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Introduction

The California Air Resource Board has created a tool for the input fuel information into the Low Carbon Fuel Standard program. Regulated Parties and CARB staff will use this IIS solution in lieu of a paper process. 

This document will provide step by step instruction how to the access the site, perform any account management and most importantly how to input reporting fuel information. 

Each section represents a major function in the site. 

Section 1. Create Organization Account 
The purpose of this section is to demonstrate how process to create an organization account within the CARB LCFS-RT. 

The primary end user will be the initial account creator of the organization.
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FIRST TIME USERS

If this is your first time using the system, contact your organization's administrator(s).

Each organization must designate administrators who will be responsible for creating and maintaining the
organization's profile and user accounts.

If you are an administrator, you must do the following to register your organization and users with ARB.
1. Enter Organization and facility details

2. Create user accounts for each user under your organization, including yourself

3. Create user roles and assign role to each user

4. Determine who can view or edit information and who has signatory authority to submit reports

Once a user account is created, give the username and password information to the user. The password can be
changed when the user logs in.
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1. To begin the register organization process start by clicking the Register Organization and Users button. 

This will take to the screen on the next page. 
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2. Upon entering the registration screen there are two sets of information that are required Organization Details and User Details. Fill out the form for all information 

3. Click Register Organization 

Note: The user that initially creates the account will be made an administrator. This first user will therefore be the person who creates all other users. Roles will be covered later in this document. 
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4. This is the confirmation screen you should receive upon successfully filling out the registration form. 

Note: A confirmation email will be sent out to the registering user when the account has been activated.

Section 2. Log In to Organization Account
The purpose of this section is to demonstrate the initial account login and the initial navigation into the LCFS RT site. 

The primary end user for this section is any member of the regulated party group who has a login credentials for this tool. 
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1. Enter Organization and facility details

2. Create user accounts for each user under your organization, including yourself

3. Create user roles and assign role to each user
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changed when the user logs in.
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1. Fill out login credential 

2. Click login
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3. The initial user will have to fill out the signatory authority user agreement form. Click the two check boxes and fill out the box for your name.

4. Click Electronically Sign

Note: The name that you must use to electronically sign is name used to fill out the registration form. This will also be located on the upper right hand corner. It is case sensitive. 
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5. Upon completing the form you should be brought to the LCFSRT homepage. 

Note (Quick Links): All the different links on the bottom represent functionality that can be accessed through the tabs as well. 

Note (Important Reminders): This section will primarily be used for upcoming compliance dates. In future releases it may also display any other important information that CARB needs to show. 

Section 3. Update Organization Profile and Facilities
The primary purpose of this section is to demonstrate how to alter the organization profile and add facilities

The primary end user for this section is the administrator of an organization account.
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To Access: Click Organization Profile Tab

To Edit Organization Profile:

1. Apply changes to the Organization Details section. 

2. Click Update Organization Profile

Add Facilities 
1. To Add click the Add facility button 
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2. Upon clicking the Add Facility button you should be taken to the Add Facility page. Fill out the form 

3. Click Add Facility
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4. The organization will appear on the Facilities Grid 

Edit Facilities

1. the edit icon on the facility line which will prompt you back to the Add Facility Page where you can edit the facilities information
2. Click Update Facility to finalize changes

Delete Facilities

1. To delete click the “x” on the facility lines 
2. On confirmation the facility will be deleted

Note: The term facilities in Organization Profile page refer to the facilities that the organization account is representing. So in place of having every facility report to the LCFSRT one organization can submit a report that is represent the activity of all its facilities. 

Section 4. Add Business Partner

The purpose of this section is to demonstrate how to add business partners to an organization profile. 

The primary end user of this section is the administrator of an organization account. 
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Business Partner functionality is accessible through the Organization Profile Tab. 

1. To add click the Add Business Partner button
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2. You should be taken to this page in which has two pieces: the top section is for adding new business partner and the bottom are the currently available business partners. 

3. To add a new business partner fill out the form above and click Add Business Partner

4. You can also find a business partner from the list and click Associate Business Partner
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Either method of association or adding will put the business partner on your list of associated Business Partners.
To edit
1.  Click the edit icon. You will be taken to a business partner form page.
2. Update information and click update business partner
To Delete 
1. Click the “x” on the business partner line 
2. Upon Confirmation it will be removed from your list

Note (Adding Business Partners): When a business partner is created by one user it will be place on the list of Existing Business Partners for anyone to associate. When an organization is created then that organization is automatically put on the Existing Business Partner list. 

Note (Editing Business Partner): This functionality only comes into play when you are the original creator of the business partner. You lose the ability to edit a business partner if that business partner later comes in to create an organization in LCFS. 

Section 5. Manage Users

The purpose of this section is to describe the how to add new and manage existing users of an organization account 

The primary end user of this section would be the administrator of an organization account.
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This section allows you to add new users as well as edit your own information. 

Administrator: Edit Organization Profile, Add/Edit Facilities, Add/Edit Business Partners, Add/Edit Users, Add/Edit Fuel Information.

Contributor: Edit own information, Add/Edit Fuel Information

Reviewer: Edit own information

 All Roles have full view access.

To Add New User:

1. Fill out form, applying appropriate user role and permissions (make sure to check the box “Is User Active?”)

2. Click Add User Profile 

To Edit User

1. Click the Edit User Button on the user you wish to edit

2. Edit user information then click “Update User Profile” 
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For Forgotten Passwords

1. Click Regenerate Password on the line for the user that needs the password reset

2. The Regenerated password will appear right above the User Details form section

3. When the user logs on with the temporary password that user will be prompted a password reset. 

For Locked Accounts 

If a user within your organization has failed logging on too many times than that account will be locked. An administrator of the organization needs to unlock that account. 

1. Click “Edit User” on the locked account 

2. Uncheck the box that says “Is User Locked

Note: Signatory Authority is a permission that can be assigned by an Administrator however the user does have to fill out the signatory authority form prior to its activation. This is the same form that the initial user must fill out. 

Section 6. Creating a Fuel Report 
The purpose of this section is to demonstrate how to build a fuel report through either manual UI based entry or through mass XML upload. 

The primary end user of this section is any user of an organization account with Contributor or Administrator rights. 
[image: image17.png]== Culifornia Environmental Protection Agency

GOV ~=AIRRESOURCES BOARD
LCFS Home | Organization Profile | User Profile | LCFS Report

Welcome: Trinity Technology Group for Demo Organization

CFS Reports

Select the reporting year for which you would like to view or enter data.

O All Reports for current year

Report tatus BeginReport Report Details Request Correction submit Report

Report has not been created Begin Report
Report has not been created Begin Report
Report has not been created Begin Report
Report has not been created Begin Report

INo child records to display.

Annual Report Submission

FS Home Visit ARB LCFS Page Back to Top





All report creation will be initiated on this page

1. The Page will default to the current year. Select the Quarter and click Begin Report to start a report 

Note: Click the arrow on the left of the quarters will display the Report Status history of the each report. This tracks things such as submit times and report opening dates. 
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After beginning a report you will be taken here. If the report has already been opened clicking “Go To Report Details” will also take you to this page. 

There are three different sections in this page: Import Fuel Details, Manual Addition of Fuels and Upload Document 
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6.1 Manual Addition of Fuel Information 
Manual entry of fuel information is the method to be utilized when XML is not possible for the organization. This method involves using the UI based forms to create fuel report. 
1. Fill out the Add New Fuel form by making selections for the required fields

2. Click “Add Fuel”

To Delete

1. Click the “x” icon next on the fuel line in the gird 

2. Click okay on the confirmation pop-up

To access Transaction Detail 

1. Click Go to Details

Note (Duplicate Fuels): A Fuel with the same Fuel Name, Fuel Application, Fuel Pathway Code and Physical Pathway Code is a duplicate fuel entry and will not be accepted. 
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To access click “Go To Details” on a fuel line on the Fuels Grid (located on the Reports Details Page) 

1. Fill out Transaction Details Form 

2. Click Add Transaction

To Edit 

1. Click Edit on the transaction line on the grid 

2. Edit the Transaction Details Form 

3. Click Update Transaction 

To Delete 

1. Click the “x” icon on the transaction line on the grid

2. Click okay on the pop-up

Note (Business Partners): The business partner dropdown is populated with the business partners that you have associated to your organization. If you can’t find the business partner you wish to use then you must first add that business partner to your organization profile. 

Note (Duplicate Transactions): A transaction (given the same fuel/quarter/year) will be considered duplicate and not accepted if it has the same Invoice Date, Transaction Type and Business Partner
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6.2 Import Fuel Detail (XML File Upload) 

This method is intended for those organizations that have large amount of fuel information and require a method for direct mass information entry. 
1. Click Browse

2. Select File and click open 

3. Click Upload XML File 

Two things can occur: it can come back with validation errors or without

Note (XML Duplicate Transactions): When uploading an XML file the system will overwrite duplicate transactions (on the basis of invoice date, transaction type and business partner).   

Note (Multiple Files): The validation occurs on a transaction by transaction basis so the system will update the report with new additions. Uploading an additional file won’t wipeout all previous data; it will amend previous data. 

Note (Deletion): The system cannot however track deletion to source information. (Example: You upload a file with 30 transactions and then you delete 15 of them and re-upload. The system will maintain 30 transactions). If you wish to overwrite all prior data you should delete the associated fuels (deleting a fuel deletes all transactions under it) then re-upload. 

Note (Business Partners): You must first add Business Partners to your organization before using them on XML. For Not Applicable business partners use the number “00000000” this option is for the category of production only. 
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No Validation Errors 

1. Click “Ok” 
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With Validation Error

The errors will be shown on the bottom. Correct the errors and then re-upload. The fuels and transactions that passed the validation will still go through. 

Note: If you have an error such as incorrect Quarter/Year/Organization heading the file can be reject all together. An error will inform you of this reaction. 
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To access: Click the Upload Documents text on the Fuel Details Page to expand

6.3 Upload Documents

This section is to be used to upload any supporting document for the fuel report.
1. Click Browse 

2. Select a file and click open 

3. Add any comments in the “Remarks” field 

4. Click Upload Document 

To Delete 

1. Click the “x” icon on the document line in the gird

2. Click okay on the popup 

To Download 

1. Click Download on the document line in the grid 

2. Click okay to begin download

Section 7. Report Submission 

The purpose of this section is to demonstrate how submit a quarterly fuel report. 

The primary end users of this section are an organization account users with signatory authority permission.
[image: image25.png]LCFS Home | Organization Profile | User Profile | LCFS Report

Welcome: Trinity Technology Group for Demo Organization

FS Reports

Select the reporting year for which you would like to view or enter data.

O Al Reports f it
Report options: G TR

Quarter | Report Status Begin Report Request Correction _ Submit Report
2011 4 Report has not been created No Begin Report

2011 3 Report has not been created No Begin Report

2011 2 Report has not been created No Begin Report

2011 1 Open No Goto Report Details Submit

Annual Report Submission
CFS Home Visit ARB LCFS Page Back to Top





To Access: Click the LCFS Reports Tab

1. After completing a fuel report select that quarter 

2. click the Submit  button on the quarter line on the grid 

Note: The Submit button appears for all users in order for the purpose of review. Only quarters that have had a report start (via Begin Report link) will have an available “Submit” button. 
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Legal Responsibility:

1, Trinity Technology Group, as person with Signatory Authority, am submitting this report on behalf of Demo Organization, with the
understanding that the information contained in this report is considered an official submission to the Alr Resources Board for purposes of compliance
with the Low Carbon Fuels Standard (LCFS) regulation.

Furthermore, by submitting this report, I understand that I am bound by, and authenticate this record, and attest to the statements contained within.
Talso understand that submitting or attesting to false statements may constitute a serious crime, punishable under the California Penal Code, or other

criminal offenses punishable under state, municipal, or federal law. I certify that information supplied herein is correct and that I have the authority by
the company identified herein to submit this report.

Submit Quarterly Report | Back To Reports Home

Visit ARB LCFS Page Back to Top





To Access: Upon click the submit button you will be taken to this page.

1. Add any comments into the “Comments” Box 

2. Click Submit Quarterly Report 

Note (User Roles): Signatory Authority regulates who can submit the quarterly report. This current page is the view for an Administrator with Signatory Authority. The Submit Quarterly Report button will be inactive for users without signatory authority. 

Note (Submission Date): Only after the end of a quarter will a report be available to be submitted. 

Section 8. Corrections
The purpose of this section is to demonstrate to complete the corrections process.

The primary end user of this section would any organization account user that is either a Contributor or an Administrator.
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To Access: Click LCFS Reports Tab

1. Select a report that has already been submitted

2. Click Request Correction on the quarter line in the grid

[image: image28.png][Request Correction Confirmation

Progress” state and wi
resubmission.

In order to complete your correction request please fill out the box below detailing the corrections that you need
to make.

Reason for correction




3. Fill out the Request Correction Confirmation Form 

4. Click Proceed

The quarter report will be unlocked and you can proceed like you would for an initially created report. A resubmission is required. 
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