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Background

Gladstone Ports Corporation (GPC) is a government owned corporation that has triggered the thresholds for mandatory
participation in the following legislation:

e National Pollution Inventory Act (via Qld Environmental Protection Act 2004)

e National Greenhouse and Energy Reporting Act 2007

To meet GPC’s obligations under these Acts, GPC is required to collect data from its contractors pertaining to these Acts and
their associated Regulations.

GPC has produced Pollutants, Emissions and Energy Reporting (PEER) to help Contractors collect the required data in a
uniform way to assist GPC in meeting its obligations and minimise the impost on its contractors.

Terminology

Element:

There are various means of producing pollutants, emissions and consuming or producing energy within the operation of a
business that are of interest to the NPl and NGER programs. In the PEER tool, each "means" is referred to as an "element".
Each element consists of "layers". Layerl is the highest level grouping of a set of elements. Each successive layer breaks the
elements down into more specific categories. There may be up to 10 layers to fully describe the specific element. Each
element has specific data input requirements, as well as various control measures that may be applicable to that element.

Sub-Element:

An identifier allocated by the Contractor to assist them in managing/minimising data input against an individual element (e.g.

Unit 21 is a reference to a 4WD ute rego no. 123 ABC). If the unit identifier has reporting requirements against more than

one element, then the sub-element must be created against each required element. Some of the benefits of uniquely

identifying a piece of equipment are:

v default values can be assigned against a particular reporting element such as engine ratings for vehicles etc. This
default data (if selected) will be automatically inserted into the data entry form if the sub-element is selected.

v The Contractor can filter on the sub-element to review what data has been entered and which units are missing

Note: The sub-element is not used by GPC in meeting its reporting requirements and as such is not a mandatory field.

However it is strongly recommended that sub-elements are used to assist the Contractor in ensuring that all of the relevant

data has been supplied to GPC.

Activity:

An "activity" as used when performing a search, is an activity that results in producing pollutants that are of interest for the
National Pollutant Inventory. An "activity" may appear in more than one element group and at different layer levels. This
enables all elements associated with the activity to be checked for its applicability in reporting data.

Keyword:
As used in the search forms, may be;
v' Asingle word
v' A phrase within "" e.g. "light vehicle"
v" A combination of single words or phrases separated by spaces
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Before You Start

Enable Macros and Add-Ins in Excel

You will need a Computer with Microsoft Excel Version 2003 or later with Macros and Add-Ins enabled.

Using Office 2007, to enable Add-Ins within Excel
In Excel, click the Office button in the top left corner of

Excel

Click Excel Options

Click Trust Centre

Click Trust Centre Settings
Click Add-Ins

Ensure all options are unticked
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Using Office 2007, to enable Macros within Excel
In Excel, click the Office button in the top left corner

of Excel

Click Excel Options

Click Trust Centre

Click Trust Center Settings

Click Macro Settings

Ensure Enable all macros is selected
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Using Office 2003, to enable Macros within Excel

In Excel, select Tools/Options

Select the Security tab

Select Macro Security

Select Low

Select the Trusted Sources tab

Click Trust all installed add-ins and templates

DPDDDDD DD

Click OK
Click OK
View ] Calculation ] Edit ] General ] Transition ] Custom Lists ] Chart ]
Color ] International ] Save ] Error Checking ] Spelling
File encryption settings for this workbook
Password to open: | Cohere
File sharing settings for this workbook
Password to modify: |
™ Read-only recommended
Digital Signatures...
Privacy options Click Macro
[ Remove personal information from file properties on save Security
Macro security VA
( )
Adjust the security level for files that might contain macro viruses and Macro Security \9}(¢)
specify names of trusted macro developers. = ~
Security 2Ix

Trusted Sources ] Security Level ?_Irus

ted Sources |

" High. Only signed macros from trusted sources will be allowed
to run. Unsigned macros are automatically disabled.

" Medium. You can choose whether or not to run potentially
unsafe macros.

&+ Low (not recommended). You are not protected from
potentially unsafe macros. Use this setting only if you have
virus scanning software installed, or you have checked the
safety of all documents you open.

[V Trust allinstalled a

[ Trust access to Visual Basic Project

dd-ins and templates

Mo virus scanner installed.
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Saving the PEER Tool from Email
Double click on the PEER Tool Excel file in the email from GPC

SO H>OHO S

An Opening Mail Attachment window will display

Select Save

The Save As window will display

Select an appropriate Folder or Company Drive where you

wish to save the file

You can choose to use the existing file name or type in a new file name

Select Save

Saving and Opening the PEER Tool from CD

PPPPDPDPO S

Insert the CD into your Computer CD Drive

Select View Files

Windows will display a folder containing the files on the CD
Right Click on the PEER Tool Excel File

Select Save As

Select an appropriate folder or Network Drive

Click Save

2] save as

@U.:F « Users » PhotoSmart » Documents »

Opening Mail Attachment m
Name Date taken  Tags w -
— | Copy of WD Sync 05-12-2009
\@ You should only open attachments from a trustworthy source. Mare » ) M:P i
| Adobe Suite Extra -
Attachment: DOCSCQPA-#431024-v2- Folders v |} Current - Documents to be backed up
NPI_NGER_Contractor_reporting_tool_in_Excel_(Beta_test_v B Contacts « |l cybertink
ersion_for_Contractors).XLS from GPC Data Gathering Tool - B o & Drogon cosy disc
Message (HTML) Ssop .aq iy
E Documents L. Microzoft Clip Organizer
B Downloads b Misc
E Favorites =k Momento
Would you like to open the file or save it to your computer? W Links (%) My Data Sources
F[ Music ). My eBooks
Open ] | Save | I Cancel B Pictures J. My PageManager
B Saved Games oL K b feane =
Always ask before opening this type of file File pame:  DOCSCQPA-#431024-v2-NPINGER_Contractor_reperting_tool_in_Excel_(Beta_testy -
Save as ype: iAIIn Files {*.*) o |
= Hide Folders Tools ~ [ cancel

« |4 || search p

You can choose to double click on
the Peer Tool Excel file on the CD to
start it. The Defined Searches
window will display. Close this
window and select File/Save As

Go to the folder or Network Drive where the file has been saved

Double Click on the file to start it

- - .
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1 item selected
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The Tool Bar

Using Office 2007
“B  Click the Add-Ins Toolbar
© The PEER Tool menu options will appear

WAy
|

Home Insert Page Layout Formulas Data Review View Add-Ins | Acrobat

OmniPage =  Go To = Help - Utilities ~ Filtering ~ View Element description Enter Data Select Elements De-select Elements Edit Selected Row Delete Selected Row

Zl Standard

GoTo~ Formatting
HE'D - Borders
Chart
Utilities =
Control Toolbox
. s Filtering =
Using Office 2003 d Drawing

View Element description Exit Design Mods

© The Tool Bar will appear as a floating Menu

B You can move the Tool Bar around the screen by holding down the left
mouse button in the title bar and dragging

B Click on the down arrows to view additional options for each Menu
heading

Enter Data External Data

Forms
Select Elements
Formula Auditing

De-select Elements Picture
PivotTable

Protection

Reviewing

Text To Speech

Visual Basic

Watch Window
0 (5)‘ If you accidentally close the Tool web
—/ Bar, select View/Toolbars to reopen Wordart

it by clicking on NGERS/NPIMenu [~~~ 7~~~ =

NGERS/NPT Menu
PDFMaker 7.0

Customize...

Getting Help

© In addition to this Operator User Guide for the PEER Tool, you can
B Click Help in the Tool bar
B Click the required option to view Help ‘

Help - Utilities - Filtering = View Elem:

Selecting elements

Entering data

Help - Selecting and de-selecting elements to report on. M Editing data

Deleting data
Only selected elements can have data input against them
To select or de-select multiple elements at once, just select a cell per

element. Sub-Elements via Data Entry
Tip: Hold down the Ctrl key when selecting more than cne cell.

Sub-elements general

Managing Sub-Elements
Only those elements in your selection will be displayed for your
confirmation.

Selections outside of the element range will not be selected even though Deleting Sub-Elements
the cells may be highlighted.

Sub-Elements from Row

Autofiltering

Note: You cannot change the selection during the confirmation process.
You must cancel the operation and start again.

Defined Keyword Filtering
Keywaord Filtering
Last Autofilter

Show all

ei(e For additional Help, call
07 4976 1240
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Entering Data

© Go to the Folder or Network Drive where the PEER Tool has been saved
B Double click on the PEER Tool Excel File to start it
© The PEER Tool will open and display the PEER Tool Defined Searches window
B If you do not wish this window to display at startup, untick View form on startup
B If elements have already been selected, you can choose to view only the selected elements by ticking View selected
elements only
B Click Exit to close the Defined Searches window
NPI 8 NGERS Tool - Defined Searches : :'-' ":-:' M
f be hed
ITVSD:; o E| | RE:::HZOElemi;C = ~ You can choose to change View
) o) Form on Startup at any time by
Select a defined criteria N, R . R
selecting Utilities/Start Up Options
| = .
in the Toolbar
N List keywords or phrases to search by t
o |
|| I I
i v
! [ View selected elements only [# View form on startup utilities = Filtering - View Element descrif
| Manage by sub-elements
i Perform Search Exit Create Sub-elements from row
Il Change Company Names List

Change Contracts List

Save data by Contract

Start Up Options

Searching and Filtering

You can also choose to search on

Search All ) @—: Entered Data by clicking on the
©  Tosearch for all Reporting Elements ~— down arrow on Data to be searched
B Ensure Show All is selected in the Type of Search field and selecting Entered Data
B Click on Perform Search :
© All Reporting Elements will display v
NP1 6 NGERS Tool - Defined Searches & " " [
Type of Dt tor be searched

] Show Al j [ Repurting Elements j
Elements

e - 1

[ View seectid dements only [+ View form on startup

PPerform Search Ext

Scroll right to view additional
information for a Element
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Keyword Search

© To search by Keyword

“B  Click on the down arrow in the Type of Search Field
‘B Select by Keyword

© The List Keywords or phrases to search by field will be

© 5D

activated

Type in a keyword or phrase to search on eg welding
Click on Perform Search

The search results will display in a Worksheet

@‘@ You can also per.form a Keyword
search by selecting
Filtering/Keyword Search in the
Toolbar

NS

Activity Search

OH>pdHP»O

To search by Activity

Click on the down arrow in the Type of Search field
Select by Activity

Click on the down arrow in the Select a defined criteria
Select the required Activity eg Blasting

Click on Perform Search

The search results will display in a Worksheet

Equipment Type Search

OddPDdd>0

To search by Equipment Type

Click on the down arrow in the Type of Search field
Select by Equipment Type

Click on the down arrow in the Select a defined criteria
Select the required Equipment Type eg Light Vehicle
Click on Perform Search

The search results will display in a Worksheet

_ You can redisplay the Defined
) (6) Searches window at any time by

NPI & NGERS Tool - Defined Searches ===
Type of Data to be searched
I Show All j I Reporting Elements j
Select a defined criteria
List keywords or phras

[ View selected elements only [¥ View form on startup

Perform Search Exit I

Keyword Search [ — u

Cancel

Enter keywords for the search.
Words after a " will be considered a phrase until
another " is encountered

welding

NPI & NGERS Tool - Defined Searches

Type of Data to be searched

I by Activity j I Reporting Elements j
Select a defined criteria

I 8lasting j

List keywords or phrase:

[ View selected elements only

[+ View form on startup

Perform Search Exit I

NPI & NGERS Tool - Defined Searches % W

Type of Data to be searched

I by Equipment Type d I Reporting Elements d
Select a defined criteria

| Light Vehicle j
List keywords or phrases to search by

[ View selected elements only [+ View form on startup

perform Search I Exit

- — = = P Keyward filter

—— selecting Filtering/Defined filters
in the Tool bar
i AutoFilter settings are saved when
CI0 Select Elements, De-select
= Elements, Enter Data, Edit

Selected Row or Keyword Filter are
selected. Use Autofilter to quickly
redisplay the last Autofilter
settings

- - - >
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Filtering - View Element ¢

| Defined filters.

Last Autofilter

Show all

Filtering | View Element ¢

Defined filters

Keyword filter
Last Autofilter

Show all
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Selecting/Deselecting Elements

© Once you have performed a search, you must select the Element(s) required from the displayed list
B Scroll right to see complete descriptions for Element(s) displayed
B Click on the element(s) required holding down the Ctrl key to select multiple elements
B Click Select Elements in the Tool Bar
B The Selection of Possible Elements window will display
Selection of possible elements to report agai... u
. 20\ When selecting elements,
Select all the displayed elements? ’ . .
N only select a single cell per
Q element. Do NOT select
rows!

B Select OK
© The PEER Tool will mark the selected element(s) with “Yes”

han  apiagd Femda e o s | Aaceat $ .

Conabage © G0 Te" sisl " Wikt  ilarig * View e cacripaos. Bt Dt Sebec Elemerts O 1akec Evenarts

BT B o—
] F & ] I ]

<

1 lomiD  Soociwd __Layorl _ Loyer? — = Loyerd i Layard Layarh

o o o5 Equpment 02 Gombuston Emisorns 10 Aw & DUs Enissors  Incusinal / 0 Road Varioh Lt Vihicle Wheek-Type
56 51 Eoquigment 02 Comnishon Emsssions 1o A & Dust Emissoers  Indusirisl | O Rosd Vehicks Light Viebicle Wheek-Types
577 57 Exuipment 02 Coméuston Emsssians o A & Dust Ernis: Incussisl ¢ Off Rosd Vehicl Light Venicle Wheek-Type

OO Inchustrial ¢ O#f Finad Vahicls Light Vehicls Whesk-Tyre:
578 579 Inchusirial ¢ Off Foad Vehicke Light Vehice: Wheek-Type
580 s Inchustvial ¢ O Road Vehicks Lught Verucle Wheet-Type
581 581 Equpmaont (2 Combuston Emissians 1o Ar & Dust E o Inchestrial ¢ Off Road Vahick Light Vehicio Whaeel Typa
.
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%

T8

790
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T
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796
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800
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807

BOS

=

v it D Heportng Elements 3 | Y

=i bt

© You can deselect an Element

/B Click one cell of an Element to be deselected

B Click De-select Elements in the Toolbar

“B  The Selection of Possible Elements window will display
B Click OK

B The element will be deselected
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You can select multiple

@‘@ elements by holding down

— the Control [Ctrl] key and
clicking on the elements
required

If a cell is selected outside the
A, range of element rows, when
@  you click on Enter Data you
‘& will receive an error message
— Click OK to return to the
sheet to select the correct cell

@\

1
1
1

A 4

Error - Invalid element row selection u

This is not a valid row selection for data entry

Selection of possible elements to report agai... u

De-select all the displayed elements?

Cancel
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Entering Data

B On the Tool Bar select Enter Data

WELY e
U Home Insert Page Layout Formulas Data Review View ‘Add-lns‘ Acrobat

OmniPage ~ | Go To ~ Help - Utilities ~ Filtering = View Element description |Enter DaiaJ Select Elements De-select Elements Edit Selected Row Delete Selected Row

Menu Commands, Custom Toolbars

© For each cell selected, a data entry form will be displayed for that
element, in the order that the cells were selected. Data entry is
required for each Element (ie if two Elements have been selected,
you will complete two Data Entry Forms)

BT

m
m
m
i
™

© The Data Entry Form will display

EEEEEEE

m
Data entry form for selected element = =) ;-?
b
Dupinesis. Coritract :.“:
| = =] -
Moeth Locaton of usage Sub Blement
Fued Austomotve Petrd Unisaded Dstance traveled on seed surtace
Vakse Unts Acuracy Ve Urits Accuracy
| Me |y =l s . [ o [ hemeters (im) = |
Engine Ratin - Vehicke Year of Manufactire
value unks Acouracy value Urits Accuracy
[ o [ o =l 5w [ e [ =~ 1 ..I
View Element Descrption Vew Element Contros Save Cancel
* Saves the value a5 3 default lor the sub-siement

Click in the Business field

Enter your Business Name

Click in the Contract field

Enter your GPC Contract number

Click on the down arrow in the Month field

Select the appropriate month

Click on the down arrow in the Location field

Select the appropriate location

Click in the Sub Element field

You can leave this field blank or you can choose to enter
your own reference eg Vehicle Registration Number or
Company Unit Number

FAL Farks & Gard s

BIE
Rz Tanna Coal Termina

Spirraker Park

PISIIISOHM D
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SO O

M

O H SHHe

You will now enter the values for the selected element
The example used here is for a Petrol Light Vehicle

Click in the Value field

eg Fuel Automotive Petrol Unleaded

Enter the appropriate value (must be a number)

eg Litres used to perform work at GPC in a Light Vehicle
Click the * field to save this value as a default

Click on the down arrow in the Units field

Select the appropriate Unit

The number of value fields

appearing and the data

required to be entered on

= the Data Entry Form will be
dependent upon the
Element selected

Accuracy fields range from

A 1to 50
. . . © ©
eg Litres or Kilo-Litres QO
Click on the down arrow in the Accuracy field 1= up to 1% error
Select the appropriate Accuracy Value 50 = up to 50% error
Continue completing all fields
Data entry form for selected element M
Business Contract
| Photosmart | | 5000044 -
Month Location of usage Sub Element
| Jul-09 - | RGT | | CAT046 -
Fuel Automotive Petrol Unleaded Distance travelled on sealed surface
Value Units Accuracy Value Units Accuracy
4 [w = I Litres (L) j I 1 j I 48 v = I kilo-meters (km) d I 1 d
Engine Rating - Vehicle Year of Manufacture
Value Units Accuracy Value Units Accuracy
175 v = I kilo-Watt (kw) j I 1 j I 2008 v ¥ I Year d I 1 d
View Element Descripition View Element Controls Save Cancel

* Saves the value as a default for the sub-element

Click the View Element

Description button to display full

details for the Element you are
entering data
Click OK to return to the Data

Page 12 of 18
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Full base element name

Equipment
01 Combustion Emissions to Air
Road Transport Vehicle
Light Vehicle
Wheel-Type
Automotive Petrol
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B
©

B
©

©OHOHID D

Click View Element Controls
The Control Menu selection form for selected element window will display

Control Menu selection form for selected element - ===
Fuel Modifications. |
Engine Modfications |
—
. 010 The Coptrol Methods
E | > W) appearing will be

dependent upon the
Element selected

If there is only one Control
Method for the selected
Element, the Control Menu
will not display. Only the
Control Method window will

Click the Control Method buttons display.
The Control Method windows will appear

Control Metheats b Fuel Morcatons =)
Nata: Al actioes slocted are sibsjoct 1a
T S ot pevssst
™ Ao contend emss
" Citace rumber
1 100 e A e et
T P st
Wt ot e

Click any options applicable

You can add a Control Method by entering it in the Other Control Method field

Click Return to Menu

The Data Entry Form will redisplay

Click Save

If more than one Cell was selected, the second Data Entry Form will display for you to complete

ERRCR on data entry form M

You must complete all fields on
the Data Entry Form

@\

i

— — — p|| Engine Rating - Vehicle
a blank is not a valid number.

Click OK to return to the Data
Entry Form to complete all fields
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Working with Existing Data

Finding Existing Data

B Click Go To in the Tool Bar
M Click Data Sheet
© The Data Sheet containing your data will display

Go To ~|Help - Utilities ~

Element Sheet

Data Sheet

You can select View Element
Description in the Toolbar to display
full details for a selected Element

]
1
1

v

Full base element name

Equipmant
0 Combustion Emissions to Air
Road Transpor Vishicle
Light Vehicle
‘Wheel-Type
Automaotive Petrol

——

Edit Existing Data

Select an existing entry by clicking on one cell
of the existing element

Click Edit Selected Row in the Tool Bar

The Data Entry Form will redisplay where you
can make changes

Click Save after making changes

The Saving Data Options window will display
Click Yes to save a new data entry

B
B
©
B
©
7B
B Click No to update changes you have made to th

You can use the Filtering Menu
options to reduce the displayed
data entries

SV peme et Pagelwest  Fomulse  Osta  Resew  View | adddin | Acroba

Omnifage < | Ga To - Help - Utiities - Fitering - View Dement discrigtion Lotes Dube lemmant |l Sebectrd Raw Delele Selected fom

N

(©) @

N~

&

Saving Data Options

You can also choose to add a
new Sub-Element here!

e existing entry Don’t forget to Click

Save when you have
made any changes!

I
1
v

==

Select YES to save a new data entry.
Select NO to update the existing data entry.
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Deleting Existing Data

7B
B
©
B
7B

Pt Page La

Select an existing entry by clicking on one cell of
the existing element

wersion 1)XLS [

Go To = Help - Ublibes = Fltenng = View Element descripbion e € Eddt Selected Row |Delele Selected Row. '

Click Delete Selected Row in the Tool Bar
The Deleting a data entry window will display
Click Yes to delete

Click No to cancel

Change Company Names List

SHOHMDO HHO

You can add or delete Company Names to the Company Names List
Click Utilities in the Toolbar

Click Change Company Names List

The Make Changes to the Company Names list window will display
Type in a new Company name

Click Add to add the new Company name to the list

Click on the down arrow to select an existing Company Name

Click Delete to delete the selected Company Name

Click Cancel to close the Make Changes to the Company Names

list window

Change the Contracts List

SHOMIOO HHO

You can add or delete Contracts to the Contracts List

Click Utilities in the Tool bar

Click Change Contracts List

The Make Changes to the Contract Number List will display
Type in a new Contract number

Click Add to add the new Contract number to the list

Click on the down arrow to select an existing Contract number
Click Delete to delete the selected Contract number

Click Cancel to close the Make Changes to the Company Names
list window
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Deleting a data entry @
Do you want to delete the highlighted row?

Utilities ~|Filtering ~ View Element descrig

Manage by sub-elements

Create Sub-elements from row
Change Company Names List
Change Contracts List

Save data by Contract

Start Up Options

Make changes to the Company Mame fist ‘H
FhataSmart j
Deicte

Utilities - | Filtering ~ View Element descrip

Manage by sub-elements

Create Sub-elements from row
Change Company Names List
Change Contracts List

Save data by Contract

Start Up Options

Make changes to the Contract Number list @
€5000044 =
Delete
Cancel




Gladstone Ports Corporation

PEER Operator User Guide

Managing Sub-Element Items

© You can edit, delete or add Sub-Elements

B Click Utilities in the Tool bar

B Click Manage by sub-elements

© The Managing sub-element items window will display

If you have entered a sub-element previously on the Data
Entry Form, it will be displayed

Click on the down arrow to select any additional sub-elements
you may have entered previously

Click the Add new or Edit sub-element button

The Create new or edit existing sub-element window will
display

dd » ©

Add a New Sub-Element

To add a new Sub-Element, type the new name in the Sub-
Element field

= Change any values or units appropriately for the new Sub-

Element

Click Save

Click the down arrow next to the Sub-Element field to reselect

a Sub-Element to make further changes or

Click Cancel to close the Create new or edit existing Sub-

Element window

bd DD

You can also create new or edit existing
Sub-Elements by selecting one cell of an
Element and clicking Utilities/Create

Sub-Elements by Row in the Toolbar bar
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utilities ~| Filtering ~ View Element descrip

Manage by sub-elements

Create Sub-elements from row
Change Company Names List
Change Contracts List

Save data by Contract

Start Up Options

Managing sub-ciement items i
B|
gt Lo
| o =] 0001 =l
Equpment.

Add e or R suib-slement

Delete sub-clement Cancel |

e Deserpeen e et e

® v the w8 el bt i

al

Utilities | Filtering ~ View Element descrip

Manage by sub-elements

Create Sub-elements from row
Change Company Names List

Change Contracts List

Save data by Contract

Start Up Options
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Edit an Existing Sub-Element

Des» O

b b

To edit an existing Sub-Element, ensure it is selected in the Sub-
Element field

Click Add new or Edit sub-element

The Create new or edit existing sub-element window will display
Change any values or units appropriately for the existing Sub-
Element

Click Save

Click Cancel to close the Create new or edit existing Sub-Element
window

Mariaging sub-element items (=)
a]
Sulr- nem
| ‘camoaz e 50002 -l
Equpment

01 Combustion Emseons 1o A
Feodd Transpor Vetice
Light Viehicle
Wheed Type
Autoertre Petrol

Create new or edit exsting sub-element L - —, - ]
Sub Bement
Carosa 7]
Fuel Automatve Petrol Lrkeaded Distance traveled on seakd surace
vae unes Accuracy value: unas Accuracy
[+ Fe [wew =l L - [ = [ tometres fim) | [
Engie Rating - Vehice: Year of Manufacture:
vakie unrs Acciracy Valoe uets Accuracy
[ P [ oot g el 1 o 2008 T [ 5 =
View Element DescrpRon View Bement Contros save Gancel
= Saves the valie as 3 defout for the sub-siement.

Deleting an Existing Sub-Element

DD OSSHSS

To delete a Sub-Element

Ensure the correct Sub-Element is displayed

Click the Delete Sub-Element button

The Deleting a Sub-Element from the Reporting Elements window
will display

Click Yes

Click Cancel to close the Create new or edit existing Sub-Element
window

If the Sub-Element to be deleted has an existing
data entry, you will not be able to delete the Sub-
Element. Refer to Deleting Existing Data section in
this User Guide on how to delete a data entry.
Once the data entry has been deleted, you will be
able to delete the Sub-Element

@\
[ 7

e

'
|
|
A 4
Error - Unable to delete sub-element M

The sub-element cannot be deleted at this time.
A data entry currently exists for this sub-element.
The sub-element must exist to allow editing of the data entry.
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Deleting a Sub-elernent from the Reporting Elements I-W

Do you want to delete the following sub-element?
|

| Equipment
01 Combustion Emissions 1o Aif
Road Transport Vehicle
| Light Vehicle
Wheel-Type
Automuotive Petrol

CATO48
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Saving and Emailing the Report o itk i Eleme kegiin

Manage by sub-elements

Create Sub-elements from row
. Change Company Names List
Saving the Data

Change Contracts List

i Save data by Contract

© After entering the data, the Excel file must be saved Start Up Options
B Click Utilities
B Click Save data by Contract
© The Data to be saved window will display
NPI/NGRES Data to be saved =5
e Month of — The month and year must be
[ saven | [ EREE selected before selecting
Save Files
Save fles Cancel |
B Click on the down arrow to select your Contract or Save All Contract data
B Click on the down arrow to select the appropriate Month
B Click on the down arrow to select the appropriate Year
B Click Save Files
© The Save window will display
B Select the appropriate folder or Company drive where you wish to save the Report
® Do not change the file name
i Click Save
© Your Report has now been saved for that contract number and your Worksheet will be cleared of all data entries for
that contract number
© You will need to repeat the “Select the appropriate folder....” & “Click Save” instructions for each contract number
|24 Save NPYNGERS data by contract numiber —
A |l Users » PhowSmant + Documents » |4 P
Mame Date modified  Type .5
| Copy of WD Sync 05-12-2009
ek | Adobe
| Adobe Suite Extra
Fokders » ). Current - Documents to be backed up =
B Desxtop = | kb CyberLink J
F Documents | Dragon copy disc
. _Copyof WD Sync 05-12.2009  [2] | Microsoft Clip Organizer
). Adobe b Musc
| Adope Suite Extra ). Momento
). Current - Documents to be backed (24 My Data Sources
). Bishop Filing Cabinet | My eBlooks
| Bishops | My PageManages
| CoiToDo = | b My Scams
File game:
Save &y lype: IE“F' Warkbook (*dsx) ol
« Hide Folders Tools » [ Savw | [ Cancel

Emailing the Report to GPC

©

Once the reporting period has expired, you must email your Report to GPC
g You must email all of your Reports to GPC

Your Reports should be emailed to peertooldata@gpcl.com.au

Thank You for Using PEER

This Operator Guide was produced for the Gladstone Ports Corporation by PhotoSmart Visit www.photosmart.com.au
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