Air Certification and Emissions Electronic Reporting (ACE) Manual

Air Emissions Electronic Reporting
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Air Emissions Electronic Reporting

Introduction

Organizationally, this ACE manual has an Introduction and five sections. The Introduction cites the regulations from
which ACE derives authority. It then explains how to become an authorized user, describes the various roles, how to
make personnel changes to those roles.

Section | provides the initial Logon steps to get into ACE, which are referred to throughout the manual. Then, the Section
provides the steps to follow in order to enter data into

1. Emission Statement ‘Processes,’

2. Contaminant Emissions associated with ‘Processes,’

3. Emission Statement ‘Fuels’

4. Validating Reports and

5. Flag Reports for Submission.

Section 11 provides the steps for the Responsible Official (RO) to submit completed reports to DAR. Only individuals
designated as an RO can submit a report.

The Addendum is for the returning or on-going user. Within it are helpful suggestions on how to review data and use the
Summary Reports for decision-making and provides suggestions FACILITY management to use ACE data results in
assessment, problem-solving and decision-making.

Disclaimer
ACE is an electronic data transfer system. This means that a report submitted through ACE does not guarantee that the
submittal is complete, correct or timely. DAR reviews all reports and issues the final compliance determination.

This ACE Emissions Manual complies with 6 NYCRR Subpart 202-2.4(d) Procedures section. Title V facility owners or
operators are required, under 6 NYCRR Subpart 202-2.4(d), to base their emissions data on the method which results in
the best possible emission estimate.

The emissions format used in this manual follows the same steps as the Title V Facility hard copy permit process. All data
required to complete the forms, such as the Standard Classification Codes (SCC) can be accessed within ACE.

Once an application to use the Air Certification and Emissions electronic reporting system (ACE) is accepted
by New York State Department of Environmental Conservation (NYSDEC) Division of Air (DAR), users are
granted the rights to ACE and given a unique password and user identification name in the system. This
information should be kept private and secure by facility owners or operators. Abuse or misuse of the
system will automatically remove the applicant’s rights to use the system.
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Getting Started
Authorized Users and Roles

To become an authorized user of the system, facilities must apply to the Department, and be registered into the ACE
system. Only authorized users will be allowed access to ACE. Use of ACE requires prior application to and registration
with NYSDEC. The application can be found and downloaded at http://www.dec.ny.gov/chemical/4754.html.

Only individuals identified in the initial application will be granted rights to become authorized users although it is possible
to replace, add or remove authorized users from the initial application. This process is discussed below under ‘Personnel
Changes.’

All authorized users have roles assigned to them by the Title V facility owner and/ or operator during the initial application
process. The Air Emissions Electronic Reporting roles are emission statement editor, emission statement reviewer, and
responsible official, as follows:

Emission Statement Editor (ESE)
The ESE is an Authorized User who enters and edits the data for a specific emission statement. The RO may also fulfill the
role of and complete the tasks of the ESE.

Emission Statement Reviewer (ESR)

The ESR is an Authorized User assigned “read only” access to ACE in order to inspect data for accuracy. The Reviewer is
not a required role. DAR highly recommends that a Reviewer be assigned, in order to provide the facility an opportunity
to review the emission statement.

Responsible Official (RO)

The RO is a required Authorized User role. A facility must have at least one RO (there can be multiple ROs) on record
with DAR for the ACE system at all times. Without an authorized RO, a facility cannot submit a report. The RO may fulfill
the functions of the ESE and ESR.

The RO is any person(s) who performs policy or decision-making functions and is authorized to legally represent a
corporation, partnership, sole proprietorship, or government entity that operates a facility subject to the provisions of 6
NYCRR 201-2(b)(28) regarding the accuracy of the electronically submitted reports.

The authorized RO is
1. Able to enter or edit data like a ESE
2. The only person who can sign off on all prior work,
3. Legally responsible for the accuracy of all information in the form, and
4. The only person with authority to submit compliance certification reports or emissions statements.

Personnel Changes

At any time a Title V facility may change their ESE, ESR, or RO. Changes should be submitted, in writing (whether by
mail or electronic mail) to the DAR.

Requests to change or update existing Authorized Users or roles of CCE, ESE, CCR or ESR status can be done
electronically using an email template. The email template is accessed as follows:

1. Logon to ACE using the instructions sent by email,

2. Go to the ‘My Facilities’ screen,

3. Select a facility (which takes the user to the ‘Facility’ screen),

4. Select the ‘Need to add/modify user account? option listed at the bottom left side of the screen.” An email template
appears,

5. Enter information and email the request to DAR.

The system only requires that a facility have an authorized RO. Other roles are optional. There must always be at least
one authorized RO entered in the system at all times for a facility.
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Requests to change or update an existing RO can only be done by informing DAR of the intent to change the RO, then
completing and submitting a new application for the new RO in hard copy to DAR for authorization, following the same
procedure above. The application is found at http://www.dec.ny.gov/chemical/4754.html.

DAR must accept and authorize the new RO user request before changes in the existing authorized RO will be allowed.
To avoid potential submission delays, a facility may choose to assign more than one RO.
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Section |
1.0 Initial Data Entry

Each new Authorized User will receive from the Department an initial confirmation email with the correct web address, a
user name and password. This information should be kept private and secure by the facility. Abuse or misuse of the
system will automatically remove the authorized user’s rights to use the system.

If the user has not received a user name and password, or if any problem is experienced with ACE that cannot be
resolved, please contact DAR by email at ereport@gw.dec.state.ny.us or by phone at 1-518-402-8401.

1.0.1 Logon by All Authorized Users

Initially, all users follow the same sequence of steps (through Step 3) for both Compliance Certification and Emissions
Inventory reporting. At Step 3, the user decides to work on either Compliance Certification or Emissions Inventory
reports. This manual provides step by step instruction for emissions reports.

Note: ACE locks the user out after 20 consecutive minutes of inactivity to protect data. Once ACE “locks”
the interface, users are required to log back into the system. The user is prompted to re-login.

Step 1: Logon Go to the web address provided in the initial confirmation email from DAR to access initial login page for
ACE (Picture 1).

Picture 1

The first time an Authorized User accesses ACE, they complete the login by using the user name and password provided
in the confirmation email from DAR. Once logged into the system, first time users are prompted to change the initial
password for security purposes and use their new password to enter ACE.

Entering the new password takes the user to the ‘My Facilities’ screen which lists the facility names and DEC ID#s
associated with that the user.

The ‘My Facilities’ screen is the default program page. An Authorized User is automatically returned to this page after
using the ‘Help’ option in the menu found under the Department logo.

Step 2: Select the DEC ID of the facility (Picture 2).

Picture 2

The ‘Facility’ screen appears showing the permit numbers issued to each facility (Picture 3).
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1.1 Emission Statement ‘Processes’ Steps

1.1.1 ‘Processes’ data entry
Step 3: Select the Emissions Statements tab (Picture 3).

Picture 3

Step 4: Select ‘Start’ listed under the Action column (Picture 4).

Picture 4

ACE ELECTRONIC REPORTING

James Hogan @

Air Emission Inventary Respansible

Ri Start Date < | Report End Date

a0/z010 123102010 0411512011 Qverdue

Start

The Annual Emissions Statement screen appears showing a ‘Processes’ tab and a ‘Fuels’ tab (Picture 5). On the left
side of the screen a Report Summary includes the time frame for this data reporting period.

Step 5: Select ‘Processes’ (Picture 5).

Picture 5
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Step 6: Select a process from the Process ID column located on left side of the chart (Picture 6).

Picture 6

AN

A Process screen opens showing data entry fields (Picture 7).

Step 7: Enter data into all fields (Picture 7).

‘Annual Throughput’ and data for all other required fields on this screen are provided by the facility.

Picture 7

N =
\—J

P—
\

N

\w—l

NOTE: A facility may track ‘Actual Emissions’ using a monitoring program, in which case they have a specific numerical
amount. Otherwise, ACE calculates Actual Emissions contaminants based, in part, upon Annual Throughputs. Further

explanation is worthwhile.

‘Actual Emissions,’ found on page 10 in the Contaminant Emissions screen (Picture 15), is a required field in emission
reporting. Actual Emissions can be determined by one of two methods and the method determines the choice of the

‘How Determined’ field in the ‘Contaminant Emissions’ screen.
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One method is when emissions data is collected by the facility, such as with CEMS monitoring. ‘Actual Emissions’ based
upon monitoring data is considered direct and emissions quantities are accurate.

The choice of the ‘How Determined’ field in the ‘Contaminant Emissions’ screen for direct entry requires a selection of
either:

1. ‘Best Engineering Judgment’,

2. ‘Continuous Stack Monitoring’,

3. ‘Modeling, Emission Estimation Software’ or

4. ‘Material Balance Calculation Or Fuel Analysis.’
Then, no data can be entered in the ‘Emission Factor’ and ‘Source’ fields.

The second method is when ACE calculates ‘Actual Emissions’ based on Annual Throughputs and data from, for example
the EPA Clearinghouse for Inventories & Emission Factors. ‘Actual Emissions’ quantities based on ACE calculations are
considered indirect. These quantities tend to be greater than direct monitoring results since EPA’s inventory reflects
data gathered from many sources which vary in age.

The choice of the ‘How Determined’ field in the ‘Contaminant Emissions’ screen for indirect ACE calculations requires a
selection of either:

1. ‘Manufacturers Guarantee’,

2. 'Published Emission Factors’,

3. ‘Stack Test of Emissions’,

4. ‘' Stack Test of Emissions from Geometrically Similar Emission Source’, or

5. ‘Stack Test of Emissions from Identical Emission Source’.

‘Emission Factor’ and ‘Source’ fields are required fields when using indirect methods of calculating emissions. Therefore,
enter data for both fields.

This will be reviewed in Step 14, page 15.

Step 8: Select ‘Save and Validate’ (or ‘Save’ for quick storage without validating the data) when all fields
are complete (Picture 8).

DAR highly recommends saving continuously using ‘Save and Validate,’ throughout the data
entry process.
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Picture 8

Process Summary Annual Throughput
[to | TONS SOLVENTIN COATING [ Pracess Not Reported
Process D o0A
Process Type: Industrial Annhuzl Averages
Emission Unit: 100022 |20 |Huurstay |5 |Day5N\l’eek Weeksf‘riaar
validated: MO

Seasaonal Operation (%)
RE |Dec-Feb 13 | Mar-ay |30 |Jun-aug |38 Sep-Nov

(&) 0Known Errors

ShowfHide Details

Peak Ozone Season Averages (June, July, and August)

|1B |Huurstay |5 |Day5N\l’eek TUtaIDayS

Carbon Monoxide Season Averages (December, January, and Februani

|20 |HuursIDay |5 |Day5N\l’eek TUtaIDays

Emission Point(s): Meed to correct erission point data? Contact us
0o0z3
Control Device(s): Meed to correct control device data? Contact us

Mo control device(s) found.

Contaminant Emissions

CAS Nurnber Contarinant Narme Actual Emmission (Ibsfyr) How: Deterrined Emission 4

Cancel Save Save and Validate

‘Save and Validate’ identifies and explains all errors up to that point, making it easier to quickly correct an error.

When the data is correct, a yellow banner shows across the top of the screen with the words, “Condition save and
validate successful” (Picture 9).

Picture 9

—

If the data is incorrect a pink banner shows across the top of the screen with an explanation of the errors so that
corrections can be done immediately (Picture 10). In this case, as a safeguard, DAR recommends using ‘Save’ to ensure
the data entered up to that point is saved.

Picture 10

N—]
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1.1.2 ‘Contaminant Emissions’ Data Entry

DAR knows the contaminants associated with all combustion processes. Therefore the Facility is not required to, although
they can, enter that contaminant data into the ‘Contaminant Emissions’ portion of the report.

If the Facility does not enter contaminant data, DAR calculates the contaminate data based on Annual Throughputs and
data from AP-42 (EPA Clearinghouse for Inventories & Emission Factors.)

All contaminant emissions associated with permit processes are reported to NYSDEC DAR by completing the ACE
Contaminant Emissions section located at the bottom of the Process Summary screen (Picture 11).

Picture 11
Process Summary Annual Throughput
10 TOMNS SOLVENT IN COATING [ Process kot Repaorted
Pracess ID: 004
Process Type Industrial Annual Averages
Emission Unit: 00022 20 HoursiDay | DaysitVeek 49 Weeks/fear
Validated: NGO

Seasonal Operation (%)
19 Dec-Feb |13 Mar-May |30 Jun-Aug |38 Gep-Moy

() 0 Known Errars

ShowiHide Details

Peak Ozone Season Averages (June, July, and August)
16 HoursiDay |5 Daysiteek 75 Total Days

Carbon Monoxide Season Averages (December, January, and Fehruangd
20 HoursiDay |5 DaysiVeek 55 Total Days

Emission Paint(s) Meed to correct emission point data? Contact us

oon2z

Control Device(s) reed to correct control device data? Contact us

Mo control device(s) found.

i

Contaminant Emissions \_

N

€

Before leaving this screen, please note the Show/Hide Details link, located on the left side
under the Process Summary (Picture 12).

Show/Hide Details is useful to a first time user who may not know what contaminants to report (Picture 12).

Picture 12
UANIES 1 IUYAN, A LSS0 EEHUTY 1S3 pUIS IS Untial &
Process Process 4 of 8 «) Previous | Next (» |= Report Home

Process Summary Annual Throughput

10 TONS SOLVENT IM COATING [ Frocess Mot Reported
Frocess D 004
Process Type Industrial Annual Averages
Erission Unit U-00022 20 HoursiDay |5 Daysheek 48 Weeks/vear
Walidated [R1s]
@ 0kKnown Ermars Seasonal Operation (%)

. 19 Dec-Feh |13 Mar-May |30 Jun-Aug |38 Sep-hoy

ShawiHide Details \r_

Peak Ozone Seasoh Averages (June, July, and August)

16 HoursiDay |5 Daysivfesk |75 Total Days

Carhon Monoxide Season Averages (December, January, and Februany)

20 HoursiDay |5 Daysivyesk |55 Total Days
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‘Show/Hide Details’ provides (Picture 13)
1. A description of the process,
2. The SCC with description and the fuel type listed in the existing permit, and
3. An email contact to correct errors.

Picture 13

Process Process 4 of 8 ) Previous | Next ») |= Report Home

Process Summary Annual Throughput
[0 | TONS SOLVENT IN COATING [ Process Not Reported

Process D o0A
Proces I} Industrial AﬂnualA\"EragES
Emiss M hit 100022 HoursiDay |5 |paysiwiek |49 |weeksear
Validat MO

Seasonal Operation (%)
[19 |Dec-Fel [13 |Marttay (30 [ dun-sug (38 Sep-Now

@ Mrrors

ShowiHide Details

- Process Description:
-——/ Peak Ozone Season Averages (June, July, and August
CAMN SIDE SEAM STRIPE WELDING LIME #2
HoursiDay ‘5 |Daysfu’\ieek |?5 |T0ta| Days
) , scc
[
/ 4-02-017-25 METCAN COATSIDE SEAM SPRAY Carbon Monoxide Season Averages (December, January, and February
HoursiDay ‘5 |Daysfu’\ieek |55 |Tnta| Days
SCC Description:
/ SURFACE COATING OPERATIONS
SURFACE COATING CPERATIONS - METAL CAN Emission Point{s) Meed to correct emmission point data? Contact us.
COATING
Side Seam Spray Coating 0ooz22
- Meed ta carrect process data? Contact us .
—/ Control Device(s): Meed to correct control device data? Contact us,

These details may help a first time user complete the Contaminant Emissions fields located at the bottom of the screen
(Picture 14).

Step 10: Select the green button located in the lower right of the Process Summary Screen (Picture 14).

Picture 14

Contaminant Emissions

An ‘Add Contaminant’ screen opens (Picture 15).

Contaminant data is usually available at the facility and most first time users will find the ‘Select Contaminant’ choice
provides them with what they want. Therefore step by step instructions are for using ‘Select Contaminant.’

However, it is possible to search the database using the Contaminant Name or the Chemical Family name. The more
experienced editor may want to use either of these methods on occasion.
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Picture 15

Step 11: Choose ‘Select Contaminant’ located under the CAS Number data field (Picture 16).

Picture 16

A screen appears listing the over 4300 contaminants in the AFS data base (Picture 17).
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Picture 17

Add Contaminant
Frocess ID: 004

Find a contarinant by using the provided filters, then click the radio button next to the CAS nurber to select it

CAS Mumber Contaminant Name Chemical Family Il Filter ‘:.,-' Clear ‘:.

000065-30-6  PYRIDINE, 3-(1-METHYL-2-PYRROLIDIMYL), (5)-, SULFATE  PARTICULATES

VOLATILE ORGANIC
COMPOUNDS

000075-TE-3  TETRAMETHYLSILANE

HANTHYLIUM, 9-(2-CARBOXYPHEMNYL)-3,6-
BIS{DIETHAMING)- CHLORID
BEMNZALDEHYDE 4- (2-CHLOROETHYL)METHYLAMING VOLATILE ORGANIC

PO0OBA315 . br2cLiio CRNFEUNDE

0googt-g8-9 PARTICULATES

To find a specific contaminant in the ACE database, continue with Step 12.

Step 12:
A. Copy the contaminate name from the bulleted list into the ‘Contaminant Name’ field (Picture 18).

As the letters are typed, ACE fills in possible contaminate names that match what is entered into the field at that point.
The more specific the contaminant name, the narrower the search.

B. Select ‘Filter’ (Picture 18).
A list of contaminants matching the entry appears.

Picture 18

—

Step 13: Select the bullet by the correct Contaminate Name (Picture 19).

Page 14 of 54  4/22/2014 3:11 PM



Picture 19

Add Contaminant
Frocess ID: 00A

Find a contaminant by using the provided filters, then click the radio button next to the GAS number to selectit

CAS Number Contaminant Mame Chemical Family ' Filter | Clear |
L L S

\ | [Formaldenyde |

o ueaE1pgrg FORMALDEHYDEPOLYMER WINONYLPHENOL, REACTPROD.  VOLATILE ORGANIC
VUDIETHANOLA COMPOUNDS
O 000080-00-0  FORMALDEHYDE YOG AND HAP

YOLATILE ORGANIC
—/ o 000075-92-3  FORMALDEHYDE BISULFITE COMPOUNDS

The ‘Add Contaminant’ screen re-appears to continue the reporting steps (Picture 20).

Picture 20

Next, complete the ‘How Determined’ field, temporarily skipping the ‘Actual Emission’ field. This ‘How Determined’ field
is where the previous discussion after Step 7, page 15-16 applies.
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Section 1.1.3 Completing the ‘How Determined’ Field

Recall that the ‘Contaminant Emissions’ screen is where the ESE establishes how the actual emissions are reported (direct
monitoring or indirect ACE calculation) and then selects the appropriate ‘How Determined’ choice. Since the next few
steps may be confusing to a first time user, the ‘How Determined’ steps are separated into 2 distinct and exclusive
methods, ‘direct’ monitoring reporting and ‘indirect’ ACE calculation reporting. The steps being with direct monitoring
reporting.

When a facility plans to use direct monitoring values, follow Step 14 ‘How Determined’ through Step 18, page 17.
When a facility plans to use ACE to /ndirectly calculate the emissions amount go to Step 19 through 22, page 22.
1.1.3.1 Completing the ‘How Determined’ field using Direct Emissions Monitoring Reporting
The choice of the ‘How Determined’ field in the ‘Contaminant Emissions’ screen for direct entry requires a selection of
either: ‘Best Engineering Judgment’, ‘Continuous Stack Monitoring’, ‘Modeling, Emission Estimation Software’ or ‘Material
Balance Calculation Or Fuel Analysis.’
Then, no data can be entered in the ‘Emission Factor’ and ‘Source’ fields.
Step 14: Enter one of the following direct methods into the field:

1. ‘Best Engineering Judgment’,

2. ‘Continuous Stack Monitoring’ or

3. ‘Material Balance Calculation Or Fuel Analysis.’

4. ‘Modeling, Emission Estimation Software’ (Picture 21).

Picture 21

Add Contaminant

Frocess ID; 004

CAS Mumher

Select Contaminant

Actual Emission
Ihsiyear

How Determined
|besl
-/j BEST ENGIMEERING JUDGEMENT

Emission Factor Saurce
Ibsithroughput unit |

Contral Efficiency (%) Capture Efficiency {%)

Complete Step 15 when Control Devices are used (Picture 22). Otherwise proceed to Step 16, Direct ‘Actual Emission’
Data Entry.
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Step 15:
A. Complete the ‘Control Efficiency’ and ‘Capture Efficiency (26)’ fields (Picture 22) and
B. Select ‘Submit’ located in the lower right of the screen (Picture 22).

Picture 22

The Process Summary screen reappears.

The next step in direct monitor reporting is to complete the ‘Actual Emissions’ field. ‘Actual Emissions’ data is the last
step before entering ‘Contaminant Emissions’ data or going to the ‘Fuels’ section.

1.1.3.2 Direct ‘Actual Emission’ Contaminant Data Entry

Step 16: Enter the exact quantity of total contaminant emissions in the ‘Actual Emission’ field (Picture 23).

Picture 23

=

Step 17: Select ‘Submit’ in the lower right of the screen (See Picture 24).
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Picture 24

The Process Summary screen reappears with the Contaminant Emissions data (Picture 25).

Step 18: Select ‘Save and Validate’ (Picture 25). Again, DAR recommends using ‘Save and Validate’ throughout the
data entry process to catch and resolve potential errors immediately.

Picture 25

!

This completes the steps for direct contaminant data entry. To add additional Contaminant Emission data under the
specific process ID you are currently in, repeat the previous steps.

Go to Step 26 (Page 25).
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1.1.3.3 Completing the ‘How Determined’ field using Indirect ACE Calculated Contaminant
Emissions Reporting

This Section provides the steps for when ACE calculates ‘Actual Emissions.” Remember the calculated value is considered
indirect and tends to be greater than direct monitoring results (Step 7, page MM). Actual data is not used.

The ESE completes the ‘How Determined’ field in the ‘Contaminant Emissions’ screen based upon indirect ACE
calculations by selecting either: ‘Manufacturers Guarantee’, ‘Published Emission Factors’, ‘Stack Test of Emissions’,

* Stack Test of Emissions from Geometrically Similar Emission Source’, or ‘Stack Test of Emissions from Identical Emission
Source'.

Step 19: Enter one of the following indirect methods into the field:
‘Manufacturers Guarantee’,

‘Published Emission Factors’,

‘Stack Test of Emissions’,

‘Stack Test of Emissions from Geometrically Similar Emission Source’, or
‘Stack Test of Emissions from Identical Emission Source’ (Picture 26).

aprONPE

Picture 26

A drop down menu screen entitled ‘Selected Items’ appears (Picture 27).

Step 20: Complete both A and B
A.) Select the bullet left of the ‘Description’ (picture 27). Again, these can only be either ‘Manufacturers
Guarantee’, ‘Published Emission Factors’, ‘Stack Test of Emissions’, ‘Stack Test of Emissions from Geometrically
Similar Emission Source’, or ‘Stack Test of Emissions from Identical Emission Source.’
B.) Choose ‘Select’ at the bottom left of the screen (Picture 27).
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Picture 27

l
|

N
A

The Edit Contaminant screen reappears.

‘Emission Factor’ and ‘Source’ fields are required fields when using the indirect ACE calculated emissions. Therefore, enter
data for both fields.

Step 21: Enter data in the ‘Emissions Factor’ field and the ‘Source’ field (Picture 28).

Picture 28

Edit Contaminant

Frocess [D: 004

CAS Mumber
FORMALDEHYDE (3-VOC AND HAP)

Actual Emission
Ibsfyear

How Determined
PUBLISHED EMISSION FACTORS a

Ernissian Factor Source
Ibsthraughput unit e

-
Control Ifncy (%) Capture Efiiciency (%) ‘l]

The ‘Source’ field can also be completed selecting the symbol to the right of the ‘Source’ field (Picture 29).

Cancel Submit
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Picture 29

Edit Contaminant

Frocess ID: 004

CAS Mumber
FORMALDEHYDE (9-¥0C AND HAF)

Actual Emission
Ibstyeat

How Determined
PUBLISHED EMISSION FACTORS cQ

Ermigsion Factor Source
Ihsithraughput unit 2

Control Efficiency (%) Capture Efficiency (%) ‘I]

Cancel Submit

A drop down menu appears (Picture 26) from which the ESE chooses the bullet to the left of the correct ‘Description’ and
then chooses ‘Select’ located at the bottom left of the screen to finish the edits and close the screen (Picture 30).

Picture 30

The Edit contaminant screen reappears. When Control Devices are used, continue with Step 22.
Step 22:

C. Complete the ‘Control Efficiency’ and ‘Capture Efficiency (%6)’ fields (Picture 31) and
D. Select ‘Submit’ located in the lower right of the screen.
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Picture 31

Tr T

The Process Summary screen reappears.

The next step is to complete the ‘Actual Emissions’ field. ‘Actual Emissions’ data is the last step before entering
‘Contaminant Emissions’ data or going to the ‘Fuels’ section.

Section 1.1.4 Indirect Calculated ‘Actual Emission’ Contaminant Data Entry for Emissions
Reporting

This section provides the steps to complete ‘Actual Emissions’ when ACE is used to indirectly calculate ‘Actual Emissions.

Recall from Step 7 page 7 that ACE can indirectly calculate an ‘Actual Emissions’ amount based on Annual Throughputs
and data from, for example, the EPA Clearinghouse for Inventories & Emission Factors.

The choice of the ‘How Determined’ field in the ‘Contaminant Emissions’ screen for indirect ACE calculations requires a
selection of either:

1. ‘Manufacturers Guarantee’,

2. ‘Published Emission Factors’,

3. ‘Stack Test of Emissions’,

4. ‘Stack Test of Emissions from Geometrically Similar Emission Source’, or

5. ‘Stack Test of Emissions from Identical Emission Source’.

A calculator symbol, located in the upper right corner of the Contaminant Emissions screen between the green circle and
the image of two pages, is used to calculate emissions.

Step 23: Select the calculator symbol located between the page symbol and the green circle (Picture 32).

Page 22 of 54  4/22/2014 3:11 PM



Picture 32

Carbon Monoxide Season Averages (December, January, and February)

[0 JHoursmay s | Daysavesk [s5 | Total Days

Emission POiﬂt(S). heedto correct emission point data? Contact us.
0002z
Control Device(s) Meed to correct control device data? Cc - 5t us.

Mo control device(s) found.

Contaminant Emissions

i ermined
9 000050-00-0  FORMALDEHYDE PUBLISHED EMIZSION FACTORS 2 Delete
: Cancel Save Save and Validate

When ACE completes the emissions calculations, a yellow banner with ‘Emissions Calculated’ appears (Picture 33).

Picture 33
Carbon Monoxide Season Averages (December, January, and Februany)
|20 |HDursIDay |5 |Day5N\l’eek |55 |TotaIDays
Ernission Point{s): Meed to correct ermission point data? Contact us
00023
Control Device(s) Meed to correct control device data? Contact us

Mo control device(s) found.

Contaminant Emissions

-/ Emissions calculated.

Number | Contaminant Name | Actual Emission (lhsyr) etermined Ernission Factor | Action
9 000040-00-0 FORMALDEHYDE 76 PUBLISHED EMISSION FACTORS 2 Celete
: Cancel Save Save and Validate

Step 24: Select ‘Save and Validate’ (Picture 34). DAR recommends using ‘Save and Validate’ throughout the data
entry process to catch and resolve potential errors immediately.
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Picture 34

20 Hours/Day |5 Daysivesk |55 Total Days

Emission POiﬂt(S). [eed to correct emission pointdata? Confact us.

o002z

Control Device(s) Meed to correct control device data? Contactus.

Mo control devicels) found

Contaminant Emissions (%]

Emissions calculated.

MHumnber | Contaminant Name | Actual Emission (bshr) etermined Ernission A
000050-00-0  FORMALDEHYDE 7.6 FUBLISHED EMISSION FACTORS 2 Delete
Cancel Save Save and Yalidate

The Process Summary screen reappears (Picture 35).

This completes the steps for indirect ‘Actual Emission’ Contaminant Data Entry using calculated contaminant
emissions values. To add more Contaminant Emission data under the specific process ID you are currently in using ACE
calculation, repeat steps 19 A through 19 B until all Contaminate Emissions data entries for this specific process ID are
complete.

When all contaminate data is entered, continue to Step 25.

Step 25: Select ‘Report Home’ in the top right corner of the Process screen (Picture 35).

Picture 35
James Hagan, Alr EMISSIon INventary Kesponsin I -
Process Pracess 4 of 8 ) Previous | Next () {= Report Home
Process Summary Annual Throughput
[38  |TONS SOLVENT IN COATING [ Process Mot Reparted
Frocess D 004
Process Type: Industrial Annual Averages
Ermission Unit U-00022 20 |HoursiDay |5 |Daystwer (48 |weeksiear
validated: YES
@ 0 Known Errors Seasonal Operation (%)
[19 |Dec-Fen 13 |Mar-tay |30 |oun-sug |38 Sep-Nov

ShowHide Details

Peak Ozone Season Averages {June, July, and August)

|16 |HUurstay |5 |DaysiWeek TulaIDays

Carbon Monoxide Season Averages (December, January, and Februang

|20 |H0ureray |5 |Days)‘\p’\ieek TDtaIDays

Emission Point(s): Meed to correct emission paint data? Contact us.

o002z

Control Device(s) Meed to correct control device data? Contact us.

Mo control device(s) found

Contaminant Emissions @

Number | Contaminant Mame | Actual Emnission {lk ow Determined
9 000050-00-0 FORMALDEHYDE T8 FUBLISHED EMISSION FACTORS 2 Delete
Cancel Save Save and Yalidate
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‘Report Home' brings the user back to the ‘Annual Emission Statement’ screen (Picture 36).

Picture 36

Home Help

James Hogan, Alr Emission Inventary Responsible Official

Annual Emission Statement [7] Facility Home

RODOFT Summary Pl Download Template o Import Report __.- Validate Report : Initiate Submission - View/Print Report
Reporting 0140172011
Period -123152011

Processes Fuels

Status: In Frogress

Filter by Process ID: | Filter | Clear

[ue Date: 041162012

Elag Report For Subimission

Emissions Sumtmary

Fuel Summary = E
@ 0 Known Ertors ooz Combustion/incineration  3-90-006-39 MATURAL GAS GEMERAL U-00009
[ arsion History oos Combustion/incineration 3-90-008-89 NATURAL GAS: GENERAL U-00012

. 4-02-017-99 MET.CAN COATINGNOT

nog Industrial CLASSIFD U-0001 4 M YES YES
Fac|||ty Details 04 Industrial 4-02-017-25 MET.CAN COATSIDE SEAM 00032 NO vES vES
SPRAY

SILGAN CONTAINERS CORP - LYONS

. 4-02-017-25 MET.CAN COATSIDE SEANM
PLANT D0B Industrial aER 1-00032 O MO NO
BET3 LYOMS MARENGO RD . 4-02-017-25 MET.CAN COATSIDE SEAM
LYONS, Ny 14489 oo Industrial SPREY U-00042 MO MO MO

Step 25 completes the series of steps to enter calculated emissions contaminant data in ‘Processes.’
The next step is to enter data in ‘Fuels.’ Section 1.2, page 21 provides the steps to enter data in ‘Fuels.’

Facilities that do not have combustion sources have no fuel data entry. Please continue to Section 1.3 Step 33, page 31
to validate the reports, correct any errors and notify the RO the reports are ready for submission.
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Section 1.2 Emission Statement ‘Fuels’ Data Entry Steps

A facility completes the Fuels section of the Emission Statement when a Combustion process is used during the reporting
period. To begin data entry in ‘Fuels,’ follow Steps 1 to 4 from pages 3 to 5.

1.2.1 ‘Fuels’ data entry
Step 26: Select ‘Fuels’ tab (Picture 37).

Picture 37

1]

A report screen appears. ‘No Records Found’ indicates no information has been added to the selected report (Picture
38).
Picture 38

The next step will be to add fuel type data.

Step 27: Select the green circle under the arrow (Picture 39).
Picture 39 |
|

A4

A Fuel Usage screen opens (Picture 40).
Picture 40
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The next step is to enter ‘Fuel Type’. There are two ways to enter Fuel Type. First time users may not recognize the
terms used in ACE. Therefore, the manual provides the as if the fuel name is not known.

Step 28: Select the magnifying glass located to the right of the ‘Fuel Type’ field; (Picture 41)
A screen listing forty-three classifications of fuels opens. ACE lists 20 types of fuels per page alphabetically.

l

Picture 41

Step 29: Complete both A and B.
A. Select the bullet associated with the fuel type (Picture 42),
B. Choose ‘Select’ located under the bullets (Picture 42).

Picture 42

Select items:

Showing 1 to 20 of 43

~ Name
ANTHRAGITE COAL

BITUMINOUS COAL
COKE

WOoOD

QTHER SOLID FUELS
MUMBER 1 QIL
MUMBER 2 0IL
MNUMBER 4 OIL
MUMBER & OIL
NUMBER 6 OIL

[ I T e M A s R i

OTHER LIQUID FUELS

l—!

A ‘Fuel usage’ screen opens again.

Alternatively, if the ESE knows the fuel name, the fuel name can be entered directly in the ‘Fuel Type’ field (Picture 43).
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Picture 43

As the letters of the fuel name are typed, ACE fills in possible contaminate names that match what is entered into the
field at that point. The more specific the fuel name, the narrower the search (Picture 44).

The ESE then selects one of the choices or finish entering the name.

Picture 44

Step 24 information is based upon the fuel type selection.
Step 30: Complete the following fields

1. ‘Quantity Burned’,

2. ‘Sulfur Average (%0),

3. Ash Average (%) and

4. Heat Value (Picture 45).

Picture 45

T

ACE establishes set units of measure for Fuel types and therefore automatically generates the units associated with the
fuel selected.
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Step 31: ‘Save and Validate’ (Picture 46).

Picture 46

The yellow banner shows across the top of the screen with the words, ‘Fuel successfully saved and validated’ indicates
the data entered was accepted by ACE (Picture 47).

Picture 47

|

Step 32: Select ‘Report Home’ located in the upper right of the ‘Fuel Usage’ screen (Picture 48).

Picture 48

__I-J~

The ‘Annual Emission Statement’ screen re-appears (Picture 49).
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Picture 49

This completes the steps to enter ‘Fuel Type’ data to ‘Fuels’ reports. To add more ‘Fuels’ data under the specific process
ID you are currently in, repeat steps 26 through 32 until all ‘Fuels’ data for this specific process ID are complete.

The next ESE step is to validate the report. DAR recommends the ESE validate the reports prior to contacting the R.O.
for submitting.
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Section 1.3 Validating a Report

DAR highly recommends the ESE validate all reports before sending them on for submission.

ACE automatically validates all reports during the RO Emission submission process. However, no report submission
continues if, during the report validation, an error is found. This is a major reason why DAR highly recommends using
‘Save and Validate’ continuously throughout the data entry process for both ‘Processes’ and ‘Fuels’ reports.

Therefore, DAR recommends the ESE (or the RO) ‘Validate Reports’ prior to notifying the RO the report is ready for
submission. The rationale is that it is easier to run the validation report to identify errors prior to the submission process
than to have the RO find that processes and fuels contain multiple errors near the last few steps of submission.

To validate a report prior to notifying the RO a report is ready for submission, continue with Step 33.

Step 33: Select the ‘Validate Report’ option (Picture 50).

Picture 50

|
Y

Errors are identified and listed for both ‘Processes’ and ‘Fuels’ data entry (Picture 51).

Picture 51

q—

=

All errors must be corrected before submitting the reports. If there are no errors, continue with Step 47.

If there are errors the ESE will want to edit the reports. Continue with Section 1.4 page 25 to edit ‘Processes’ reports,
Section 1.4.1 page 29 to edit contaminant data and 1.4.2 page 30 to edit ‘Fuels’ reports.

Step 34: Edit the data to complete/resolve the appropriate errors identified from the ‘Validate Reports’.
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Section 1.4 Editing ‘Processes’

On occasion, the ESE or RO will want to edit data in the ‘Processes’. To edit existing data, complete Steps 1-3, pages 3
and 4 and continue with Step 4 below, page 31.

Step 35: Select ‘Continue’ under the Action column (Picture 52).

Picture 52
SIS FUYEn -
Facility
Facility Details
SILGAN CONTAINERS CORP - LYONS Ajr Emission Inventary Responsible Official (AERDY
PLANT
8673 LYONS MARENGO RD
LGN N 5 071401/1993 12/31/1993 047151994 Overdue Start
011012008 12/31/2008 041512010 Being Amended Continue
DEC |D: 8-5428-00006
014012010 123112010 0411512011 0411212011 Under Review View Amend ¢
0140172011 121317201 04/15/2012 In Progress Continue _
Aerie Ussis ) 07110172012 12/31/2012 047152013 Mot Started Start

User Role
The Annual Emission Statement appears showing a list of Process IDs (Picture 53)

Picture 53

Step 36: Select the Process ID to be edited or enter the Process ID in the Process ID field and select ‘Filter’
(Picture 54).

Picture 54

A screen showing the specific Process ID appears.
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Step 37: Select the ID under the Process ID column (Picture 55).

Picture 5

\

The Process Summary screen appears.

Step 38: Change the data in the appropriate field (Picture 56).

Picture 56

RN

Step 39: ‘Save and Validate’ (Picture 57).

Picture 57
(2]

Contaminant Emissions

v Emission Factor | Acti
000124-38-3  CARBON DIOKIDE 50 PUBLISHED EMISSION FACTORS 1 l Delete
Delete

nher [ Contaminant Mame Actual Emis ) | How Determined

PUBLISHED EMISSION FACTORE &

OrY210-00-0 OXIDES OF MITROGEN 60

- . N ¢ \
. Cancel ' Save | Save and Validate

To edit Contaminant Emissions data, continue with Section 1.1.4, Step 36 below.
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1.4.1 Editing Contaminant Data
Complete steps 35 through 39, pages 27 through 30.

Step 40: Select the underlined ‘CAS Number’ located in the lower portion of the Process screen (Picture 58).

Picture 58

-IJ.

An ‘Edit Contaminant’ screen appears (Picture 59).

Step 41:
1. Edit data as necessary (Picture 60)
2. Select ‘Submit’ located in the lower right corner of the screen (Picture 44).

Picture 60

The Process screen reappears (Picture 61).

Step 42: Select ‘Save and Validate’ at the bottom right of the screen (Picture 61).
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Picture 61

FTocess Process 1 of 8 | Next ») {= Report Home
Process Summary Annual Throughput
1,000 MILLION CUBIC FEET BURMED [ Process Mat Reported
Frocess [D: oos
Process Type: CGombustionincineration Annual Averages
Emission Unit  L-00009 20 |HoursiDay |5 |Daysrveek |49 |WWeeksfvear
Yalidated: YES
@ T E o Seasonal Operation (%)
25 |Dec-Fen |25 | Mar-tay 25 [Jun-aug |25 Sep-Nov
ShowHide Details
Peak Ozone Season Averages (June, July, and August)
16 |Hoursioay |5 |Davareek |75 | Total Diavs
Carhon Monoxide Season Averages (December, January, and February
20 |HoursiDay |5 | Davareek |55 | Total Diavs

Emission POiﬂt(S). feed to correct emission pointdata? Contaci us.

ogoog

Control Devioe(s) Meed to correct control device data? Contactus,

DIRECT FLAME AFTERBURMNER WITH HEAT EXCHAMGER

Contaminant Emissions ©

ermined
PUBLISHED EMISSION FACTORS 1 Delete
3 ONY210-00-0 OXIDES OF NITROGEM 6O PUBLISHED EMISSION FACTORS B Delete
Cancel Save Save and Yalidate

To edit Fuel data, continue with Section 1.4.1, Step 43 below.

Section 1.5 Editing ‘Fuels’

Step 43: Select ‘Report Home’ in the upper right side of the Process screen (Picture 62).
(Note: This step assumes the user is already in the system and on the ‘Process’ screen.)

Picture 62
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An Annual Emission Statement Report Summary screen opens, Picture 63.
1.5.1 Edit Emissions Statements Fuel Data
Step 44: Select ‘Fuels’ (Picture 63).

Picture 63

A screen opens that lists all the Fuel Type’s in ACE.

Step 45: Select the fuel for review from the list in the ‘Fuel Type’ column (Picture 64).

Picture 64

A screen opens showing ‘Fuel Usage.’ The next step is to edit the Fuel Type data (Picture 65),
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Step 46: Select the ‘Fuel Type’ to be edited.

Picture 65

Step 47: Select ‘Report Home’ to return to the ‘Annual Emission Statement’ (Picture 66).

Picture 66

Once all the data is edited, reports validated and errors corrected the next step is to notify the RO the reports are ready
for submission.

Step 48: Inform the RO the reports are ready for submission.

Once the RO has been notified, DAR recommends using the ‘Activate Flag Report for Submission’ option found on the left
side of the Report Summary (Picture 67) screen to inform and guide the RO to the specific report ready for submission.

The ‘Flag a Report for Submission’ is a convenient option that alerts the RO for the users of ACE by placing a link on the
‘My Facilities’ screens of all the facility ROs. To flag a report follow step 49 below in Section 1.6.

The ‘Flag a Report for Submission’ is located on the Annual Emission Statement screen (Picture 67).
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Section 1.6 Flag a Report for Submission

Step 49: Select ‘Flag Report for Submission’ located on the left side of the Annual Emission Statement
screen (Picture 67).

Picture 67

A link appears on the RO’s ‘My Facilities screen, and an ‘Initiate Submission’ message appears on the R.O.’s Home screen
alerting the RO(s) the reports are ready for submission (Picture 68).

Picture 68

I

Continue to Section I1I.
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Section 11

2.0 Responsible Official (RO) Report Submission

Report submissions can only be done by a RO. The RO accesses the report by completing Steps 1 through 4 on pages 2
through 4 of Section | in the manual.

Note: Only the RO can submit a report.

Reports are ready for submission when
1. The data is entered,
2. ‘Save and Validate’ is complete and the screen displays ‘Condition Save and Validate Successful,’
3. ‘Validate Reports'’ is finished and
4. All errors are corrected.

Step 52: The RO may review the data, and print or validate any reports before initiating a submission
(Picture 69). Steps to review data are found on Section 11, page

Picture 69 \l\l/ \u

n

Step 50: Select the ‘Initiate Submission’ link (Picture 70).

Picture 70

A screen opens listing the reports ready for submission. ‘Open’ under the ‘Action column links to the report (Picture 71).
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Picture 71

—_—
Step 51: Select ‘Open’ (Picture 72).

Picture 72

. My Facilities

; | DEC ID Facility Name
| |

1-2820-00347

GLOBAL COMPAMIES LLC - INWOOD TERMIMAL
1-4723-02441 MNISSEQUOGLUE COGEN PARTHERS PLANT

2-304-00404 BIG SIX TOWERS INC

Annual Emission Staterments

Reporting Period Due Date Status Action {

The Annual Emission Statement report page opens listing the reports ready for submission

01/0142010- 12312010 0411512011 Qwerdue

Step 53: Select ‘Initiate Submission’ on the top menu. (Picture 73)
Picture 73

A ‘Submission Agreement’ window appears (Picture 74).
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Picture 74

Step 54:
1. Read the Submission Agreement,
2. Check each box to the left of the statements on the screen,
3. Select ‘Next’ located at the bottom right hand of the screen (Picture 75).

Picture 75

Step 55: Select ‘Request Signature Token’ (Picture 76)

(Picture 76)
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A yellow banter appears notifying the RO the signature token was sent to the email address listed on the initial
application (Picture 77).

Picture 77

Ne——o

e

The token is a sting of characters ranging from 26 to 256 (Picture 78).

Picture 78

Step 56:
1. ‘Cut and Paste’ the token into the Signature Token text box (Picture 79) and
2. Select ‘Next,’ located at the bottom right of the screen (Picture 79).

Picture 79
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‘Submission Confirmation’ including a Confirmation Number and Submission Date with time appears in a pop up window.
If the email does not arrive, the user should contact DAR (Picture 80).

Picture 80

Submitting the report to the AFS system is the same as delivering a ‘hard copy’ to DAR. When the report is accepted, the
Screen displays submitted under the ‘Action’ column (Picture 81)

Picture 81

The report can no longer be edited unless it is amended.
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Section 111

3.0 Mass Data Upload

Mass Data Upload can be a time saver for the experienced user. The ESE, or the RO completing the steps of a ESE,
enters ACE by following steps 1 through 5 described on pages 7 to 8. Mass data entry is done at step 6 instead of
entering the conditions manually.

Step 6: Select ‘Download Template,’ in the Report Summary, located at the top, left of center (Picture 91).

Picture 91

4

A Download Template screen opens (Picture 92).
Step 7: Select ‘Download,’ located in the center of the screen (Picture 92)

Picture 92

A zip screen opens. Note the opportunity to verify the report period and report dates before download (Picture 92).
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Step 8: Complete both 8 A and 8 B.
1. Select ‘Save File’ to your desktop, (DAR recommends always saving the compressed folder with the zip files
to your desktop) and
2. Select ‘OK’ (Picture 93).

Picture 93

=

A compressed folder (zip icon shown in Picture 94) containing at least three zip spreadsheet files downloads to your
desktop (Picture 94).

Picture 94

Step 9: Open the Win-zip folder.

First time users may open the file using the WinZip Wizard as follows:

Double mouse click on the WinZip folder,

Select ‘Next’ on the ‘Welcome to..."” using the WinZip Wizard.

The user is prompted to Unzip or install on the ‘What do you want to do?’ screen.

Select ‘Unzip or install from an existing Zip file’ and select ‘Next.’

The user is asked to either ‘Unzip Now’ or ‘unzip to selected folder,’

Select ‘Unzip to selected folder’ and choose your Desktop. Select ‘ok.’

Select ‘Unzip Now’ and then ‘Finish.” A screen will display your desktop. Close the screen.

@~oapoTp

‘Processes.CSV,’ ‘Processes Contaminants. CVS,’ and ‘FacilityFuels.CSV' are located on the desktop (Picture 94). Note:
This manual uses Microsoft Excel for this instruction however any spreadsheet program can be used.
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Picture 95

Step 10: Open the ‘Processes.CSV’ spreadsheet (Picture 96)

Picture 96

Column A, (EPA Process Identifier) and Column P (Is Reported Indicator) contain existing operating information from the
permit data and ASF (Picture 97).
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Picture 97

:,ﬂ:;\‘-, DEde-c BHAE&TVEX ¢ Processes.CSV - Microsoft Excel = A
Home Insert Page Layout Farmulas Data Review View Acrobat @ - = X
= % cut = B B | T Tk g | Avosuns
B -;:Copy Calibri w11 = e = =||®| | SiwrapText General - :Ejl i“‘if ‘_—‘ﬂ Iflm _?\ 'gJ EF:I? um %? ﬁ
Paste : |B o | i5 i5 || B Merge & Center~ ||| $ ~ % » || %8 5%8|| Conditional Format Cell Insert Delete Format Sort & Find &
~  Jf Farmat Painter — £| ey 9 >01| Formatting - a5 Table = Styles - > = = 2 Clear - Filter ~ Select ~
Clipboard e} Font £l Alignment F} Number el Styles Cells Editing
| Al - (2 £ | ePaProcessidentifier E
ha. - | ¢ | B | B | E | 6 | W [ L [N S [ (T, N g P a B iegtS i
1 {EPAProce!TotalThronJunToAug JunToAug JunToAug DecToFeb DecToFeb DecToFeb DecToFeb MarToMayJunToAug SepToNoy AnnualAv. AnnualAv AnnualAv. IsReportedindicator
2 |GT1 1000 3 7 90 8 7 90 25 25 25 25 24 7 52 TRUE
3 |GT3 TRUE
4 [GT5 TRUE
5 |GT7 TRUE
6 |GT2 TRUE
7 |GT4 TRUE
& |GT6 TRUE
9 |GT8 TRUE
an

Step 11: Enter all data for each “Process”.

Alternatively, the ESE could also go through the processes AF7ER uploading in order to change any data as. Picture 98
shows an example of data entered for a specific process.

Picture 98
;'E;-a\‘l Do v RHaVeEX - Processes.CSY - Microsoft Excel SE
Home Insert Page Layout Farmulas Data Review View Acrobat ® - = x
(= y —- E L] mEES = e —
=] AR Calibri - A A |[F = @] | Siwrap Ted General - *‘j‘l j:!‘t— '_"ﬂ B Eihutasum %? ﬁ
“— 3 copy ; % = 3 74 8] Fin -
Paste | B E I || B ~|||| | B Center = ||| $ = % 9 |[%5 ;%8| Conditional Format Cell Insert Delete Format Sort & Find &
- ¥ Format Painter = = Y L EEMEIE Gty i i Formatting ~ as Table ~ Styles = - - - (# Clear ~ Filter ~ Select~
Clipboard £l Font & Alignment ] Number ES Styles Cells Editing
| Al = § fx | EPAProcessidentifier E
(P [ —- Bl E [ Ho | 1 7 R [ Y T P Q R lsgs i
1 JEPAProce!TotalThrolJunToAugJunTuAug JunToAug DecToFeb DecToFeb DecToFeb DecToFeb MarToMay JunToAug SepToNov AnnualAv AnnualAv AnnualAv IsReportedindicator
2 |GT1 1000 8 7| 90 8 7 90 25 25 25 25 24 F 52 TRUE
3 |GT3 TRUE
4 |GT5 TRUE
5 |GT7 TRUE
6 |GT2 TRUE
7 |GT4 TRUE
& |GT6 TRUE
9 GT8 TRUE
10
11

Step 12: Save ‘Processes.CSV’ and leave open on the desktop for reference with “Process
Contaminants.CVS.’

An error message may appear informing the ESE that saving in CSV form may result in loss data. A prompt asks if you
want to save anyway. Select ‘Yes.’

Step 13: Open the ‘ProcessContaminants.CSV’ spreadsheet (Picture 99)

Picture 99
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Step 14: Enter physical emissions data for each of the columns.

a. The processes listed in the ‘Processes’ file (see Step 13) above must be entered into this file. Column A must
include the process for which the contaminant will be associated with the active permit.

b. This column, ContaminantCASNumber, includes all of the Contaminants associated with the process.

This column, EmissionControlEfficiencyPercent, is associated with any controls that are placed on the process.

d. This column, EmissionCaptureEfficiencyPercent, again is associated with any controls that are placed on the
process.

e. This column, ActualEmissionQuantity, requires the actual emitted quantities to be listed.

f.  This column, HowDeterminedCode, details how the emission quantities were calculated. This information
corresponds to the data in Addendum 1.

o

g. This column, EmissionFactor, is directly related the ActualEmissionQuantity column. This factor is used to
calculate the emissions with the ‘Annual Throughput'.

h. This column, EmissionFactorSourceCode, details the source from where HowDeterminedCode came from This
information corresponds to the data in Addendum 1.

Step 15: Complete both 15A and 15B.
A. Save to the desktop as ‘ProcessContaminants.CSV’ and
B. Close the file.

Step 16: Open the ‘FacilityFuels.CSV’ spreadsheet (Picture 100)

Picture 100

Step 17: Enter data for each Fuel Type.
Step 18: Save the data in an Excel format.

Step 19: Then Save on the desktop as ‘FacilityFuels.CSV’ (Note: ACE only recognizes the CSV file type). Close out
of the file.

Step 20: Re-zip each of the CSV spreadsheet files as follows:
a.) Open WinZip Wizard by selecting the WinZip Folder on the desktop,
b.) Select ‘Next,’
c.) Select Update ‘ACE..." and select ‘Next,’
d.) Select ‘Add files,” A window of the files on desktop appears;
a. Find the unzipped files,
b. Add each file,
e.) Select ‘Zip Now,’
f.) Select ‘Finish.’

NOTE: In order to process any submission, the user must submit all three files, ‘Processes.CSV’ and the
‘FacilityFuels.CSV’ regardless whether or not data has been entered. Therefore, even when the emissions report
does not contain a ‘fuel’, the three files must be submitted together.

The ACE Report screen remains open throughout the mass data entry. Re-login if necessary.
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Section 1V

4.0 Processes Review

Once ACE is up and running, data summaries and reports provide the engineer who reviews the data with an opportunity
to make sure the data is consistent with facility operations.

Step 1: Select a process from the Process ID column located on left side of the chart (Picture 101).

Picture 101

—

A Process screen opens showing data entry fields (Picture 102).

Step 2: Review data in all fields (Picture 102).

Picture 102
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Section 4.1 Contaminant Emissions Review
Review ‘Contaminant Emissions’ data associated with this process.
Step 1: Select the number in the CAS Number column (Picture 103). Remember to ‘Save and Validate’ all changes.

Picture 103

|
/4

Step 2: Select ‘Cancel’ when all the data has been reviewed (Picture 104).

Picture 104

A4

If Step 2 is skipped, a window will open prompting the user to save changes.
Step 3: Select ‘Cancel’ to save any changes (Picture 105). If ‘OK'’ is selected, all changes will be lost.

Picture 105

A4

The Process Screen re-appears. Next, a facility may want to review the Fuels data.

Step 4: Select ‘Fuel Summary’ (Picture 106).
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Picture 106

A4

A screen appears that lists the fuel types and their Emissions in ACE (Picture 107).

Picture 107

Reported Annual Throughput
Throughput Unit

MUMBER 2 OIL

MILLION CUBIC FEET

MATURAL GAS BURNED

This report displays the total annual throughput reparted far each fuel and compares the summed amount to the facility fuel usage guantity
reported. Ifthe total quantities look incorrect, please confirm that annual throughput and facility fuel usage data has been accurately
entered or impored.
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Section V

5.0 Data Summary

ACE provides a summary of data for both Emissions and Fuel reports. A Data Summary provides the big picture of overall
facility emissions relative to future decision-making and direction.

To create a data Summary follow Steps 1 to 4 on pages 4 to 5, then complete steps 1 and 2 below.
Step 1: Select ‘Emissions Summary’ (Picture 108)

Picture 108

A screen appears that lists all the Contaminants with associated emissions (Picture 109).
Step 2: Select the ‘X’ in the upper right hand corner.

Picture 109

1)

The screen closes and the Annual Emission Statement screen reappears.
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Addendum 1

Code Lists

When using a ‘Template’ to upload data, users will need the following codes in order to describe “How
Determined” and “Emission Factor Sources” with the file.

In the 'ProcesssContaminants.csv' file, the following columns need a code entered instead of a description:
HowDeterminedCode and EmissionFactorSourceCode.

For HowDeterminedCode column please use the following codes:

How Determined Code How Determined Description

01 STACK TEST OF EMISSIONS

02 MATERIAL BALANCE CALCULATIONS OR FUEL ANALYSIS

03 PUBLISHED EMISSION FACTORS

04 BEST ENGINEERING JUDGEMENT

05 STACK TEST OF EMISSIONS FROM IDENTICAL EMISSION SOURCE
STACK TEST OF EMISSIONS FROM GEOMETRICALLY SIMILAR EMISSION

06 SOURCE

07 CONTINUOUS STACK MONITORING

08 MODELING, EMISSION ESTIMATION SOFTWARE

09 MANUFACTURERS GUARANTEE

For EmissionFactorSourceCode column please use the following codes:

Emission Factor Source

Code Emission Factor Source Description
FIRE

AP-42

PERMIT

CUSTOM

GREAT LAKES COMMISSION

OO>P>NE
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