CAMD Business System (CBS)
1.  Associating Units currently in the CAMD database to New Programs
IMPORTANT NOTE:  Source Management Agents may add existing units to new programs (eg., CAIR, CAMR), but Source Management Agents may not make someone else a Representative, they may only make themselves a Representative, if appropriate.  We strongly encourage Source Management Agents to use CBS to associate units with the new programs (Step 1), and then walk their Representative through the process of certifying to the appropriate certification statements using CBS (Step 4).  If you have questions, contact Laurel DeSantis at 202-343-9191.

Log in to CBS using your User ID and Password.

Click on the Source Management link.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  
Click on the Submit Information and Form Data link.

Click on the Facilities and Units link.

Read and Agree to the Certification Statement.

Highlight the Facility and click the Select button.

Enter any missing required data (fields with asterisks), click Save, and click the Units Tab.

Click the radio button for the unit and click the Select button (you will have to choose one unit at a time).  
Enter any missing required data (fields with asterisks).

Click the Programs link on the upper far right side of the page.

Click the Add button on the Select Program screen.

Read the instructions for this screen before you begin entering data.

Use the drop down box to select the program to add.  The Unit Classification field will populate automatically.

You must include the ‘Initial Unit Monitor Certification Begin Date’.  See instructions. 

Ensure that the Reporting Frequency field is populated.

Click the Save button.

Click the Back button, and repeat to add other programs for this unit.

Use must now use Step 4 to assign Representatives before the process is complete.  The process is not complete until a primary representative has been assigned for all programs for the facility.

2. Adding Units to a Facility that currently exists in the CAMD database
IMPORTANT NOTE:  Source Management Agents may add units to a facility that exists in the CAMD database, but Source Management Agents may not make someone else a Representative, they may only make themselves a Representative, if appropriate.  We strongly encourage Source Management Agents to use CBS to add units to existing facilities (Step 2), and then walk their Representative through the process of certifying to the appropriate certification statements using CBS (Step 4).  If you have questions, contact Laurel DeSantis at 202-343-9191.
Log in to CBS using your User ID and Password.

Click on the Source Management link.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  

Click on the Submit Information and Form Data link.

Click on the Facilities and Units link.

Read and Agree to the Certification Statement.

Highlight the Facility and click the Select button.

Enter any missing required data (fields with asterisks), click Save, and click the Units Tab.

Click the Add button.

Enter all required data (fields with asterisks), and click the Save button.
On the Select Programs screen, click the Add button.

Read the instructions for this screen before you begin entering data.

Use the drop down box to select the program to add.  The Unit Classification field will populate automatically.

You must include the ‘Initial Unit Monitor Certification Begin Date’.  See instructions.
Ensure that the Reporting Frequency field is populated.

Click the Save button.

Click the Back button, and repeat to add other programs for this unit, or if you are finished adding programs for this unit, click the Back button and then click the Continue button.

On the Select Fuel screen, you can click the Add button to add fuel data, or click the Continue button.  

On the Select Generator screen, enter and save the generator information associated with the unit, and click the Continue button.  If you do not enter the Generator information, it will be considered missing data, and will appear on the Missing Data screen.
On the Owners/Operators screen, click the Add button to enter and save the owner/operator information, and click the Continue button.

You will end up back at the Facilities and units main screen.  Repeat if necessary.

Use must now use Step 4 to assign Representatives before the process is complete.  The process is not complete until a primary representative has been assigned for all programs for the facility.

3. Adding a Facility to the CAMD Database
IMPORTANT NOTE:  Source Management Agents may add a facility to the CAMD database, but Source Management Agents may not make someone else a Representative, they may only make themselves a Representative, if appropriate.  We strongly encourage Source Management Agents to use CBS to add a facility to the CAMD database (Step 3), and then walk their Representative through the process of certifying to the appropriate certification statements using CBS (Step 5).  Note that you must use Step 5, not Step 4.  If you have questions, contact Laurel DeSantis at 202-343-9191.
Log in to CBS using your User ID and Password.

Click on the Source Management link.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  

Click on the Submit Information and Form Data link.

Click on the Facilities and Units link.

Read and Agree to the Certification Statement.

Click the Add button to add a facility to the CAMD database.

Review the list of information required to add a facility/unit to the CAMD database and click the Continue button.

On the Add Facility screen, enter the required data (fields with asterisks) and click the Add Unit button.

On the Add Unit screen, enter the required data (fields with asterisks) and click the Save button.
On the Select Programs screen, click the Add button.

Read the instructions for this screen before you begin entering data.

Use the drop down box to select the program to add.  The Unit Classification field will populate automatically.

You must include the ‘Initial Unit Monitor Certification Begin Date’.  See instructions.
Ensure that the Reporting Frequency field is populated.

Click the Save button.

Click the Back button, and repeat to add other programs for this unit.  If you are finished adding programs for this unit, click the Back button and then click the Continue button.

On the Select Fuel screen, you can click the Add button to add fuel data, or click the Continue button.  

On the Select Generator screen, enter and save the generator information associated with the unit, and click the Continue button.  If you do not enter the Generator information, it will be considered missing data, and will appear on the Missing Data screen.
On the Owners/Operators screen, enter and save the owner/operator information, and click the Continue button.

At this point, you will be taken to the Change Representatives screen.  If you are not the person that is going to become the Representative, you can go no further.  You will have to close your browser to exit the application.  

The person that is going to become the Representative will need to use their own user id and password, and use Step 5 (not Step 4) to assign themselves as the Representative.

The process is not complete until a primary representative has been assigned for all programs for the facility.

4. Associating Representatives to New Programs
IMPORTANT NOTE:  Source Management Agents may add existing units to new programs (eg., CAIR, CAMR), or add units to existing facilities, but Source Management Agents may not make someone else a Representative, they may only make themselves a Representative, if appropriate.  We strongly encourage Source Management Agents to use CBS to associate units with the new programs (Step 1) or to add units to existing facilities, and then walk their Representative through the process of certifying to the appropriate certification statements using CBS (Step 4, not Step 5).  If you have questions, contact Laurel DeSantis at 202-343-9191.

Log in to CBS using your User ID and Password.  Keep in mind, the person that is going to become the Representative, must be the person logging in using their own User ID and Password. If you need a User ID and Password, contact Alex Salpeter at 202-343-9157.  If you are already logged in, click the Home button.
Click on the Source Management link.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  

Click on the Submit Information and Form Data link.

Click on the Representatives link.

Highlight the Facility and click the Select button.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  

Current Representatives grid will appear.  Remember that the Representatives for the Acid Rain, CAIR Trading and CAMR must be the same.

Check the box next to the Representative row, and click the Replace button.  Remember that you may only assign yourself as a Primary Representative.

Read and Agree to the Certification Statement.

Once the Primary Representative is assigned, the Primary Representative may assign an Alternate Representative.
The process is not complete until a primary representative has been assigned for all programs for the facility.

5. Associating Representatives to an Unrepresented Facility (facility newly added to the CAMD database for which no Representative has been assigned)
IMPORTANT NOTE:  Source Management Agents may not make someone else a Representative, they may only make themselves a Representative, if appropriate.  We strongly encourage Source Management Agents to use CBS to add facilities to the CAMD database (Step 3 above), and then walk their Representative through the process of certifying to the appropriate certification statements using CBS (Step 5).  If you have questions, contact Laurel DeSantis at 202-343-9191.

Log in to CBS using your User ID and Password.  Keep in mind, the person that is going to become the Representative, must be the person logging in using their own User ID and Password. If you need a User ID and Password, contact Alex Salpeter at 202-343-9157.  If you are already logged in, click the Home button.

Click on the Source Management link.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  

Click on the Submit Information and Form Data link.

Click on the Representatives link.

Click on the Continue button under Option Two to view a list of facilities that were added to the CAMD database, but currently have no Primary Representative.

Highlight the Facility and click the Select button.

If the Missing Data screen appears, enter the missing data or click the Continue button to go to the next screen.  

Current Representatives grid will appear.  Remember that the Representatives for the Acid Rain, CAIR Trading and CAMR must be the same.

Check the box next to the Representative row, and click the Replace button.  Remember that you may only assign yourself as a Primary Representative.

Read and Agree to the Certification Statement.

Once the Primary Representative is assigned, the Primary Representative may assign an Alternate Representative.

The process is not complete until a primary representative has been assigned for all programs for the facility.

