User Guide

Module 2. Define Master Data

Introduction to Define

Master Data Sources refer to tables (lists) of information that are shared throughout the EMFACT application. They
include materials, equipment/production units, outputs (product/intermediate product; air sources, water discharge points,
waste types), and regulations. Setting up these data sources correctly promotes consistency by providing standard lists
(usually in the form of a dropdown) to choose from when using EMFACT.

Once master data is set up, equipment/production units can be “characterized”. This means that for each piece of
equipment, you can identify everything that goes into it and everything that comes out of it. This includes the ability to link
the permit number to the equipment, if necessary.

This guide contains the following sections. Click on the title to advance to that section.

Section 1. Define Materials

This section outlines how to set up and maintain the materials that your company uses. This includes MSDS materials
(such as paints, thinners, etc.), as well as non-MSDS materials (such as cloth, cardboard, etc.). This section also
includes identifying chemical constituents for the material and identifying details about the shipping containers.

Section 2. Define Equipment/Production Units
This section defines the process for identifying the individual pieces of equipment (e.g., surface grinder, vertical lather,
etc.) used within your company. Once equipment are added, production units can be identified, if appropriate.

Section 3. Define Outputs

Outputs are the things that are either produced or released at the equipment. They include products/intermediate
products, air emissions, water discharge and waste. This section will help you set up your products/intermediate products,
air emission sources (stacks), water discharge points, and waste types.

Section 4. Define Regulations
This section will help you maintain a list of permits, orders, registrations and certificates for your facility. The expiration
and renewal dates trigger events in the Reminders section of EMFACT.

Section 5. Link Equipment/Production Unit

This section defines the process for characterizing each piece of equipment that was set up in Section 2. This includes
identifying each material used, assigning which product/intermediate product is produced, relating the air source and air
emission detail, identifying air emission factors for each pollutant, relating discharge points and water pollutants, and
identifying the waste that is generated. Linking the equipment/production unit this way allows users the ability to input
material usage and then track the outputs (product, air, wastewater, waste) by equipment/production unit.

Section 6. Link Materials to Products
This section defines the process for identifying which materials and the amount of each material are used on each
product/intermediate product.
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User Guide

Module 2. Define Master Data

1. Define Materials

This section contains the following:

Accessing the Materials Cue Card (optional)
Adding Materials

Adding Chemicals

Defining Constituents for the Material
Associating Synonyms

Adding Container Details

The steps in this guide are for initial setup of materials; however, the same steps are used to maintain materials once
they are set up.

ogakrwpE

Please review the Quick Start Guide section before starting.

1 Optional: Accessing the
Materials Cue Card
Using the Cue Card is optional, since
every window available through the 1
Materials Cue Card is also accessed &
from the main menu (Define >
Materials). To access the cue card
for defining materials:

Click the Materials button (&)
on the EMFACT Dashboard.
The Cue Cards for Materials
Definition window will open.

ﬂ Cue Cards for Materials Definition

MASTER MATERIAL LIST QUESTIONS

EMFACT comes pre-loaded with common chemical/cas numbers and names fo
be used as material constituents but the list can be altered.

Do you want to:
1. Add materials to the list or edit data for an existing material? Yos
2. Alter the list of chemical/cas numbers and names?

MATERIAL LIST DETAILS QUESTIONS

Please use question 1 fo select a material for editing. Note that once you are comfortable using the material
summary window for editing, you do not need fo retumn to the cuecard for guestions 3, 4 & 5

Do you want to:
3. Add a chemical ingredient/constituents for the material or edit data for an existing constituent?

4. Associate a synonym or alias for the material?

5. Add a purchased container size for the material or edit data for an existing container size?

To skip to a question, click on the text of the desired question

Please nete that all of the options available on this cuecard are also available on the menu
under DEFINE and then Materials EEE
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Module 2. Define Master Data

Define Materials, cont.

2

Adding Materials
A material is anything that can end up

as Waste. ThlS inCIUdeS MSDS | 1. Add materials to the list or edit data for an existing material?

Yes Ho |

materials (e.g., paints, thinners, etc.).
This window is also used to maintain a

8
:

list of other non-MSDS materials (e.qg.
metals, cloths, cardboard, etc.). Follow
these steps to add materials:

Click Yes for the first cue card '.3 4 5
question. The Material List ‘& & &
window will open. A shortcut to

this window is also available by

clicking the Material icon -M) in
the toolbar.

For each material:
Click New. A blank row will
display for you to complete. You
may need to click your cursor in
the active window to enable the

2N

“a

&

New button.

Complete the Material ID field.
Complete the Material Name
field.

Make a selection from the
Material Type dropdown.
Complete the Density field.

Repeat this process until all
materials are added.

Click Save.

If you are making a change to an
existing material, search for the
material by completing at least one field
in the Filter Data section then click
Refresh Data.

Note: Click More Detail to access the
Material Detail window and
add/maintain constituents, synonyms,
and container detail. This is reviewed in
steps 4-6 of this guide.
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Module 2. Define Master Data

Define Materials, cont.

3 Adding Chemicals (as needed)
EMFACT is loaded with a substantial list

Of CAS nUmberS TO CheCk that the CAS |2, Alter the list of chemical/cas numbers and names?

Cves ) (o]

numbers used at your facility are already
loaded:

25
Click Yes for the second cue card Q

question. The Chemical List

window will open.

For each CAS Number you are

checking:
Complete one of the fields in the
Filter Data section. 4 ‘
Click Retrieve. The window will 5

update with the data matching the
search criteria.

If the CAS Number is not in the search
results, it can be added.

For each chemical you want to add:
Click New. A blank row will display
for you to complete.

G nla

Complete the CAS Number field.
Complete the Chemical Name
field.

Repeat this process until all
chemicals are added.

Click Save.

Sullivan International Group, Inc. Copyright 2009
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Module 2. Define Master Data

Define Materials, cont.

4

Defining Constituents for the

Material

Use the following steps to add chemical
ingredients/constituents for the material.
The chemical must exist on the Chemical

Click Yes for the third cue card
guestion. The Material Detail
window will open and display the
Constituent tab.

Make a selection from the Material
ID dropdown. This dropdown is
populated by...

For each constituent:

If a blank row does not display on
the Constituent tab, click New.
Complete the CAS Number field
and click Tab on your keyboard. If
you don’t know the CAS Number,
click the binocularsicon () to
launch the search process.
Complete the Avg % field.

Repeat this process until all
constituents are added.

Click Save.

Associating Synonyms (as
needed)

Follow these steps to associate a
synonym or alias with the material:

Lo

| 3. Add a chemical ingredient/constituents for the material or edit data for an existing constituent?

Lves ] [0 ]|

6

e & e B B o

4 Detail: FUEL

Fie Edit Setup Define Lk Inputs Outputs Reports Reminders Window Help

Equpment  Prod Uit Products  LinkEquip LinkPrint  Import  Input Watar  lnput &ir

EEE

Ioput Mt e Oat WaterDut  WacteOut

EN

=2 Ry

Hew Doets  Retrisve

ﬁ‘{l g

Material ID: FUEL - Written Date: 00/00/0000 Revision Date: 00/00/0000 Active? A
Material Type: |Fuel - Material Sample Fuel Oil C;E\;
Trade Hame:
Name:
Hazardous Warnings:
Mfr Name: Target Organs:
Density: 7.1 VOC %: 000 Update Date: 0410412008
g File Name: [:]
nsj enl Synunvmsl Container | 5
CAS Number From % T Chemical Name: Update Date
E? 123-456 0 0 Test chemical 04/07/2008
68476-30-2 90.0 100.0 95.0 Fuel Qil #2 02/21/2008
[JEnable Advanced Fields 1 0f 1 Records

DEFO02

|4. Associate a synonym or alias for the material?

Lves J [ 1o |

A A

Click Yes for the fourth cue card == 8 8 B &
question. The Material Detail 3 Haterial Detail FUEL
WIndOW WI” Open and dlspla‘y the Material ID: |FUEL v Written Date: 00/00/0000 Revision Date: 00/00/0000 Active? A
Synonyms tab. Material Type: [Fuel v Mfsttaliisampi Fucl O C;E;
Trade —
For each synonym: Name:
. Hazardous Warnings:
If a blank row does not display on Wit Hame: . _
. g arget Organs:
the Synonyms tab, click New. Densit: 7 1 voC % 0.00 Update Dot 04042008
Complete the Synonym Name File Hame: =
f|e|d . 1ns(ituem’|f5ynnnymslr Conlainel]
nonym Name Updated
Repeat this process until all (5 est Synonymd 0410772008
synonyms are added.
Click Save.
[JEnable Advanced Fields 1 of 1 Records
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Define Materials, cont.

6  Adding Container Detail

Follow these steps to add size/weight
container detail (as it is purchased) for

| 5. Add a purchased container size for the material or edit data for an existing container size? Yes |

the material.
Note: This step is only necessary if you Fle Tdt Sebp Defre Lnk Input Ut Repars Reminders Windew Fep \-&H
will be documenting material purchases. N N R N B o
I Waterial Detail: FUEL (=13
Click Yes for the fifth cue card Material ID: |[FUEL v Written Date: 00/00/0000  Revision Date: 00/00/0000  Active? q
i - . AR
question. The Material Detail R E - e Costt
window will open and display the Hame:
Contalner tab. . . Hazardous Warnings:
ame: Target Organs:
For each container you are adding: M & mﬂ” 5 Uncate tot:aetaze .
If a blank row does not display, ) Fie fame:
I. k N p y - |iIuEnI| Sym:mymsl Cunlﬂmerl
clic Ew. . i Size Purchase Unit: |canister +|  Size Quantity: 1.00 Size Unit: |LbS v | 40712008
Make a SeleCtlon from the Slze Size Purchase Unit: Drum w |  Size Quantity: 5% Size Unit: |Gallons 2 2i21/2008
Purchase Unit field. /.7 size Purchase Unit: 1S gallon | size Quantity: i Size Unit: | Gallons ~| 212112008
Enter a number in the Size
Quantity field.
Select Gallons or Lbs from the
Size Unit field. [JEnable Advanced Fields 307 2 Records
Repeat this process until all
containers are added.
Click Save.
You can reopen and update these windows as often as it is necessary. Use the New ( ) and Delete ( )
buttons in the toolbar to add or remove detail. Be sure to click Save when you are done.
<end of section>
i i , . i age 5 0
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Module 2. Define Master Data

2. Define Equipment/Production Units

This section contains the following:

Accessing the Equipment/Production Unit Cue Card
Adding a New Piece of Equipment

Adding Equipment Details

Maintaining Equipment Costs (optional)

Setting up Production Units

arONE

The steps in this guide are for initial setup of equipment/productions units; however, the same steps are used for
maintenance once they are set up.

1 Optional: Accessing the
Equipment/Production Unit

Cue Card
Using the Cue Card is optional, since

every window available through the Cue :l

Card is also accessed from the main
menu (Define > Equipment).

Click the Equipment button ( ?C%)
on the EMFACT Dashboard. The
Cue Cards for
Equipment/Production Unit
Definition window will open.

K3 Cue Cards for Equipment/Production Unit Definition

EQUIPMENT AND PRODUCTION UNIT QUESTIONS

EMFACT data can be tracked fo the specific process equipment level or to a higher
level group of process equipment called a "production unit” or to both levels

Do you want to:

1. Add process equipment to the list or edit data for an existing process equipment? Yes

2. Add production units to the list or edit data for an existing production unit?

To skip to a question, click on the text of the desired question

Please note that all of the options available on this cuecard are also available on the menu
under DEFINE and then EQUIPMENT or PRODUCTION UNIT

EHSI3
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Module 2. Define Equipment/Production Units

Define Equipment/Production Units, continued

2  Adding a New Piece of
Equipment
Use the following steps to add

i t: 2 6
equipmen ﬁ &¢

| 1. Add process equipment to the list or edit data for an existing process equipment?

File Edit Setup Defne Unk Inputs Outputs Reports Reminders Window Help
e & =2 & BH B &
e g

Click Yes for the first cue card Motwile  Equpmont ProdUnt  Producte  LikEaip LkPrUm  Inpen  bputwater  bpmAn  bpibl ArO®  WalwOu VameOu  Ner Dt R =R
question. The Equipment List LI EER
window will open. A shortcut to Equipment ID: Building: | Production UnitID: v
this window is available by clickin e — .
the Equipment button ( in 3 E
the toolbar. ﬁfmﬁ -— Name Building Building Name i — Category -
For each piece of equipment: R e
Click New. A blank row will display
for you to complete.
Complete the Equipment ID field.
Complete the Name field.
Make a selection from the
Category dropdown.
Repeat this process until all b
pieces of equipment are added. L :
Click Save. 1=, CJEnable Advanced Fields tort Re::::f
Note: If you are making a change to an
existing equipment id, search for it by
completing at least one field in the
Filter Data section then click Refresh
Data.
Optional: Click More Detail to
maintain additional optional details
about the equipment. The
Equipment Detail window will
open (see Step 3).
3  Adding Equipment Details .
Follow these steps to add optional A S Tr—————
details about an Equipment ID. You T o p— Status: 51 Active
must be an Advanced User or click the Name: fest lathe Catequry: [ athe 2
Enable Advanced Fields checkbox to Building: - Production Unit ID: [100-A8C v
perform this step. Location:
Department: v Update Date: 05062008
Manufacturer: Installation Date: 00/00/0000

the desired fields.
CIICk Save Annual Operation Hours: 0
Optional: Click the Costs button to (i File Hame:
maintain costs about the ]
equipment. The Other Costs s
window will open (see next step).

Model: Permit/Reg. No: he

L

Review the window and complete ‘

DEF00S
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Module 2. Define Equipment/Production Units

Define Equipment/Production Units, continued

InpdAir  hputMal ArOur  WwakerOuw WameOuw  Mew Dalcre  Raarieve Sare

4  Adding Equipment Costs 4‘
(optional)
Follow these steps to maintain costs 1 B = o b B M

associated with the equipment.

, B
Make a selection from the Cost Object Type: Equipment | Objectid: 101010 | testlathe |
Catego ry drOdeWﬂ. Cost Category Cost Title Costin US § Active?  Update Date
Make a Se|eCtI0n from the COSt U_TlOverhaad Costs vl |\nsurance vl ‘ E,U[]U,Uﬂl 05/27/2008
Title dropdown. If a suitable : | '
choice is not ava”ab'e’ type ina |Operations | [Intemal Labar vl 10,000 00 05/27/2008
cost title. c \ |
Complete the Costs in US $ field.
Click Save.

0 of 0 Recor
s
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Module 2. Define Equipment/Production Units

Define Equipment/Production Units, continued

5 Setting Up Production Units 1
Setting up production units requires
you to give the unit a unique ID and 2. Add preduction units to the list or edit data for an existing preduction unit? [Yes |

name. Once that is done, you can
identify which pieces of equipment

U

belong to the production unit.

Use the following steps to set up a
production unit;

Click Yes for the second cue card 3 4
question. The Production Unit & &
List window will open.

Alternatively, click the Prod Unit

icon (ﬁ) in the toolbar.

For each production unit:
Click New. A blank row will
display for you to complete.
Enter a Production Unit ID.
Complete the Name field.
Click Save.

Note: If you are making a change to an
existing production unit, search for it by
completing at least one field in the
Filter Data section then click Refresh &

Data. Fle Edt Setup Define Link Inputs Outputs Reports Reminders Window Help
. . . . = = e &6 B B E [ = o 2 & &
To |dent|fy which equ|pment belong to Mol Equipment  ProdUnit  Prodwts  UnhEquip LikPrist  lmport  hpwwstcr hpmél bl Arw  WowrOw WomcOw  Hew R Swwe

the prOdUCthn Unlt ﬂ Production Unit Detail: 100-ABC
C“Ck More Detall The Production Unit ID: {¥EEME | Name: Production Unit for Testing Active?
Production Unit Detail: (prod osation: Oepartment
unit id) window will display.

N 7 Update Date: 05/06/2008
Complete the Equipment ID field.
If you don’t know the Equipment EquipmentiD Name Eray
=

Description:

Id, click the binocularsicon () 101010 test lathe Lathe
to launch the search process.
Click Save.

Repeat this process until all production
units are added.

You can reopen and update these windows as often as it is necessary. Use the New ( ) and Delete ( )
buttons in the toolbar to add or remove detail. Be sure to click Save when you are done.

<end of section>

Sullivan International Group, Inc. Copyright 2009 Page 4 of 4



User Guide

Module 2. Define Master Data

3. Define Outputs

This section contains the following:

Accessing the Outputs Cue Card (optional)

Adding Products

Adding Intermediate Products

Adding Air Emissions Sources (stacks)

Adding Air Source Detail (optional)

Adding Water Discharge Points

Adding Waste Types

Relating EPA Codes to the Waste Types (optional)

Maintaining Product, Air Emissions Source and Discharge Point Costs (optional)

CoNOOA~MONE

The steps in this guide are for initial setup of outputs; however, the same steps are used for maintenance once they are
set up.

1 Optional: Accessing the

Output Cue Card

Using the Cue Card is optional, since
every window available through the
Cue Card is also accessed from the
main menu (Define > Outputs).
Users may elect to access windows
directly from the main menu (or 1
toolbar if applicable), rather than use &
the Cue Card, once they are more
experienced using the EMFACT

application.
Click the Outputs button ()
on the EMFACT Dashboard.

The Cue Cards for Output

L . . DEFINE PRODUCT OUTPUT
Definition window will open.

EMFACT data can be fracked for both product and non-product oulputs of the
manufacturing process.

Do you want to:

1. Add products? Yes
2. Assign intermediate products to products?

DEFINE NON-PRODUCT OUTPUT
Do you want to:

3. Add air emissions source (e.g. stacks) to the list or edit data for an existing air emission source?

4. Add water discharge points to the list or edit data for an existing water discharge point?

5. Add waste characterization information?

To skip to a question, click on the text of the desired question

Please note that all of the options available on this cuecard are also available on the menu
under DEFINE and then Outputs e

Updated: 1/13/09
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Module 2. Define Outputs

Define Outputs, cont.

2  Adding Products
Use the following steps to
document distinct products
produced by the company:

Click Yes for the 1% cue card
question. The Product List
window will open.
Alternatively, click the
Products icon (....|) in the
toolbar.

For each product:
Click New. A blank row will
display for you to complete.
Complete the Product Model
No field.
Complete the Product Name
field.

Note: The Weight in Lbs field
is necessary if you plan on
entering product output
volume.

Repeat this process until all
products are added.

Click Save.

Optional: Click the Costs
button to maintain costs about
the product. The Other Costs
window will open (see step 9).

1. Add products? Yes

File Edit Setup Define Link Inputs Outputs Reports Reminders Window Help [ —
= =2 &= &= B B o ] o % 2
Mew Do R o ome

Miterisls  Equipmest  Prod Unit  Produces  LinkEquip  LinkPrUsie  Import  hputaeer  lnputsie  npurMsel Al ue

3
H Product List Q@ E‘
/
A\ %
Product Model No — Yroduct Name Weight i . Update Date
[ & PRODUCT #1 Product for Testing| 00 05/06/2008
Comments: %
CosTs
SAMPLE? Sample Product 50.00 02/29/2008

Comments: Sample Product for testing only

CosTs

1 of 1 Records

[JEnable Advanced Fields

DEFO0G
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Module 2. Define Outputs

Define Outputs, cont.

3 Adding Intermediate Products
Use the following steps to document
distinct sub/intermediate products
included in each product.

2. Assign intermediate products to products?

Click Yes for the 2™ cue card 2 6

question. The Intermediate ﬁ &

Product List window will open.
Alternatively, click More Detail on
the Product List window (not y

shown).

Click New to display a blank row. ‘3& 4& 5
Make a selection from the
Product Model No dropdown.
This dropdown is populated with
products entered on the Product
List window.

Complete the Intermediate
Product No field.

Complete the Intermediate
Product Name field.

Repeat this process until all
products are added.

Click Save.

Note: If you are making a change to an
existing product, search for it by
completing at least one field in the
Filter Data section then click Refresh
Data.
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Define Outputs, cont.

4 Adding Air Emissions Sources
Follow these steps to maintain the list of
air emission sources.

Click Yes for the 3" cue card
question. The Air Source List
window will open.

For each air emissions source:
Click New. A blank row will display
for you to complete.

Perform the following:

- Complete the Air Source ID
field.

- The Exit Direction defaults to
Vertical and should be changed
if necessary.

- Make a selection from the Air
Source Lining dropdown.

- Make a selection from the Air
Source Category dropdown.

- The Through Roof? field is
checked and should be
unchecked if appropriate.

- Check the Fugitive Emission?
and Rainhat? checkboxes if
appropriate.

- The Active checkbox defaults to
checked and should be
unchecked when necessary.

Repeat this process until all
products are added.

Click Save.

Note: If you are making a change to an
existing air source, search for it by
completing at least one field in the
Filter Data section then click Refresh
Data.

Optional: Click More Detail to
maintain optional details about the
source. The Air Source Detalil
window will open (see next step).

3. Add air emissions source (e.g. stacks) to the list or edit data for an exisli? air emission saurce

e e e e H BH
ngon

crr UnkEquip  LinkPrUnie I

E Air Source List

Filter Data
Air Source ID: Building:
Category: 3 Status: £ Clear Filter
More Detail
- - .
Air Source Exit Air Source Air Source Through  Fugitive Building Permit
1D Direction Lining Category Roof? Emission? Rainhat? Active? d No
TEST-AIR Vertical Other Sewer Vents O O
TEST-123 Vertical Metal Tank Breather Vents ] L]
i< B
1 0f 2 Records
[CEnable Advanced Fields
cEFo0
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Define Outputs, cont.

5 Optional: Adding Air Source e e - e BB o
D et a|| Materiske  Equipment  ProdUnit  Froducte  LinkEquip  LinkPrinit  Import

Inpu

B B = & % g@]

H Air Source Detail TEST-123

Follow these steps to add additional
. . Air S¢ ID: TEST-123 ~ | Cat : | Tank Breather Vent: ~ Active? [~
details about an Air Source ID. You . ‘" S . A—"LB f’m_° =
. ate source T uilding: v
must be an Advanced User or click the oot o =
Enable Advanced Fields checkbox to - - ) i
R s Information: Property Line
perform thls Step [’Exhauﬂ Flow: 1 (ACFM) ] (Pmpeny Line Dist: 0.0 Units: v]
. . Di i Exit Information:
REVIeWthe W|nd0W and Complete Diameter: 0.0 Ft Width: 0.0 Ft (Direminn: Vertical v ]
the desired fields. Height:| 00| Ft Depth: 0.0 Ft
Click Save. Area: 0 saft [’”"“.g'.'"""“‘"’“": ]
. . Lining: |Metal -~
Optional: Click the Costs button to -
maintain costs about the air I © T [ e ® 7o Update ate: 14312003
source. The Other Costs window Fugitive Emission?: O Yes © No
will open (see step 9). [ il Hare: 3 (]
[“]Enable Advanced Fields Comments %}:E;

6  Adding Discharge Points
Follow these steps to maintain a list of 4. Add water discharge points fo the list or edit data for an existing water discharge point?
water discharge points.

Click Yes for the 4" cue card 2
guestion. The Water Discharge
Point List window will open.

For each discharge point:

Click New. A blank row will S . -

display for you to complete. [ DS ABC-123 Uekeription: Discharge Pairt for Testing Active? B
Enter the Discharge Serial Discharge Point Type: Stormvater ~ ] Uosstepa: (| Cos®
Number in the DSN field. Receiving & S

Complete the Description field. TE (B e C me— J— -

Make a selection from the Discharge P51pg: General v Permit Nbr: v | Undate Date: ;E:E
Discharge Point Type dropdown. e TR

The Active checkbox defaults to

being checked and should be

unchecked when appropriate.

Repeat this process until all

products are added.

Click Save

Optional: Click the Costs button TJEnable Advanced Fields 1012 Recorcs
to maintain costs about the

equipment. The Other Costs
window will open (see step 9).

Note: Discharge Points can be
associated with a Permit Nbr (you
must enable advanced fields)
once permits are set up (see
section in User Guide on Defining
Regulations).
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Define Ouputs, cont.

v

Adding Waste Types
Follow these steps to maintain a list of
waste types.

5. Add waste characterization information?

Click Yes for the 5" cue card

question. The Waste Type List | e B e B B e e O, B E & W
window will open. 3 B Waste Type List
FOl’ eaCh new WaSte type .-[ 1 Hazardnus. e thsical State Cost per Lb. in §

Click New. A blank row will = ) Ot DSaid Osiudge © A =
d|Sp|ay for you tO Complete Update Date: 05/07/2008 EPA Codes...
Make a selection from the Waste Oil, Used U @Liqud OSolid O Sludgs O Other 00
Type dropdown. If you are unable Update Date: 0212172008
the find a suitable waste type, : _ _

. . Paint cans (dry) O Oquuwd () Salid OSIudge O Other -00
click your cursor in the Waste
Type field and type an entry. Update Date: 022112008
Check the Hazardous? checkbox Paints L) @tiquid OSolid O Sludge O Other 00
if it is appropriate. Update Date: 021212003
Make a selection from the
Physical State choices.
Repeat this process until all
products are added. -

. l 2 []Enable Advanced Fields 10f 3 Records
Click Save.

Optional: Click EPA Codes... to
relate one to many EPA codes to
the waste type, The Waste Type
— EPA Codes window will open
(see next step).

Optional: Relating EPA Codes
to the Waste Type

Follow these steps to relate one to e & B & H B & 0
many EPA codes to the waste type: 2 U o ol GHk CEp mals e e ows

r
_!.g Waste Type - EPA Codes

El &

Input Ml Air Ot

If necessary click New to display . aste Type: ERERIIIRR I | update Date: 0510712008
a blank row. . EPA Code EPA Code Description Last Update
Make a selection from the EPA {7 [Doo1 | Ignitability Characteristic, 40 Cfr 261.21 0510712008
Code dropdown.

Click Save.

Repeat this process until all
products are added.

Note: The More Detail button
brings you back to the Waste

1 of 1 Records

DEFOI4

Type List window.
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Module 2. Define Outputs

Define Ouputs, cont.

9 Optional: Maintaining Product, 4
Air Emissions Source, and gy
Discharge Point Costs o a2 BB 2 85 2 8 52 s o2 iy
The same window is 'used.to _maintain "B otner Costs o8
costs for a product, air emission 1 ) )
. . » Object Type: Discharge Foi Object Id: ABC-123 Dischizzge Point for Testing
source, or discharge point (show here =~=_i &
for a Discharge Point). : Cost Title CostinUS§ Active?  Update Date
[l Overhead Costs  + | Insurance v 1,200.00 05/16/2008
Make a selection from the Cost Comment:
Category dropdown.
Make a selection from the Cost
Title dropdown. If a suitable
choice is not available, type in a
cost title.
Complete the Costs in US $ field.
Click Save.
0 of 0 Recort
You can reopen and update these windows as often as it is necessary. Use the New ( ) and Delete ( ) buttons

in the toolbar to add or remove detail. Be sure to click Save when you are done.

<end of section>
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4. Defining Regulations

User Guide

Module 2. Define Master Data

This section contains the following:

1. Adding Permits
2. Adding Regulatory References (optional)
3. Viewing Events & Related EMFACT Data

The steps in this guide are for initial setup of regulations (e.g., permits, orders, etc.); however, the same steps are used
for maintenance once they are set up.

Note: A Cue Card is not available for defining regulations. Instead, windows can be accessed directly from the Define >
Regulations option on the main menu as well as the Regulations button on the EMFACT Dashboard window.

1

Adding Permits

Use the following steps to maintain the
list of permits, orders, registrations, and
certificates at your facility.

Click the Regulations icon (@J;
The Permit List window will open.

For each permit:
Click New. A blank row will display
for you to complete.

Perform the following:

- Complete the Permit No field.

- Make a selection from the Type
dropdown.

- Complete the Description field.

- Make a selection from the
Agency dropdown.

- Make a selection from the
Responsible Person dropdown.

- Enter the Issue Date.

Repeat this process until all
products are added.

Click Save.

Optional: Click More Detail to
document regulatory references
and/or citations for the permit. The
Permit Detail window will open
(see next step).

Note: Expiration Date, Renewal Due
Date, and Renewal Start Date trigger
events in the Reminders list. You must
enable Advanced Fields to access these
fields.

’a “a
N

Updated: 1/13/09

M2S4_Def Regs
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EMFACT User Guide
Module 2. Define Product Outputs

Defining Regulations, cont.

Optional: Addin — =,
e u ato r e eren C es Marerisle  Equipment  PredUnit  Productc  LinkEquip LinkPrUnt  Import  Inputwster  Ipwtsmir  Inpachistl  Air Co Warter Ou Wacte Out [ S0
9 y . . 2 Permit Detail 123456 FEx
On the Permit Detail window:
Permit No.: | 123456 ~| Type: PERMIT Description: /Air Permit
Agency: Environmental Protection Agency w Issue Date: 04/01/2008 | Last Update: 04/038/2008

To add regulatory references:
CI|Ck the Reg RefS tab 1 Responsible Person: Jane Doe v Expiration Date: 00/00/0000

Complete the Regulatory :
Reference No. field. %"fm.]r vents | Beates |

Complete the - ¥ e No. Citation / C. Last Update
Citation/Comment field. 7;{.?‘ qf;
Repeat this process until all 2 3
references are added.
Click Save.
[IEnable Advanced Fields oof0 R:g(:‘rﬁds
3 Viewing Events & Related l.
EMFACT Data _
On the Permit Detail window: md..“ﬁ\ﬁ]rm]
|_7 Event No.: 0000004 Name: Permit Expiration for: 123456
TO add VleW pel’mlt I’emlndeI’S Due Date: 05/15/2008 Initial i 00/00/0000 Final Remii B 0
Click the Events tab. A list of
events related to the permit
will display on the tab. Data
is read-only and cannot be
edited.
To view a list of data that has [ Enable Advanced Fields TR
previously been associated with
the permit:
Click the Related tab. 2
EMFACT data (inventory > Y
equipment, inventory air et e
sources, and inventory water Object 1D Object Description Objoct Status
sources) that have been EE““H’EB1F‘2‘;'$;ST P .
related to the permit will Equipment
display. Data is read-only BT IR A

and cannot be edited.

Note: Click More Detail on the
Related tab to go to the window
for the object to which the hand [Enable Advanced Fields forzReeone

([[_#) is pointing.

<end of section>
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User Guide

Module 2. Define Master Data

5. Link Equipment & Production Units

This section contains the following:

Accessing the Cue Card for Characterization Setup
Locating the Equipment ID/Production Unit ID
Linking Materials

Linking Products/Intermediate Products

Linking Air Sources

Linking Emission Details

Linking Air Emissions Factors

Linking Discharge Points

. Linking Water Pollutants

10. Linking Waste Types

CoNoA~LWNE

The steps in this guide are for linking equipment/production units for the first time; however, the same steps are used for
maintenance once they are set up.

1 Optional: Accessing the Cue
Card for Characterization
Setup
Using the Cue Card is optional, since
every window available through the _
Cue Card is also accessed from the

main menu (Link > Equipment or Link
> Production Unit).

Click the Relate button (El on
the EMFACT Dashboard. The
Cue Cards for Characterization
Setup window will open.

Updated: 6/11/10
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EMFACT User Guide
Module 2. Define Master Data

Link Equipment & Production Units, cont.

2 Locating the Equipment ID or

Production Unit ID
Use the following steps to search for
the piece of equipment or production

Do you want to relate the following to equipment:

1. Materials W

unit Do you want to relate the followlg tgl's production unit:
Click Yes for the 1% or 10" cue =L I Yes
card question (depending on
whether you're characterizing a
piece of equipment or production
unit).
For equipment, the Equipment 2
Links for: window will open. A
shortcut to this window is also %l
available by clicking the Link

Equip icon ( & ) in the toolbar.

Link Equip
For production units, the
Production Unit Links for:
window will open. A shortcut to

this window is also available by
clicking the Link Pr Unit icon
( & )inthe toolbar.

Link Pr Unit

Make a selection from the
Equipment ID dropdown (or
Production Unit ID dropdown).
Only equipment/production units
that have been set up in EMFACT
will display in the dropdown.

Note: The More Detail button on the
Equipment Links for: window opens
the Equipment Detail window for this
Equipment ID. Refer to Module2;
Section 2 (Defining
Equipment/Production Units) for more
information on these windows.

The remaining instructions explain the characterization of an Equipment ID, however, the same instructions are
used for characterizing a Production Unit ID.

Sullivan International Group, Inc. Copyright 2009 Page 2 of 8



EMFACT User Guide
Module 2. Define Master Data

Link Equipment & Production Units, cont.

3 Linking Materials 1
Follow these steps to identify the . _—
material(s) being used at the Materials Yes
equipment. Materials must be defined 4
prior to performing this step. i &

If the Equipment Links for: (Id
number) window is not open, click
Yes for the Materials question on
the cue card. The Materials tab
on the Equipment Links for: (Id A
number) window will display.

For each material:
Click New to display a blank row
(if necessary). You may need to
click your cursor in the active
window to enable the New button.
Make a selection from the
Material ID field. If necessary,
click the yellow binoculars icon to
launch the search process.

Repeat this process until all
materials are identified.

Click Save.

4  Linking Products/Intermediate 1
Products
Follow these steps to assign Products Yes
product/intermediate products to the
equipment. Products must be set up
prior to performing this step.

Click Yes for the Products
guestion on the cue card. The

Products tab on the Equipment EquipmentID: [134% v Hame: test grinder
Links for: (Id number) window e -
Wl” dlS |a . Location: Updated: 04/07/2008
p y ) r aterials ]( Products ]rAil Snun:e]r Emission eril Famnrs]rDischamelerer Pnll]r Waste ]
For each product: o b, Productmogel o, Bt Updae e
. . e, I a
Click New to display a blank row ntormediate Produ
(if necessary). s
Make a selection from the SAMPLE | Sample Product 192008
PrOd UCt MOdel NO. drOdeWn. Intermediate Product: Sample Part 1 Part for Sample Product
Comments:
Repeat this process until all
products are identified.
Click Save.
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EMFACT User Guide
Module 2. Define Master Data

Link Equipment & Production Units, cont.

5

Linking Air Sources

Follow these steps to relate the air
source to the equipment id. Air sources
must be set up prior to performing this
step. On the Equipment Links for:
(Equipment ID) window:

Click Yes for the Air source

guestion on the cue card. The Air

Source tab on the Equipment
Links for: (Id number) window
will display.

For each air source:
Click New to display a blank row
(if necessary).
Make a selection from the Air
Source ID dropdown.

Repeat this process until all air
sources are identified.

Click Save.

Linking Emission Details (if
applicable)

Complete these steps if the equipment
or production unit produces air
emissions. You must be an Advanced
User or check the Enable Advanced
Fields checkbox to perform this step.

Click Yes for the Air emission
details question on the cue card.
The Emission tab on the
Equipment Links for: (Id
number) window will display.
Select an Emissions Source
Type radio button.

Make a selection from the Default

Units dropdown.

Complete the Paint Only section
if appropriate.

Click Save.

Air sources

o

A

2

2o "a

Air emission details

EJ Equipment Links for: 123-456

Eguipment ID: (123-456 v
Building:

Name: ftest grinder

Updated: 04/07/2008

Default Units: Gallons

~
Location:
al [ Products [Air Source |
I “Emissions™Sburce Type: () Fyelbyrn

O Paint/Spray Bogth | YO Control Efficiency %: 100.00

O other Material
(ot Applicable

v

TSP Control Efficiency %: 100.00

[Emission |(Air Factars|[Discharge | Water Pall] Waste |

Update Date: 04/09/2008

v

Enable Advanced Fields

More Detaill

1 of 1 Recor
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EMFACT User Guide
Module 2. Define Master Data

Link Equipment & Production Units, cont.

7/ Linking Air Emission Factors
Before starting, you will need to
calculate the emission factor and
pollutant content (if appropriate) for
each of the material’s pollutants. You
must be an Advanced User or check
the Enable Advanced Fields
checkbox to perform this step.

: About Emission Factors...

i For fuel burning emissions, the emission factor is the number to
: multiply the usage by to compute emissions in Lbs. Factors can
also be based on the hours used if the unit is Lbs/Hour.

If the source is painting, the Pollutant Content is divided by the
i Density to compute the Pollutant%. The Pollutant % is the number

Use the following steps to enter air i to multiply the usage by to compute emissions in Lbs. (also
emission factors for materials used at i optionally factoring in Control Efficiency listed on the Emission
this equipment. Note that dependingon  : tab).

the emission type (i.e., fuel burn, paint,

other air source), not all steps are i If the source is something other than fuel burning or painting, the
required. i emission factor is the number to multiply the usage by to compute

Click Yes for the Air emission i emissions in Lbs.

fACLOrS QUESHON ON the CUE CAM.  .....uuuieesceesseeesseessessssessesessssessssesssessssesssessssessesessesessesesssesssessssessens
The Air Factors tab on the

Equipment Links for: (Id

number) window will display.

For each emission factor:
Click New to display a blank row

(If necessary)' Air emission factors

Make a selection from the 2
Material ID dropdown. Only ,‘l‘a ¥
materials identified on the

Materials tab will display.

Make a selection from the

Pollutant dropdown. Click the

yellow binoculars icon to launch a J\Q

search if necessary. Note: This is

a standard list within EMFACT. 3%

Refer to the module on Admin 4 . .
Setup for adding to this list. {;? ﬁ?
Complete the Emission Factor 5 6
field. Skip this step for paint

emission sources.

Make a selection from the Units

dropdown. Skip this step for paint

emission sources.

If this is a paint emission source,

then enter the Pollutant Content

in the Paint Only section.

If the Emission Source Type is

something other than paint or fuel

burn, then make a selection from

the Air Source dropdown.

Repeat this process until all
emission factors for all pollutants
are identified.

Click Save.
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EMFACT User Guide
Module 2. Define Master Data

Link Equipment & Production Units, cont.

8  Linking Discharge Points
Follow these steps to relate a water
discharge point to the Equipment ID Water discharge points
and then identify the percentage
allocation of each incoming material in
the outgoing wastewater discharge.
Discharge Points must be defined prior
to performing this step.

Click Yes for the Water
discharge points question on the
cue card. The Discharge tab on
the Equipment Links for: (Id
number) window will display.

For each discharge point:
Click New to display a blank row &
(if necessary).

Complete the Flow No. field.
These numbers cannot be V
duplicated; generally they are 4

sequential numbers (1,2,3 etc.).
Make a selection from the
Discharge Serial No. dropdown.

Repeat this process until all
discharge points are identified.

Click Save.

To allocate each incoming material in

the outgoing wastewater discharge: 7 1 O
Either click Yes for the Discharge % & &

materials question on the cue

card or click the Disch Matl tab. 6
One row for each Flow No. listed

on the Discharge tab will display. &
The Material ID defaults to

WATER and the Material Weight

% defaults tO 100 1 ~ | 123-TEST GENERAL | Test Discharge QOTHER v
Cllck NeW A blank row dlsplays 1 |« |H23TEST GEMERAL  Test Discharge

Note: If more than two rows are

necessary for this Flow No, 9

continue to click New until you
have enough rows.

Select the Flow No from the
dropdown(s).

For each row, select the correct
Material ID and the Material
Weight %. Note: Only materials
listed on the Materials tab display
in the Material 1D dropdown.

Repeat this process for each Flow
No.

Click Save.
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EMFACT User Guide
Module 2. Define Master Data

Link Equipment & Production Units, cont.

9  Linking Water Pollutants
Use these steps to allocate
concentrations per discharge (i.e., the
percentage of pollutant content).

Click Yes for the Water
pollutants question on the cue
card. The Water Poll tab on the
Equipment Links for: (Id
number) window will display.

For each water pollutant:
Click New to display a blank row
(if necessary).
Make a selection from the Flow
Number dropdown. Only
discharge points identified on the
Discharge tab will display here.
Make a selection from the
Potential Pollutant dropdown.
Note: This is a standard list within
EMFACT. Refer to the module on

Admin Setup for adding to this list.

Enter the Concentration.
Units defaults to ppm (parts per
million) and cannot be changed.

Repeat this process until all water
pollutants are identified.

Click Save.

Water pollutants

'Y
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Module 2. Define Master Data

Link Equipment & Production Units, cont.

10

outgoing waste. Waste types must be
defined prior to performing this step.

For each waste type:

Linking Waste Types

Use these steps to identify the kinds of
waste generated at the equipment and
then identify the percentage allocation
of each incoming material in the

Waste Types

Click Yes for the Waste Types
guestion on the cue card. The
Waste tab on the Equipment
Links for: (Id number) window

will display.

-

Click New to display a blank row
(if necessary).

Make a selection from the Waste
Type dropdown. The Physical
State and Hazardous? fields will
update appropriately and cannot
be edited.

To allocate each incoming

material in the outgoing waste,
select the correct Material ID and
the Material Weight %. Note:
Only materials identified on the
Materials tab will display in the
Material ID dropdown.

Repeat this process until all waste
types are identified.

Click Save.

You can reopen and update these windows as often as it is necessary. Use the New ( ) and Delete ( ) buttons
in the toolbar to add or remove detail. Be sure to click Save when you are done.
<end of section>
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User Guide

Module 2. Define Master Data

6. Link Products & Materials

This section contains the following:

1. Linking Materials to Products

The steps in this guide are for initial setup; however, the same steps are used to maintain product allocation once it is set
up.

Note: A Cue Card is not available for this process. Instead, windows are accessed directly from the main menu.
Please review the Quick Start Guide section before starting.
1 LI n k Materlal S to PrOd u Cts Bl Energy & Materials Flow and Cost Tracker (EMFACT

FOIIOW these Steps to Identlfy WhICh Fie Edit Setup Define §EQS Inputs Outputs Reports Ren

materials are used on each = = = Ewemex

&

. =
prOdUCt/Intermedlate pr-oduc-[7 and then Materials  Equipment  Prodl  Production Unit Link Pr Unit  Imps

=

identify how much of the material is
used. Materials and Products must be
set up prior to performing this step.

Select Link > Product from the

main menu. The Product Material 2i 7‘

Allocation List window will open.

For each material:

Click New to display a blank row
(if necessary). ﬁ ; ﬁ
Make a selection from the *

Material Id dropdown. The
associated Name field will fill.
Make a selection from the
Product Model No dropdown.

If appropriate, make a selection
from the Intermediate Product
No dropdown.

Complete the Material Weight %
field.

Repeat this process until all
materials and products are linked.

Click Save.

<end of section>

Updated: 1/13/09
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