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FAQs 

Q1: How to update primary emission inventory contact information?  
Tags  [Emission Inventory Reporting], [NAEIS] 

Answer  The Contact Form, Submittal Authorization Form, and Account Officer 
Account information are synchronized.   

 If any updates are made to the Accounting Officer’s account information, the 
updates will be reflected in both the Contact form and the Submittal 
Authorization Form.   

 If you need to update Primary Emission Inventory Contact information, 
please ask the facility’s Accounting Officer to update his/her account 
information.  

Step-by-Step Instruction Please see Instruction #1 

Published Date 15 September, 2015 

Other Reference None 

 

Q2: How to update submitter’s information on Submittal Authorization form?  
Tags  [Emission Inventory Reporting], [NAEIS] 

Answer  The Contact Form, Submittal Authorization Form, and Account Officer 
Account information are synchronized.   

 If any updates are made to the Accounting Officer’s account information, the 
updates will be reflected in both the Contact form and the Submittal 
Authorization Form.   

 If you need to update Primary Emission Inventory Contact information, 
please ask the facility’s Accounting Officer to update his/her account 
information.  

Step-by-Step Instruction Please see Instruction #1 

Published Date 15 September, 2015 

Other Reference None 

 

Q3: Why the “Emission Inventory Contact (Primary)” form is locked? 
Tags  [Emission Inventory Reporting], [NAEIS] 

Answer  The Contact Form, Submittal Authorization Form, and Account Officer 
Account information are synchronized.   

 If any updates are made to the Accounting Officer’s account information, the 
updates will be reflected in both the Contact form and the Submittal 
Authorization Form.   

 If you need to update Primary Emission Inventory Contact information, 
please ask the facility’s Accounting Officer to update his/her account 
information.  

Step-by-Step Instruction Please see Instruction #1 

Published Date 15 September, 2015 

Other Reference None 

 

Q4: Why the “Submittal Authorization” form is locked?  
Tags  [Emission Inventory Reporting], [NAEIS] 
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Answer  The Contact Form, Submittal Authorization Form, and Account Officer 
Account information are synchronized.   

 If any updates are made to the Accounting Officer’s account information, the 
updates will be reflected in both the Contact form and the Submittal 
Authorization Form.   

 If you need to update Primary Emission Inventory Contact information, 
please ask the facility’s Accounting Officer to update his/her account 
information.  

Step-by-Step Instruction Please see Instruction #1 

Published Date 15 September, 2015 

Other Reference None 

 

Q5: How to report Section 21 activity which does not have any emission factor?  
Tags  [Emission Inventory Reporting], [NAEIS] 

Answer  Some Section 21 activities in NAEIS are not tied to any emission factor 
 In this case, instead of the system auto-populating material and pollutants 

on the form, user needs to specify the throughput material used in the 
activity, and the pollutants being emitted. 

 To specify a throughput material, select one from the “Material” drop-down 
list 

 Based on the selected material, NAEIS automatically populates the material 
unit code. If user needs to change the material unit code, please select 
another one from the “Unit” drop-down list.  

 To report a pollutant emission, add pollutant(s) to the “Emissions” tab, and 
enter the annual emission 

Step-by-Step Instruction Please see Instruction #2 

Published Date 15 September, 2015 

Other Reference None 
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Step-by-Step Instructions 

Instruction #1 
1. Access the Source for which you wish to update the EI report.  

 

2. Navigate to the Contact form of the EI Report 

Data  found on the Contact Form is copied directly from the ACO’s Account Information.  

 

3. Navigate to the ‘My Account’ module 

If the information shown on the Contact Form needs to be updated, the Facility’s ACO must login 

and change their information on the ‘My Account Screen.’ 
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4. Save Updated Information 

 Enter your Current password into the ‘Old 
Password’ text box 

 Click on the ‘Show PIN & Security Question’ 
button 

 Enter the Answer to Each Security Question 

 Click ‘Save My Account Info’ button 
 

 

 

 

 

 

 

 

 

 

 

 

Change was made to update 

Address Line 2 
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5. Once saved, the updated information will be seen in both the Contact Form and the Submittal 

Authorization Form. 

   

 

 

Submittal Authorization 

Contact Form 
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Instruction #2 
1. Navigate to the ‘Activity & Emission’ form of the EI Report. 
Open an Emission Unit or Reporting Group to add activity information. 
 

 

 

 

 

 

 

2. Click on the ‘Add New Activity’ button 
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3. First, Select the NAEIS SEC 21 code by clicking on the 

 sign. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Once selected, click the sign to add an IPCC code.  
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5. The User can select the assigned SCC Code for that NAEIS Source code. 

 

 

 

 

 

 

 

 

6. The User can then select from all Material Codes. 

  

 

 

 

 

 

 

 

 

 

The Unit Code will default based on 

the Material Code.  The User may 

choose to select a different Unit 

code from the dropdown list. 
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7. Click the  when all information has been entered. 

 
 

8. Once saved, navigate to the ‘Emissions’ tab. 

Click on the sign to add new pollutants to the Emission Activity. 
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Tags 

Tag Description 

[Emission Inventory Reporting] Questions related to data entry on NAEIS emission inventory report 

[NAEIS] General questions related to NAEIS system 

 


