporting Group

ltems per page:lﬂl[} L
1 - 5 of 5item(s)
Did Not Operate This Year Emission Unit Desc
D é EUO0003 BURNER. FOR. DRYER 05/15/1996 39990003 DRYER BURMER MATURAL GAS
| i EU00004 ELEVATORS, SCREENS, BINS 05/15/1996 30500202 ELEVATOR OPERATIONS | Hot Mix Asphalt
O é EU00005 Yard Activities, storage piles and vehide travel | 05/15/1996 30500203 STORAGE PILES MATERIAL
O i EUO0005 Yard Activities, storage piles and vehide travel | 05/15/1996 30500290 Haul road travel Asphaltic Concretel

Figure 6.23 Activity List

This section lists all the activities in this source. Click the "View/Edit" icon to edit an activity, or the
"Delete" icon to delete an activity.

If the SCC Code for an emission unit or a report group is blank, there is currently no activity in this
emission unit or reporting group. To add an activity for this emission unit or reporting group, click the
"View/Edit" icon to enter Activity and Emission Details (Figure 6.24a) and then click the "Add New
Activity" button to add an activity.

Emission Calculation: Click "Calculate Emissions" in this view to calculate emissions for all emission units
and reporting groups in this source.
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6.6.3 Activity Information Section

Activiry List

1-1011(lemis)
Material
Code

Throughput
Unit

Throughput

»| Br Two gantel oy  Boker 10 MMBTU/HR,
B! soneRs | emetgency bodecs 09/01/1970  SAS80100101 10200803 o oo so00 N3

Activity & Emissions Information

Actwity Detad Emssons Attachmant

@ Sawed successhdly

Activity Details

* NAEIS Source Code (SEC 21 Code) SABS0100101 * IPCC Code 241 Coment Production

NAEIS Source Descripton:
[SAB3] . [SAB301]  [SABE01001] | [SASB0100101)

* SCC Code: 10200603 - < § MW e

Source Classification Code Description!
[1] Extemal Combustion Bailers: [102] Industnal, [102006] Natural Gas: [10200603] < 5 MW

Activity Descripition:
Boiler 10 MMBTIVHR Natwal gan

Seasonal Matengd Usage Schedule
OF Thromyhput 18 > O, han Sepsonal Percentiages Must Total 100%)

Winter(Jun.Auvg) Springl Sep-Nov) Semuner(Jan, Feb, Dec)  Autumn{Mar-May)
Kx) 27 17 23

COpernting Schedusie

Hours por Day Days per Weak Uags per Year

24 5 12¢

Figure 6.24a Activity and Emission Details
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Seasonal Material Usage Schedule
(if Throughput is > 0, then Seasonal Percentages Must Total 100%)

Winter{Jun-Aug) Springl Sep-Hov) Summer(Jan, Feb, Dec) AutumniMar-May)

25 25 25 25
Operating Schedule
* Hours per Day * Days per Week * Days per Year
5 7 50
Material Information
* Material Code: * Material Throughput:  * Unit Code: * Net Calorific Value:
v 5000 Vo0 TJIIKG

Material Description:
COAL, ANTH

VOC Content (Coatings or solvent) Density:

% by Mass I b
* Sulphur Content (fuel): * psh Content (fuel):
2 % by Mass |5

Range: 0.02-7 Range: 0.04-11

% by Mass

Sawve Activity Info

Figure 6.24b Activity and Emission Details (Part 2)

Every source must complete one of these sections for each activity associated with the emission unit or
reporting group displayed in the emission unit and reporting group list (Figure 6.23)

1.

NAEIS Source Code: The NAEIS Source Code is a set of codes mandated by the South African
Department of Environmental Affairs that contain and describes the process for creating emission in
an emission unit or reporting group. For licensed sources, these will be your Section 21 codes. For a
new activity, Click on the "+" icon (Figure 6.24a) and a listing of all NAEIS Source Codes (NSC) will
appear (Figure 6.25). Select the NSC that most accurately describes the activity from the drop-down
list. If more than one activity takes place at the emission unit or reporting group, select an NSC for
each of the activities that take place at the emission unit/reporting group. To add a new activity,
simply click the "Add New Activity" button (Figure 6.24a).

Activity Details

* NAEIS Source Code (SEC 21 Code) &

NAEIS Source Description:

* SCC Code: 45 E|

* IPCC Code

Source Classification Code Description:

Figure 6.25 NAEIS Source Code Information

ergorechn

Page 38 of 66



SAAELIP — User Guide for the Regulated Community

Add NAEIS Source Code (Section 21 Code)

* NAEIS Source Code (Section 21 Code)
= SAD1-1. Combustion Installations
= SAD101-1.1 Solid fuel combustion installations
= SA0M01001-Anthracite Coal
[ 54010100101 -Pulverized Coal
[ 5A010100102-Traveling Grate (Overfeed) Stoker
SA0M0M002-Bituminous/Subbituminous Coal
5A0101003-Lignite
SAMM01004-50lid Waste
SAMMM005-Coke
5A01021.2 Liquid fuel combustion installations
5A0103-1.3 Solid biomass combustion installations
5A0104-1.4 Gas combustion installations
S5A0105-1.5 Reciprocating engines
SA02-2. Petroleum Industry
5A03-3. Carbonization and Coal Gasification

Figure 6.26 NAEIS Source Code List

2. IPCC Code: The Intergovernmental Panel on Climate Change (IPCC) set up at the request of member
governments. Its mission is to provide assessments of information worldwide about the risk of
climate change caused by human activity. The 2006 IPCC Guidelines for National Greenhouse Gas
Inventories (2006 IPCC Guidelines) provide methodologies for estimating national inventories of
anthropogenic emissions by sources and removals by sinks of greenhouse gases.

e Once an NSC is selected, the IPCC Code would be selected by the system.

e |PCC needs to be manually selected only when the uncategorized/Non-Industry NSC is
chosen (Figure 6.28a&b).

[ SATES-09. Won-Indusiny
Bl 5A83-83. Uncategorised
= 5A8801-88.1. Uncategorized
= 5A8301001-88.1.1. Uncategorised
1 5A830100101-88.1.1.1. Uncategorised

Figure 6.28a Uncategorized NSC

® NAEIS Source Code (SEC 21 Code) €6 SA220100101 * |PCC Code 9%

HAEIS Source Description:
[SABE] ; [SABBO1]; [SABE201001]; [SAB80100101]

* SCC Code: & E|

Figure 6.28b Manually Select an IPCC Code
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3. SCCCode: Once a NSCis selected, a sub-set of Source Classification Codes (SCC) will appear. The
Source Classification Code (SCC) is an eight-character code linked to the NAEIS Source code and may
or may not further describe the process selected in step 1.

MAEIS Source Code <p SA010100204 NAEIS Source Code < SA0G0100102

® SCC Code: 10100204 - Spreader Stoker (Bituminous Coal) - * SCC Code: 40700402 - Acetic Anhydrides: Working Loss

Figure 6.29 NSC to SCC Code Relationship

4. Activity Description: Provide a brief description for the process that best represents this
activity. You may use the description that is provided in the read-only field "Source Classification
Code Description".

5. Seasonal Material Usage Schedule: Enter the percentage of material used per season. The total of
all four seasonal percentages must equal 100%.

6. Hours per Day: Enter the hours this emission unit or reporting group normally operates per day
based on an annual average.

7. Days per Week: Enter the days this emission unit or reporting group normally operates per week
based on an annual average.

8. Days per Year: Enter the days this emission unit or reporting group operated over the reporting year.

6.6.4 Material Information Section
Complete this section for the material identified for the NSC, IPCC and SCC in Step 1.

9. Material Code: This field is automatically pre-filled if the NSC-SCC Combination selected has a
material associated with it. If this field is not pre-filled, it means the NSC-SCC Combination selected
does not have a material associated with it. Click on the field and a drop-down list with a selection of
material codes will be displayed. Select the most appropriate material for the NSC-SCC
Combination. To make your search easier you may want to refer to the Material Code section in
System Utilities Module.

10. Material Throughput: Enter the amount of material identified in Step 8 that was processed,
produced, applied, or combusted during the reporting year. For example, if “Coating” is identified in
the Material Code field, enter how many liters (L) were applied during the reporting year. Be sure
that the throughput entered in this field matches the unit code pre-filled or selected in Step 10.

11. Unit Code: This field should be pre-filled if Step 1 and Step 9 were completed.
12. Net Caloric Value: This field is only required if there is Greenhouse Gas emission.

13. Material Description: Provide a brief description of the material that is processed, produced,
applied, or combusted.

14. VOC Content: This field is only required if the material is a coating or solvent. Enter the weight
percent of the volatile organic compounds (VOC) contained in the throughput material, “as
applied.” “As applied” refers to the composition of the throughput material at the point of
application. If thinners are added to the throughput material, the VOC content of the thinner must
be considered when calculating the weight percent of VOC “as applied.”

15. Density: Density is required for materials that have a mass throughput. In the first field, enter the
density of the throughput material at standard temperature and pressure. Click on the second field
and a drop-down list with unit options will appear.
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16. Sulfur Content: This field is required only if the material identified in Step 8 is a fuel. Enter the sulfur
content in mass percent. Please consult the National DEA Air Quality and Climate Control Office for a
list of ranges.

17. Ash Content: This field is required only if the material identified in Step 8 is a fuel. Enter the ash
content in mass percent. Please consult the National DEA Air Quality and Climate Control Office for a
list of ranges.

6.6.5 Portable Material Usage Schedule

If this is a portable source, the activity form will have an additional section: Portable Material Usage
Schedule (Figure 6.30).

Portable Material Usage Schedule

Totals: 100

P DistrictiMetro Municipality Percentage of Throughput (%)
«]| |Central Karoo District Municipality v| a0

«]| |Enlanzeni District Municipality v| 60

Figure 6.30 Portable Material Usage Schedule Section

18. District/Metro Municipality: Click the "+" icon to add a new District/Metro Municipality, or click the

x" icon to delete a District/Metro Municipality from the list.

19. Percentage of Throughput: Enter the percentage of throughput for each District/Metro Municipality
for the process listed above. The totals of these percentages must equal 100%.

Emission Calculation: Click the "Calculation Emissions" button in Figure 6.24a to calculate all emissions
under this emission unit or reporting group, depending on which activity is selected.

The Emissions Form is used to report all emissions of criteria pollutants and any other pollutants relevant
to the process. An emissions record must be completed for each emission unit or reporting group
identified on the emission unit and reporting group forms.

Click the "Emissions" tab to display the emission list (Figure 6.31)

Figure 6.31 Emission List
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What Emissions Must Be Reported?
When a new activity is created, or when an activity having been reported in previous years is accessed for
the first time this year, all the criteria pollutants are listed in the emission list. These pollutants are
required to be reported.
To report more pollutants for this activity, in the Emission List (Figure 6.31), click the "+" icon next to
"Emission List" label (in the white area, NOT in the gray area) to load the emission factor window (Figure
6.32).
SCC/Pollutant List
1 -10 of 16 item (3)
co 6 -1 25903 Generic
LEAD 8.9 -3 25903 Generic
MOX 1.8 1 25903 Generic
PM10,FLTRELE 1.3 -2 25903 Baghouse Generic
PM10,FLTRBLE 1.1 ] 25903 Multicydone Generic
k stati X
SELENIUM 7.625 | -4 | 25903 Ericctl;'t:f;f Generic
VOC 7 -2 25903 Generic
PM10,FLTRELE 2.3 o 25903 Generic
502 3.9 1 25903 Generic
AMMOMIA 5.65 =5 25903 Generic
2
Figure 6.32 Emission Factor Table with SCC Code and Pollutant List
In the SCC/Pollutant List (see Figure 6.32), some of the criteria pollutants have additional emission factors
that do not have a radio button. These are “controlled” emission factors, which are used to calculate
default control efficiency. These entries will be pre-populated if you select a control device on the
emission unit level. The system will not allow you to select a “controlled” emission factor.
To calculate emissions for this process, click the "Calculate Emission" button in the emission list. When the
calculation is completed, the "System Calculated Value" column will be populated in the grid view. If the
system-calculated value is verified to be correct, click the checkbox under "Use System Calculated Value"
to auto-fill the other fields of each emission (Figure 6.33).
ALY MAE)
Poflutant Zarsomg U tminsion Basis Fiuamee | exponem oot m:.:::"r.y c-s:.l::nu GWP  CO2Eq 3:5:::«;
LY o~ 1152410 M| ko | MAES Emissienface = | 624 KEITONNE | ¢ ,Y,..: 18 pua | s /
A Y (epi~ 042 @l ¥o | NAEIS EmissiceFacr v | 4022 ¢ HOVFONNE ||| ¢ BRG | NA | I ’
A ¥ o - g ko | NAEIS Emssicarac (w] | 2268 R if| 7o b

Figure 6.31 Use System Calculated Value for Emission

After the calculation, there will be a few new rows appearing on the Emission List. These are the
Greenhouse Gas (GHG) with default IPCC Emission Factors filled in. The "NAEIS Calculated Value" column
will be populated as well for these GHG. To calculate the CO2 Equivalent Emission, click the “Calculate

GWP” button. For calculation details, just point to the @
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v ™ F EF - 35 29 o)
21 Y NETHME - ¥ FCCEF - 1 . 5T o4 10 & 28j33°8 A
Y NITROUS O - o « PCC B -

Figure 6.32 GHG Calculation

Beside each pollutant name in the emission list, there is an 2 icon. Click this icon to enter emission form
for each emission (Figure 6.33).

6.6.7 Emission Form Completion Instructions

The emission form consists of emission details. No fields on this form have been carried over from the
previous year’s submittal. Annual emissions values of all required pollutants must be

completed. Following is an explanation of each section of the emission form as well as step-by-step
instructions on how to complete the required fields.

Emission Details: Form Type (E-101)

* Pollutant Code: * Annual Emissions: Unit Code: * Bmission Basis:

NOX KG NAEIS EmissionFactor V|
Emission Factor: Exponent: Emission Factor Unit Code: Control Efficiency (%):

14 2 KGIL 25 % by Mass

Control Device: DEA Calculated Emission: GWP: CO2 Bq: Use NABS Calculated Value?
| v 3.41 KG NIA NIA I

Comment:

Calculate Emissions

Figure 6.33 Emission Form

6.6.8 Emission Details

Complete this section for each criteria pollutant that is emitted from the material identified in correlated
activity form.

1.

Pollutant Code: This is non-editable field. The pollutant has been selected in the emission list page.

Emission Basis: (If this field has been pre-filled with “NAEIS Emission Factor” and you would like to
use the factors provided, skip this field). After you have identified the pollutants that need to be
reported in the pollutant code field, you will need to enter the basis on which you will calculate your
annual emissions for that pollutant. Click on the field and a drop-down list with your options will
appear. Select the basis on which you will estimate emissions for this pollutant. Emissions should be
estimated using the best available site-specific data according to the hierarchy below.

> CEM - Continuous Emissions Monitoring

>  Site Specific Stack Test - Stack test protocol. Results from the most recent stack test
(generally conducted less than five years previous) should be used.
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>  PEM - Parametric Emissions Monitoring

» Mass Balance - The method that allows estimation of emissions by analyzing inputs of a
material to a process minus consumption, accumulation, and loss of that material during a
process.

» Tank Model - The TANKS model is an US-EPA computer software program that computes
estimates of volatile organic compound (VOC) emissions from fixed and floating-roof storage
tanks. TANKS are based on the emission estimation procedures from Chapter 7 of US-EPA's
Compilation of Air Pollutant Emission Factors (AP-42), plus recent updates from the
American Petroleum Institute. The TANK software can be accessed via the Internet at
www.epa.gov/ttn/chief.

>  Landfill Model - This US-EPA model was developed by the Control Technology Center
(CTC). The Landfill Air Emissions Estimation Model can be used to estimate emission rates
for methane, carbon dioxide, non-methane organic compounds, and individual toxic air
pollutants from landfills. The Landfill software can be accessed via the Internet at
www.epa.gov/ttn/chief.

»  NAEIS Emission Factor - SCC code/emission factors that are in the NAEIS reference table. If
you are using an emission factor not provided in the emission factor table at the bottom of
the screen, you should select “Other” as the emission basis.

» IPCC Emission Factor - IPCC code/emission is provided by The Intergovernmental Panel on
Climate Change

>  Other - If not previously identified, select “Other”, and attach supporting documentation.

3. Emission Factor/Exponent: These fields must be completed only if you are using an emission factor
to estimate emissions for the pollutant. If you are using another method to calculate your emissions
(e.g. Mass Balance, TANKS, etc.), leave these fields blank. If “NAEIS Emission Factor” was entered for
Step 2, these fields will be pre-filled. If “IPCC EF” was entered, these fields will be blank and not used.

List the proper emission factor, using scientific notation. The emission factor unit code will be pre-filled
with the unit code pounds divided by the unit code for the material entered on the activity form.

Scientific Notation:

The emission factors are expressed in scientific notation, which means that the decimal point has been
moved. If the exponent is negative, move the decimal point to the left. If the exponent is positive, move
the decimal point to the right. If the exponent is zero, the decimal point does not move. For example, if a
number is expressed as 2.0E-1, move the decimal point one place to the left to get 0.20. If a number is
expressed as 2.0E2, move the decimal point 2 places to the right to get 200. If a number is expressed as
2.0EOQ, the decimal point does not move —the number is 2.0.

4. Control Efficiency %: Enter the control efficiency percent of the control device(s) for the pollutant
being reported (this could be a combination of capture and destruction efficiencies). Control
efficiencies may be listed on the equipment, in the equipment documentation, or by contacting the
equipment supplier.

If you are using NAEIS emission factors, after control efficiency is entered, you can run the Emission
Calculation (by clicking the "Calculate Emission" button) to automatically calculate your actual controlled
emissions. If you are not using NAEIS emission factors to calculate your actual emissions, see the Control
Efficiency Discussion below to calculate your actual emissions after control.

Using the Control Efficiency to Calculate Actual Emissions:
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If a facility has control equipment, the actual emissions after control can be calculated by multiplying the
actual uncontrolled emissions by a control factor. Calculate the control factor by subtracting the percent
control efficiency (entered for Step 4) from 100 and then dividing that number by 100. Overall control
efficiency is calculated by multiplying the capture efficiency by the control efficiency.

For example, if you have a control device with a capture efficiency of 85% and a control efficiency of 95%,
the overall control efficiency would be 0.85 x 0.95 = 0.8075 (80.75%). Use the overall control efficiency to
calculate the control factor (100 — 80.75)/100 = 0.19. Using the control factor, we can estimate the
annual emissions after control. Using the control factor above, if an emission unit has actual uncontrolled
emissions of 129,600 kg/year, the actual emissions after control would be 129,600 kg/year x 0.19 = 24,624
kg/year or 24.62 ton/yr. You would enter 24.62 tons into the Annual Emissions/Unit Code fields (see step
5).

5. Annual Emissions:

To use the emission calculator, click the "Calculate Emission" button in this form. You can enter user-
calculated annual emission in this field. Otherwise, if you agree to use the system-calculated value, click
the "Use System Calculated Value" checkbox, and this field will automatically populate.

6. Comment: If needed, enter any explanation or description of the information entered on this form in
this field. If you have to submit calculations or other data to support your emissions estimate, click
on the "Attachment" tab to upload your supporting documentation to system.

6.6.9 Non-Industrial Source Specific — Activity and :
Emission Form e
For Non-Industrial Sources, please make sure to select SA99-99
Non-Industry Code for the NAEIS Source Code.

£ SATS0100104-22.4 1.1, Nondndusiry

Figure 6.34 NAEIS Source Code — Non-

Industry
In this case, IPCC Code needs to be Add IPCC Code
selected manually.
* IPCC Code
= 1. Energy

= 1A. Fuel Combustion Activities
+ 1A1. Energy Industries
= 1A2. Manufacturing Industries and Construction
[0 1A2a. Iron and Steel
[0 1A2b. Non-Ferrous Metals
[0 1A2c. Chemicals
[0 1A2d. Pulp, Paper and Print

[0 1A2e. Food Processing, Beverages and Tobacco

[A442% Non - Metallic Mineral

Figure 6.35 IPCC Code — Non-Industry
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From there, the dropdown for * $0C Code
the SCC Code selection will Saurce Ciasll
show all Non-Industrial SCC 901
20100301
Codes, as seen below. 20100302 -
it 190100401 -
Ity DS 90100501
90200101 -
li‘Uf!UJ'.C'Z
20300103

Nours por Dal 20300302
20300401
20400101 -

90400201 -

Residental - Coal (Comentional Memod)
Residental - Coal (Basa Njenga Magoga Method)
Residental
Resigenta - Low Smoke Fusl (Basa Njenga Magogo Matod)
Residen:
- Residensat - Charcoal

Aviation - Naional Bignts j&l verpsens
Aation
Avation
< Anation - ilemational flights |t gasoline
-Po {

Radway - Line Haul Locomotive Fuel
Ratway
Pipaline
Waste - Waste Water Treatment Works
Waste - Lanaill Gas

Low Smoke Fuel (Convenhonal Method)

Faramn Fusi

Naional Sights jel gasoine
Intfematona Rights et kerasene

Naonal voyaQes Bunker fusl ol
Isonal vovages Manne Dieseal Of =
&3 Marine Diesel O

Yard Locomotive Fuel

Figure 6.36 SCC Code — Non-Industry

6.7 Completeness Check

Once you have completed all the forms, use the Completeness Check function to scan the forms for
possible warning/error message. The Completeness Check ensures that there are reasonable responses in
required data fields. If fields are incomplete or incorrect, the System will generate warning or error

messages.

The error report and messages will describe the
potential problem and indicate on which form and
field must be corrected. The completeness check
does not verify whether the information you have
entered is correct, but rather if the information you
have entered is adequate for a complete submittal.

Errors generated from the Completeness Check
must be corrected before the forms are submitted,
while warnings will not hold back the EI Report
submissions. After the corrective actions are taken,
running the Completeness Check again will then re-
assess the result of these actions. If you encounter
any Completeness Check error messages that
appear to be irresolvable, please contact the
appropriate Authority accordingly.

&) Completeness Oredk

Figure 6.37 Completeness Check Function

If errors are encountered in the Completeness Check, this message will display: "Failed Completeness

Check".

g. Falled Compisteneas Check Mease ¢o W HEIS Report Se Map fur Sstass To

vawpont he Co

nptateress Check resutas 30 1o the Ohier Reports Manu Opton

Hote: In order 10 remove the compietaness check orror meansages / MBCHIOS irom af the foams you mest addtess the orror aod ten rorum the compimaness checker

Figure 6.38 Completeness Check with Error(s)

If no error is generated from the Completeness Check, this message will display: "Passed Completeness

Check".

P

@ Passed Completeness Check. Your data is ready to be submitted.
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Figure 6.39 Completeness Check without Error

There are three ways of viewing error or warning message details:

1. Go to the NAEIS Report Site Map and hover the mouse over the data entry form with an error or
warning icon (Figure 6.40). The error message is indicated by the use of “Red” icon. The warning
message is indicated by the use of “Yellow” icon. The error or warning message will appear in the

tooltips.

A Expand All

' Source
# « Contacts
= @sesck (Count: 1)
£ svosoot
= OY.mnnlm Urwt(Count: 13}
= @Evo0oot
E3Actvity: SCC Code|10200602) Material Code(NATURAL GAS)
& @evoooos ‘ .
8 @emocer o plinc cedlrncsbarein sy soyohe S
0002)0000 an i) Farm Plesse nFoom for |
* 0"”00'5 dets
+ Pewocors
+ ey
v e 00st
+ @rrocos
+ @006
# (@Evoooss
+ @ruesmrne
» @Ev-suGARmT

« Reporting Group(Count: 0)

= o Submat

0v| Q PETR T ST ey P nenine m toin |

Figure 6.40 NAEIS Report Site Map - Completeness Check Error/Warning Message

2. Inthe Site Map, click the entry with an error or warning icon. The system will lead you to the specific
source, contact, stack, emission unit, reporting group, activity, preparer, or Accounting Officer
form. The warning/error message generated from the completeness check will display in the upper
portion of the specific form (shown below). The error message is indicated by the use of “Red”

background. The warning message is indicated by the use of “Yellow” background.
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@ » Actual Stack Height Above Ground must be entered and must be = 0.

( g ) » Actual Exit Gas Flow Rate mustbe entered.
S’

Stack Identification

* Stack ID Dismantle Date
lsvoooo1 *
Stack Description
AGGREGATE DRYER
* Actual Stack Height Above Ground * Inside Stack Diameter
meters |5 meters

Building Height Building Length: Building Width:

meters meters meters
Exit Gas Temperature * Actual Exit Gas Flow Rate Exit Velocity of Gas
150 degrees Celsius cubic meters per second 1.2732385447352 meters per second

Stack Orientation
|veruca| .

Figure 6.41 Sample: Stack Form with Completeness Check Warning/Error Displayed
3. All of the Completeness Check errors and warnings are compiled into a report, “Completeness Check
Report”. The “Completeness Check Report” can be accessed in NAEIS Report Module = Report
Management = Other Reports = Completeness Check Report (See Figure 6.42).

Home | NAEIS Report | System Ufiliies My Account

_« MAETS Report = Report Management = PreAudit Report

Current EI Report: A QA Demo - A0OD98 (SRN: A0098, EI Year: 2013)
[2J Current Year NAEIS Report PreAudit Report List +

[ NAEIS Report History

NAHS Report Management

1- T of 7itemis)

View MName Description
NAHBS Report Data Entry

{:ﬂ Additions Report Additions Report
] Source .

ﬁ] Removed Report Removed Report
] Contact
ﬁfﬂ Stack -C“J] Emission Comparison — Source Totals Report Emission Comparison — Source Totals Report
&) Emission Unit {ﬂ Emission Comparison — Emission Unit Totals Report | Emission Comparison — Emission Unit Totals Report
.:éﬂ Repaorting Group ‘Cﬂ Emission Comparison — SCC Detail Report Emission Comparison — SCC Detail Report
] Activity & Emission &3] | Material Unit Comparison Report Material Linit Comparison Report

7] Submit <

) \.“J] Completeness Check Report Completeness Check Report

] Completeness Check
[z] MAEIS Report Site Map

Report Management

|2 Print NAETS Report

[ |ul Other Reports |]

Figure 6.42 Completeness Check Report

Click the "View" icon next to "Completeness Check Report" to view the details of the report. The report
will list the basic information of this source, and the error and warning messages in each form. This
report will be useful in the correction of relevant forms based on the Completeness Check results.
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A sample of the Completeness Check Report is shown in Figure 6.43.

National Air Emissions Inventory System
(NAEIS)
Completeness Check Error Report

Source Name : A QA Demo - A0095 Reporting Year : 2013

Source Location : 5614 Wessel Road Breede Valley Local Municipality, WC
3444

Total Errors Found : 7

A-101 ACTIVITY
Emission Unit ID - EU00004, SCC Code 3-05-002-02

- Material Throughput must be entered, cannot be blank or negative number; can be 0.

- Material Unit Code must be entered.

Figure 6.43 Sample of Completeness Check Report
6.8 Certification and Submission

6.8.1 Preparer Form Overview

The Preparer Form is an optional form which displays information about the person(s) responsible for the
individual Emission Units in the NAEIS Report.

Some companies have different people responsible for emissions from different processes at the

facility. Therefore, instead of making one person responsible for all of the emissions, each person can list
their respective data. If a facility has more than one preparer listed on this form, the reporting groups
and emission units that the preparer is responsible for must be listed on the "Emission Unit(s) Preparer
worked on" section of the form.

6.8.2 Preparer Form Completion Instructions

Completion of this form consists of three sections: the Preparer List section, the Preparer Information
section, and the "Emission Unit(s) Preparer worked on" section. If you submitted a NAEIS report during a
previous reporting period, all of this information should be pre-filled. If any information has changed or
needs to be updated, edit the proper fields. If all the information that is pre-filled is still accurate, you do
not have to complete this form. Following is an explanation of each section of the preparer form, as well
as step-by-step instructions on how to complete the required fields.

6.8.3 Preparer List Section

Preparer 1vfs | Sabrtisl Asthervaten
Form Type: Subenil - Proparer Information +

Pruparer Lt

'y Peter | e rert Xy o8 Shorvws targ Mer a3y ey alty T By of Jobarowmney Metrogcltan Wencowity | 01

(e Srvs Ll 15 ow Pretuks Lien figoy Yot Oy of Joburmesbury Metwpeitas Muscyalty  GF 2y ol Jehannestury Metropulian Masenity | 0001 nn

Figure 6.44 Preparer List
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The Preparer List shows the current preparers who have contributed to the NAEIS reporting of this source.

Click "Add New Preparer" to add any preparer that is not in this list but has prepared the data entry
forms.

Click the "View/Edit" icon to access the preparer form.

6.8.4 Preparer Information Section

Form Type: Submit - Preparer Information +

The person identified as a preparer below has contributed to the completeness and accuracy of this submittal.

" First Name: " Last Name: Title:

® Com pany/Employer Name: W Street Address 1:

Street Address 2:

® Country: " Province: ® District Municipality: " Local Municipality:

W W '

® Bmail Address:

* Area Code: ™ Phone No.: Extension:

Emission Unit(s) Preparer worked on

(Al ® Select Specific Units from list below

[«]EUDDDDZ [v]EVDOOO4 [ ]EUD00DS [ | RGDRYER(Group)

Figure 6.45 Preparer Form

Complete the fields in this section for each preparer. Follow the steps below (refer to the form in Figure
6.45).

1. Company Name: Enter the company name with which the preparer is associated.

2. Preparer's Information: Enter the preparer’s name, title, mailing address, telephone, fax number,
and e-mail address. Every source must have at least one preparer.

3. Emission Unit(s) Preparer worked on:
e Ifthereis only one preparer in this source, select the “All” radio button.

e When there is more than one preparer in this source, select the radio button "Select Specific
Units from list below", and check the applicable emission units and reporting groups.
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6.8.5 Primary Preparer Form Overview
Click the Certification tab (Figure 6.46) and enter the Accounting Officer Form.

Accoumting OMicer- This account Informalon IS editable by Accounting OMcae anly

* Freat Nane * Lont N Wi
Cartibar cenfior
reet Addreas 1
Congituton Hall
Qrent Address
525 W Abagan St AN
* Country * $yowvmce * Dvyirict Manicipality * Local Municpality * Postsl Code
rScur. Akical v [n--c Westam Cape ' v rl‘..wu Winstands Da bict Muniopality V| |Broade Valley Local Muniopalty v | 4890

* Ened Address

naeses lergdgmal co

pde! * Phone M Extensimn

1212322

A

D1
[ S|
Submit NABS Report

PN

Cuestion: What is e Tust and last name of your aldest sibiing?

Dasod on the mincmation and hehe! formed afler ressonable Inguiry, the statements and nformation m i sebmsial are tree, scoursts, and com phete

Figure 6.46 Accounting Officer Form

This form is required for all submittals. The Accounting Officer of the NAEIS Report submission will need
to fill in his/her contact information here, certify the data entry forms, and make the submission.

6.8.6 Form Completion Instructions

1. Accounting Officer Contact Information: Enter the Accounting Officer’s name, title, mailing address,
telephone, fax number, and e-mail address.

2. PIN: Enter the PIN number. The PIN number can be retrieved in the "My Account" module.

3. Security Question & Answer: A randomly picked security question will display for the Primary
Preparer to answer. Enter the user-defined answer to this question. The security questions and
answers will be set when the user logs into the NAEI system for the first time. They can be accessed in
"My Account" module as well.

4. Submission. When everything in the data entry form is verified, click the checkbox "Based on the
information and belief formed after reasonable inquiry, the statements and information in this
submittal are true, accurate, and complete." Click the "Submit" button to submit the NAEIS Report.

6.8.7 Completeness Check Executed by the System When an El Report is Submitted

When an El Report is submitted, a completeness check will be executed by the system on all data entry
forms. If the completeness check failed, the error message(s) will display in the upper portion of page.
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Upon seeing this message, go to the NAEIS Report Site Map (on the left navigation panel) to review the
form errors, and make applicable corrections to ensure the validity of submitted data. Then, submit the El
Report again.

If the completeness check passes, an El Report submission successful message will display in the upper
portion of page.

Please see Section 6.7 for more information on Completeness Check.

6.9 Reports

The use of reports within the NAEIS is a feature that allows authority users to view data about specific El
Reports in a presentable format. Reports can be exported into several different formats (excel, word, pdf)
and can be printed upon command. These are very helpful when authority users need to perform further
analysis on the emission data for a particular source. Because of the reports flexibility, it can show
comparison between the current year data and previous years’ data. This is helpful in allowing auditors to
draw comparison between different years.

The following list contains pre-defined reports that exist in the NAEI System.

1. Source Summary Report — lists user-entered source, contact, emission unit, stack, activity, and
emission data, presented in a summarized table formats.

2. NAEIS Data Entry Forms — prints the user-entered Source, Contact, Emission Unit, Stack, Activity,
Emissions, Preparer, and Certifier data in the format of “paper” El forms. This report has the look and
feel of a traditional “paper” El Report.

3. Additions Report — displays all Stacks, Emission Units, Reporting Groups, SCC Code Activity, and
Preparers (Operators) that have been added to the source in this reporting year. For example, if you
add a new stack to the Stack form, then that stack will appear on the Additions report.

4. Removed Report — displays all Stacks, Emission Units, Reporting Groups, SCC Code Activity, and
Preparers (Operators) that have been removed from the source in this reporting year. For example, if
you delete a stack from the Stack List, then that stack will appear on the Removed Report. All
Emission Units and Stacks that have a "Dismantle Date" entered will also be listed on the Removed
Report. Information that is dismantled or deleted from the system will not appear in the blank report
in the following year.

5. Emission Comparison (Source Totals Report) - Shows the comparison between the emissions
calculated by the reporting facility and the emissions calculated by DEA. This is for the whole source
in general. Note that this report is only applicable to Industrial sources.

6. Emission Comparison (Emission Unit Totals Report) — Shows the comparison between the emissions
calculated by the reporting facility and the emissions calculated by DEA. This is sorted by emission
unit. Note that this report is only applicable to Industrial sources.

7. Completeness Check Report — uses the administrative completeness check to edit the entered data
for errors. The Completeness Check edit must result in zero errors before the database can be
submitted. This completeness check ensures that there are reasonable responses in required data
fields. If something is missing or incorrect, the system will generate an error report to show the error
messages. The error report will describe the problem and indicate which form and field must be
corrected. Note that this report is only applicable to Industry type sources.
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In each pop-up report window, you will see an option of "view/print/export" at the top of the report (Figure
6.47).

To export, select a file format from the drop down list, then click "export". Choose the file path you want to
save and then save the file.

SOURCE_RID 61831 AQU_IND  ® Tpue - False [ View Report |

M o4t olt » U > il vt (b o} 3

National Atmosphet AML Fle with report data | m (NAEIS)

Source Summary Report 9V (comma debintad] 002 Reporting Year : 2013
2NF
5-101 SOURCE INFORMATION | e
MHIML (web arttwve)
Soarce Bame Teshng ncusty Source . SIC Code Portatie o
Eared
Address 315 onr Fratorias 8 Utan Ngast Street —
r 1=
Disanct Municipality Cay of Taheane Meropoitan Local Mumcipaley Cf) Nard J5in Code D001 Work_Group Cry of Tshwane
Hurcpatt e Y 3 Wetozaltan
Nuniopaity
[ Longhude Honzootal Collecnnn Source Map Scaw Morizontal Accuracy Morucamil Relerance
Hutnhos Messure Datum
25 7404007 281922373 o 0 10 Materis) 03
Retereace Fomt Code Princpal Product Number of Employees Employer Federsl 1D
Number
302 Cangy 2000 373442300
KEIS Sourca Flag Work_Geoup Office Completeness Check Passed  Complance Soarce Flag Aoat Completed Sy
v s Y

StateAamiun SSIS

OWNER INFORMATION
Owner Name Jjog Smih

Malioo Address 345 cov Protonus & Litan Hoo Syeet Address Contmued

Figure 6.47 View/Export a Report
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7 Appendix

7.1 Apply for AEL

The main purpose for AEL application is to initiate the first step for a user to apply,
renew, and amend air emission license. SAAELIP has broken down the AEL
Application Form into multiple sections. The sections are described as the following:

7.1.1 General Information

In this section, the standard AEL application will be used as the
base and does not completely reflect how all other types are
handled.

Any fields that containa “-as an icon is required to be filled
or the system will generate a validation error.

In ‘General Information’, the user will begin by describing the
project followed by selecting the application type and selecting
the facility.

General Information: This section contains the basic facility information such as
rules/regulations and pollutants that are associated with the facility.

Contact Information: This section allows the user to input contacts for the
facility.

Raw Materials & Production: This section allows the user to enter details about
raw materials that are used that may result in a change in air emission output.

Control Device: This section details the control units relevant to the license and
allows the user to select the associated pollutants.

Stack: This section lets the user define in the detail the release points associated
with the application.

Emission Unit: The emission source lists the emission and allows the user to
associate the release point, control device, and rule.

Reporting Group: This section allows the user to define if testing and monitoring
are needed for the group and define the group by type.

Emission and Activity: Emission and activity lets the user describe the emission
path group in further detail.

|24 A. General Information
|24 B. Contact Information

|24 C. Raw Materials &
Production

[2# D. Control Device

_EI E. Stack

|2# F.Emission Unit

|28 G Reporting Group

|2 H. Activity and Emission

_ﬁ] | Monitoring, Management,
& Mitigation

AEL Navigation Wizard

Monitoring, Management, & Mitigation: Monitoring defines the process in which each emission source is

handled.

A GevemaL Wronmanos (SuseTTal ID: §30)

AEL General Information

By selecting the different application reasons, the form will alter based on the application needs. In the instance of
selecting ‘AEL Transfer”, the previous description box was altered to a drop down menu for ‘Licensing Authority’
and a ‘Summary of Name or Ownership Change’ field box.
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AL Application Information

Current AEL Number:  CCT-2012-32609

* Application Reason () New Application
(1 AEL Renewal
(@ AEL Transfer
(3 AEL Variation/Amendment Review

* Licensing Authority:

* A Summary of Name or Ownership Change:

AEL Application Reason Selection

The next section provides additional required fields for the application to be completed. Selecting the right SIC
Code is extremely important since this will determine the unit that will receive the application.

* Does your facility have less than 100 employees? () Yes (8 No

If “To be initiated” is selected, then additional requirements will be added to the attachment section at the end of the application.
Does your facility have a complaint's register? () Yes () No () To be initiated
SIC Code: 10 (Description: Manufacturing of food products)

Search SI1C

* Facility Description:
Petrochemical sector, pulp and paper sector or platinum industry

AEL Application Description

The applicable regulation and the pollutant section play an intricate part of the application process. The
regulations have been designed by using a search tool. In this utility, the user can search by Section 21 code
description, or code name. Once selected, the rule will populate in a grid view.

Applicable Rule(s)

Description: Rule: Rule Type: m

Sov | Glse

Section 21 Listed Activities Search Tool
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A5 Facility Wide Listed Activities with Regulatory Applicability

Facility Wide Activities with Regulatory Applicability:

1 -3 of 3 item(s)
Delete

Rule Category | Rule Code

ﬂ SEC21 SA010100102 = Traveling Grate (Overfeed) Stoker (Antracite)
‘ ﬂ SEC21 SA040300404  Primary Aluminium Production (Bayer Process) |
‘ ﬂ SEC21 54050600115  Lime production {using conventional fuels and or resources) |
Associate Rule

AEL Rule Grid view

At this stage, the user should click either the save button or the next button to prevent loss of information.

7.1.2 Contact

After the next button is clicked, the user is

brought to the ‘Contact Information’ section of
the application. In this section the user can * First Name * Last Name Joo Tie
select the contact individual(s) and declare their

responsibility.

Conact Information

Contact Detall Informabon

* RespoestaMy * E-mai

v

* Prone Namber (55-555-5556 E«2 | After howurs contacl phone numbes.  Fux

Address Ling 1 Aodress Lins 2
Provincse Deetrec! Munscipalty Lot Mumsopally  Posts Code
v v v/
3

7.1.3 Raw Materials & Production

This section allows the user to enter details about raw materials that are used that may
result in a change in air emission output. The User can click the “Add New Record”
button to add different raw materials or production information to the License.

T1 e Shemraew Gl

.2 Pyotasion Saen
I I T T ST T
e vETa— — —— e
P . -l - - — e .
3 Pt e
) T o T Ty
o T [e— p——— [Sr—— - |
e ———— Tee— - —— -—’
Ad9tore Receed

€8 B amd n Crmgy e

A T D R S R IR
i T - S by e -

-
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7.1.4 Control Device

Nat Masstacsree wrwewnee Date

As the process moves on to the ‘Control Device’ Costral Devea Dxtad iescrmmaten
section, certain guidelines will be explained on how ) e
to configure the selected device(s). In this example, * Dyien Trom
filter fabric was selected. The ‘Control Unit ID’ and :m"“
‘Control Unit Name’ are required to be unique within
control devices so that the same ID and name cannot
be used twice. Dengs Cusasty n
atrobid Pt Lis
[ Avocmte Cormiiet febsbent |
[ Save J Ciots |

syt ES0wy (N

vorE L Pare

Every single control device requires a pollutant to be associated with them.

In this case, the pollutant selected in

‘General Information” will be displayed. The user will need to also define the control efficiency of the control

device for the particular pollutant(s).

Control Device

Controlled Pollutant

Pollutant Code: Pollutant Name:

1 -2 of 2 itemis]

T s coie | ot e | sttt o | ot | ot |

| PM PM
| 0 soz 502 CAP 7446-09-5 |
# Control Efficiency: %

[ Save | Ctose |

Pollutant Type:

S]] scorcn

Control Device Pollutant Selection

The user also has the option to ‘Batch Update Pollutants’. For control devices with exactly the same pollutants and
control efficiency, the user can ‘Batch Update Pollutants’ and apply the pollutant(s) to all checked control devices

instead of having to enter them in one by one.

7.1.5 Stack

When all the control units have been
added, the user should click on the ‘next’
button to validate and save all entered
data. Once verified that all the entered
data has passed validation, the user will
be brought to the ‘Stack’ section.

Stack Indonmason
Stack Uwtall Infoematon

* Stack ID * Stack Name

* Stach Heght (mader] * S2ack Diameter {metor

* Bt Gas Yelooty (mederimin)

* Lattude Neasure

* Exnt Gas Flowr Ralo (cu meter/sec |

* Stack Orientation

v

Hagh 200ve NeaMy Dudding (mater)

* £t Gas Temperatwe (Celnivn

In ‘Stack’, similar to control devices, the
‘Stack ID’ and the ‘Stack Name’ are to be
unique within the section.

22 89497277

Vet | EfRuent Type

Commenis

* Longaude Measure
30 3576101

Dxspossl of Waste and EfMusrits Artsing fromn Contred Devies

Hasaaous Componenty Present

| Get Latong

Method of Deguosat

Stack Form
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SAAELIP allow the user to find the
latitude and longitude of each
stack using a Map interface. The
lat./long is defaulted to the
location of the facility. By clicking
on the ‘Get Lat./Long’ a map will
be displayed and the user will be :
able to move the cursor to the

exact position of the stack.

Stack Mapping Utility

Once the desired position is selected, the user can then click on the ‘Update’ button to replace the original
lat./long fields.

* Latitude Measure: * Longitude Measure:

-22 8997277 30.03676101 Get Lat/Long

Lat./Long Display

When all desired release points are entered, the user should either click on ‘Save’ or ‘Next’ to store the data and
move on to ‘Emission Unit’.

7.1.6 Emission Unit

The ‘Emission Unit’ is extremely dynamic and similar to the control devices where the form will alter based on the
emission unit type selected. Also similar to the control device section, the ‘Emission Unit Identifier’ must be
unique and cannot be repeated.

Emission Unit

Emission Unit Detail Information

General Information
* Emission Unit Type * Mew Emission Unit?
ﬂ (O New O Existing

* Emission Unit ldentifier: * Emisgion Unit Name:  Installation Date:

* Description:
Batch/Continuous specification:

I check here if it is Arealline source

Ea

Emission Unit Form

Once the basic emission source information is filled, a new section will open up where the user will need to
‘Associate Control Device’, ‘Associated Stack’, and ‘Associate Rule’. In some cases, this portion is optional.
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However, the ‘Associated Control Device’, ‘Associated Release Point’, and ‘Associated Rule’ will always be
displayed and the user can associate both the control devices and rules that were entered in the previous sections
to the emission unit.

Like control devices, SAAELIP provides features for the user to batch update rules to all checked emission units.
The user can also copy a previously entered emission unit by checking on an emission unit and clicking on the
‘Copy Emission Unit’ button. The user will then be prompted to enter a new emission unit ID and name. Again,
the user should save and/or click the ‘next’ button to store all data before moving on.

7.1.7 Emission Reporting Group

The next section ‘Reporting Group’ allows the user to associate emission units that have the same emissions
reporting.

Control Device List

Emission Uit

Emission Unit Detal Information

Associate Control Device

— Stack List

Associate Stack

[ Check here it s AreaiLine source

[ J oo

Applicable Rule List

Associate Rule

7.1.8 Activity and Emission

Each emissions reporting group in ‘Activity and Emissions’ can be opened for the user to enter further detail. By

clicking on the 4 next to the emissions reporting group, the user is prompted to a screen to select the pollutants
associated with the emissions reporting group and fill in additional information.

Madmum "a:;iasm Mandmum
Relaasa Average Vol . Gas Exit
Rate Period "I metric | ity
{mg/HNm3) [m/s)
24

O A g | BM 50 Annually | 45 24

b Eatch Update m

Emission Detail Information

Emission List for Reporting Group (RGEU002)

Type of mass
Emission calculation

Emission & Activity Grid View

The system allows for the same pollutant to be entered in more than once in situations where the emissions
reports may have different results for the same pollutant. The user can ‘Batch Update’ the groups if more than
one have matching criteria.

7.1.9 Monitoring, Management, and Mitigation

Based on the emission reporting group, some groups will be required to complete additional information in the
‘Monitoring, Management, and Mitigation’. If the indicator states ‘No’ in either of the ‘Specified Monitoring
Entered?’ or ‘Specified Mitigation Entered?’ field, then no further action is required.
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I. MONITORING, MANAGEMENT, & MITIGATION (SUBMITTAL ID: 631)

Pleaze fill out the form below.

Monitoring, Management & Mitigation Information

1-20of2 rhem[s:l

gy pre——
‘ _‘ﬂ ﬁ RGEL002 Single-Unit Reporting Group~ Yes |
‘ A A RGOOL Multi-Unit Reporting Group~ es Yas |

Monitoring, Management, and Mitigation Grid View

If the indicator displays ‘Yes’, then the user must click on the 4 icon to enter in the required data. The user will
have a prompt that will allow the user to specify the monitoring and mitigation method separately for each
emission reporting group.

7.1.10 Attachment ATTACHMENT (SUBMISSION ID: 631)
The user can prOVide attach ments that To indude your attachment{s), click on the “Upload” button and follow the instructions to upload.
are req u | red to be su bm|tted Wlth the “Upload" button can be dicked multiple times to attach multiple files under each category.

application. SAAELIP provides the user
to either digitally upload or provides

information if the user rather mail their €@ supporting Document (Cptiansi) ® Online () Mail () Other () NIA
documents to the LA.

Attachment

ULLELE (Please upload one file at a time. Repeat the Upload process if you have multiple files.)

Attachment description: _
e

AEL Supplement Attachments

VALIDATION {SuBmMISSION ID: 831)

7.1.11 Data Validation s 1o oo o oy Aoscrrs e e e e 70
In the final step, SAAELIP will validate that all required

inputs and sections were completed based on the
validation rules required by the application forms.

Agplation Formis) Sammary

o Omirm A. Quraral infooration % A Geveral icfooration - 1o Vies
 Omiecs D Contact information "= [ Contact Inforvatise - Foom View
o Owlire C Rorw Masseiats & Prosuction ** C Saw Matscids & Procusson - Foon View

If the application passes the validation checks, the user + Ombem ), Contnd Dvics . 0. Comired Dwwicn - Farm View
can then submit the application. o Ot & Sach /€ Sach - P View

o Omiizw I' Drsasion Usk ** I Cavasion U - Foon Vies

o Onlem 5. Rapartog Groop **G. Reporting Grosp - Form View

However, if any section fails to pass, SAAELIP will alert the
user by marking the section with an ‘X’ and with a
description of the reason why.

o Ondrw W Astvry sod Baianion % W Actiuty 308 Erdveacn - Foom View

o Omiw 1 - by < | s Famm View

Atacemsniis) Susumary

o Actactevace

AEL Validation Screen

7.1.12 Submission Receipt

After the application is submitted, the user
will receive a receipt confirming the
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submission and providing the user IP
address.

|9san ta

Sencel P 192,163 83.236

Submission Receipt

7.2 Submit AEL Compliance Report

After approval of a facility’s AEL License, the facility will be required to submit

AEL Compliance reports. This allows for the Authority to monitor facilities and Wizard Panel
verify whether facilities are staying within the regulations of their license. A
Facility User will be able to search through their reporting requirements when “ Data Entry
To fill in all Data Entry Forms

they start to prepare a new compliance report The User may also choose
whether they wish to complete an online data entry form or to copy and paste
the information from a past report. In order for a facility to submit an AEL
Compliance report, they must enter information in the following sections:

Attachment
e Data Entry/AEL Compliance Report: This section contains the basic facility o

To upload or mail in all

1 AEL Compliance Report

information such as the facilities addresses, phone number, and a place to required documentations
add an executive summary or comments. The User must also enter the
Licensing Authority that is associated to the particular license. 0 Validation

e Attachment: This is where the user will specify how they wish to submit :;czl,bsznl:_c;ea e
their compliance report. The report can either be uploaded and submitted
through SAAELIP or the User can choose to mail in the report via the o Submission
address that is listed on the Attachment page. The User may upload any To submit

other supporting documents related to their compliance report.

My ltbeast  Submetsd  Yidewn Wy Accaond

Before beginning a new Compliance Report in SAAELIP, the user
should download the Report through the ‘Start a New Submittal’
submodaule in ‘Submittal.” This will allow the User to fill out the

S S 2 hew St

report and later upload it to SAAELIP via the ‘Attachment’ step of ey
the wizard. The User can download the document by clicking on . St Rl . 1277 el B e
the Word document icon. The User can hold the cursor over the " fordrskroy

icons to view more information about what they do.

T Marage Sunewied Canes

e
Lownm Warage
L}
e Conespenteaio Wig
-~ VEP—_ AEL Corpiaacy Rapast
’ Ervad Yooy
ods ==

ST Lk Pager Surrasern

o

ergorech Page 61 of 66



SAAELIP — User Guide for the Regulated Community

7.2.1 Data Entry

In this section, the User will verify all information that is entered
on the screen is correct or will enter any required information that

is not completed.

The User must associate a Licensing Authority to the compliance

report.

Any fields that containa ™. as an icon is required to be filled or

the system will generate a validation error.

7.2.2 Attachment

The User must attach their compliance report
to the submission or select that they will mail
in the report. SAAELIP provides the user to
either digitally upload or provides information
if the user rather mail their documents to the
LA. The User has the option to upload
supporting document.

7.2.3 Data Validation

In the final step, SAAELIP will validate that all
required inputs and sections were completed
based on the validation rules required by the
report forms.

If the application passes the validation checks,
the user can then submit the report.

However, if any section fails to pass, SAAELIP
will alert the user by marking the section with
an ‘X’ and with a description of the reason why.

7.2.4 Submission Receipt

After the report is submitted, the user will
receive a receipt confirming the
submission and providing the user IP
address.

ARL Cowrvmacs Rovver (Samarru © 883
P e
o
P =
| e " -
.
[Fe] v Y o)
AEL Compliance Report-Data Entry
My Cusrsews legwntia R W Azccae
ATTACHMENT (SuBmissSION 1D: 650)
a Dwts trtry
A AL Cormtates Tepet
T —
° AN b et
. P (mrnne Hepat | Sra = Oniv M e NA
o\wm--' = v S ot ¢ e Supast e Lpined or vy mainte
P———
o Setvesaase o
P Testey (St Ocwe MR DB A
AEL Compliance Attachments
My Dasttomy Tacamirtal Asatar WMy Azaewt
VALIDATION (SusssSIon ID: 650)
o Tata Crevy
) AT Comphanon Feport
AP atam Frames) Sy
AttacSyenrd
o il o Ol ASL Cogphiaces Rupon - AEL Cotmpionis et - Forre View
z 2 PR Y—
Vartatnn
e P
o Sutemsenn m m m
et
ey
Cartficalne
Queaden
Coertfxanon
Queshin Anpwer
BFH Dans e
Heypirsaye (asan fan
e
Sanoe F 192,168 83.236
Iyorems
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7.3 NAIES Reference Data Look-up

Industry users will use this module to find specific emission factors, substance code, material code, SCC code,
or unit code.

7.3.1 Emission Factor

To view Emission Factor reference data in the NAEIS database, go to the System Utilities module - Emission
Factor. You can use the search function to find the specific emission factors. The search criteria include:

e Search by El Reporting Year
e Search by SCC code

Home & NAEIS Report | System Utilities | My Account

4| System Setting > System Configuration > Emission Factor
System Maintenance T

Emission Factors Configuration +

| 2 Emission Factor |

Emission Factors

% Material Code

%% Substance Code EI‘r’ear:IZU‘IZ. scc: &

%% 5CC Code
Emission Factors Search Result

%2 Unit

1-15 of 17507 item(s)

Security Management Factor Type | Pollutant Name | Pollutant Unit | Throughput Material Mame | Throughput Material Unit
Generic PM10,FLTRELE Kis COAL,AMTH TOMNME-A%z

3‘, Manage Users Generic AMMOMIA ] COAL,AMTH TOMME
Generic AMMOMIA Kz COAL,AMTH TOMME
Generic PM2.5,FLTREL K5 COAL,AMTH TONME-A%:
Generic AMMOMIA Kz COAL,ANTH TOMNME
Generic AMMOMIA K COAL,ANTH TOMME
Generic POM K COAL BIT TOMME
Generic AMMOMIA Kz COAL BIT TOMMNE
Generic AMMOMIA Kiz COAL BIT TOMME
Generic PM10,FLTRELE Ki5 COAL,BIT TOMNME-A%z
Generic AMMOMIA K5 COALBIT TOMME
Canari ARABACIKIT A K ~hAal BTT TORIKIE

Figure 8.1 Reference Data of Emission Factors

7.3.2 Material Code

To view Material reference data in the NAEIS database, go to the System Utilities module - Material Code.
You can use the search function to find the specific material codes. The search criteria include:

e Search by El Reporting Year
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Home

NAEIS Report | System Utilities

System Maintenance

<«

3 Emission Factor

| % Material Code |

My Account

System Utilities > System Maintenance > Material Code

Material Code +

Material Code

A unit
Security Management

9‘, Manage Users

% substance Code
% 5CC Code

El Year: |2013.

Material Code Search Result

1- 25 of 2100 itemis)

Material Code | Material Name Material Description
COPPER COPPER COPPER

COPPER CMP COPPER CMP COPPER COMPOUNDS

COPPER SCRAP | COPPER SCRAP COPPER SCRAP

COPPER 10 COPPER 10 COPPER LESS THAN 10 MICROMNS
CORE CORE CORE

CORE OIL CORE OIL CORE OIL

CORMN CORMN CORN

CORM GLUTEN CORM GLUTEN CORM GLUTEM

Figure 8.2 Reference Data of Material Codes

7.3.3 Substance Code

To view Substance reference data in the NAEIS database, go to the System Utilities module - Substance
Code. You can use the search function to find the specific substance codes. The search criteria include:

e Search by El Reporting Year

Home

MAEIS Report | System Utilities

i

&
System Maintenance r

%) Emission Factor

% Material Code

‘ % Substance Code |

%) 5CC Code

%2 unit

My Account

System Utilites = System Maintenance > Material Code

Substance Code +

Substance Code

El Year. |2n1 3.

Substance Code Search Result

1 -15 of 270 itemis)

Security Management Substance Code | Substance Name | Grouped Substance
AMMOMNLA AMMONIA ¥
E{ Manage Users
ASBESTOS ASBESTOS ¥
CRESOL MX IS CRESOL MX 15 i
DICOD,TO DICDD, TOT ki
DICDF, TOT DICDF, TOT i
Figure 8.3 Reference Data of Substance Codes
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7.3.4 NAEIS Source Code

To view NAEIS Source Code reference data in the NAEIS database, go to the System Utilities module — NAEIS
Source Code. You can use the search function to find the specific NAEIS Source codes.

In the tree view (Figure 8.4), click the "+" icon to see all the child NAEIS Source codes. After clicking the
bottom layer of the NAEIS Source Code, the system will display all SCC Codes associated with it.

HAEIS Source Code Search Result

=

O O = = 3 O 3 O = = B

5A01-1. Combustion Installations
= SA02-2, Petroleum Industry
= 540201-2.1 Combustion Installations
= 5A0201001-Process Heaters

[ 5A020100102-Gas-fired =
SCC_Code - 30600102 - Gas-fired ==

[ 5A020100106-Process Gas-fired

[ 5A020100107-LPG-fired

[ 5A020100108-Landfill Gas-fired

[ 5A020100109-0il-fired (No. 6 Qil) > 100 Million Btu Capacity

[ 5A020100110-Other Not Classified

[ 5A020100101-0il-fired =

[ 5A020100103-0il-fired

[ 5A020100104-Gas-fired

[ 5A020100105-Natural Gas-fired

SA0201002-Reciprocating Engine Compressors
5A0201003-Process Heaters
SA0201004-Furnaces! Process Heaters
SA0201005-Furnaces/ Process Heaters
SA0201006-Furnaces! Process Heaters
SA020M007-Furnaces! Process Heaters

7.3.5 Unit Code

Figure 8.4 Reference Data of NAEIS Source Codes

To view Unit Code reference data in the NAEIS database, go to the System Utilities module - Unit. You can
use the search function to find the specific Unit codes. The search criteria include:

e Search by El Reporting Year
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Home MNAEIS Report System Utilities My Account

4| System Utilities > System Maintenance = Unit Code
System Maintenance —

Unit +

“2) Emission Factor

Unit Code
% Material Code

% Substance Code Elvear [2013[V]

%% sCC Code

Unit Code Search Result

| %4 unit

76 - 90 of 363 temi=s)

Security Management Unit Name Unit Description
E2BL-A% 100 BARRELS X ASH WT% 100 BARRELS X ASH WT %

B“f SRR E2BL-5% 100 BARRELS X SULFUR. WT % 100 BARRELS X SULFUR. WT %
E2BL-YR 100 BARREL YEARS 100 BARREL YEARS
E2 BLHR 100 BARRELS PER. HOUR 100 BARRELS PER. HOUR
E2Ki5 100 KILOGRAMS 100 KILOGRAMS
E2 KG-A%: 100 KILOGRAMS X ASH WT % 100 KILOGRAMS X ASH WT%
E2KG-5% 100 KILOGRAMS ¥ SULFUR WT% 100 KILOGRAMS ¥ SULFUR WT%

Figure 8.5 Reference Data of Units
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