
 Page 1 of 50 

 

 
AER Returns 

Excel Workbook & Website  
User Manual 

 
Version 2.1 January 2015 

 

Table of Contents 
 
1.0 Downloading the Configured Excel Workbook or XSD Schema ................................................ 2 

1.1 Logging In ........................................................................................................................ 2 

1.2 Downloading the Configured Excel Workbook .............................................................. 6 

1.3 Downloading the XSD Schema ....................................................................................... 8 
2.0 The Excel Workbook ....................................................................................................................... 9 

2.1 Introduction ...................................................................................................................... 9 

2.2 Facility ID & Activities Sheet ........................................................................................ 10 
2.3 Releases to Air Sheet ..................................................................................................... 11 

2.4 Releases to Waters Sheet ............................................................................................... 15 
2.5 Offsite Transfers of Pollutants ....................................................................................... 19 
2.6 Releases to Land ............................................................................................................ 23 
2.7 Treatment & Transfers of Waste .................................................................................... 28 

2.8 Reference Sheets ............................................................................................................ 36 
3.0 Creating & Submitting an AER Return ........................................................................................ 43 

3.1 Logging In ...................................................................................................................... 44 
3.2 Uploading the completed XML return file .................................................................... 47 
3.3 Printing ........................................................................................................................... 50 



 Page 2 of 50 

1.0 Downloading the Configured Excel Workbook or XSD Schema 

 
1.1 Logging In 
 
Navigate to the login page of the AER/PRTR returns site. 
 

 
Fig. 1.1 – Login page 
 
 
Here you will need to enter the following details: 
 

 Your User ID (As supplied to you by the EPA) 

 Your password (As supplied to you by the EPA) 

http://aer.epa.ie/reporting/pgLogon.aspx
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Fig. 1.2 – Entering login details 
 

 Click the Login button to proceed. 

 After successfully logging in the welcome page will be displayed. 
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Fig. 1.3 – The welcome page 
 

 Click the 1- AER/PRTR Emissions Data Page button. 

 The download page will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here 



 Page 5 of 50 

 
 

 
Fig. 1.4 – The Emission Data Download / Upload Page 

 

 
 Press the AER/PRTR Emissions Data Download Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Press this 
Button 
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1.2 Downloading the Configured Excel Workbook 
 

  
Fig. 1.5 – The PRTR Workbook Download page 
 

 Select required Reporting Year. 

 Click the Download Excel Template button. 

 Please wait while the Excel file is being configured. * 

 You will then be presented with a Save As dialog box 
 
* Please be patient during this time as the configuration process may take a few moments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Select Year of 
PRTR Returns 

2. Click this 
button 
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Fig. 1.5 – Saving the Excel file 
 

 Click the Save button and save the file to your computer. 

 You can now open the Excel file on your computer and begin filling in your return information 
(See section on Excel sheet for details) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: When you download the PRTR 
workbook you must save the workbook 
before opening it. This will ensure the 
workbook is saved in the correct format. 
You can then proceed to open the 
workbook. Make sure that macros have 
been enabled in Excel before filling out the 
PRTR workbook. When saving the PRTR 
workbook as you are completing it use the 
"Save" button. If you do select "Save As" 
make sure you save the PRTR workbook as 
"Excel 97-2003 workbook" (for Office 2007 
and higher).  
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1.3 Downloading the XSD Schema 

 

 
Fig. 1.6 – Saving the XSD file 
 

 Click the Download XSD Schema button. 

 You will be presented with a Save As dialog box 

 Click the Save button and save the file on your computer. 

1. Click Here 

2. Press Save 
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2.0 The Excel Workbook 

 
2.1 Introduction 
 
The AER Returns Excel workbook is divided into numerous worksheets. The first group of worksheets 
form the AER return once filled in by the licensee. The remaining worksheets provide reference 
material to assist in the filling out of the data. 
 
Help can also be found within the Excel sheet by either clicking on the HELP button or by hovering 
your mouse over the red triangle in cells that include comments. 
 
Please note Facility contact details will no longer be auto-populated. The facility will have to 
enter these details into their workbook annually 
 

 
Fig. 2.1 – The AER workbook 
 

Cell-specific 
help (red 
triangle) 

Reference Year 
for return being 
made 

Facility details 

Waste or IPPC 
Classes of Activity 
details 

Facility details 
(continued) 

PRTR Class 
Activities for 
facility 

Solvents Directive 
details Print, Help and 

Upload buttons 

Workbook tabs for return 
sections and reference 
(see details below) 
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2.2 Facility ID & Activities Sheet 

 

 
 
Fig. 2.2 – Facility ID & Activities Sheet 

 
This worksheet contains Licensee-specific information about the facility making the return 
Most of this sheet will have been pre-filled when you downloaded the file from the website. 
This will only leave certain areas to be filled out. 
The following areas should be filled out on this worksheet: 
 

 Production Volume * 

 Production Volume Units 

 Number of Installations * 

 Number of Operating Hours in Year * 

 Number of Employees * 

 User Feedback/Comments 

 Web Address 
 
* If you cannot fill in these sections then please ensure that the cell contains a default value of 0 
rather than blank – Otherwise your upload may be rejected. 
 
You should also fill out Section 3 - Solvents Directive and Section 4 on waste imported/accepted onto 
site. 
 
Please examine all pre-entered data to ensure that it is correct.  
You will need to inform the EPA if anything should be altered. 
 

 

Fill out this section for 
Contact & Facility Details 

Fill out this section for 
Solvents Directive 

Fill out this section for waste 
imported/ accepted onto site 
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2.3 Releases to Air Sheet 

 
Click on the “Releases to Air” tab of the workbook to display the sheet. This worksheet allows you to 
enter any pollutants that are released to air. 
 

 
Fig. 2.3 – Releases to Air Sheet 
 
 

 Based on your Class Activities, the PRTR pollutants list will be divided into two sections 

(Section A and B) 

 Section A represents sector-specific pollutants, which apply to air and are based on your 

class activities 

 Section B represents all remaining pollutants that could be released to air but are not 

contained in Section A 

 This division of pollutants allows for quicker and more intuitive filling out of the worksheet as 

pollutants are grouped by priority 

 The third section (Section C) provides an area to fill in licensed pollutants 

 An additional section for Landfill operators must be filled out also 

 Enter a Total KG/Year, Method used details and the Facility Total Capacity as appropriate 

 Each section is filled in the same manner 

 Begin by selecting a pollutant from the dropdown list under the pollutant section 

 When you select a pollutant the pollutant number and name will appear in the corresponding 

cells 

 

Section A  
PRTR pollutants 

Section B  
PRTR pollutants 

Section C Licensed 
pollutants 

Landfill Operators 
additional 
information 

Click on this tab to 
display the sheet 

Link to previous 
Years Emissions 
to Air 
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 Fill in the method used section of the worksheet by selecting a method from the dropdown list. 

Only Measured, Calculated or Estimated are the values that can be entered here 

 The Method code field is not free test and you must double click on the cell to select a 

relevant method code. 

 The Designation or Description is a free text cell.  

 
You must enter a value into all of these cells under the Method Used section or you will 
receive an error when you attempt to create the XML return file for uploading. 
 
 
 

 
Fig. 2.4 – Selecting a pollutant from the dropdown list 
 
 

 
Fig. 2.5 – After selecting a pollutant from the dropdown list 
 
 
 

 
Fig. 2.6 – Filling in the Method Used section 

 
 

 
 
 
 
 
 
 

Clicking on the 
dropdown reveals 
a list of available 
pollutants 

The selected 
pollutant number 
and name is 
displayed 
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 Next, enter the quantities of release for this pollutant under Emission Point 1. This will appear 
in the Total Quantity cell also. Quantities are expressed in KGs per year. 

 

 
Fig. 2.7 – Filling in the release quantities 
 
 

 
Fig. 2.8 – Filling in the release quantities (continued) 

 
 If any Accidental or Fugitive releases for this pollutant are applicable then enter these under 

the Accidental or Fugitive section, otherwise leave these as 0 
 
 

 
Fig. 2.9 – Filling in the Accidental and Fugitive quantities (optional) 
 
 

 If you have releases from more than one Emission Point then you can add additional points 
by clicking on the ADD EMISSION POINT button. This will add an additional Emission Point 
column to the right of the last one (A maximum of 9 points can be used). 

 
 

 
Fig. 2.10 – Adding additional Emission Points 
 

 

 
 The Accidental and Fugitive quantities represent the totals for ALL emission points and not 

one particular point 
 

 You can also enter comments or a description of each emission point in the grey cell over the 
emission point. 

 

 In order to add another pollutant in a particular section you must click the ADD NEW ROW 
button 
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Fig. 2.11 – Adding a new row to enter another pollutant: Step 1 

 

 

 
Fig. 2.12 – Adding a new row to enter another pollutant: Step 2 
 
 

 If you have made a mistake and wish to remove the last row entered then click the DELETE 
LAST ROW button in the relevant section 
 

 
Fig. 2.13 – Deleting a row: Step 1 

 

 

 
Fig. 2.14 – Deleting a row: Step 2 
 
 

 
Fig. 2.15 – Deleting a row: Step 3 
 

 If you do not have any releases for a particular section then do not enter any pollutant or 
related data into the section - leave it blank 

 

 You cannot enter the same pollutant more than once in a particular section. 

Click the DELETE 
button 

Click the ADD 
button 
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2.4 Releases to Waters Sheet 

 Click on the “Releases to Waters” tab of the workbook to display the sheet. This worksheet 
allows you to enter any pollutants that are released to water 

 

 

 
Fig. 2.16 – Releases to Waters Sheet 

 

 
 Based on your Class Activities the PRTR pollutants list will be divided into two sections 

(Section A and B) 

 Section A represents sector-specific pollutants, which apply to water and are based on your 

class activities 

 Section B represents all remaining pollutants that could be released to water but are not 

contained in Section A 

 This division of pollutants allows for quicker and more intuitive filling out of the worksheet as 

pollutants are grouped by priority 

 The third section (Section C) provides an area to fill in licensed pollutants 

 Each section is filled in the same manner 

 Begin by selecting a pollutant from the dropdown list under the pollutant section 

 When you select a pollutant the pollutant number and name will appear in the corresponding 

cells 

 

  

 

Section A  
PRTR pollutants 

Section B  
PRTR pollutants 

Section C Licensed 
pollutants 

Click on this tab to 
display the sheet 

Link to previous 
Year’s Emissions to 
Water 
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Fig. 2.17 – Selecting a pollutant from the dropdown list 
 
 
 

  
Fig. 2.18 – After selecting a pollutant from the dropdown list 
 
 

 Fill in the method used section of the worksheet by selecting a method from the dropdown list. 

Only Measured, Calculated or Estimated are the values that can be entered here 

 The Method code field is not free test and you must double click on the cell to select a 

relevant method code. 

 The Designation or Description is a free text cell.  

 
You must enter a value into all of these cells under the Method Used section or you will 
receive an error when you attempt to create the XML return file for uploading. 
 
 

 
Fig. 2.19 – Filling in the Method Used section 
 

 
Fig. 2.20 – Filling in the Method Used section (continued) 

 
 
 
 

Clicking on the 
dropdown reveals 
a list of available 
pollutants 

The selected 
pollutant number 
and name is 
displayed 
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 Next, enter the quantities of release for this pollutant under Emission Point 1. This will appear 
in the Total Quantity cell also Quantities are expressed in KGs per year. 

 

 
Fig. 2.21 – Filling in the release quantities 

 
 

 
Fig. 2.22 – Filling in the release quantities (continued) 
 
 
If any Accidental or Fugitive releases for this pollutant are applicable then enter these under the 
Accidental or Fugitive section, otherwise leave these as 0 
 

 
Fig. 2.23 – Filling in the Accidental and Fugitive quantities (optional) 
 
 
 

 If you have releases from more than one Emission Point then you can add additional points 
by clicking on the ADD EMISSION POINT button. This will add an additional Emission Point 
column to the right of the last one (A maximum of 9 points can be used) 

 

 
Fig. 2.24 – Adding additional Emission Points 
 
 

 The Accidental and Fugitive quantities represent the totals for ALL emission points and not 
one particular point. 

 

 You can also enter comments or a description of each emission point in the grey cell over the 
emission point. 

 

 In order to add another pollutant in a particular section you must click the ADD NEW ROW 
button 
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Fig. 2.25 – Adding a new row to enter another pollutant: Step 1 

 

 
Fig. 2.26  – Adding a new row to enter another pollutant: Step 2 
 
 

 If you have made a mistake and wish to remove the last row entered then click the DELETE 
LAST ROW button in the relevant section. 

 

 
Fig. 2.27 – Deleting a row: Step 1 

 

 
Fig. 2.28 – Deleting a row: Step 2 
 
 

 
Fig. 2.29 – Deleting a row: Step 3 
 

 If you do not have any releases for a particular section then do not enter any pollutant or 
related data into the section - leave it blank 

 
 You cannot enter the same pollutant more than once in a particular section. 

Click the ADD 
button 

Click the DELETE 
button 
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2.5 Offsite Transfers of Pollutants 

 
 Click on the “Offsite Transfers of Pollutants” tab of the workbook to display the sheet. This 

worksheet allows you to enter any pollutants that are transferred offsite and are destined for 
wastewater treatment or sewer. 

 

 
Fig. 2.30 – Offsite Transfers Sheet 
 
 

 This worksheet is divided into two sections (Section A and B). Section A represents PRTR 

pollutants while section B represents Licensed pollutants 

 Each section is filled in the same manner 

 Begin by selecting a pollutant from the dropdown list under the pollutant section 

 When you select a pollutant the pollutant number and name will appear in the corresponding 

cells 

 

 
Fig. 2.31 – Selecting a pollutant from the dropdown list 

Clicking on the 
dropdown reveals 
a list of available 
pollutants 

Section A  
PRTR pollutants 

Section B Licensed 
pollutants 

Click on this tab to 
display the sheet 

Link to previous 
Year’s Emissions to 
Sewer 
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Fig. 2.32 – After selecting a pollutant from the dropdown list 
 

 Fill in the method used section of the worksheet by selecting a method from the dropdown list. 

Only Measured, Calculated or Estimated are the values that can be entered here 

 The Method code field is not free test and you must double click on the cell to select a 

relevant method code. 

 The Designation or Description is a free text cell.  

 
You must enter a value into all of these cells under the Method Used section or you will 
receive an error when you attempt to create the XML return file for uploading. 

 
Fig. 2.33 – Filling in the Method Used section 
 

 
Fig. 2.34 – Filling in the Method Used section (continued) 
 
 

 Next, enter the quantities of release for this pollutant under Emission Point 1. This will appear 
in the Total Quantity cell also Quantities are expressed in KGs per year. 

 

 
Fig. 2.35 – Filling in the release quantities 
 

 
Fig. 2.36 – Filling in the release quantities (continued) 
 
 
 
 
 

The selected 
pollutant number 
and name is 
displayed 
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 If any Accidental or Fugitive releases for this pollutant are applicable then enter these under 
the Accidental or Fugitive section, otherwise leave these as 0 

 

 
Fig. 2.37 – Filling in the Accidental and Fugitive quantities (optional) 

 
 

 If you have releases from more than one Emission Point then you can add additional points 
by clicking on the ADD EMISSION POINT button. This will add an additional Emission Point 
column to the right of the last one (A maximum of 9 points can be used) 

 

 
Fig. 2.38 – Adding additional Emission Points 
 

 The Accidental and Fugitive quantities represent the totals for ALL emission points and not 
one particular point. 

 

 You can also enter comments or a description of each emission point in the grey cell over the 
emission point. 

 

 In order to add another pollutant in a particular section you must click the ADD NEW ROW 
button 

 
 

  
Fig. 2.39 – Adding a new row to enter another pollutant: Step 1 

 

 
Fig. 2.40 – Adding a new row to enter another pollutant: Step 2 
 
 
 
 
 
 

Click the ADD 
button 
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 If you have made a mistake and wish to remove the last row entered then click the DELETE 
LAST ROW button in the relevant section 

 

 
Fig. 2.41 – Deleting a row: Step 1 

 

 
Fig. 2.42 – Deleting a row: Step 2 
 
 

 
Fig. 2.43 – Deleting a row: Step 3 

 
 

 If you do not have any releases for a particular section then do not enter any pollutant or 
related data into the section - leave it blank 

 
 You cannot enter the same pollutant more than once in a particular section. 

 

Click the DELETE 
button 
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2.6 Releases to Land 

 
These activities are not currently employed in Ireland. Therefore, although a page has been 

made available in the Workbook for the reporting of releases to land to cater for future 

developments, it is currently not expected that any operation in Ireland will report under 

this category. This worksheet is locked and you are not able to input data on it. 

 
 Click on the “Releases to Land” tab of the workbook to display the sheet. This worksheet 

allows you to enter any pollutants that are released to land 

 

 
Fig. 2.44 – Releases to Land Sheet 
 
 

 This worksheet is divided into two sections (Section A and B). Section A represents PRTR 

pollutants while section B represents Licensed pollutants 

 Each section is filled in the same manner 

 Begin by selecting a pollutant from the dropdown list under the pollutant section 

 When you select a pollutant the pollutant number and name will appear in the corresponding 

cells 

 
 
 
 
 
 
 
 
 
 
 

Section A  
PRTR pollutants 

Section B Licensed 
pollutants 

Click on this tab to 
display the sheet 
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Fig. 2.45 – Selecting a pollutant from the dropdown list 
 
 
 

  
Fig. 2.46 – After selecting a pollutant from the dropdown list 
 
 
 

 Fill in the method used section of the worksheet by selecting a method from the dropdown list. 

Only Measured, Calculated or Estimated are the values that can be entered here 

 The Method code field is not free test and you must double click on the cell to select a 

relevant method code. 

 The Designation or Description is a free text cell.  

 
You must enter a value into all of these cells under the Method Used section or you will 
receive an error when you attempt to create the XML return file for uploading. 
 
 

 
Fig. 2.47 – Filling in the Method Used section 
 

 
Fig. 2.48 – Filling in the Method Used section (continued) 
 
 

Clicking on the 
dropdown reveals 
a list of available 
pollutants 

The selected 
pollutant number 
and name is 
displayed 
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 Next, enter the quantities of release for this pollutant under Emission Point 1. This will appear 
in the Total Quantity cell also Quantities are expressed in KGs per year. 

 

 
Fig. 2.49 – Filling in the release quantities 
 

 
Fig. 2.50 – Filling in the release quantities (continued) 
 
 

 If any Accidental releases for this pollutant are applicable then enter these under the 
Accidental section, otherwise leave these as 0 

 

 
Fig. 2.51 – Filling in the Accidental quantity (optional) 
 
 
 
 

 If you have releases from more than one Emission Point then you can add additional points 
by clicking on the ADD EMISSION POINT button. This will add an additional Emission Point 
column to the right of the last one (A maximum of 9 points can be used) 

 

 
Fig. 2.52 – Adding additional Emission Points 
 

 The Accidental quantities represent the totals for ALL emission points and not one particular 
point. 

 

 You can also enter comments or a description of each emission point in the grey cell over the 
emission point. 
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 In order to add another pollutant in a particular section you must click the ADD NEW ROW 
button. 

 
 

  
Fig. 2.53 – Adding a new row to enter another pollutant: Step 1 

 

 
Fig. 2.54 – Adding a new row to enter another pollutant: Step 2 
 
 
 

 If you have made a mistake and wish to remove the last row entered then click the DELETE 
LAST ROW button in the relevant section 

 
 

 
Fig. 2.55 – Deleting a row: Step 1 
 

 

 
Fig. 2.56 – Deleting a row: Step 2 
 
 

 
Fig. 2.57 – Deleting a row: Step 3 
 

Click the ADD 
button 

Click the DELETE 
button 
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 If you do not have any releases for a particular section then do not enter any pollutant or 
related data into the section - leave it blank 

 
 You cannot enter the same pollutant more than once in a particular section. 
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2.7 Treatment & Transfers of Waste 

 
 Click on the “Treatment & Transfers of Waste” tab of the workbook to display the sheet. This 

worksheet allows you to enter onsite treatment and offsite transfers of waste. 
 
 

 
Fig. 2.58 – Treatment & Transfers of Waste Sheet 
 
 

 Begin by selecting the transfer destination from the dropdown list (valid entries are Within the 
Country or To Other Countries). 

 

 
Fig. 2.59 – Selecting the Transfer Destination 
 

 Next, select the EWC (European Waste Code) by double-clicking on the EWC cell for the 
record you are filling out. 

 

Click on this tab to 
display the sheet 

Link to Previous 
Year’s Waste 
Transfer Data 
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Fig. 2.60 – Entering the EWC (European Waste Code) 
 
The EWC reference worksheet will be displayed 
 

 
Fig. 2.61 – The EWC Reference Sheet 
 
 
 

 Select the appropriate chapters to build the waste code (These are broken into Group, 
SubGroup and Code on the reference sheet). 

 To select a code double-click on it where you will then be brought to the next section of codes 
under the selected one. 
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Fig. 2.62 – Navigating through the codes 
 
 

 Appropriate codes for the selected values will be highlighted in blue. 

 Repeat this for the subsequent levels to retrieve the full six-digit Waste Code. 

 The code will then be returned to the Treatment & Transfers of Waste sheet that is being filled 
out. 

 If you already know the full six digit EWC then just scroll down the Waste Reference sheet 
and double click on the six-digit code. 

 The Hazardous value for the entered EWC will be displayed. 
 

 
Fig. 2.63 – After selecting the EWC 
 
 

 Enter a quantity for the particular EWC (Tonnes/year). Please ensure that all weights are 
entered as wet weights. 
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Fig. 2.64 – Entering a Quantity 

 
 The description of waste field will be auto-populated when you select the EWC code. If the 

description does not describe your waste stream accurately double click on the description 
cell. This allows you to enter the description manually. Generally your own accurate 
description of the waste can be more valuable than the generic EWC description and aids the 
validation process. 

 

 
Fig. 2.65 – Entering a Description for the waste 
 
 
 

 Select a Waste Treatment Operation by double-clicking on the cell under this section. The 
Waste Treatment Operation reference worksheet will be displayed. 

 
 

 
Fig. 2.66 – The Recoverer/Disposer Codes reference sheet 
 
 

 
 Select the appropriate code by double-clicking on it. The code will then be returned to the 

Treatment & Transfers of Waste sheet that is being filled out. 
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Fig. 2.67 – After selecting the Recoverer/Disposer code 

 
 
 

 Select a method used from the dropdown lists in the Method Used section of the sheet. 
 
 

 
Fig. 2.68 – Entering a Method Used 

 

 

 
Fig. 2.69 – Entering a Method Used (continued) 
 
 
 
 

 Select a Location of Treatment from the dropdown list (valid values are Onsite of Generation, 
Offsite in Ireland and Abroad). 

 
 
Fig. 2.70 – Selecting a Treatment Location 
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 If you select “Onsite of Generation” a pop-up box will appear explain when to use the 
treatment location “On-Site in Ireland”. 
 

 
 

 Enter the name and licence/permit number of the next destination facility for hazardous 
waste, or the name and licence/permit number of the recoverer/disposer for non hazardous 
waste. 

 Enter the address of the next destination facility (hazardous waste) or the recoverer/disposer 
(non hazardous waste). 

 For hazardous waste, enter the name and licence/permit number and address of the final 
recoverer/disposer. 

 For hazardous waste, enter the actual address of the final destination i.e. final 
recovery/disposal site. 

 If you have reported waste treated ‘on-site of generation’ please enter in your own facility 
name /address details. 

 

 
 
In some cases where waste generated on-site is treated on site, the on-site treatment process may be 
a preliminary treatment step, and residual waste from the treatment process may be sent off-site for 
final treatment. If that is the case, please enter the residual wastes transferred off-site as separate 
entry(ies)/rows and in the description(s) clearly describe that this is residual waste following 
preliminary treatment of waste on-site (as detailed in previous entry/row no. x). 
 
Some PRTR organisations have internal recycling as part of the production process. It is very 
important that this is correctly identified by operators so that EPA can clearly identify it for validation 
and reporting purposes. 
 

According to guidance published by Eurostat
1
, internal recycling includes the following operations 

where they take place at the site of generation: 

 The reprocessing of production waste (e.g. of cuttings, shavings, rejects etc.) in the same or a 
similar process by which it was generated, as typically carried out in some sectors of 
manufacturing industry; 

 The regeneration of spent process materials in order to be used again for the same or a 
similar purpose (e.g. regeneration of spent solvents, acids and bases, catalysts, adsorbents); 

 
Internal recycling excludes: 

 Any disposal operation;  

 Energy recovery operations; 

 Any backfilling operations 
 
These two lists are not exhaustive. 

                                                 
1
 Manual on waste statistics. A handbook for data collection on waste generation and treatment.” 2013 edition. European 

Union, 2013 (ISBN 978-92-79-29050-3) 
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When reporting on waste treated on-site of generation, please identify clearly in the description if it is 
an internal recycling process (as described above) and separately report on any recycling of waste 
received from other companies for recycling. 

 

 
Fig. 2.71 – Additional waste details 
 
 
In order to add another waste code record you must click the ADD NEW ROW button. 
 

  
Fig. 2.72 – Adding a new row to enter another waste record: Step 1 

 

 
Fig. 2.73 – Adding a new row to enter another waste record: Step 2 

 
 

 If you have made a mistake and wish to remove the last row entered then click the DELETE 
LAST ROW button in the relevant section 

 

 
Fig. 2.74 – Deleting a row: Step 1 

 

 
Fig. 2.75 – Deleting a row: Step 2 
 
 
 

Click the ADD 
button 

Click the DELETE 
button 
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Fig. 2.76 – Deleting a row: Step 3 
 

 If you have no waste data to enter then do not enter any waste or related data into this 
worksheet - leave it blank 
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2.8 Reference Sheets 
 
Ref. - NACE Codes 
This worksheet contains reference information for NACE codes 
 

 
Fig. 2.77 – NACE Codes Reference Sheet 
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Ref. PRTR Activities 
This worksheet contains reference information for PRTR Class Activities 
 

 
Fig. 2.78 – PRTR Activities Reference Sheet 
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Ref. PRTR Pollutants 
This worksheet contains reference information for PRTR Pollutants 
 

 
Fig. 2.79 – PRTR Pollutants Reference Sheet 
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Ref. Licensed Pollutants 
This worksheet contains reference information for Licensed Pollutants 
 

 
Fig. 2.80 – Licensed Pollutants Reference Sheet 
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Ref. Waste Codes 
This worksheet contains reference information for EWC (European Waste Codes) 
 

 
Fig. 2.81 – European Waste Codes Reference Sheet 
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Ref. Recoverer/Disposer Codes 
This worksheet contains reference information for Recoverer and Disposer Codes 
 
 

 
Fig. 2.82 – Recoverer/Disposer Codes Reference Sheet 
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Ref. Methods Used 
This worksheet contains reference information for Methods Used 
 

 
Fig. 2.83 – Method Used Reference Sheet 
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3.0 Creating & Submitting an AER Return 

 
 Once all relevant data has been entered (ref. sections below) click the CREATE AER XML 

RETURN & UPLOAD button on the Facilities ID & Activities worksheet. 
 

 
Fig. 3.1 – Submitting your return 
 
 

 This will validate the workbook and prompt you to enter a location for creating the XML AER 
Return file (C:\ by default) 

 

 
Fig. 3.2 – Creating the XML return file 
 

 You can either accept the default path or enter a different path where the file will be created, 
then click the OK button. 

 Once the file has been created a message will be displayed containing further instructions 
(Make a note of the XML file at this point) 

Use this button to create your XML return file 
and to upload the file through the EPA website 
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Fig. 3.3 – Creating the XML return file (continued) 
 
 
 

 You will then be redirected to the AER returns website where you must first login and then 
attach your XML file for uploading. 

 It is therefore important to ensure you have Internet access from the computer you are 
making a return from. 

 
 

 
3.1 Logging In 

 
 Navigate to the login page of the AER returns site. 

 

 
Fig. 3.4 – Login page 
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Here you will need to enter the following details: 
 

 Your User ID (As supplied to you by the EPA) 

 Your password (As supplied to you by the EPA) 
 

 
Fig. 3.5 – Entering login details 
 

 Click the Login button to proceed. 

 After successfully logging in the welcome page will be displayed * 
 

 If you have been brought to the AER site directly from the Excel workbook then once 
you have logged in you will be redirected to the Upload page automatically.  In this 
case skip to the section on Uploading the completed XML return file below. 
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 Click the AER/PRTR Emissions Data Page button 
 

 
Fig. 3.6 – The welcome page 
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 Click the AER/PRTR Emissions Data Upload Page button 
 

 
Fig. 3.7 – Selecting the Upload page 
 

 
 
3.2 Uploading the completed XML return file 

 
 Select relevant Year 

 Click the Browse button on the Upload page. 

 Browse to the XML file that the Excel workbook previously generated  

 Select the XML file and click OK 

 The file name and path should be displayed in the upload textbox 

 Click the Upload File button 
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Fig. 3.8 – Selecting the file for uploading 
. 
 

 If the file uploaded without any errors then a confirmation page will be displayed. 

 Your upload will be processed by the EPA. 

 Check your email for any updates or errors in your submission. 
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Fig. 3.9 – The upload confirmation page 
 
 
If any errors are found in the upload file then these will be displayed accordingly. 
 

 
Fig. 3.10 – Upload errors 
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3.3 Printing 

 
 If required, the AER return details can be printed by clicking on the PRINT THIS SHEET 

button. Alternatively, you can use the standard Excel print options found under the File menu. 
 

 
Fig. 3.11 – Printing your AER return details 

 

Use the print button to prepare 
the current sheet for printing 


