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Purpose of the Guide 

 

 

The purpose of this document is to instruct reporters from the regulated emitters throughout 

the Province of Saskatchewan to report the greenhouse gases baseline emission levels, using 

the Baseline Emission Level Database System (BELDBS) developed by the IEESC, University of 

Regina. 

 

The portal of the BELDBS is: http://env.uregina.ca/bel. 

 

 
 

 

 



 

 III 

 

Table of Contents 

Contributors to the Guide ...................................................................................................................................... I 

Purpose of the Guide............................................................................................................................................. II 

Table of Contents.................................................................................................................................................. III 

1. Set Up a Reporting Account............................................................................................................................... 1 

1.1 Go to the portal of BELDBS...................................................................................................................... 1 

1.2 Enter your information............................................................................................................................ 1 

1.3 Wait for approval..................................................................................................................................... 2 

1.4 Your request is approved......................................................................................................................... 2 

1.5 Your account is ready to use.................................................................................................................... 3 

2. Manage Your Account........................................................................................................................................ 4 

2.1 Log into your account.............................................................................................................................. 4 

2.2 Your homepage........................................................................................................................................ 4 

2.3 Change your password ............................................................................................................................ 5 

2.4 Forget your login password ..................................................................................................................... 6 

2.5 Sign out.................................................................................................................................................... 6 

3. Manage Your Facility ......................................................................................................................................... 7 

3.1 Add a new facility .................................................................................................................................... 7 

3.2 Wait for approval..................................................................................................................................... 8 

3.3 Facility list ................................................................................................................................................ 9 

4. Report the Baseline Emission Level................................................................................................................. 10 

4.1 Create a new report............................................................................................................................... 10 

4.1.1 Choose the facility ...................................................................................................................... 12 

4.1.2 Choose the baseline year ........................................................................................................... 12 

4.1.3 Enter annual emission data ........................................................................................................ 13 

4.1.4 Consult the Ministry ................................................................................................................... 13 

4.1.5 Receive advice from the Ministry............................................................................................... 14 

4.1.6 Enter information provided by a qualified person...................................................................... 15 

4.1.7 Save as a draft............................................................................................................................. 15 

4.1.8 BEL report list ............................................................................................................................. 16 

4.1.9 Preview the BEL report............................................................................................................... 16 

4.1.10 Export BEL report to PDF.......................................................................................................... 18 

4.1.11 Submit BEL report to the Ministry............................................................................................ 18 

4.1.12 What’s next............................................................................................................................... 19 





 

 

 
 
 

1 

 

1. Set Up a Reporting Account 

 

Before you report the baseline emission level, you must set up a reporting account. Note that 

each reporting company can only set up one reporting account via the BELDBS. The following steps 

describe how to set up a reporting account. 

1.1  Go to the portal of BELDBS 

Visit http://env.uregina.ca/bel, click on “click here to request”. 

 

 

 

1.2  Enter your information 

On page “Account Request”, enter your name and contact information and select your reporting 

company name, then click on “Submit” to submit your account request. 
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1.3  Wait for approval 

Your account request will be submitted to the Ministry of Environment for approval. Once your 

request is approved or refused, the BELDBS will send a notice email to your email address. 

 

 

 

1.4  Your request is approved 

The Ministry of Environment will decide whether to approve your account request. Once your 
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request is approved, you will receive an email as follows: 

 

 
 

1.5  Your account is ready to use 

You will find your username and password in the approved notice email. Now your account is 

ready to use. 
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2. Manage Your Account 

 

As a reporting user, you may change your login password after sign in with your initial password. 

 

2.1  Log into your account 

Visit the portal of BELDBS and enter your username and initial login password, then click on 

“Sign In”. 

 

 

2.2  Your homepage 

Your will be redirected to your homepage once you sign in successfully. 
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2.3  Change your password 

Enter your old password and new password, then click on “Change”. 

 

Your new password must meet the minimum requirements for the security purpose: 

 The password must consist of at least 1 digit, 1 lowercase and 1 uppercase letter; 

 The length should be between 6 to 25 characters. 

 

Your will see an alert window once you changed your login password successfully. 
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2.4  Forget your password 

If you forget your login password, you can contact the BELDBS Account support to reset your 

password. After that, you will receive an email containing your temporary login password. You can 

change it once you log into your account with the temporary password. 

 

 

 

2.5  Sign out 

For security purpose, you are suggested to sign out by clicking on “Sign Out” after you finish 

your operation. 
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3. Manage Your Facility 

 

As a reporting user, you might be responsible for more than one facility in terms of baseline 

emission level reporting. The BELDBS allows you to manage your facilities by adding a new facility 

and viewing the facility list. 

 

3.1  Add a new facility 

On the left navigation panel, click on “Add Facility”. You will be redirected to “Add Facility” page. 

Enter facility name, location, city, postal code, province, longitude and latitude, date-of-service (i.e. 

when the facility comes into service), NPRI ID, NAICS code and reporting company, then click on 

“Submit”. 
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3.2  Wait for approval 

Your new facility request will be sent to the Ministry of Environment for approval. 
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3.3  Facility list 

Your can view all facilities for which you are responsible by clicking on “Facility List” on the left 

navigation panel. You can find the testing facility named “Test New Facility” is also in your facility list, 

and its status is “Pending”. Once the Ministry of Environment approved your new facility request, the 

status of the facility will be updated to “Enabled”. Please note that you can not report the baseline 

emission level for a facility with a status of “Pending”. 
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4. Report the Baseline Emission Level 

 

This chapter introduces how to report the baseline emission level for a facility. 

 

4.1  Create a new report 

Click on “New Report” on the left navigation panel, you will be redirected to “Create/Edit BEL 

Report” page. The following picture shows an overview of all sections to be filled when creating a 

BEL report. The subsequent introduction will cover all these sections to assist you in reporting the 

baseline emission level. 
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4.1.1 Choose the facility 

Choose a facility for which you would like to create a BEL report or edit its BEL report if it already 

exists. Please note that if the service period of a facility is less than 4 years, it is not required to 

report the baseline emission level. Accordingly, this facility will not be listed in the dropdown list 

which shows all facilities to be reported. 

 

 
 

 

4.1.2 Choose the baseline year 

Choose the baseline year for the BEL report. 

 

 

 

The BELDBS will automatically generate the baseline year options according to the 

date-of-service of the facility you have selected in the previous step: 

 For facilities with date-of-service earlier than 2004 (including 2004), the baseline year 

options will be:  

2006 

3-Year Average [2004, 2005, 2006] 

3-Year Average [2005, 2006, 2007] 

3-Year Average [2006, 2007, 2008] 

 

 For facilities with date-of-service in 2005, the baseline year options will be:  

 

2006 

3-Year Average [2005, 2006, 2007] 

3-Year Average [2006, 2007, 2008] 
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 For facilities with date-of-service in 2006, the baseline year options will be:  

 

2006 

3-Year Average [2006, 2007, 2008] 

 

 For facilities with date-of-service later than 2006, the baseline year will be the fourth year 

since the date-of-service. For example, if the date-of-service is in 2007, the baseline year 

will be 2010. 

 

 

4.1.3 Enter annual emission data 

You are required to provide annual emission data from the year-of-service to the latest year. If 

the emission data for a given year is not available, please enter 0 for each type of GHGs. 

 

For each year, you need to enter raw emission data for CO2, CH4, N2O and SF8, the CO2 

equivalent value will be calculated automatically according to the IPCC GWP factors; as for HFCs 

and PFCs, you are required to enter the total equivalent CO2 value directly. You can choose the 

calculation method for each individual gas by clicking on the dropdown list named “Method”. The 

BELDBS integrates five classified methods:  

 

01 – DM: Direct Measurement 

02 – MB: Mass Balance 

03 – EF: Emission Factors 

04 – EC: Engineering Calculations 

05 – EE: Engineering Estimates 

 

 After you enter the emission data for a given year, you must click on “Update” button in the right 

end to submit it. If you want to clear your inputs, you can click on “Clear” button in the right end. 

 

 

 

 

4.1.4 Consult the Ministry 

If you are confused by choosing baseline year while you have more options, you may consult 

the Ministry of Environment for any advices or suggestions. In this case, you do not have to fill the 
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information provided by the qualified person. You only need to select a baseline year arbitrarily and 

enter the annual emission data, then click on “Consult the Ministry” at the bottom of the page. You 

also can add your comments if necessary. Your request will be sent to the Ministry for comments. 

Meanwhile, the status of this BEL report will be updated as “Draft – For Advice”, you can not edit it 

until advices are received from the Ministry.  

 

 

 

 

4.1.5 Receive advice from the Ministry 

You will receive an email if your request is processed and advised by the Ministry. The status of 

the BEL report will be updated as “Advice Received – For Advice”. You can then log into your 

account and continue with your reporting works related to this BEL report. If you still have any 

questions or problems, you can continue to consult the Ministry until you are ready to fill the 

information provided by a qualified person. 
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4.1.6 Enter information provided by a qualified person 

You need to enter the information provided by a qualified person, including name, credential, 

telephone, email address, comments of the qualified person. You are also required to upload the 

verification statement, the verified BEL report, and other attachment if necessary. Please note that 

only PDF format is acceptable when uploading these files to the BELDBS. 

 

 
 

 

4.1.7 Save as a draft 

After you enter all required fields, you can click on “Save as Draft” to save the BEL report as a 

draft. 
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4.1.8 BEL report list 

You can view all BEL reports you created in your account by clicking on “Report List” on the left 

navigation panel. You can edit the information of a BEL report, by clicking on “Edit” on the right end, 

while its status is “Draft - General” or “Advice Received - For Advice” or “Comments Received - For 

Approval”. Otherwise, the BEL report will be locked to prevent any modifications. You can always 

preview the BEL report regardless of which status it is in, by clicking on “Preview” on the right end. 

 

 

 

 

4.1.9 Preview the BEL report 

After you click on “Preview” button, you will be redirected to “BEL Report Preview” page. A 

reference number will be generated automatically for administration purpose when you creating a 

BEL report. Generally, the reference number starts with “BEL” and is followed by five digits, e.g. 

BEL00001. You can view all information about the BEL report, for example, facility, reporting 

company, public contact, baseline year, baseline level, status, comments of a qualified person 

(including verification statement, BEL report), reporter’s comments, comments of the Ministry, and 

annual emission data. You may export the annual emission data to CSV file by clicking on “ ” 

button.  
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4.1.10 Export BEL report to PDF 

You can generate a PDF file for this BEL report for review and other purposes by clicking on 

“Generate PDF” button. 

 

 
 

 

4.1.11 Submit BEL report to the Ministry 

Before you submit your BEL report to the Ministry, you are suggested to review it carefully. You 

can click on “Submit to the Ministry” to submit your BEL report to the Ministry for approval. After you 

submission, the BEL report status will be updated as “Submitted – For Approval”. 
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4.1.12 What’s next 

The Ministry will review your BEL report and make a decision. If your report is approved, you will 

receive an approved email and your BEL report status will be updated as “Approved”. If the Ministry 

does not approve your BEL report, you will receive an email explaining the reason. Meanwhile, your 

report status will be updated as “Comments Received - For Approval”. In this case, you have to 

revise your report accordingly and resubmit it. 

 

 


