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1.0 General Information

1. GENERAL INFORMATION

1.1. Background

The California Global Warming Solutions Act of 2006 directs ARB to develop early actions as

part of the Statebds ef f oemisssonsttoal990 levelsityy202@yr een h o u
ARB has identified proper implementation and management of Refrigerant Management Program
(RMP) as one of the early actions to reduce greenhouse gas emission.

To meet the objectivef theRMP requirement ARB requiresall companyfacilities, refrigerant
distributors,wholesalers, andertified reclaimers subject to thregulationto beidentified and

registeredA software program has been developed by ARB to manage the process. This

program is known as the Refrigerde gi st rati on and Reporting Prog

The registration process will ensure that the requirements oégléation are effectively
communicated to the regulated community, records are collected and maintained, and fees that
support the prgram are collected. Proper reporting will ensure that the best management
practices are being followed in a manner to reduce refrigerant emissions. Objectives of this
RMP-R3 solution are:

1 Implement a scalable system to support ARB RMP registratonrdkeeping, reporting,

and inspection functions

MeetARBOs goals of prov-etviceng online customer

Develop and implement a secure system that provides interface, data import, fee

payment, and reporting functionality to facilitate seamlesdramdparent data sharing

and reportingand

1 Implement an ARB RMP welmterface, which enables enforcement actions (inspections)
and data sharing between regulatory agencies, ARB business units, and other external
stakeholders.

)l
)l

1.2. System Overview

The Refrgerant Registration and Reporting (R8Jution is aveb-based software prograthat is

available to all users with Internet access and a computer device with an Internet brbeser.

R3 software program does mequirea userto installanythingother han a web browsern the

user 6 s c o mp Usereaccess tp the R3nsoftware program is provided over the public
Internet from an Air Resources Board (ARB) computer sérvierr ough t he. user s ©br

TheR3systemis designed to support different seff tasks for the differentMajor functions
performedare listed in groups, based on the type of organization accessing the R3 software.
Usage of each section will be further detailed laféris is a roles based solution, so each user
will have speciic permissions based on the role they are assigned.

User 6s Manual Page]|l



1.0 General Information

Tasks for Companies with Refrigeration Facilities
Registration of company and initial Company Contact
Facility registration and record maintenance
Maintain Refrigeration Systemecords
o0 Enter ServicdRecords
Maintain Automatic Leak Detection System (ALDdcords
Annual Reporting
Annual Fee Invoice generation
Online Annual Fee Payment
CompanyR3 user management

= =4 =8 =8 =9 = =4 =9

Tasks for Refrigerant Distribution, Wholesale and Certified Reclaimer Companies
1 Registratiorof company and initial Company Contact
1 Facility registration and record maintenance
1 Annual Reporting
T CompanyR3user management

Tasks for Air District users
9 Air District R3 user management
1 ManageFacility Inspectiorrecords
1 View reports and data

Tasks for Air Resources Board users

1 Tasks for RMP Programnaff
0 User management for ARB and other R3 users
0 Maintain Master Data used in R3
0 Manage R3 Announcements
o0 View reports and data

9 Tasks for ARB Enforcement staff
0 Creation of initial Admin user for each Aistrict
0 ManageFacility Inspectiorrecords
o0 View reports and data

1 Tasks for ARB ASD (accounting) staff
0 Process Annual Fee payments sent to ARB
0 Reconcile all Annual Fee payments and receivables
o0 View reports and data

Many of these tasks are commontoddéfert wusers with different rol e
role and organizatiothe same task will providespecificview ofthe R3data Company users
access data related to their company and Air Districts access data associated to their Air District.
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1.0 General Information

1.3. Project References

ARB RMP regulation:
Regulation for the Management of High Global Warming Potential Refrigerants for Stationary
Sources

Note: Theabove referencedRB regulation document can be found through links on the R3 program home
page.

1.4. Authorized Use Permission

Certain implied agreements are inherent in using the R3 system. Those agreements include:

You agree not to use the system for any illegal purpose or activity, or to discuss or advocate any
illegal activities, whether in private or in public. You agree not to do anything osytismthat may
damage the computer hardware, software, or da fir the system's operation in any way.

You agree that no liability of any kind for any matters relating directly or indirectly to your use, or the
use of anyone else, whether authorized or not, of this computer system, will impugn to the system
operabr, the ARB or anyone employed with the ARB or the State of California.

You agree to hold harmless and to indemnify the system operator, the ARB or the State of California
or anyone employed with the ARB or the State of California from any action geldiiectly or
indirectly to matters relating to this computer system.

In the State of California, laws exist to ensure that government is open and that the public has a right
to access appropriate records and information possessed by State governtherdakte time, there

are exceptions to the public's right to access public records. These exceptions serve various needs
including maintaining the privacy of individuals. Both State and federal laws provide exceptions.

All information collected at thisit® becomes public record that may be subject to inspection and
copying by the public, unless an exemption in law exists. In the event of a conflict between this Use
Policy and the Public Records Act, the Information Practices Act, or other law govehaing t
disclosure of records, the Public Records Act, the Information Practices Act, or other applicable law
will control.

The ARB does not place "cookies" on the computers of our,esarspt for session cookiesed by
the R3 application.

1.5. Points of Contact

For general R3 questions, Send an emaitmackinfo@arb.ca.gov
Help Desk phone: 91824-2517

1.6. Acronyms and Abbreviations
AD Air District
ARB Air Resources Board
CARB California Air Resources Board (CARB or ARB)
FAQ Frequently Asked Questions
R3 Refrigerant Registration and Reporting
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(the software application)
RMP Refrigerant Management Program
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2.0 System Summary

2. SYSTEM SUMMARY

This section provides a general overview of R2system written in notechnical terminology. The
summary outlinethe uses of the system in supporting the activitiedlefses andARB staff.

2.1. System Configuration

The R3 software application is a web based system that is available over the public InteriR3. The
softwareis hosted at State of Chalinia data centeyen ARB computer servers.

ARB Refrigerant Management Program (RMP)
Refrigerant Registration and Reporting (R3)

Conceptual View
v
NP
\ﬁﬁ/\)\; r{
e~ [httpil
Access through the RMP R3 Systems
Internet
Web Based (World Wide Web)
Access for:
q Facilities
q Distributors _ External Data
f Wholesalers ” Interfaces
9 Reclaimers T ARBER
 Address Validation
1 ARB Database Service
1 Air Districts > Servers Application Server
Le=" Servers
e O
X %@@ A
<
l' 0("
. Q&
’ X
&
S 3
o o o [Yox’d
[ [ o e o e .Q e “ '3
COIC LI CIC 1) o
ey é¢ ” *;1% t ,J!
Payment = 1\ - =i
Clearinghouse Reprting Database Revenue ARB COOP and
— Mgmt  Management DataEntry  Admin Disaster
Recovery
: ARB Business Services
Credit Card
Web Server

As shown above, the software has several exténkat one is to a credit card payment gateway.

Any online payments of fees associated with the RMP are done through this gateway. Use of the
gatewayfor credit card transactiorensureghat the R3 program does not directly process or

retain any credit card informatiorOther external interfaces provide company information from

the ARBER program and provide address validation/correction to US Post @dfickasds.

2.2. Data Flows

Data provided by users is stored in a database on the ARB servers. Most data is enteredataough
entry screensalthough Companies with Refrigeration Facilities can upload batch data during initial
registration and also prior #annual Reporting that will reduce the amount of data entry required. All
web data entry screemase designed for ease of ysath drop down lists whenever possible to make
the process faster and more uniform
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2.0 System Summary

2.3. User Access Levels

The R3 program supportifferent users and/or user groygsch with their owmestrictions orwhat
parts of thesystemcan beaccessd and what data can be viewed.

User Type View Restriction
Company Facility Limited to companyr facility information
Air District Limited to Facilities and users in the Air District
ARB Dependent on role in many cases few restrictions
(see below for more details)

Access to application tasks and menu choices are managed on the role level. The figure below
illustrates the user roles found in the &plication;the little people represent a role and the list next
to them the available tasks.

. 1 View Main R3 Page .
1 Creates Add_|t|onal Usgrs 9 View public reports 1 Registers Cqmpany
1 Gra_nt Retroﬂt Exemptions 1 Test XML upload 1 Creates Additional Company Users
1 Maintains Master Data Tables 1 View FAQ 1 Maintains Facility records
1 Can perform actions of any other role ic UsL, View announcements 1 Creates Annual Reports
ARB Admin Public User f  Submits Annual Reports
1 Creates Invoices & Pays Online Fees
1 Submits Change of Ownership

1 Maintain Master Data Tables 1 . Run Company Reports

1 Can perform actions on Company records Company Admin

f Run Reports
ARB Staff 1 Maintains Facility records

1 Creates Annual Reports

1 View Facility records i Run Company Reports

1 Process manual payments Company Staff

f Run Reports . .

f Creates Additional Facility Users
ARB Accounting  Maintains Facility records
f Creates Annual Reports for Facility
9 Process manual payments Y Run Company Reports
' Run Reports Facility Admin

ARB Student 1 Maintains Facility records

f Run Company Reports

1 Create ARB & AD Inspector users -
1 View Facility records Facility Staff
f Enter Statewide Inspections 1 Enter Service records for Facility
E Eewiw Instpectlons 1 Run Company Reports
un Reports
ARB Inspector Admin P

Service Personnel

1 View Facility records
1 Enter Statewide Inspections
1 Run Reports

Create AD Inspector & Staff users
View Facility records

Enter AD Inspections

Review AD Inspections

Run Reports

E ]

ARB Inspector
AD Admin

1 View Facility records
1 Enter AD Inspections f  Run Reports
1 Run Reports

AD Inspector AD Staff
2.4. Contingencies and Alternate Modes of Operation

The R3syste@ms main purpose i s r eqitwa dpplication. Theokeyitimhesi s n o
of availability are between January 1 and March taxfhyear, becauseompanies subject to RMP
regulation must bring the fimarmation about the company and refrigerant usage up to date, file the
annual report and pay any required annual fees.
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2.0 System Summary

ARB will make the R3 program available year round afidday (24/7/365) except during normal
hours of maintenance. Normal maintera done outside of business hours and should not affect

most users of the R3 systenBSupport for the application wilbe available during normal ARB
businessiours;support willnot be 24/7/365
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3.0 Getting Started

3. GETTING STARTED

All users enter the R3 site through the Welcome Rsigawn below) This is the public page for the R3
program. From this pagesers of the R3 system log in to the system. The puabhiclearn about the
RMP progranmthrough a link to the ARB RMP Home Pagelect from the top mentio accesgeports
and forms view a FrequentlyAsked Questions (FAQ) documemt view Helpon the R3 systemFrom
the menu eternal developers can test the batch XML process (more about this in a later section).

3.1. Registration for Companies

From the WelcomePageall Companiesenterthe process to begtheir initial registrationin the R3
progamby c¢l icking on the ASign up for New Registra

Start Company Registration for:

[‘ 1  Companies with Facilities with
’g Refrigeration Systems

1  Refrigerant

Welcome to Refrigerant Registration and Reporting System (R3) LS Distributors/Wholesalers
Welcome to the Refrigerant Registration and Reporting System (R3). The R3 is a web-based tool for USERNAME : |: TI Certified Reclaimers

implementing the registration, reporting, and fee payment provisions of ARB's Refrigerant Management
Program (RMP). In addition, the R3 offers the public a means to view select preformatted reports of

@B Air Resources Board

R3 Home | Reports & Forms | Contact | FAQ | Test Your XML | Help

California_Environmontal Pratection Agency ARB RMP Home Page
‘ ;.GOV

PASSWORD
refrigerant emissions. The R3 can be conveniently accessed on any computer with an intemet ;
connaction. (case-sensitive)
The RMP is California’s regulation for stationary, non-residential refrigeration systems using more than 50 Login
pounds of a high global warming potential (high-GWP) refrigerant. The RMP seeks to reduce emissions S A =
of high-GWP refrigerants from leaking refrigeration equipment and the installation and senicing of Lantaccess mysocounts

refrigeration and air-conditioning appliances. Companies with facilities with refrigeration

At the top of this page are links to the general ARB home web page and the home page of the RMP. resg\satli:gfé %ﬁ}g'&“:gz'emm;esg‘;r;é?gud

Below that. on the red tab bar are links to preformatted reports and forms, important contacts for the 77 BT AT I U?derlu .

RMP, and answers to frequently asked questions. pany g -
Sign Up for New Registration

Impoertant Information Contact Information

General Public Users: Information for the general public does not require a login or account. In orderto use R3, you must first setup a user and company profile. If
For reports available to the public select the Reports and Forms tab on the red bar above. For you are a company that manages equipment that are owned by other
contacts about the program selectthe Contact tab on the red bar or one of the links below. companies, first create your company profile and then contact the
Selectthe FAQ tab on the red bar for general information appropriate ARB program contact to complete your setup

Eirst Time Company Users: In order to use R3 you must first setup a user account. Ifno one .

in your company has established an Administrator type user account and begun the company For general R3 questions, Send an email fo

registration process select the “Sign Up for New Registration” in the right column. If someene refrackinfo@arb.ca.gov, Phone Number: 916-324-2517

in your company has registered and has established an Administrator account, contact that )

person to create your account Program Web page: hitp:iwww arb.ca.govistoprefrigerantieaks

. - . See the Requlation Document
First Time ARB and AIR District Users: ARB and Air District users should contact their

program administrator to setup an account login

Figure 1 R3 Welcome Page

All company types subject to the regulation register in the R3 program in much the sam&avay.
register the most important issue is that the correct person within the company performs the
registration and becomes the primary contact person for the company. The company contact person
will also be the first Company Admin, the top R3 program nola company, the role that can create
other users, including additional Company Admin users.

3.1.1. Process Steps for Complete Registration of Companies and Facilities

In the figures below the registration of Companies with Refrigeration Facilities is shdvaaeanore
steps than the registration process for Refrigerant Distributors, Wholesalers and Certified Reclaimers.
The additional stepare requiredor the Refrigeration Systems within tRefrigeration Facilities
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3.0 Getting Started

Distributor/Wholesaler/Reclaimer Company

Company with Refrigeration Systems
Registration Steps

Registration Steps

1a) Create User Profile ’nll 1a) Create User Profile 'n\

1b) Register Company

1b) Register Company

Add Users Add Users
(Optional) 2a) Add Facility , (Optional)
LI o

2b) Add Refrigeration System 'ZGJL

3) Add Automatic Leak Detection System
(ALD)

4) Add Refrigeration System
Service Records
(Ongoing Activity)

Below is the first screen the useill see when starting registration for any type of company subject
to the RMP regulationOn the first company registration page the user must select type of company
that is being registedfrom these choices

1 Company with Refrigeration Facilities

1 Refrigerant Distributors and Wholesalers

1 Refrigerant Certified Reclaimers
Next the user enterthe company Employer Identification Number (EIN), also knowthas~ederal
Employer Identification Numbel(FEIN). This number is used in tax filings and is jwb
information. If you do not know this number contact the people in your company that report taxes for
the company or the employees (HR Dettitgy will have this nine (9) digEIN number.

California_Environmental Protection Agency ARB RMP Home Page <
©P Air Resources Board e j
GOV

f
R3 Home | Reports & Forms | Contact | FAQ | Test Your XML | Help CS,J

New Registration- Registrant Identification

P~
Q O Help for this Page
Registrant Identification  Company Registration Registration Confirmation Registration Complete
Type Of Qwnership:*  — Choose your ownership type — E] 7 EIN Number : * l:l 0

“Format for Federal Tax ID (FEIN or EIN) is: 123456735"
{Do NOT use a social security number. Contact ARE if you do
not have a tax number. }

Back to Top | All ARB Contacts | A-Z Index
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3.0 Getting Started

On many of the screens you will seeiaon of alittle question mark inside a blue circle. Clicking

your mouse on thigcon will open up the Help Page for the current screen. Your will find more
informationon this featurén the Help Page section.

California_Enviranmental Protection Agency ARB RMP Home Page
@P Air Resources Board
GOV

R3 Home | Reports & Forms | Contact | FAQ | Test Your XML | Help

New Registration- Registrant Identification

O O Help for this Page

Reglistrant Identification Company Registration Registration Confirmation Registration Complete

1 OfOMTESND:*  Company wi efigesion aciy ~ @ o KZEN

“"Format for Federal Tax ID [FEIN or EIN} is: 123456789"
(Do HOT use a social security number. Contact ARE if you do
not have a tax number. |

More than one facility will register for same EIN? @ Yes [ MNo

In the R3 system the order of creating a registration is to create an overall company record with a company R3 administrator. Facilities with one or more

refrigeration systems are registered under the overall company. At the current step of the registration process the R3 is asking if the company will have
one facility or more than one facility under its overall company name. Select yes if there will be more than one facility under this company name.

Are you authorized to register as company? Cives [ Ho

If you are the appropriate person within your company to create the overall company record and be the R3 administrator select yes. If someone else is the
appropriate person if the overall company record has already been created by someone else, select no.

Cancel

Back to Top | All ARB Contacts | A-Z Index

The next page of registration asks two critical questidhs. first question is to determine if more
than a single facility will be registered to this company. A facility is a physical location, with a
unique street address. Single or multiple facilities can be registered to a company.

The next question is tdetermine if the person attempting to register the company is the correct
person to become the primary company contact person.

i

California Enviranmental Protection Agency ARB RMP Home Page
©P Air Resources Board
GOV

R3 Home | Reports & Forms | Contact | FAQ | Test Your XML | Help

Home >> Registration
New Registration- Company Registration Help for this Page
P~
L = O
Registrant Identification Company Reglstration Registration Confirmation Registration Complete

User Profile

Email : * ‘ |

Verify Email - * ‘ | Telephone : * -

(Fomat

Usemame -~ |:| Password - * Confirm Password - =
(Minimum € charscters)

Hint Question 1-~ ‘ Whatis your mathers maiden name |ZH Hint Question 2- | In what city was your father born? |3|
Hint Answer 1: * ‘ ‘ Hint Answer 2- * | |
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3.0 Getting Started

The first portion of company registratigabove)is the user profile of the primary contact person for
the company.

Company Profile

Company Mame - * ‘ EIN - *

Contact Person Information

Position - Phone - * -

(Fomat 9
Email - * | ‘

Mailing Address Information

Street Address 1:* | ‘
Street Address 2 | ‘

Billing Address Information 0

[[] Billing address is same as mailing addrass.
Street Address 10 * | ‘
Street Address 2 | ‘

Payment Responsibility (if applicable) @

Whao is responsible for making payments? ) Company @ Facility

Back to Top | All ARB Contacts | A-Z Index

The second portion of the company registration form gathers data on the comparg and
addressesThe information for the primary contact person is also entered here.

3.1.2. Payment Responsibility

Included in the company information (and relevant only tmmanies that must pay annual fees) is

the question AWho i s r e s$eeadisyiCorpany Willalow allddcilityn g p ay
fee to be paid by the company. Selecting Facility allows selection of payment responsibility to be
done in each Facilit record. Each Facility can then select either Company or Facility to be
responsible for the fee.

3.1.3. Completing Company Registration

Once all information is entered on the registration ghgeuserclickson t he A Ndfxhed but t
program detects any errors or missing values the user will see error messages at the top of the screen
and can correct the information. Once there are no errors to ctreectserwill go to the final
registrationpage where the data can be reedvand the user certifies that the information entered is
accurate and correctAn email notification will be sent to the Company Contact email address
confirming registration.

On completion of registration t hwhichusshesamewdabl! | be
page that a user lands on after logging in to the R3 progtartomatically he new Company Admin

is automatically logged in and placed in their Home pagady to continue with tasks to complete

the entry of company facility infanation

After the initial registration is complete Companies with Facilities must enter data on the Facilities,
Refrigeration Systems and Automatic Leak Detection (ALD) systems located in California.
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3.0 Getting Started

Refrigerant Distributors, Wholesalers and CertifiedIRieners must entexddress and contact person
information forall Facilities located in California.lnformation on adding and maintaining facility
information is covered in later sections of this manual.

Note: Facility, Refrigeration Systems and ALD t&ya information may also be entered in batch
through the optional XML upload process. This process of batch upload is useful for companies with
many facilities to register. Users df Barty RMS software may have an option to create the special
XML batch file required. See Section 6 below for information on this XML batch upload process.

3.2. Logging On

Users of the R3 system must login to the system to gain access to most of the system functions. In
most cases new users are provided with access by somiserie their organization.

Organization Who to ask for access
Companyor Facility Your Companyand/or FacilityAdmin
Air District ARB for initial Admini then AD Admin
ARB ARB Admin

The first person who registerscampany in R3 becomes the contact person for that company. This
person is the initial Company Admin and creates additional users for the company. As each user is
created an email is sent to the new R3 user. This email provides the information a newguises

to log on the first time.

The new useemail providestheir user login name and an initial password. On first login the user
will be taken to a profile page for selection of a new password and selection of two hint questions for
assisting in fogotten passwords in the future.

@P Air Resources Board

[ California_Environmental Protection Agency ARB RMP Home Page Edit Profile | Logout (‘:ﬁ_ﬁ b
GOV

RiR

R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection @

Home Logged in as: Fred Rodgers

{Company Admin}

{Wood Valley Cold Storage}

Click here to change your password

successfully.
Maintain your email address
User Profile Change Password /
Salutation - Mr - First Name - * [ Fred | Last Name - ”| Rodgers |

Email : *|frodgers@vwcs.com |

Verify Email - *| frodgers@vwes.com| | Telephone * 5305551212 |-| |
(Format 30000000000
Hint Question 1: *| What is your mothers maiden name |Z|| Hint Question 2: *| In what city was your father bom? |Z||
Hint Answer 1: ”| Smithson | Hint Answer 2- *|Wcodland |
[T opt out of notifications \
7 Select your hint questions and provic
Check to Opt out of email notifications answers

(not recommended) \ J

Useros Manual Cllckheresavechangepage|14




3.0 Getting Started

3.3. Home Page
Following a successfullegn  al |

users

|l and

on

t h

eir Home Page.

their user role in the R3 progranKey features of the Home page are shown below.

Main

Menu /

User Profile Update

Logout of program

Califernia_Environmental Protection Agency ARB RMP Home Pa ge
% ©P Air Resources Board
GOV

R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection

|4

Edit Profile | Logout

User Information

Logged in as: Fred Rodgers
{Company Admin}
Weod Valley Cold Storage}

R3 Announcements

yd
'~

Welcome "Fred Rodgers” to Refrigerant Management Program

Registrations are due by March 1, 2012 for all facilities with 2000 Ib or larger systems., as well as all Distributors/\Whol

Quick Links Welcome to the Refrigerant Registration and Reporting System (R3). You are logged in as a
Company Admin type user The quick links on the left side of this page show activities available for
© Manage Users users of your role type. Select an activity from the quick links or from the menus on the red tab bar
. above.
© Manage Facility
© File Annual Report & i i i
Y — Quick Links to most used functions
Make Payments
© Repors Metrics and Status Bar
# | Facility Refrigeration Systems ALD Service Annual Report Payment Inspection
Record
1. | Wood Valley Cold Storage 2 1 1 Pending Unpaid ]
2. | Wood Valley 2 0 0 0 Pending Unpaid ]

Back to Top | All ARB Contacts | A-Z Index

3.4. Main Menu

3.4.1. Companies Menus

Company users can access program tasks using the Main MireuC@uick Links on their Home
Page. Each Main Menu item and the associated tasks are listed below.

3.41.1. R3Home

Menu Sub Task

Description

User Dashboard

R3 User Home Page

FAQ

Frequently Asked Questions

Reports and Forms

Public Reports and Forms

RMP Regulation

Link to the RMP Regulation

Contacts

ARB contact information

User6s Manual
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3.0 Getting Started

3.4.1.

2. Registration

Menu Sub Task

Description

User Management

Add and Maintain Users (Admin function)

Company Maintain Company Profile (Admin function)
Management
Facility Maintain Facility data

Batch Upload

Import batch XML file

Change of Ownership

Report Sale of a Facility (Admin function)

3.4.1.

3. Annual Reporting

Menu Sub Task

Description

Servicing

Add and Maintain Refrigeration System Servi
Records

Batch Upload

Import batch XMLfile

File Report

File Facility Annual Reports

3.4.1

4. Payments

Menu Sub Task

Description

Make Payments

Generate Invoices and make Online Paymén
Used after filing Annual Reports

3.4.1.

5. Reports

This Main Menu item opens a reporting window where reports are available for viewing and

printing. The list of reports that can be accessed varies with the role of the user.

3.4.1.

6. Inspections

Menu Sub Task

Description

I nspecti on
(type of company)

Allows viewing of Air District or ARB

Il nspection of the co

3.5.

3ystem (R3)

LOGIN

Recovering Forgotten Username or Password
Users who have forgotten théJsenameor Password can recover

t he ACan

User nameo

ebbased oo wwmanc: [ ] them from the Welcome pagé.i r st ¢l i ck on

i an momet A Account o | ink.

IR L.e— Canoét Access My

s e e e aeces e FTOM there sele@ i t h e r PaSswardogfioFto r g o't
mensese [ eeemmnpenenskroissis Enter the requested information to recover the required lost item.
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3.0 Getting Started

3.6. Changing User Profile and Password

Users can update their profigad change their password at any time by logging in to the program and
then sel ect i tBedtopt ighPHoméd $cteenbhe R3r spstem provides an automatically
generated temporary password when a new user is created; that password willoeeaddated with a
permanent password the first time that user logs in to the system.

B —
P California_Environmental Protection Agency ARB RMP Home Page Edit Profile | Logout
©P® Air Resources Board —eaod
GOV

R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection

@1

Home = Edit Profile Logged in as: Fred Rodgers
[Company Admin}
{Wood Valley Cold Storage}

Maintain your email address Click here tochange your password
User Profile Change Password K
Salutation - Mr - First Mame - * [ Fred | Last Name - ”| Rodgers |
Email - *| frodgers@wv.com |
Verify Email - * | frodgers@wycom | Telephone -* | 530-655-1212] - | |
(Format X0000000000)
Hint Question 1:* | ywhatis your mothers maiden name |Z|| Hint Question 2: * | | yhat city was your father bom? |Z||
Hint Answer 1: ”| Smithson | Hint Answer 2: * [ywgodland |
[“T opt out of notifications N
/ Select your hint questions and provi
Check to Opt out of email notifications answers

(not recommended)

Figure 3: The Profile Page

Click here save change

3.7. Managing Users

Users are added, edited or deleted by Admin level users through the Manage Users screens. The Manage
Users screens are accessed from either thetReigia Menu tab or through Quick Links on the user
Home Page (User Scoreboard).

California_Environmental Protection Agency ARB RMP Home Page ~
% @B Air Resources Board Eait Profile | Logout R*;ra
GOV R3 Home | Reglstration | Annual Reporting | Payments | Reports | Inspection | Admin b

Home > Users Logged in as: Bob Rodgers

s | Search for User Name

Select User Name

Help for this Page

Search: Reset Search

User Status

User Listing 263 Record(s) Found 1'[ N ew
User ID First Name Last Name Role Type Status Phone I .
. . ) 2 1 Active
load test ast Bst Company Admin @V TT03256 ‘ ‘

omparypinn A s | 1 Inactive
& -
g9
9

Buttonsto Add New
Users, Delete User,
Activate or Deactivate
User

O

] magen holloway Magen Holloway A
] mbeatty

[}

mbeatty1

e — — Multiple Pages Bar
Use Previous and Next
links to move among
Back to Top | All ARB Contacts | A-Z Index multiple pages Of users

™
3
N
N




3.0 Getting Started

As each new wuser is added to t
R3 system to complete their user profile and change theirpasstv ( s e e

possible User Status states are summarized below:

he system the st
UserThePr of i | ed &

Status Description

New User has been added, but has not yet updated Profile or Password

Active Normal status for User using the R3 System

Inactive User who has bedncked out of R3 System be Administrator, but not delet

Deleted User has been permanently removed from the R3 System
Please be cautious with all deletions, once deleted a user cannot be recq
reinstated.

3.8. Adding New User

Adding a new user is a task for Admin level users. Each type of Admin role sees only the user types
related to their role. The Screen below shows the Add New User screen for an ARB Admin role. All roles
are shown in the Role Type list for the new user.

3.9.

[Format J000000CO)

- - amm ARB Accounting
=SEERT IS ARB Inspector Admin

Help for this Page

Add New User
Salutation = *  par -
First Mame : * | | Last Name : * |

F'none:*| |—| | Ema||:*|

Role Type :* Please selectrole | ~| @

VELEL TSRS Please seleciole Password : *
(Minimum & charscters) | ARB Admin enerste Fazsword
ARB Staff to create the new

ARB Student initial password.

ARB Read Only

ARB Inspector

Air District Admin
Air District Staff

Air District Inspector
Company Admin
Company Staff
Facility Admin
Facility Staff
Service Personnel

Distributor/Whaolesaler Admin
Reclaimer Admin

Exit System - Logout

("2 ) Generate

The new user will

receive an email
|| notification containing

information on User
Name, Role,

Temporary Password
and R3 URL to loain.

Password

Use t he 0Ge
Passwordo K
create a temporary
password for the new
user.

To exit the system click the mouse on théLogou® link in the upper right oimost of the
screes.

Warning: If you exit the systemithout saving your workvhile in a data entry screen then the
data will not be saved.

User 6s

Manual
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3.0 Getting Started

3.9.1. Automatic Logout i Session Timeout

TheR3 system automatically times out a user
period of ti me. I f the userds browser has
user to the activity they were last in, when the user logk ipato the R3 system.
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4.0 USING THE R3 SYSTEM
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4.0 Using the R3 System

4. USING THE RMP-R3 APPLICATION - COMPANIES
4.1. Add and Manage Facilities

All companies must enter and maintain information on their facilities in California. The function can be
accesses from the Main Menutinbh e Regi stration tab or from the @iMa
Home Page.

r UV AteRMBHamerase
California_Enviranmental Protection Agency ARB RMP Home Page ——
y @B Air Resources Board Eait Profle | Locout R?Ia
GOV R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection t,—zb
Home = Fa es Logged in as: Fred Rodgers
{Company Agmin}
{Wood Valley Cold Storage}
Search by Facility Name: Advanced Search Reset Search
Facility Listing 2 Record(s) Found
[[] Facility Name Address City Refrigeration Sys  ALD Status
[0 Wood Valley 2 0 (Add) 0 (add) &
[E] Wood Valley Cold Storage 2 (Add) A

1 (Add]
“ { Statistics on

H Refrigeration Systems
and ALD at Facility
with Quick Links
to add new

« Previous Next »

Back to Top | All ARB Contacts | A-Z Index

Figure 4 - Manage Facility screen

In the example shown the company has already added two facilities. thtsosereen the user can add a
new facility; view and edit one of the already entered facilities; or delete one or morseofatidities.
There are also statistiamn Refrigeration Systemand Automatic Leak Detection (ALD) systernst
existing facilities, with Quick Links to add new systems

Details of these functions are described in the following sections.
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4.0 Using the R3 System

4.1.1.

Add New Facility

their

Al | companies must enter
facility screen.

New Facility Details

Company Name - * | Wood Valley Cold Storage |

Facility Mame : * ‘ |
Facility Contact Person Information
Z [T] Facility contact person is same as company contact person.
Salutation : *  Mr - First Name : *

Click here to
use information
already entered

Street Address 1: "|
Street Address 2 - |

Street Address 1 - "|
Street Address 2 - |

]
Position : Phone - * -

{Fomat

Email : "|

< Mailing Address Information

[T Facility mailing address is same as company mailing address.

Location Address Information

[C] Facility Location address is same as facility mailing address.

Who is responsible for payment? @ Company ) Facility

Business Codes (Please click Browse button to select your company NAICS and SIC codes)

Cal

forni a

Help for this Page *

faci

Need Help with this screen?

Click here

Most of the information required about a facility is setplanatory contactinformation for theonsite
person, with a checkbox if this is the same person as the primary company contact entered at time of
company registration. Facility mailing address and the street address of the location is also required
each has a check box to auto fill thedigivith Company information, if appropriate

Responsibility for Annual Fee payment (required of facilities with large systems starting in 2012 or
medium systems starting in 2014) is a facility level decision if the company profile makes this a facility
by facility decision.

NAICS and SIC codes are industry codes for the type of facility. Click the browse button to search for

the appropriate codes either directly using the code number or bydbealescription.

Click to select code

Matched code 10 Record(s) Found

StNo. # Code  Description

() 425110 Business to Business Electronic Markets

) 445220 Fish and Seafood Markets

() 445230 Fruit and Vegetable Markets

() 541613  Marketing Consulting Services

() 541910 Marketing Research and Public Opinion Polling
(0) 445210 Meat Markets

B RI= T R TR R

() 926140 Regulation of Agricultural Marketing and Commodities
() 522294 Secondary Market Financing

©

() 445110 Supermarkets and Other Grocery (except Convenience) Stores
A0 ) BR1422  Talemarkefing Ruraans

n

Z

Z

Cl

c k

n X

(o]

t

User 6s

Aa n o Al

I\Figure 5 - NAICS code selector
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4.0 Using the R3 System

4.1.2. Delete One or More Facilities

To delete one or more facilities select the facility by checking the small box next to the facility name and
then click the Delete button. The user will be asked to confirm the decision to delete.

Please be cautious with all deletions, once deletedility cannot be recalled or reinstated.

4.1.3. View or Edit Existing Facility
Clicking on an existing facilityink opensghe facility screen below.

Tabs for other Facility actions

/

Facility Information | Refrigeration System ALD System Service Record File Annual Report

Edit Facility Details & Fditinfo, |
Company Name : * |\"'."00d Valley Cold Storage

Facility Name : * [Wood Valley Cold Storage

Air District : | SACRAMEMNTO METROPOLITAN AQMD |

Edit Info button

Type of ownership : | S

Contact Person Information

Facility contact person is same as company contact person.

Salutation : * | pir FirstName : * | Fredrick Last Mame : * | Rodaers

This screen is the primary screen for most actwitedated to facilities. From this screen the facility data
is maintained using the AEdit I nfod button at the
do not have rights to edit the f atbeacive.y i nfor mat.

This screen displayditer tabs with the Facility Information tadpiving access to other key actions for the
selected facility.
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4.1.4. Maintain Refrigeration Systems
Each Facility with Refrigeration Systems enters and maintains the data about these systems through this

California_Environmontal Pratection Agency ARB RMP Home Page S
% ©P Air Resources Board Eait Profle | Logout R“’TD
GOV R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection 'g,—J)
Home = Facility = Logged in as: Fred Rodgers
{Compsny Admin}
{Wood Velley Cold Storage]
. .
Facility Information | Refrigeration System ALD System Service Record File Annual Report
seac ==
Refrigeration Systems 2 Record(s) Found
[0 Refrigeration ID Operation Status Manufacturer Full charge Amt Installation Date Temperature Class

[T] Freezer 14

] Small Freezer \: ation

View or Edit a
Refrigeration System

Add NeW ) Delete N
Refrigeration Delete Refrigeration Syste(e careful with thimne!)
System ‘ Select System to delete and then click on delete

screen. The example below shasedection of this tab faa facility with two Refrigeration Systems
already entered.

4.1.5. Delete One or More Refrigeration Systems

To delete one or more Refrigeration Systems select the system by checking the small box next to the

Refrigeration System name and then click the Delete button. The user will be asked to confirm the
decision to delete.

Please be cautious with all deletsy once deleted a system cannot be recalled or reinstated.
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4.1.6. Add, View or Edit Refrigeration System
From this screen the user can add a new Refrigeration Sgsigew and edit one of the already entered

Heln for this Page

Add New Refrigeration System

Refrigeration System 1D : * ‘e
Installation Date ‘ ‘E

Model Year: * Please Select.. A
Manufacturer: * Plezse Select.. -
Model or Description ‘0

EquipmentType . * Please Select. -
Serial Number: * ‘0

Location - Description : *

7]
Attach floor plan :

Supported filssto uplosd  * jpa. jpea. png. aif. paf. doc. xls, docx, xiz " (@)
Temperature Class . * Plegse Select..

Operational:  Please Select.

Refrigerant Full Charge Amount : *

RefrigerantType * * Please Select.

Means By Which Charge©  Please Select.
Amount Determined

Figure 61 Add or Edit Refrigeration System

Edit Refrigeration System

Help for this Page

Refrigeration System D : * | Freszer 1A |0

Installation Date * | p5124/2007 =

Model Year: *

Manufacturer : *

2007 -
ACME -

Model or Description : = | Bulldog |0

Equipment Type : *

Freezer -

Serial Number : = |40D423A |o

Location - Description : *

Attach floor plan :

Back wall

7]
(Bome-]@

Supported filesto uplosd  * jpg. jpeg. prg. gif. pof, doc xls, docx, xlsx”

Temperature Class - *
Operational

Refrigerant Full Charge Amount : *

Refrigerant Type : *

Means By Which Charge
Amount Determined

SystemsDetails ofadding/editing a Refrigeration System is shatove

For help on this

click on

Low -9

Normal Operation -9

2025.00 |pounds @

R-225¢cb -

Please Select -

the AHel p for

User6s Manual
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4.0 Using the R3 System

4.1.7. Maintain Automatic Leak Detection Systems (ALD)

Each Facility with Automatic Leak Detectieystemsenters and maintains the data about these systems

through this screen. The example below shows selection of this tab for a facility with an Automatic Leak
Detection System already entered.

=== LB e e Y
f
GOV R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection t,&

Home - Facility - Logged in as: Fred Rodgers

{Company Admin}

{Wesd Valley Cold Storage)

Facility Information | Refrigeration System ALD system Service Record File Annual Report

- ==

Leak Detection Systems 1 Record(s) Found

[F] Equipment ID Equipment Type Sensor Type Number of Sensors Manufacturer
O A1 C

s
Rad New Delete

Back to Top | All ARB Contacts | AZ Index

4.1.8. Delete One or More Automatic Leak Detection Systems (ALD)

To delete one or more Automatic Leak Detection Systems select the system by checking the small box

next to the ALD System name and then click the Delete button. The user will be asked toth@enfirm
decision to delete.

Please be cautious with all deletions, once deleted a system cannot be recalled or reinstated.
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4.1.9. Add, View or Edit Automatic Leak Detection System

From this screen the usemcadd a new Automatic Leak Detection System or view and edit one that has
already been enteredutomatic Leak Detection Systems must be associated to one or more
Refrigeration Systems at the facility. In the Refrigeration System box highlight thgdRafion

System(s) this ALD monitors as shown in the box to the right below.

Add New Leak

ALD SystemID: *

Installation Date

Manufacturer ©  Plgase Select.

SystemType © Please Select.

Detection Limit: [ 19

Aarm SetPaint- [ 300

Concentration Monitor Type ©  Please Select.

Concentration Monitor Manufacturer

Mumber of Sensors ‘

SensorType ! Please Select,

Sensor Manufacturer ‘

Location of Sensors/inlets : |

Refrigeration System * Freezer 1A
Small Freezer

Figure 7 - Add or Edit ALD

4.1.10.

Edit Leak Detection System(if Applicable)

ALD SystemD: * [a(D 1

Installation Date : | 111212009

Manufacturer:  please Select. A

System Tvpe . Concentration Monitor (Direct System)

Detection Limit: [ 19,0

Aarm SetPoint: [ 100

Concentration Monitor Type ©  Please Select.

Concentration Monitor Manufacturer : [ peme

Number of Sensors - |5

SensorType: Infra red

Sensor anufacturer: [pcme

Location of Sensorsinlets : [yop

Refrigeration System: * TSR]
Small Freezer

Add or Edit Service Records

Every Refrigeration Service event should be entered into the R3 application prior to filing the Annual
Report for the facilityService records inate all inspections and repairs, scheduled or unscheduled.
Service records can be entered all year long or uploaded in batch using the XML import process.

[ N ervRromeraae . 1
California Environmental Protection Agency ARB RMP Home Page ~
©P Air Resources Board Edit Profile | Logout § S‘—j
GOV R

Logged in as: Fred Rodgers
{Company Admin}
{Wood Valley Cold Storage}

Ri
R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection c‘\\,_J
Home = Facility

Facility Information | Refrigeration System ALD System Service Record File Annual Report

Refrigeration System Servicing

Refrigeration ID

[ Service Date Facility Name

O 11/2072011

« Previous

Add New Delete

1 Record(s) Found

Refrigeration Type Leaks Detected

Hext »

Back to Top | All ARB Contacts | A-Z Index
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4.0 Using the R3 System

Service Records can be entered by most of the Company and Facility user roles, a special¥ole for 3
party service staff can be established. The only task this special role can getimanter service
records. Keeping current throughout ylear with entry of service records as the service events occur
reduces the effort needed to file Annual Reports each spring.

Help for this Page

Add Refrigeration System Servicing

Facility Name -* [ wood Valley Cold Storage |

Refrigeration System :* 5 o+ - Date of Senvice : * I:lﬁ
Type of service **  Annual leak inspection - \
Leaks detected:* ) ygg @ NO \
Refigerant:* © adgeq © Removed @ Not Gharged @ Select the Refrigeration System
et refrigerant amount - * l:lpnunds (7] - -
Leak detection method:* Pleagse select - that recelved SerVICe
Purpose of added or removed charge :*  —choose- - Date of the SerVICG
Exdra time for retrofitretirement I:lDays Wha‘[ Type O'Bervice

plan needed

Additional notes

I f the answer to fiLeaks Detectedo is AYeso t
requires additionalata entry as seen below.

Leak Repair

Cause of refrigerant leak: * Compressor - Body or Termina +

Date leak detected : *

Date leak repaired : *
Days to repair:

Initial verification test date : *
Follow-up verification test date

Description of leak repair: *

Technician Name : #
Technician certificate number : *

Technician certificate type : *

Additional notes

Note: Service Records may also be entered in batch through the optional XML upload process. This
process of batch upload is useful for companies with many facilities or facilities with many service
records. Users of‘3partyRMS software may have an option to create the special XML batch file
required. See Section 6 below for information on this XML batch upload process.
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4.0 Using the R3 System
4.2.Enter or File Annual Report

Most but not all facilities must file an Annual Report and pay Annual Régeu are not certain about

your company responsibility, please review the ARB RMP Regulation, the ARB RMP web site or contact
the ARB RMP staff. Links to this information is found on the R3 Welcome page.

4.2.1. Phase-in Schedule for Annual Reports and Fees
Every year facilities must file Annual Repodasd pay Annual Fegger the phasen schedule shown

(-Follow Best Management Practices )
2011 vanag
\—RecordkeAeplng _
(1 NBS {eaiSva
2012 | and pay $370 fee

J
OXHANONnN f 03

S Distributors, wholesalers, reclaimers report )
s 3
-Medium systems (20Q000 Ibs.) register, report
2014 y ( ) reg p
and pay $170 fee
\ J
( )
2016 | -Small systems (5200 Ibs.) register
. J
below.

4.2.2. Annual Report for Company with Refrigeration Facilities

The R3 program allows easy filing of the Annual Report for each facility required to file.
Facility with Refrigeration Systems
Annual Reporting Steps

The Annual Repontecordsnformation on the

CompanytheFacility, the Refrigeration
Systems at the facility, ALD systems and all
Service Records for the Refrigeration Systems.
It is a good idea to complete each of the

Review & Update
Company Information

Company Admin
Facility Admin

R U verifications shown below prior toeginning
Facility Information : the Annual Report process. lect the
[T verification links to be taken to the profile

Rl Umas screenswhich takes the user out of the

Refrigeration System 'zeﬂ Annual Report process and to the requested
Information g . L g .
verification Once the verifications are

T completed check off each veriditton box on
Automatic Leak Detection System (ALD) the Annual Report screen to attest that this
Information @ task has been completed.

To the left is the set of steps for filing an
_ Review& Update Annual Report. These tasks are all supported
Refrigeration System Service Records .
by the Annual Reporting screen.

Enter Summary The steps shown are for Companies with
Refrigerant Usage

Refrigeation Facilities. Refrigerant

Distributors/Wholesalers/Certified
Reclaimers skip the Refrigeration Systems, ALD and Service Record reviews. Their reporting on
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4.0 Using the R3 System

Refrigerant Amounts is different from Companies with Refrigeration Facilities as well. \Wikieubt
on what reporting is required please refer to the Help Screens or the regulation for the actual
requirements.
A review of all the records is required, with updates to the information where it is out of date.
[ % Cotoms Emirsrmona Pretecion Agoney EditProfe | Logout (fﬁ? | Start by selecting the calendar yéa
oo W | work with. The facility name and
e - Esolt wemmasrestonses | filing status is shown on the selection
memmceses | gCreen. Selecting the calendar year
the Annual Report is for will open the
I || ErsrEReEn || MR || i || B | Annual Report Screen shown below.

©P Air Resources Board

R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection

Help for this Page

Annual Report Listing For "Wood Valley Cold Storage"
Year Facility Name Date of Filing Status
2010
2011

Back to Top | All ARB Contacts | A-ZIndex

Facility Information | Refrigeration System ALD system Service Record File Annual Report

At the bottom of the screen are rows

File Reports For "Wood Valley Cold Storage”

YearOfFling: 7011 < for all refrigelant entries, there is a
Did you own this facility on Jan 01 of Year of filing  ©) Yes @ No row for each refrigerant used in the
Date of ownership : l:lﬁ -
Use the following links to be sure the data being submitted is correct. A check in each check box is your certification that it is correct faCl|ltY-
Verify Company Information - - - -
e e atin <— Verify all information is correct and ujp-date.
xem‘ﬁ\g Automatic Leak Detection System Information (if applicable) Th|S Shou|d be done before Starting Annua|
erify Servicing & Leak Repair Information
Report
Refrigerant Purchase and Use Information g

Type Total Purchased (Ibs.)*  Total Charged (Ibs.)*  Total Recovered (Ibs.)* TotalStored (1.)"  Tota Shipped (1.) for Complete for all

eclamation o

Destruction® / )
pazses | | 1 \ \ 1 | <7 Refngerant_ '_pres
Rz \ | | \ \ || \ used at facility

/ File AnnualReport

Once all information has been verified and checked off and all refrigerant data has been entered the
Annual Report process is finished. Click on ARevi
Not all users have the role authoritystiedbmit the Annual Report to ARB. A Company or Facility Admin

may prepare and submit the Annual Report. Other Company or Facility staff can prepare the report for
submission, but do not have the final submission authority.

An email notification will besent by the R3 system when the Annual Report is submitted to ARB.
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4.2.3. Annual Reports for Distributors/Wholesalers and Reclaimers

Distributors/Wholesalers and Reclaimers must file Annual Reports, but pay no fees. The annual report is
tailored to the Companyuliness type Distributors/Wholesalers/Certified Reclaimers must enter all
refrigerant types processed in their facilities over the year.

The process starts with selecting AFile Report fo
tab of the Main Menu. The selection screen will come up as shown below. The screen will show all
companies that the user is associated with. To show the options for this manual many companies are

shown on this example screen with all the options. Your screen will probably show only one company.

@P Air Resources Board

California_Enviranmontal Pratection Agency ARB RMP Home Page Edit Profile | Logout r‘ﬁ_\ 1
94 &P Air Resources Board o LS
GOV

Company that is Distributor/Wholesaler
and a Reclaimeér must file both a
Wholesaler/Distributor Annual Report
and a Reclaimer Annual Reports

Search: |G Search (two reports)

File Report For Distributor and Reclaimer 25 Record(s) Found /
Company Id# Company Type File Report ol
ACMO01 Acme Reclaimers Distributor | Reclaimer.
ACMO01 Acme Reclaimers Distributor | Reclaimer
ACO001 Acoms &#039:R Us Distributor | Reclaimer
CA001 CA Dept. of Education - NSD - FDP File Report
CHU001 Chuzzlewit Distributors Distributar | Reclaimer
C0O0001 Cookie Maker Incorporated File Report
DEC002 decl2cpydist Eile Report \ Company that files
DEC002 dec12cpydist File Report 2 one Annual Report
« Previous 1

»
Back to Top | All ARB Contacts | A-Z Index

Clickl enRé@porto or select one of the AFiAe aséod o
screen to select the year to report on in the Annual Report, this is usually the previous calendar year.

HelgTor this Page

Annual Report Listing For "Chuzzlewit Distributors"”

Year Facility Name Date of Filing Status
201
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4.0 Using the R3 System

Select the year to open the Annual Report screen shdaw.b&he example screen is for
Distributor/Wholesaler reporting. The Annual Report screen for a Reclaimer is almost the same, but has
different Refrigerant information data entries

alf vironmental Protection Ager
% & Air Resources Board AT HeRe e Et Protl | Logout RS‘-*
iR
Gov R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection | Admin | @
Home = Annual Report Logged in as: ARB Admin
{ARB Admin}
{Chuzzlewit Distributers}
File Reports For "Chuzzlewit Distributors”
Year Of Filing - 2011 -

Use the following links to be sure the data being submitted is correct. Acheck in each check box is your certification that it is correct.

[C1 Verify Company Information

£ verfy Faciity niomnaion. <—————  Verify Company & Facility profiles are correct

**Only decimal value is accepled in below form
**Please save the report once again after deleting the refrigerant purchase/use information.

Refrigerant Purchase and Use Information (@

Type Total Purchased (Ibs.)* Total Sold (Ibs.)* Total Shipped (lbs.) to Delete
Certified Reclaimer*

R123 - \ | \ | \ | ®

AddRows: 2 <——— Add row for eachrefrigerant distributed in California

File Annual Report

e

The steps to complete the Annual Report are:
91 Verify that the Company profile information is correct anetaydlate;
1 Verify that the Facility profile information is correct and-igpdate; and
1 Add rows and values for each Refrigerant Type distributed or reclaimed in California by the
company

Select the verification links to be taken to the profile screens. Once the verifications are completed check
off each verification box on the Annual Repscreen to attest that this task has been completed.

Once all information has been verified and checked off and all refrigerant data has beerttentered
Annual Report processiimished. @ i ¢ k eview& Fulhtnitd to verify and submithe AnnualReport.

An email notification will be sent by the R3 system when the Annual Report is submitted to ARB.

4.2.4. Annual Fee Payments

As shown in the chart aboyal Facilities with Large (2,000 Ibs. charge and up) Refrigeration Systems
start to pay Annual Fees 2012 All Facilities with Medium Refrigeration Systen00 Ibs. up to 2,000
Ibs. as the biggest system at the facility) start to pay Annual Fees in 2014. Refrigerant
Distributors/Wholesalers/Certified Reclaimers and Facilities with systems thathatsetow 200 Ibs.

total charge do not pay fees.

Facilities that pay the Annual Fee must first have completed the filing of the Facility Annual.Report
Please NoteT he payment process cannot be started until the Facility Annual Report is submitted to
ARB.
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Facility with Refrigeration Systems

Annual Payment Steps

Company Admin

Select Facility

Facility Admin

Check that
Annual Report
Is Filed

Create & Print

Invoice

s

. Pay Online using
Pay with Chec CreditCard Q

The payment process shown above is user role dependent, not all company users can process payments.
After selecting the facility or facilities and validation that the Annual Reports are filed the R3 system will

prepare an invoice.

A quick word abouithe invoicing process, at the Company Profile level the company can elect to pay fees
for all facilities registered under that company. This could be one or more facilities on the same invoice.
This choice is shifted to the Facility Profile if the Canp Profile was set tcheckpayment
responsibilityfacility by facility. When set at Company Profile to Facility each Facility record is then
looked at by the program to see how that facility will invoice. At the facility level the choices are to push
the payment back up to the company level or make payment for that facility individually. This choice
can be adjusted right up to the point of invoice generation.

Below is an example Home Screen for a company with two facilities. The scoreboard shaker¢ha
regi stered under
these facilities, whicindicateshat Annual Reportfiavenot yet been filed with ARB.

are two faci

©  Make Payments
© Reports

1. | Wood Valley Cold Storage

2. | Wood Valley 2

[0t

# | Facility Refrigeration Systems

2
1

es

ALD Service Annual Report Payment

1
0

Record
1 Pending Unpaid
] Pending Unpaid

Once the Annual Reports are filed the scoreboeftdcts the filing.

Inspection

0
0

this company.
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# | Facility Refrigeration Systems ALD Service Annual Report Payment Inspection
Record

1. | Wood Valley Cold Storage 2 1 1 Filed Unpaid 0

2| Wood Valley 2 1 0 0 Filed Unpaid 0

Now the payment process can proceed, starting wit

W, v o —
f
GOV R3 Home | Registration | Annual Reporting | Payments | Reports | Inspection | @

Logged in as: Fred Rodgers

{Company Admin}

By checking top box all facilities are select

{Weod Valley Cold Storage}

Search by Facility/Company MName : Advanced Search Q, Searc Reset Search

( Facilities with Medium Systems (200 to 2,000 Ibs of charge) are not required to pay fees until filing of Annual Report in 2014” or "Facilities with only Small
ystems (50 to 200 Ibs of charge) are not required to pay fees ™

Facility Listing 1 Record(s) Found

£ Facility Name City Responsibility System Type Annual Report Inveoice No.  Status

B
\ Start Payment Process by checking box and click

Make Payment button

« Previous Next »

Make Payment

P a y meQuicksLink. Selecting either of these methods will bring up the Payments screen.

In the example only one facility appears on the Payments screen even though there are two facilities
registered to this company and both have filed Annual Reports. Tlmlieakat one of the facilities has

as its largest Refrigeration System a Medium sized system. The company voluntarily filed an Annual
Report prior to 2014 when it is required, but is not required to make an Annual Fee payment until 2014.
The facility is not shown as needing to make a 2012 Annual Fee payhhenmedium facility will

appear on the list in 2014.

Start the payment procelsg checking the boto select the facilitandthenc | i c ki ng on t he @ Me
Pay me nt oThéoPaymend Details screwiill then open for the facilities selected.

Annually an exemption to the Annual Fee can be claimed by some facilities (see the RMP Regulation for
Fee Exemption rul es). There is a AClIaimdo button
fee exemption is granted this screen will show the exemption to the Annual Fee. The exemption will also
show on the invoice and will be deducted from the total invoice amount.

If payments have not been received for previous years the screen wilfisRaavwv i ous Dued amoun
will be included in the next invoice along with the current fees.
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Check this screen carefully before proceeding to Generate Invoice. Once an invoice is created it cannot
be cancelled or regenerated.

Payment Details

Company Name : Wood Valley Cold Storage

Address : 200 Railroad St Woodland CA 95822
# Facility Name Amount Due($)  Previous Due($) Exemption Fee Exemption ($) Total ($)
Claim
Total Payment Due: () 370.00
Note: Invoice once generated cannot be cancelled. [ggeElEEE8 1=
Clicking tlhnev ofi Geende rbauttet o n Awsmall window apens requiang i nv oi c e .

confirmation for invoice creation. The Checkout screen for the invoice will open.

User6s Manual Page|35



