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Ozone Depleting Substances Environmental Protection Agency
& Fluorinated Greenhouse Gases ' '

Guidance Manual for First Time Users of the

ODS & F-gas Compliance System Application

This guide will help companies to
1. Setup a Single Sign On account with the EPA
2. Access the ODS & F-gas Compliance System

3. Add more users for access to the ODS & F-gas Compliance System

This document is for guidance only. It does not purport to be and should not be considered a legal
interpretation of the legislation referred to herein. Producers are advised to refer to the relevant
legislation for comprehensive information on requirements.
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Introduction

The purpose of this guidance document is to assist companies that are obligated by the regulations
controlling ozone depleting substances (ODS) and fluorinated greenhouse gases (f-gases) to commence

interactions with the EPA, and the ODS and F-gas Compliance System application.

The EPA is moving towards a Single Sign On approach for all organisations. Single Sign On means that
where a company interacts with the EPA for a number of difference compliance/reporting

requirements, access to all systems is via one portal with a single sign on (login) for each person.

This guidance document will outline how to set up a single sign on account with the EPA and access the
ODS & F-gas Compliance System application. More users can be added from your organisation by the

administrator i.e. the person who originally set up the account.

More detailed guidance on using the ODS & F-gas Compliance System can be found in the Part 2

Guidance Document (Step-by-step Guidance Manual).

Section 1 - Setting Up Company Account for Single Sign On
Setting up your company on our Single Sign On only needs to be done once. This can be done by

following the link to the “Alder Webpage” https://alder.edenireland.ie/and clicking on the “Register”

tab (see Figure 1 below). Registering on our system will allow you to access the ODS & F-gas

Compliance System.

Please ensure you search for your company first to see if it already exists in the system (highlighted

below in red). If it does not exist please fill out the section “Company Information”.

The “Company Information” section requires information relating to the company for which you wish to
set up an account. Please note that if your company is a “Body Corporate” you will be requested to

provide a registration number: this refers to your company’s 6-digit Company Registration Office (CRO)

number only, highlighted below in red.
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Figure 1: Registration Screen
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3 alder 2pa

Appication for Licensing Data & Environmental Reporting Environmental Protection Agency

Login
You are here: Home
Register

Hel
“r Welcome to the Application for Licensing Data & Environmental Reporting (ALDER)

i,

ALDER provides a common gateway to applications for Private Authorities to communicate with the EPA.
ALDER is based on single sign—on technology to allow users to logon to multiple applications using a single username / password combination.

A Private Authority or EPA Licensee can register a new company or business and request access to a number of environmental applications. Registration
of a new company is approved by EPA administrators. The registree will have the role of approving access for subsequent user requests for access to 1).
the company and 2). applications approved for use by the company.

Following approval, users can log on ALDER and launch applications without having to re-enter a username and password.

Please email alder@epa.ie for all technical issues and queries regarding the ALDER system.

—
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Figure 2: Company Search
File Edit View Favorites Tools Help
[ v [0 @m v Pagev Safetyv Tools~ @@+ BN M O 8§
Register A
Help Company Registration
To register as a member of an existing company, search for and select your company and continue registration. To register a
new company, complete the form below and continue.
Search and Select from Existing Companies
Company Information
Company name: Mandatory
Business Type: - [=] Mandatery
IPPC Add No items.
Waste Add
License Typels): Waste Water Discharge  Add
Not Applicable Add
Add all Remove all
Mandatory
Address Line 1: Mandator =
H110%

You will also be asked to select a license type; unless one of the options ‘IPPC’, ‘Waste Water Discharge’
or ‘Waste’ apply to your company you can select “Not Applicable”, (highlighted below in green, Figure 2)

once you click the “Add” button your selection should move to the right hand column.
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Figure 3: Company Information

File Edit View Faverites Tools Help

f v~ B v = dh v Pagew Safetyr Took~ @~ S M © O
e O register as @ member of an exISting COMPAny, SEarch Tor and Select your Company and Contnue registration. 10 register =
new company, complete the form below and continue

Search and Select from Existing Companies
Company Information

Company name: Mandatory

Business Type: Body Corporate [ v
Registration Numg, datory

IPPC No items.

m

Waste

License Type(s) h
c arge
Not Applicable ’

Add all Remove all

Mandatory
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Once you have this section completed you can click “Next” and you will then need to confirm that the

information you have provided is correct.

Once this is done you can then move onto the “User Registration” section, where you will need to
provide information on the ODS & F-gas contact person within your company. Information such as
name, email address, postal address, section of industry your company is in and the position of the

WEEE contact person within the company will be required.

Please note that the email address provided in this section is the email address that will be
required when you log into your company account; therefore, please ensure that this is filled
in correctly and that you can easily gain access to it; your temporary password will be sent to

this email address also.

To complete the registration process you should also request access to the ODS & F-gas application; this

can be done by clicking the add button located across from ODS & F-gas (highlighted in Figure 4 below).
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Figure 4: ODS & F-gas Compliance System application

File Edit View Favorites Tools Help

- ~ [ M v Pagev Safety~ Took~ @~ & M O B

Licensing M; Licensing Add No items.
Application Application (Licenses and

CoAs). Formally known as
Manage my Waste Water
Discharge Autharisations: -
Incident notifications to the
EPA for Licences and CoA
sites - View, respond to
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created by the EPA for
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. Application for -
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(PCB) submissions

WEEE Application for Waste Add
Electrical and Electronic
Equipment (WEEE)
submissions

Add all

@ read and accept the Terms & Conditions

OK Cancel

o

Remove all
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You will then need to indicate that you have read the terms and conditions before clicking “Ok”. You will

again be asked to confirm that your details are correct and you will also need to type in two security

words (see example in Figure 5 below) before the registration form can be submitted to the EPA.

Office of Climate, Licensing, Research & Resource Use
Version 1.0, October 2013

Page 6 of 15



OCarroll
Highlight


Figure 5: Security Words
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Application Information
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Back to Top - Home The ALDER system has been Comhshaol, Pobal agus Riaitos Altidl

ALDER - EPA, Johnstown Castle, Co. Wexford — Phone: +353 (0)53 9160600 - alder@epa.ie - Disclaimer developed in co-operation with Environment, Community and Locol Govemment [l
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Once your company has been approved by the EPA you will receive a password and login details (from
Alder). You will be asked to change your password the first time you login. It will look for you to enter
your old password which is the one that you will receive from Alder and then it will ask you to enter

your new password which is the password that you can choose for yourself.

After that, you simply log in using your email address and chosen password each time you want to

access the ODS & F-gas Compliance System application.

Reminder: the Alder portal also contains a help function.
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Section 2 - Using the ODS & F-gas Compliance System
Once you log into the system you should go to the home page and here you will be able to launch the

ODS & F-gas Compliance System application (see Figure 6 below).

Figure 6: Launch ODS & F-gas Compliance System application
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Envirommental Protect on Agency

Appication for Licensing Data & Environmental Reportng

Home

Options: Request Access

Home

My Profile

You are here: Home
My Applications

My Notifications

ODSFGAS

Help < Launch >

Logout

Administration:

Manage Applications

Manage Users

User: lan Evans
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Environment, Commundy and Local Gove
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The landing page after you click “Launch” is shown in Figure 7. Click on “Next” and you will be directed
to the webform to input your company details. You will need to click on the “Next” at the bottom of each

screen to navigate from one tab to the next.

Figure 7: Landing Page
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ODS & F-gas Compliance System - Company Details

Your registration has been completed for ODS & F-gas activity. However you can still change your Primary Contact name, add new Organisation Contact or Site Contacts in the relevant
sections. To do this, click on the "Next' buttons at the bottom of each screen to take you to the part of the registration form that you want to amend

Information & Guidance Organisation Details ODS & FGas Coniacts ODS & FGas Sites Declaration

Information & Guidance

w

Fluorinated greenhouse gases (F-gases) and Ozone Depleting Substances (ODS) are effective in applications such as refrigeration, air-conditioning, heat pump, mobile air conditioning and
fire suppression systems. However, T-gases are potent climate change gases and ODS are harmiul to the ozone layer, for these reasons their use is controlied by European and Irish
Regulations.

F-gases are controlled by the European Communities Regulation (EC) No. 842/2006 on certain fluorinated greenhouse gases (the F-gas Regulations). The EPA's status as competent
authority for the enforcement of these Regulations and the penalties for non-compliance with the Regulations are detailed in S.1. No 278 of 2011 (Fluori G Gas) R
2011 and S |. No 279 of 2011 (F Greenhouse Gas) R i 2011

0ODS are controlled by the European Communities Regulations (EC) No 1005/2009 on substances that deplete the ozone layer (the ODS Regulations) and the EPA'S status as competent
authority and penalties for non-compliance are detailed in S.1 No 465 of 2011 (Control of Substances that Deplete the Ozone Layer) Regulations 2011.

This register is for persons that have legal obligations to comply with the relevant articles of the above R This includes end: of i ion, air itionis heat pump.
mobile air conditioning and fire suppression systems, it also includes coniractors that install maintain and service these sysiems and all persons whose business involves the use of conirolled
substances. Further information is available at www.ozone ie and www_fgases ie

_ TR -

H100% v
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Please note that if you leave the system idle for more than 30 minutes, the system will time out and you

will need to log back in.

More detailed guidance on using the ODS & F-gas Compliance System can be found in the Part 2
Guidance Document (Step-by-step Guidance Manual).

Section 3 - Adding another user to your company details
Firsly the person to be added as an additonal contact for ODS & F-gas will have to search for the

company on the Alder website - https://alder.edenireland.ie/

Figure 8: Company Search
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. Register

Home
Login

ere: Register
Register

HElp, Company Registration

To register as a member of an existing company, search for and select your company and continue registration. To register a B
new company, complete the form below and continue.

Search and Select from Existing Companies

Company Information
Company name: Mandatory
Business Type: - lz‘ Mandatory
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Once they find the company they will need to click on the name to bring up the company details (as seen

in Figure 9 below) and then click on “Next” to access the “User registration” page.
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Figure 9: Company Information
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new company, complete the form below and continue.

Search and Select from Existing Companies

oclr New Company

The following companies match that company name:
OCLR Ltd.

Company Information

Organisation: OCLR Ltd.
Registration Number:

Address Line 1: Johnstown Castle
Address Line 2:

Address Line 3:

County: Co. wexford
Phone: 053 9160655
Fax:

- B

TG FEgister as a Member of an existing company, SEarch Tor and Select your Company and Continue registration. 10 register a A

i

|10% -

On the “User Registration” page the user is required to fill out their own details as requested and then

select “ODS & F-gas” in the “select applications” section (circled in red in Figure 10 below). The user

should then indicate that they have read the terms and conditions by ticking the box before clicking

“Ok” to submit the form (circled in green below).

Figure 10: User Registration
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Name Description
Licensing Licensing g Add
Application application (Licenses and

CoAs). Farmally known as
Manage my Waste Water
Discharge Authorisations: -
Incident notifications to the
EPA for Licences and CoA
sites - View, respond to
and close out actions
created by the EPA for
Licensees in respect of
achieving compliance with
Licences and CoAs

Polychlorinated Biphenyl
(PCB) submissions

WEEE Application for Waste Add
Electrical and Electronic

Equipment (WEEE)
submissions

Add all

e app(‘“"’
ver Application for -

Options ‘Name Description  Options

Remove all
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3.1 Acceptance of Request from Organisation Administrator

Once the new user has submitted the form the Organisation Administrator (person that registered the

company in the beginning) will be able to grant access as follows:

1. Log onto the system using administrator’s username and password
2. Click on “Manage Users”, circled in red below
3. Then click on “Process Membership Request”, found at the top of the screen (circled in green

below)

Figure 11: Manage Users
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g —— S
Manage Users Options: Process Membership Requests
Home
My Profile

My Applications You are here: Manage Users
My Notifications

Help This list contains the users who currently belong to this organisation. You can modify roles, view application access and revoke
Logout membership using the options provided.

Administration: -
4 Full Name ~ Email ~ Role Options

: PP Lons AlderUser, WEEE  batteries@epa.ie  Organisation Administrator
Manage Users
Dowd, Marion m.dowd@epa.ie  Organisation User Role - Applications - Delete

Back to Top - Hom: an Gaeilge The ALDER

Comhshaol, Pobal ogus. Rialtas Altiiil

4. The name of the new contact person should appear here and you will have the option to
approve or reject the request from this user (this will appear under the heading options as

circled below in green).
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Figure 12: Approval/Rejection of Request
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Options: Back to Manage Users

Manage Users

Home

My Profile

My Applications You are here: Manage Users > Process Membership Requests
My Notifications
Help Process Membership Requests
Logout

This list contains users who have requested membership of this organisation. You can approve or reject their request by
using the options provided.

Manage Applications
Manage Users ¥ Date 4 Name ¥ Email Address ¥ Phone ¥ Mobile Options
No items.

Administration:

—J

The screen below will appear once the user has been approved for this system.

Figure 13: Approval of Request
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Manage Users Options: Back to Membership Requests
Home
My Profile
My Applications You are here: Manage Users > Process Membership Requests > Approve Membership Request
My Notifications
Help Approve Membership Request
Logout
r rove th lowin Z lication =
Administration: You are about to approve the following user's application request
T User Information
Manage Users
Email: jskenneally@eircom.net
Title: Ms.
User: WEEE AlderUser First Name: jane | |
Organisarlon: Last Name:  kenneally
OCLR Ltd.
Language: English
Section: Environment
Position: Environmental Health Officer
Address Information
Address Line 1:  epa
Address Line 2:
Address Line 3: ~
Done & Internet “a - ®120% .

5. At the bottom of this screen you will need to select “Organisation User” (pick from the drop

down menu as shown in Figure 14 below)
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Figure 14: Organisation User
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Address Information

Address Line 1:  epa
Address Line 2:

Address Line 3:

Post Code:

County: Co. wexford
Country:

Phone:

Mobile:

Fax:

Please select a role

Organisation Administrator
Organisation User

Mandatory

6. You can then return to “Back to Manage Users” (circled in red below)

Figure 15: Manage Users
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Options: Back to Manage Users

Home Manage Users

My Profile

My Applications You are here: Manage Users > Process Membership Requests
My Notifications

Help Process Membership Requests
Logout

This list contains users who have requested membership of this organisation. You can approve or reject their request by using

Administration:
the options provided.

Manage Applications
Manage Users ¥ Date 4 Name ¥ Email Address ¥ Phone ¥ Mobile Options

No items.

User: WEEE AlderUser
Organisation:

—

7. Click “Process Membership requests” where you will be able to see the new person that has

been added to the list of users.
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Figure 16: Membership Request
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Help This list contains the users who currently belong to this organisation. You can modify roles, view application access and revoke
Logout membership using the options provided.
Administration: .
4 Full Name ¥ Email ¥ Role Options
Manage Applications AlderUser, WEEE  batteries@epa.ie Organisation Administrator
Manage Users
Dowd, Marion m.dowd@epa.ie Organisation User Role - Applications - Delete

8. Lastly the administrator will need to grant this user access to the ODS & F-gas application.

For this you can click on “Manage Applications” (circled below in red in Figure 17) and the screen below

should appear, where you can then select “Manage Users” as circled below in green.

Figure 17: ODS & F-gas Compliance System Application
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ODSFGAS , oDSs 0ODS & FGas application Manage
-7 &FGas Users
S Fiaorinatid Srenisouss Gases
PCB Application for Polychlorinated Biphenyl (PCB) submissions Manage
PCBs Users
Palychlorinated Biphenyls
WEEE E Application for Waste Electrical and Electronic Equipment (WEEE) submissions Manage
Users
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Then the screen below should appear where you will be able to click on “Grant Access”
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Figure 18: Grant Access
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Home

My Profile

My Applications
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Help Manage Application Users
Logout

You are here: Manage Applications > Manage Users

- . This is a list of users who have access to this application.
Administration:

Application: WEEE
Manage Applications pplication

Manage Users .
4 Name ¥ Email Address ¥ Phone ¥ Mobile ¥ Role Oprions

AlderUser, WEEE  batteries@epa.ie 053 9160655 Application Administrator

You can add the new user by clicking on the “Add” button beside their details and then selecting

application user (circled in red below) before clicking “Grant”.

Figure 19: Adding new user as Application User
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This new user should then be visible in the “Manage Application Users” screen and will now also have

access to the ODS & F-gas application.
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