California Air Resources Board 12/31/2014
Instructions for Uploading

General Overview

The Consumer Products Survey and Architectural Survey Upload Portal provided by the
California Air Resources Board (ARB) will allow users to electronically submit .csv files
produced by the Consumer Products Reporting Tool (CPRT), the Consumer Products
Reporting Tool for Formulators (CPRTF), and the Architectural Coating Reporting Tool
(ACRT). The Upload Portal also allows the electronic submission of Label files.

The upload process consists of three main steps. First, the User must complete the
Consumer Products Survey and Architectural Survey Registration. Upon registration,
the User will be sent their User Name and Temporary Password. The User will use the
User Name and Temporary Password to log in and change the password to the desired
new password. Next, the User will Log in and Upload the .csv files. Once completed,
the user will move to the final step, which is Uploading of Label Files.

SYSTEM REQUIREMENTS:

The Consumer Products Survey and Architectural Survey Upload Portal is compatible
with the following internet browsers.

Internet Explorer 10 or higher

Chrome version 39.0.21.71.95m or higher

Firefox 32.0 or higher

Safari 8 or higher

Getting Started

1) For the Consumer Products Survey: Go
to http://www.arb.ca.gov/consprod/regact/2013surv/2013main.htm

For the Architectural Coatings Survey: Go
to http://www.arb.ca.gov/coatings/arch/survey/2014/2014survey.htm

2) Click on the link for the Upload Portal.
3) Once on the Upload Portal landing page, click on “Need to Register.”.

4) Otherwise, Log in with your User Name and Password.
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Username Registration

California Environmaental Protection Agency

Registration Request g e

Consumer Products Survey and Architectural Coatings Survey Registration

All Users of the Upload Portal must B e R
register at the Consumer Products '
Survey and Architectural Survey
Registration Page found at:
https://ssl.arb.ca.gov/consprodsurv/r
eg_req.ph

Contact Information:
First Mame

Each User must fill out the required
fields as shown on Figure 1. Please
pay close attention to the following
fields:

Send Request | Clear Form

Mo Aseis

1) Email Address” Please use your

business email account.
Personal email accounts will not
be accepted.

Figure 1: Filling out the Registration Request

2) “Reporting As”: Please select the reporting group that corresponds to you (i.e.
Responsible Party, Formulator, or Architectural Coatings). The definition of each
reporting group can be found in the instructions of their respected surveys.

Please Note: If you are submitting for multiple surveys, you must register for
separate User Accounts. For example, Company A will report both a Consumer
Products Survey and an Architectural Coating Survey. Therefore, the user will
register once with the “Reporting As” field as Responsible Party and register once
again with the “Reporting As” field as Architectural Coatings. The user will receive
two separate User Names for the submission of their respective surveys.

3) “Captcha Security”: To further increase security, please pay close attention to the
captcha security number that is given. Please place the correct number in the field
below to submit your registration request.
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California Air Resources Board

Registration Confirmation

Once the user has
completed the Registration
Request, a successful
Verification page will
confirm that the request has
been submitted

(see Figure 2).

The user will also receive
three (3) emails to notify
them of future steps in the
log in process.

Please Note: The
registration process can
take up to 5 calendar days
before the user receives
their Log-In Information.

12/31/2014

About ARB | Calendars | AZIndex | ContactUs

California Environmental Protection Agency
= =

©= Air Resources Board

Home | Reducing Ar Pollution | Air Quality | Business Assistance | Laws & Regulations.

Health

Verification successful.
‘Your Registration Request for the Consumer Products Survey and Architectural Coatings Survey has been forwarded to the Air Resources Board. You will
receive your userid and temporary password at the email address you designated as soon as we are able to process your reguest.

Acopy of this submittal is being sent to the email address you provided. If you don't receive this email, then you may have incorrectly entered your email
address

Censumer Products Survey and Architectural Coatings Survey Registration Reguest.

CONTACT INFORMATION:
1D: 565711
First Name: Mike

E h

Need Assistance?
For the Consumer Products Survey: Contact Consumer Products Survey Help

For the Architectural Coatings Survey: Cantact Architectural Coatings Survey Help

Consumer Froducts Survey Fage

Architectural Coatings Survey Page

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

Decisions Pending and Opportunifies for Public Parficipaion
Conditions of Use | Privacy Policy | Accessibility
rds

wi 1o Request Public Reco

The Board is one of six boards, departments, and offices under
the umbrella of the California Environmental Protection Agency.
CallEPA | ARB | CalRecycle |DPR | DTSC | OEHHA | SWRCE

Figure 2: Registration Request Verification

The user will receive the following emails:
1) Confirmation: This email will confirm that ARB staff has received their registration

request and will begin processing their information.

2) User Name: The user will receive an email with a User Name that will correspond
to what survey is being reported for. If you have registered for multiple accounts,
please pay close attention to which User Name corresponds to which “Reporting

As” type.

3) Temporary Password: The user will receive a temporary password for the initial
log in. The user will be prompted to change this once they complete the initial

log in.
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Initial Log-in

First Time Log In

When the user has received
both their User Name and
Temporary Password, they
may log into the portal.

12/31/2014

" " F 2 About ARB | Calendars | A-ZIindex | ContactUs
California Environmental Protection Agency

©= Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assisfance | Laws & Regulations | Health

Consumer Products Survey and Architectural Coatings Survey Logon

Enter your password s

The link to the Log in can
be found at either;

http://www.arb.ca.gov/cons

| Submit || Clear Form |
Need to Register?
Need Assistance?
For the Consumer Products Survey: Contact Cansumer Products Survey Help

Faor the Architectural Coatings Survey: Contact Architectural Coatings Survey Help

Consumer Products Survey Page

Architectural Coatings Survey Page

prod/reqgact/2013surv/2013
main.htm

or

http://www.arb.ca.gov/coati
ngs/arch/survey/2014/2014

survey.htm

Once the user has typed in their User

Name and Temporary Password,

(see Figure 3) they will be immediately
prompted to change their password to
something more secure.

(see Figure 4)

Backto Top | All ARB Contacts | AZindex

Dacisions P and Opportumitias for Public Parficipation
Condifions of Use | Privacy Policy | Accessibility
How to Request Pubilic Records

The Baard s one of six boards, departments, and offices under
the umbrelia of the California Enviranmental Protection Aganecy
Cal/EPA | ARB | CalRecycle | DPR | DTSC | OEHHA | SWRCB

Figure 3: Initial Log-In

Your password must be reset before vou can logon.
Please reset vour password.

Figure 4: Initial Password Change
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Initial Password Change

The user will be redirected
to the Consumer Products
Survey and Architectural
Coatings Survey Password
Change Page (see Figure 5)
from the previous page.
Please complete the fields
with your User Name,
Temporary Password, and
Your New Password.

Once submitted, the user
will receive a successful
password change
confirmation page.

(see Figure 6)

The user can now use the
new password and securely
upload their information
through the web portal.

To continue, the user must
log in with their User Name
and New Password.

12/31/2014

California Environmental Protection Agency
©= Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assistance | Laws & Regulations | Health

Consumer Products Survey and Architectural Coatings Survey Password Change

Change Password Form

Enter your Log-in ID1035mike smith@companyat.com |

Enter your old password:eeees |
ENter your New password: e |
Re-Enter your new password:fes |

_Submit || Clear Form |
Need Assistance?
Forthe Consumer Products Survey: Contact Consumer Products Survey Help

Forthe Architectural Coatings Survey: Contact Architectural Coatings Survey Help

Consumer Products Survey Page

Architectural Coatings Survey Page

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

Dacisions Panding and e for Public Paricipation
Conditions of Use | Privacy Policy | Accessibility
How to Request Public Records
The Board is one of six boards, departments, and offices under
the umbrella of e California Environmental Protection Agency.
CalEPA | ARB | CalRscycle |DPR | DTSC | OEHHA | SWRCS

Figure 5: Password Change

California Environmental Protection Agency
©= Air Resources Board

Home | Reducing Air Poliution | Air Quality | Business Assistance f a

Consumer Products Survey password successfully changed
‘You may nowlog in and Upload Files.

Censumer Products Survey Page

Architectural Coatings Survey Page

Back to Top | All ARB Contacts | A-Zindex

Figure 6: Successful Password Change
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Uploading .csv and Label files

.csv File Upload

Once the user has logged into
the Upload Portal, they will be
prompted to upload their .csv
files. (see Figure 7)

About ARB | Calendars | A-ZIndex | ContactUs

California Envir Protection Agency
©= Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assisiance

Laws & Regulations | Health

Consumer Products Survey and Architectural Coatings Survey File Upload

You are signed in as 1020minhi@minh.com as a Respansible Party

To begin click “Choose Files”.
A pop up window will allow the
user to choose the .csv files
you want to upload. Select the
desired location and the files

for upload. Press and hold the S RN DR
Shift Key or the CTRL Key to
select multiple files. To
complete the upload process, ——
Click “Send File(s)". s gt

4he umbrella of the Cal mental Protection Agency.
Cal/EPA | ARB | CalRecyole |DPR | DTSC | OEHHA | SWRCE

Please select anly CSV file(s) to upload:

1C8V file(s) have been uploaded

| choose Files | No file chosen

| SendFile(s) | | Clear Form |

Backto Top | Al ARB Contacts | AZ index

Recommendation: Figure 7: .csv Upload

Please place all the .csv files
you want to upload in a single folder prior to coming to the Upload Portal. This will
eliminate the need to multiple upload attempts.

ABOARB | Calendars | A-Zindex | ContactUs

California Environmental Protection Agency
©E= Air Resources Board

Home | Reducing Air Poliution | Air Quality | Business Assistance | Laws & Regulations

Once the files have been
uploaded successfully, a
confirmation window will show
the user how many .csv files
were sent, how many were
accepted, and if there were any
invalid or rejected files. (see

Figure 8)

If all of the desired .csv have Pirisunian o s
been uploaded, click on w.m,,,m.mmm.um,
“Upload More Files” to continue P b e et P
on to uploading of Label image e e o

the umbreia of the Califor
fl CalEFA | ARB | CalRecyo!

Heaith

Receiving CSV files now.

6 files sent.
6 files accepted.

0 files rejected (invalid type).
0 files rejectad (virus).

Finished at 11:06:30 AM
You have successfully uploaded & CSV files.

Upload Mare Files

Log Cut

d
wironmental Protection Agency.
DPFR | DTSC | OEHHA | SWRCB

Figure 8: .csv Upload Successful
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If any files were rejected during this upload process, please make note of what file was
rejected and the reason for the rejection. Please check if the rejected file is a valid .csv

file. The user may attempt to resubmit the rejected files by clicking “Upload More Files”.

Note: Only resubmit the Rejected Files. Resubmission of successfully uploaded files
will overright any previous submission.

NOTE FOR FORMULATORS:

For formulators, upon successfully uploading of the requested .csv files, confirm the
upload of survey materials (.csv files) are complete and click “Yes, | Have Completed All
Uploads”.

Otherwise, the User may click “Log Out” if they wish to return and upload more .csv files
at a later time.

Formulators are NOT required to submit Image Label Files.
Important Note: Selecting “Yes, | Have Completed All Uploads” will end your upload

privaleges. Please confirm that all .csv and image files have been successfully
uploaded prior to clicking this confirmation button.

About ARB | Calendars | AZIndex | ContactUs

If you re-enter the Upload
Portal and have found that

California Environmental Protection Agency
©= Air Resources Board
GOV

Home | Reducing Air Poliution | Air Quality | Business Assistance

Health

Laws & Regulations

yOU have Completed the Consumer Products Survey and Architectural Coatings Survey File Upload
uploading of all your files, S ————

Click “I have completed ALL = iy

upload files” to complete and

submit your survey (e charrom |

information. Your Survey will

not be process unless you

confirm that the survey e i dab o e R )
submission is complete.

(seeFigure )

pisions Pending and Opportunitias for Public Participation
Condifions of Use | Privacy Policy | Accessibility

How to Reaus st Public Records.

Figure 9: .csv Upload for Formulators
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Image Label Files

Once all .csv files have been
successfully uploaded, the
user will be prompted to
upload Label Image Files.
(see Figure 10)

Select “Choose Files” and a
pop up window will prompt
the user to select the desire
label image files.

Please note only the following
image files are accepted:
.doc, .docx, .jpg, .jpeg, .pdf,
and .ps.

Recommendation:
Please place all the image label

12/31/2014

AboutARB | Calendars | AZIndex | ContactUs

California Envir | Protection Agency
©E Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assistance

Laws & Regulations | Health

You are signed in as 1020minh@minh.com as a Responsible Party.

Please select only approved image file(s} to upload

1 approved image file(s) have been uploaded

| Choose Files | No file chosen

[ Send File(s) | [ Clear Form |
| have completed ALL file uploads.
Log Out

Need Assistance?
For the Consumer Products Survey: Contact Consumer Products Survey Help

For the Architectural Coatings Survey: Cantact Architectural Coatings Survey Help

Consumer Products Survey Page

Architectural Coatings Survey Page

Back to Top | All ARB Contacts | AZIndex

Decisions Pending and Opportunifies for Public Participation
Use | Pri ssibility

‘ ml?ingure 10: Label File Upload

files you want to upload in a single folder prior to

coming to the Upload Portal. This will eliminate the need to multiple upload attempts.

Also, if a large quantity of files
need to be uploaded, it is
recommended to upload them
in batches of 1000 files. Be
careful not to upload duplicates.
It is recommended that a user
puts each batch of image label
files in a separate folder prior to
uploading.

Once the files have been
uploaded successfully, a
confirmation window will show
the user how many image files
were sent, how many were
accepted, and if there were any
invalid or rejected files.

(see Figure 11)

. 3 F F About ARB | Calendars | A-ZIndex | ContactUs
California Environmental Protection Agency

©E Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assistance

Laws & Regulations | Health

Receiving image files now

2files sent
2 files acceptad.
0 files rejected (invalid type).
0 files rejected (virus).
Finished at 11:08:09 AM
‘You have successfully uploaded 2 image files.
Have you completed sending all of your files?
| Yes, | Have Completed All Uploads |
Upload More Files
Log Out

Need Assistance?

For the Consumer Products Survey: Contact Consumer Products Survey Help

Forthe Architectural Coatings Survey: Contact Architectural Coatings Survey Help

Consumer Products Survey Page

Architectural Coatings Survey Page

Back to Top | Al ARB Confacts | AZ Index
- o ipation

Figure 11: Label File Upload Successful
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If any files were rejected during this upload process, please make note of what file was
rejected and the reason for the rejection. Please check if the rejected image file(s) are
the correct and accepted file types shown above . The user may attempt to resubmit
the rejected files by clicking “Upload More Files”.

Note: Only resubmit the Rejected Files. Resubmission of successfully uploaded files
will overwrite any previous submission.

If there is a need to upload more image files, click “Upload More Files”. The User may
also click “Log Out” if they wish to complete the label uploads at a later time.
Otherwise, confirm the upload of survey materials (.csv and image files) are complete
and click “Yes, | Have Completed All Uploads”. (see Figure 11)

Important Note: Selecting “Yes, | Have Completed All Uploads” will end your upload
privaleges. Please confirm that all .csv and image files have been successfully
uploaded prior to clicking this confirmation button.

If you re-enter the Upload Portal and have found that you have completed the uploading
of all your files, Click “I have completed ALL upload files” to complete and submit your
survey information. Your Survey will not be process unless you confirm that the survey
submission is complete. (see Figure 10)
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Survey Completion

The user will be directed to a
final completion page to
confirm the upload of the
survey.

(see Figure 12)

This completes the electronic
submission process of the
survey including the .csv and
image files. The user can
now log off.

Log Out

At any point, if the user would
like to log out of the Upload
Portal, click “Log Out”. For
security reasons, please note
Figure 13 when logging out.
This will confirm a successful
log out. Logging back in
afterwards will resume the
upload process where the user
last left off.

12/31/2014

= 3 p B About ARB | Calendars | A-Zndex | ContactUs
California Environmental Protection Agency

©= Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assistance | Laws & Regulations | Health

Thank you for completing your survey
Log Gut
Need Assistance?
For the Consumer Products Survey: Contact Cansumer Products Survey Help

Forthe Architectural Coatings Survey: Contact Architectural Coatings Survey Help

Consumer Products Survey Page

Architectural Coatings Survey Page

Back toTop | All ARB Contacts | A-ZIndex

the umbirelia of the California Environmental Profection Agenuy.
CalEPA | ARE | CalRecycle |DPR | DTSC | OEHHA | SWRCE

Figure 12: Survey Completion

" i . 2 About ARB | Calendars | A-ZIndex | ContactUs
Califernia Environmental Protection Agency

©E= Air Resources Board

Home | Reducing Air Pollution | Air Quality | Business Assistance | Laws & Regulations | Health

Consumer Products Survey and Architectural Coatings Survey

You have been successfully Logged Qut
Login
Need Assistance?

For the Consumer Products Survey: Contact Consumer Products Survey Help

For the Architectural Coatings Survey: Contact Architectural Coatings Survey Help

Consumer Products Survey Page

Architectural Coatings Survey Page

Backto Top | All ARB Contacts | AZ Index

Candiions of Use | Privacy Policy | Accessibility
How 1o Request Public Records

The Board is one.of six boards, departments, and offices under
the umbreila of the California Environm r Agency.
Cal/EPA | ARB | CalRecycle | DFR | DTSC | OEHHA | SWRCE

Figure 13: Log Out
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Questions?

If you require further assistance or have any questions,

For The Consumer Products Survey:
Go to: http://www.arb.ca.gov/consprod/regact/2013surv/2013main.htm

Or contact Consumer Products Survey Help at: csmrprod@arb.ca.gov

For The Architectural Products Survey:
Go To: http://www.arb.ca.gov/coatings/arch/survey/2014/2014survey.htm

Or contact Architectural Coatings Survey Help at: archcoatsurvey@arb.ca.gov
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