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This guide provides a basic introduction to the core functionality of the DOE
Sustainability Dashboard (Dashboard) which may be accessed at the following
location: https://doegrit.energy.gov/SustainabilityDashboard. It covers user roles
and responsibilities, the mechanics of entering sustainability data, and the
process for viewing DOE sustainability performance.

Please reference the comprehensive DOE Sustainability Dashboard User Guide
for details on data categories, available filters, and reporting capabilities.
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| Introduction

The U.S. Department of Energy (DOE) is required to meet sustainability goals mandated by
statute and related Executive Orders (E.O.), including goals for greenhouse gas (GHG)
emissions, energy and water use, fleet petroleum use, green buildings, and renewable energy.
Each year, DOE tracks performance and reports progress towards these goals by providing the
annual Greenhouse Gas Inventory, Annual Energy Report, Strategic Sustainability Performance
Plan (SSPP), and related reports to the Office of Management and Budget (OMB), the White
House Council for Environmental Quality (CEQ), and Congress.

Since 2009, the Sustainability Performance Office (SPO) has utilized the Consolidated Energy
Data Report (CEDR) in Microsoft Excel to collect DOE site-level sustainability data and
consolidate these data sets on behalf of the Department. In October 2014, the SPO launched
the web-based DOE Sustainability Dashboard (Dashboard) to serve the same functions as the
CEDR and add analysis capabilities for DOE sustainability data reporting. The Dashboard
maintains historical data sets for each DOE site and national laboratory and collects current
year data, consistent with processes established for the previous years’ reporting cycles. The
Dashboard also features analytics to provide DOE sustainability personnel with tools for
managing sustainability at their site or within their program.

The Dashboard’s latest updates includes nine new pages that are ready for use in the FY 2016.
Those pages are as follows:
Green Buildings

Metering & Benchmarking
Building Inventory Change
Facility Goal Category
Fleet Vehicle Mileage

Appropriations/Direct Obligations
Training & Education

Climate Resilience

Site-Level Policy Tracker

akrowN -~
©ooN®

Future build outs include the following areas: Audits & Evaluations, Performance Contracts,
Conservation & Efficiency Measures, Supply Chain GHG Management, Data Centers, and
integration with EPA’s Portfolio Manager. Other pages may also be developed as Federal
reporting requirements are revised and updated.

Additional features in the Dashboard will be added on an ongoing basis. Revisions to this guide
will be published as necessary. A list of Frequently Asked Questions (FAQ) is also available on
the home page of the Dashboard at https://doegrit.energy.gov/SustainabilityDashboard.

For more information on the Dashboard or the DOE sustainability reporting process, please
contact the Sustainability Performance Office at sustainability@hqg.doe.gov.
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1. Home Page

The Dashboard Home Page is divided into five sections: Top Navigation Bar, Quick Start
Links, Notification Center, Important Dates, and Resources.

DOE Sustainability Dashboard

,/'

# ‘ Reports ‘ Data ‘ SPOFOA ‘ Help

QU'CK’STA RT LI NKS What would you like to do?

WD % T

Data Flagged aReport Completion
Data Status

3 Notification Center 4

Please Log In to view any active notifications 11172015 - FIMS closes for Data Entry

11/2002015 - FAST closes for Data Endry
Message to Users

1210772015 - All sustainability data due to
The DOE Sustainability Dashboard is scheduled to be online for FY 2016 reporting with SPO
improved data collection capabilities and incorporation of ECQ 13683, Planning for Federal
Sustainability in the Next Decade.

The Sustainability Performance Office (SPQ) is available at the email below to assist with

sustainability questions and reporiing process.

Thanks Dashboard User Guide

DOE Sustainability Performance Office Dashboard Quick Start Guide

sustainability@hg.doe.gov
2016 55P Guidance

CEDR Technical Support Document

1. Top Navigation Bar
The Top Navigation Bar (in blue) allows the user to navigate through the Dashboard and is
described below:

e Home Page is represented by an icon that resembles a house and results in a return
to the Home Page.

e Reports Menu presents options to view the OMB Scorecard, Comprehensive
Scorecard, Performance Graphs, and Create a Report.

e Data Menu provides the ability to Enter Data and review sustainability reporting
Completion Status.

e Administration Menu allows the user to edit their profile and change their

password.
e SPOFOA Menu provides information on the SPO Funding Opportunity
Announcement.
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e Help Menu provides useful resources, including reporting guidance, templates, and
user guides.

2. Quick Start Links

The Quick Start Links provide easy access to key system functions. Site Users may also
access the same pages using alternate navigation methods as referenced in the table
below.

Quick-

Start Links Description Navigation Alternative

Opens the Data Entry Module. Refer
to Chapter 4 Data Entry Module for
more information.

On the Data Menu, select Enter
Data.

Opens the QA/QC Module. Refer to
Section 3.2 QA/QC Module for more
information.

In the Data Entry Module, choose
“Full QA/QC” button.

Opens the Create a Report page.
Refer to Section 5.4 Create a Report
for more information.

From the Reports Menu select
Create a Report.

Opens the OMB Scorecard Module. From the Reports Menu select
Refer to Section 5.1 OMB Scorecard OMB Scorecard.

Allows user to see for their approved

site(s) reporting completion status. From the Data Menu select
A Refer to Section 3.3 Completion Completion Status.
Status.

From the Administration Menu

Brings up the Edit User page. Refer to select User Profile.

Section 2.3 User Profile.

3. Notification Center

This section provides the user with important notifications, including system settings and
system maintenance. Future development of this section will include user-specific
messages, such as required actions (e.g., data entry, approval, etc.).

4. Important Dates
The section communicates important dates, including reporting schedules and deadlines for
submitting data.

5. Resources
This section includes links to important documents such as the DOE Sustainability
Dashboard User Guide and the Guidance for DOE Site Sustainability Plans.
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| 2. Administration

2.1.Create an Account

To request a user account:

User Registration

Request a New Account

Use the form below to creste a new account request.
First Mame is required
Last Mame is required.
E-mail is required
= requined.
DOE Site is required.
A Message for Administrator is required.
Aecount Information

Last Mame: I:l =
iy — S

® Federal
Employment Type™ s
O Contractor
Rele: O poEHR O Site Office O Site Manager ® Site User
Federal Energy Regulatory Commission
MNstional Muclear Security Adminisirstion ~

Mawval Reactors

Office of Energy Efficiency and Renewable Ene
Office of Enterprise Assessments

Office of Environmentsl Management

Office of Fossil Energy

Office of Legacy Management

DOE Program Cffice:

Office of Management W
Office of Muclear Energy

Albuguerque Complex

Ames Laborstory ~
Argonne Mational Laboratory

Bettis Atomic Power Laboratory - PA

Bonneville Power Administration

LIS S Brogkhaven Mational Laboratory
Eazt Tennessse Technology Park
Envirenmental Management Consolidated Busi
Federal Energy Regulatary Commission W
Farmi Mational Accelerator Labaratory =
O Facility Energy Management O Fugitives & Refrigerants [ Data Centers & Electranics
Primary Responsibility: [ water Managemsnt [ Travel & Commute O Procurement

O Fleet Management Owaste Managemeant [ Gther

Message For Administrator:

Submit Request

1. Open the DOE Sustainability Dashboard
https://doeqgrit.energy.gov/SustainabilityDashboard

2. Click the Register tab in the upper right hand corner of the Home Page.

3. Complete the required fields (“First Name”, “Last Name”, “E-mail”, “Phone”,
“Site”, and “Message to Administrator”).

4. Complete the address fields (optional).

5. Self-identify “Employment Type” (Federal or Contractor), “Role” (Site User, Site
Manager, Site Office, DOE HQ), “Program Office”, and “Site”.
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6. Check the boxes denoting your “Primary Responsibility” from a data entry
perspective (Facility Energy Management, Water Management, Fleet
Management, Fugitives & Refrigerants, Travel & Commute, Data Centers &
Electronics, Procurement, Waste Management, Other) (optional).

7. The “Message for Administrator” field may be used to include important notes

regarding your registration. An example may be to add notes justifying your
selection of Site(s) or Program(s).

8. Select the “Submit Request” button at the bottom of the screen, and a
confirmation message appears. Click the “Finish” button.

User Registration

Request a New Account

‘Complete

Your account request has been successfully generated.

r account has been granted access to the site.
and password information.

You will be n
At this time you will receive yo

Notification Sent to System Admin
Finish

9. Upon account approval, you will receive a confirmation email with a temporary
password. Site administrators will work quickly to approve your account. If you do
not receive an email confirming your request within one day of submission,
please contact sustainability@hq.doe.gov for assistance.

10. In the Log In tab, enter your Username (your email address) and the temporary
Password.

11. Click on the “Log In” button.

12. Immediately upon log in, you will be prompted to change your password. Insert
the temporary password in the Old Password field, then create and confirm your
new password.
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2.2.User Roles and Privileges

The table below summarizes the user roles and general access rights for each level of
access to the Dashboard. Data sets will be protected according to user roles and
program/site affiliation.

User Role | General Description General Rights

Site level personnel with sustainability data reporting XIRead/View
responsibilities. May be involved with one or many data

Site User categories (e.g., a site may have multiple Site Users, with bIWrite/Enter Data
separate responsibilities for energy, water, waste, etc.). [CJApprove/Reject
Site level personnel who oversee sustainability reporting .
for their site. Site manager reviews (approves/rejects) XRead/View

Site data sets submitted by Site Users and subsequently AL

Manager submits data sets for Site Office review. The Site Btz el (Dt

Manager may also have sustainability data reporting X Approve/Reject
responsibilities.

. . . . XRead/View
Site Office personnel responsible for overseeing the
Site Office | Management and Operation (M&O) contract for a site and | [IWrite/Enter Data

approving data sets prior to submission to HQ. 5 Approve/Reject

Read/View
CWrite/Enter Data
X Approve/Reject

DOE HQ personnel, typically with responsibilities of
DOE HQ . : Lo "
overseeing and managing sustainability activities.

Note: Should there be a need for exceptions to the rights associated with each role, they
can be accommodated. If you have role/rights exception requests please contact the
Sustainability Performance Office at sustainability@hqg.doe.gov.

2.3.User Profile

User profiles contain basic information for each Dashboard user, including name, email
address, phone number, physical address, employment type, role, sites, and DOE Program
Office. This information is collected and stored when accounts are created and may be
modified as needed. See Section 2.1 Create an Account for more information on creating a
new account.
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Lasi Updaked
Hama

Emad

Username

Phone

Addiess
Address 2

City

Employment Type

Roks

DOE Program Oifice

DOE Sike | Accass

A s gL 1 oo ple

1A MS00 12:00:00 AM

Sue Tester
Sl teshenoesigoy
sue tester
000-000-0000 Ext
Shate | --Please Select--
* Federal Conbractor
* DOE HO Sine Dfice Site Manager Site User

Oiffice of Energy Efficiency and Renewable Ener
Odfice of Enterprise Assessments
Office of Environmental Management
C & of Fossil Energy

egacy Management
of Managemen
Oiffice of Nuckear Energy w|*

Hational Muckar S&curlty Admmisiration

v | op

Ames Laboratony
Argones Nations| Laboratory

Office of Schmds
Ofica of SOk na

Betiis Atomic Power Laboratory - P

|Haval Reactors

Bonneville Power Adminisiration

oz BTk eting Adminis brabon

‘[ Brookiaven National Labora

(Wasts lsolation Pilol Plasi
West Valloy

12 Sile OMice

Pawnmany Risponkitility
Facidy Enedgy Managem
Walar Management

Floal Managament

| Request Change

Thaemias JiiTerson Hational Accalerator Facity

(Weabern Area Power Adminislnation

Save

Doy . . Office of Sciends

Officn o SChence

Cifficn of Eavirommanal B nagemang
Ofice of Envirommenial Managemsond

Matonal Nuckead Sacurity Adminssiration

et Fugithres & Rolrigerants

Travel & Commuls Procunement
Wiss te Managomaonit Dehar
Delate | Cancel

Pownr Matkating Admanis iy ation

Dala Centers & EWCironics

Please refer to Section 4.2 User Profile in the DOE Sustainability Dashboard User Guide for

additional instructions for editing the user profile.
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| 3. Data Menu Overview

The following chapter covers the processes for entering sustainability data and tracking
completion status.

For a detailed description of reporting requirements, refer to the Introduction Section, the
Guidance for DOE Site Sustainability Plans, or the DOE Sustainability Dashboard User Guide.

3.1.Data Entry Home Page

To access the data entry home page, click on the Data Menu in the top navigation bar, and
choose Enter Data.

The Data Entry Home page lists all the data entry categories available to view or edit. See
the image and descriptions below for details on accessing data entry pages, downloading
templates, or uploading data.

Data Entry Home Site: — Select One — v |

Faciities |
Energy 1 EE 3 Non-Fleet Vehicles & Equipment Fuel E
Water EE Fugitives & Refrigerants EE
Renewables EE Fleet Vehicles Fuel E

1. Select a site from the drop-down menu on the upper right hand side of the screen
(highlighted in red above).

2. Navigate to the desired data category and select the applicable icon to the right of the
category as defined below:

1. Enter Data — Enter sustainability data through the Data Entry Module. Refer
to Section 4.1 Enter Data.

2. Download Template — Download template for file upload (Microsoft Excel
file). Refer to Section 4.2 Get Upload Templates.

3. Bulk Data Upload — Upload sustainability data through file upload (Microsoft
Excel file).
Refer to Section 4.3 Upload via Bulk Data Upload.

3.2.QA/QC Module

The QA/QC Module is a way for users to view historical data and enables users to see
trends and easily identify errors, anomalies, or significant data variances. It is recommended
that users review data using the QA/QC Module prior to submission.

The QA/QC Module can be accessed in two different ways:
1. Navigate to the Data Menu and select “QA/QC”.
OR

U.S. Department of Energy 8|Page
Sustainability Performance Office




2. Inthe Data Entry Module for a given data category, click on the “View Full

QA/QC” button at the upper right hand corner of the screen.

The five parts of the QA/QC Module are depicted on the image below and are described
below.

° QA / QC Module Site: National Renewable Energy Laboratory Hide QAQC >>3
Frequency [annuai [~] catsgory [an [~] subsatsgory [an E T SR ETEE o | 3
Nativa unita are not avaiiable ae & Moy uniees 3 Subcatagary e cnosen
eRangs Thrasnoia Rercentags Vaius on the rignt to cispiay Mags for data cnangss tat axcsed thatvaius (10 % sat] startRaron [an veara ]
QA/QC
0,000
P
20,000 I c—
Fiest Vehicie: lszge M —
Sita-Lovel Pollcy Trackar 8 —_— . ————*
2
3
0,000
. 2008 2004 2005 2006 2007 2008 2009 2010 zon 20z Wiz 2014 2015 o
Fiscal Year
4 _—
Category Subcategory  Fuel  Units  Pericd 2003 2004 2005 2006 2007 2008 2009 2010 2011 201z 2013 2014 2005 2016
Targat Exciudag Sunaings Emctrizly = o Data No Data o Data wo ata wo vata 256156543 | 270236704 | 325078106 | 20373000 | 213445082 | 200525111 | 200371508 | WoData | woData
Matural Gas o Data No Data No Data Wo Data Yo Data o o [} ] 0 o Mo Data Mo Data | NoData
Auglta & Evalustions e | Electricity crid 13.968.50264 | 13.391.75643 | 13.807.88213 | 14.259.0822 | 15.063.10154 [ 16.103.7€893 | 15.343.3852 | 15.803.32617 | 17.290.3365 | 17.405.00858 | 17.556.31348 | 22.149.05543 | NoData | MoData
Conearvatian & Enliency Measurce
pertormanca Contracts Targat Goal Subjest Buings | Natural Gas IITSAME | 247120530 | 284355411 | 235083176 | 4205125 | SAIATTSS | 33622681 | 360LS2M8 | S0617SSIS | 3021258 | SAUSOTSS | 251235513 | WoData | WoData
Training & Eusstion Total 168435661 | 153550017 | 1655143624 | 1720852956 | 1643405202 | 2216021685 | 2124750005 | 2277725671 | 223012245 | 2350150856 | 20376708 | 26.4ess2s8s |0 [
Creai= Change Request

1. Site Selection Drop-Down Menu: This field provides a drop-down menu for selecting a
site.

Hide QA/QC Button: This button toggles between the QA/QC Module and the
associated Data Entry Module for that same category. Clicking this button on the
QA/QC Module for Energy will take the user to the Data Entry Module page for Energy.
Filters: This area contains a series of drop-down menus that allow the user to refine the
data being displayed in the graphs and data table.

Graphical Display Area and Associated Data Table: As defined by the selection of the
filters, a graph appears and the associated data table.

Data Categories: Along the left-hand column of the screen is a list of all data categories.
This list allows the user to navigate between data categories.

Note: Some “Units” filters will give the user the option to display data in Native Units. Native
Units are the unconverted raw numbers inputted by the site. Data may only be viewed as
native units for some data categories.
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3.2.1. QA/QC Filters

The QA/QC Module provides filters for each data category. The options selected for the
filters will have downstream effects on subsequent filters. Therefore, there are variations
in filters from data category to data category, depending on the data the site has entered
and the filters chosen. Refer to Section 5.2 QA/QC Module in the DOE Sustainability
Dashboard User Guide for information on the filters for specific data categories.

Frequency | Anoual |~ | Category | AN v| subcategory | Al v] Fuel | An [v] unit | GHG[v] [ Build

1 Change Threshold Percentage Value on the right to display flags for data changes that exceed that value | 10 %  Set ||Start Period | All Years w | 2

1. The system automatically sets flags year-over-year based on user defined
percentage points. The user may control the flags that are placed by setting the
threshold value in the field shown below. The default value for the field is 10
percentage points.

2. You are also able to adjust the starting period for the data you wish to view. Use
the Start Period filter to select the year you wish the graph to begin with.

When you have completed setting the filters to your desired configuration, click the
“Build” button at the end of the filter row. This will cause the QA/QC Module to calculate
the data set that meets the requirements established by the filters and present a graph
and associated data table in the display area.

Note 1. The QA/QC Module may not have an immediate option to display the data in
the native units. This occurs on pages which have potentially conflicting unit types. For
example, the QA/QC Module for Energy displays multiple data units (e.g. electricity in
MWh and fuel oil in 1,000 gallons). As such, the QA/QC Module does not present an
option to select native units until a “Subcategory” has been chosen.

Note 2. Drop down options in each filter are based on the data your site has entered, so
the example may not display what every user will see depending on their data entry.

3.2.2. Graphical Display Area & Associated Data Table

The Dashboard offers the ability to examine historical and current data sets through
trend analysis. This tool may be used to view data variances, spot anomalies, errors,
and data inconsistencies. The graph display area and associated data table displays all
data previously recorded (historical and current). Hovering over a data point on the
graph shows the actual totals for a given fiscal year.
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Ener:

2008

ay

Fiscal Year

-+ Total

2013 | Torak
23.367.67

Categery

Subcategory Fuel Units Period

2002

2007

2010

2011

2012

2013

2014

Targst Exciugen Buloings.

Enmctricity ena mTcozs | Annusl

Mo Data

Mo Dats

Mo Dats

No Dats

No Data

2.581.96543

270256704

329178108

2337 58018

219445062

2.005.28111

o Dats

“Targst Exciugen Buloings.

atural Gag mTcoze | Annusl

Mo Data

Mo Dats

Mo Dats

No Dats

No Data

]

]

]

o Data

Targst Gaal Subjsct Bulldings

Elactriclty ad MTCOze | Annual

13,568.56268

13,381.75643

13,537.88213

14,253.0822

15,083.10154

15,835,518

15,348.3852

15,508.52617

17,280.3885

17,405.00538

17,558.31348

421

Targst Goal Sunjsct Buldings

atural Gas wTcozs | Annual

2,375 40188

247120533

2843 55411

25308517

342035128

343547753

3,156 22681

385162588

338175533

330215258

3,808 07831

o Dats

Total

16.543.9841

15.883.0017¢

1656143624

17.259.52356

18.484.05282

21,852.95883

21,247.55005

22,777,267

22950.12243

2350180958

23375705

a5z

Creste Change Request

Clicking on any value in the data table will present a pop-up dialog box. Detailed
information for that data point will be displayed, including “Month,” “Usage” and “Cost”.

Data Details b4

Breakdown of 2013 FY Data for Target Goal Subject Buildings

Month Usage Cost

[Fiscal Year Q1 (October - December)|| 552,508.03 || $63.58 |
1,748,366.18][$173.38
| Fiscal Year Q3 (April - June) || 940,634.75 ||$106.39|
| Fiscal Year Q4 (July - September) || 564,566.35 || $67.77 |
| Total ||3,806,076.31]$411.11

| Fiscal Year Q2 (January - March) |

3.2.3. Submitting Historical Data Change Requests

U.S. Department of Energy

If corrections are required, users may submit change requests to modify historical data
sets. To initiate a historical data change request, select “Create Change Request” from
the QA/QC Module. The General Change Request Form appears where the user can
enter details for their request. At minimum, changes requests should include: the site,
period, cost, usage data, and a justification for the request. Additional information may
be provided to help inform the review. To submit the request, click the “Send Change
Request” button (highlighted in red).
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General Change Request Form *

Change Request
Enter your custom change request here and provide justification for the change

Send Change Request Cancel

The SPO and HQ program offices will review all change requests and follow up with
sites directly. Note: Fleet data pulled from FAST and green building data pulled from
FIMS can not be changed in the Dashboard. Fleet and green building data changes can
only be made in FAST and FIMS, respectively.

3.3.Completion Status

The Completion Status page allows users to view the completion and approval status for
each sustainability data category. There are several ways to navigate to the Completion
Status page: 1) from the Data Menu, choose Completion Status; 2) from the Home Page,
select the View Completion Status Quick-Start Link.

On the Completion Status page, Site Users must first select a “Site” as shown below.
Users may scroll through the “Site” drop down menu and view their assigned sites.

(See Image on next page)
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Completion Status Select Site: | DOE Site Reporting Period: FY 2014

View test the current completion status for each sustainability data category below. Hover over a data category to perform additional actions: edit data; review
and approve data; and view historical data trends.

Category Inpt Input Status Manager Review Site Office Review DOE HQ - PSO Review DOE HQ - Admin Review
Energy Submitied 10152014
Water Submiteq 121+ Appraved 10202014
Renewables Not Started
{Disabled)
{Disabled)

MewBuildings {Disabled)

Vehicles & Equipment

NonFleetVehiclesEquipmentFuel Submigeg 19132014 Riejected 10182014

FupitivesRefrigerants Mot Started

FleetVehiclesFuel NiA NA NiA NiA NiA
FleetAcquisition NiA NA NiA NiA NiA

Travel & Commute

AirTravel Mot Started
GroundTravel Sybriseg 104
Commute Not Started

CommuterSurvey (Disabled)

Once the Site User submits the data for the Site Manager’s review, the data category is
labeled with the submission date.

Please refer to Section 5.3 Completion Status in the DOE Sustainability Dashboard User
Guide for an explanation of the status fields for the data collection and approval processes.
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4. Data Entry Module

The Data Entry Module allows users to enter data for each data category through a series of
entry fields and drop-down menus. As current year data is saved to the Dashboard, a review
table is generated on the right hand panel to confirm successful data entry. When data entry is
complete, Site Users submit complete data sets for Site Manager approval.

In the examples below, the Energy data category within the Facilities data set is used to
demonstrate the process of data entry. The process for the other data categories is identical in
terms of major steps, although there are variations in the fields and menus for each data
category. The following data categories have a slightly different data entry process: Fleet
Vehicle Fuel, Fleet Vehicle Inventory Fleet Vehicle Mileage, Green Buildings, and the On-Site
Renewable Generation System within the Renewables data category. Please note, fleet vehicle
and green building data are not open for editing and data must edited in FAST or FIMS
respectively. For instructions on entering data in a specific category, please refer to Chapter 7
Detailed Description of Data Categories in the DOE Sustainability Dashboard User Guide.

4.1.Enter Data

This section outlines the steps for entering data through the Data Entry Module.
From the Data Entry Home page, click on the Enter Data icon:

1. The Data Entry Module is displayed below for the Energy data category. Enter
site data in the provided data entry fields.

2. Select “Save Energy Consumption and Cost Data” to save progress to the
Dashboard.

3. You may navigate between data categories using the left hand column.

4. Once all data has been entered and verified by the site, Site Users may submit
completed data sets for approval by selecting the “Complete Energy
Consumption and Cost” button.

5. As data is saved to the Dashboard, a review table is generated on the on the
right hand panel. The Dashboard arranges data in alphabetical order according
to Subcategory.

(See Image on next page)
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o Data Entry Module

Site: National Renewable Energy Laboratory <= Vi

Energy

Watsr

Renawablss

Green Bulidings

Matering & Benchmarking
Faciity Goal Catsgory
Buliding Inventory Change

et zara
Sits-Lavsi Pollcy Tracker

;
%

Mon-Flest Vehicles & Equipment Fusl
Fugitives & Refrigerants

Flsat Vanicies Fusl

Flest Vshicles Inventory

Flest Vshicies Milsage

Sits-Lsval Pollcy Trackar

%
%

Alr Travel

Grouna Travel
Commuts

Site-Leval Pollcy Tracker

Municipal Solid Waste
Waste Diversion
Wastewater Treatment
Sita-Loval Pollcy Tracker

Funding
‘Auoits & Evaluations

Conssrvation & EMclency Messurss
Performance Cantracts
AppropristionsDiract Ooiigations
Tralning & Educaticn

Centers
Electronics Acqulsition

Electronics Operations
Eldctronice End-or-Lita
Dats Contars

i

Sustainabie Contract Review
Supply Chain GHE Mangament

]
i

Ciimats Resimance
Site-Leval Pollcy Tracker

PSO: EE

01
Suscategory:
Main Site Zip Code:

Category:

* Square footage data is auto-
popuisted. Currant data is based

Square Feet: 112502 on FYZ014 Q4. Data will be
updated vith FY2015 information
by mid-Mowember

Purchased or On-Site
Generuted Non Ronewable:
ial: [~Choosea B

Transmission and
e
(Optional):
Dtz Eniry Period Type: (®)Fiscal Year by Quaner
(O Fiscal Year by Month
Fiscal Year: [2016

Usage Unit: [Megawati Hour (MWW} v

Q1 (Oetober - i
égmmhgﬂl | @1 Cost (1020 |
Amount:
a2 sy - ] @2 Gost (1900 I
March) Amount: si
@3 (A - dune) | ] @3 Cost (1090 |
Amount: 51
Q4 {July -
September) [ ]9 Cm\.‘.ﬂgﬂ |
Amount: :

o I
(@ptional):

Additionl Information
(Optional):

2 Save Energy Consumption and Cost Data

By KNG IS bUoN you Wil N Ionger D2 3Ble 1D SAdiEalt anytIng Fom tRis eItEgary,
SN0 nes 303 Wil DE METKED 10 00 10 3 MRS (VS 107 FRVIEN.

Complete Enerpy Consumption and Cost | 4

5 Com2s . Subcategory Category  Purchased/FusliUnits Usage Cost GHG
ar |ooo  |somo [ooo
Select Target Goal |Purchased Qz (D00 |snoo 1000
Electricity Subject
Delete] Sulldings | Grid Q3 |ooo $000 000
Megawstt Hour Q4 |oo |sobo (oo
Totsl|000  |snoo [oog

4.2.Get Upload Templates

Users may input data to the Dashboard in two ways. Users may use the Data Entry Module
(as described in Section 4.1 Enter Data) or upload data using a MS Excel Template. Keep
in mind data cannot be uploaded for data that is pulled from other systems, such as FAST or

FIMS.

To download an upload template, select a data category and and click on the Download
Template icon (Highlighted in red below). Note that each data category has a custom upload

template.

Data Entry Home

Energy
Water

Renewables

Site: — Select One -

An example of the upload template for the Electronics Operations data category follows.
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1 | DOE Sustainability Dashboard - Elec;ronics Opet:ations L;plaad Tempiate 7 ] )
2  Site Information Data Entry Information Power Duplex Printing
If Power Management is selected in Column E, choose
"Computers" and/or "Displays" in Column F. If Duplex
Printing is selected in Column E, choose "Printers, Enter data in this category only if "Power Enter data in this category only if "Duplex
3 |Enter site identifying information. Copiers, MFDs" in Column F Management" was selected in Column E. Printing" was selected in Column E.
Number Exempt |Number Using Number Number Using
from Power Power Number Incapable of Duplex Additional
4 |Site Name ~ |P3O ~ |Site 4 ™ |Fiscal Yea ™ [Category ~ |Subcategory * |Number Owne ¥ |Management| ™ |[Management | ¥ |Owned ¥ |Duplex Printin ™ |Printing ~ |Information
5
&
7
8
8
o] —
11
12
13
14
15
16
17
18
19
20
21
2
3
24
5
HAOT »( EOpe.rauons__> [l i
—
Notes:
¢ Do not change worksheet (tab) names within the upload template. If the worksheet name is modified, the upload will fail.
In this example, the tab/worksheet is by default named, “EOperations” (circled in red above).
e Drop downs must be used when available. Manual data entry in these fields will not be recognized by the system.
e The Excel file name may be modified. For example, the Electronic Operations template is named “EOperations.xlsx” by
default. This may be modified to another name (e.g., SiteName_EOperations_FY14.xIsx).
e The upload template only accepts data for the current year reporting cycle.
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4.3.Upload via Bulk Data Upload

Data may be uploaded to the Dashboard using the upload template icon located in the Data
Entry Home. Only current year data may be uploaded to the Dashboard. To perform
changes to historical data sets, refer to Section 3.2.3 Submitting Historical Data Change
Requests.

1. From the Data Entry Home page, navigate to the desired data category.
2. Select the Bulk Data Upload icon.

Data Entry Home  site: — Select One -

Facilities

Water IAE3IEN
Renewables [@]ﬂg

3. The Data Entry Upload page appears (see below).

o Data Entry Upload Site: |DOE site

CEDR Data Upload for DOE Site: Energy

“[Mote: Currently only recognizes the s« files obtained from this site, and can only upload current year values.)
Browse.

4. Click “Browse” and select the file location from your computer.
5. Click “Upload.”
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| 5. Reports Menu

The Dashboard contains analytical tools and reports to assess performance against DOE’s
sustainability goals. The OMB Scorecard, Comprehensive Scorecard, and Performance
Graphs Modules highlight progress towards sustainability goals. The Create a Report Module
allows the export of data stored in the Dashboard. See Chapter 8 Reports Menu in the DOE
Sustainability Dashboard User Guide.

5.1.0MB Scorecard

The OMB Scorecard Module highlights performance against goals on the annual OMB
Sustainability and Energy Scorecard. From the Top Navigation Bar, choose OMB Scorecard
from the Reports Menu and the scorecard displays (shown below).

OMB Scorecard

DOE [AHDEDI/UnderSEcr&taﬂes ‘ " All Program Offices ‘ " Al Sites ‘ H 2015 ‘ ]

Potable Water Intensity

Scope 1 & 2 Greenhouse Gas Emissions
Goal: Reduze potable water ntensity by 26 percent by FY 2025 relative fo F 2007 baseline

Goal: Reduce direct GHG emissions by S0 percent by FY 2025 relative o FY 2008 baseling

Baseline: 4.695,901 76 MICC2e
Interim Target (FY 2015): -19 %

Current Performance: -26% (3,473,041.37 MiCO2e)

Bassline: 0 galiGSF
Interim Targat (FY 2015): D %
Current Performance: 0% (0 gal/GSF)

Fleet Petroleum

Scope 3 Greenhouse Gas Emissions
i Goal: Reduce fleet petroleum use by 20 percent by FY 2015 and thereafter relative to FY 2005 baseline

Goal: Reduce indirect GHG emissions by 25 percent by FY 2025 relative fo FY 2008 bassline

Baseling: 7,401,460 GGEs
Interim Target (FY 2018): -20 %

Current Performance: 0% (0 GGES)

Baseline: 797,837.42 MICO2e
Interim Target (FY 2015). 6 %

Current Performance: -13% (690,923 38 MtCO2¢)

Energy Intensity High Performance Sustainable Buildings
Goal: Reduce facility er i

neray in goal subjest facilties by 20 percent relative to FY 2003 baseline Goal: Ensure 15 percent (18 persent by GSF) of buildings meet the Guiding Principles for sustainable buildings by FY 2025
Baseiine’ 222,530.31 BIUIGSF Baseline: 0 Buildings
Interim Target (FY 2015 -30 % Interim Target (FY 2015} 15 %

Current Performance: 0% (0 BIu/GSF) Current Perfermance: 0.0% (0 Buildings)

Edeisa

o
lAlj

Fleet Greenhouse Gas Emissions/Mile

Renewable Energy
Goal: Reduce per-mile greenhouse gas emissions by 30 percent by FY 2025 relative to FY 2014 baseline:

Goal: Use 20 percent renewable energy as a parcantage of overall facilty electricity use by FY 2025

& [=lole

Baseline: 5227502 95 MWWh Baseline: Mh
Interim Target (FY 2015) 8 % Interim Target (FY 2015): %
Current Performance: 4% (232,159.94 MWh) Current Performance: % ( MtCQO2e)

Export Data to CSV

Data presented on the scorecard may be modified using the filters: Departments/Under
Secretaries, Program, Site, and Reporting Year. The filters can be utilized singularly or in
combination. The operation of these filters is described in Section 8.2 OMB Scorecard in the
DOE Sustainability Dashboard User Guide.

The OMB Scorecard Module provides a summary of progress towards goals on the annual
OMB Sustainability and Energy Scorecard. The Scorecard outlines specific interim goal
targets developed by Office of Management and Budget (OMB) and the Council on
Environmental Quality (CEQ). The colors of the icons on the Dashboard directly correlate
with the Scorecard’s green/yellow/red scoring system. The following table describes the
goals/icons found on the OMB Scorecard page:
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Dashboard Icons Goal Name

‘ Metrics Description
This metric displays performance against the scope 1

& 2 GHG emissions reduction goal (50 percent
Scope 1 &2 reduction by FY 2025). This metric is reported as a
Greenhouse Gas | percentage change relative to the FY 2008 baseline,
Emissions and as a total emissions amount measured in

millions of tons of carbon dioxide equivalent

(MtCQO2e).

This metric displays performance against the scope 3
Scope 3 GHG emissions _reducti_on_ goal (25 percent reduction
Greenhouse Gas by FY 2025). This metric is reported as a percentage
Ermissi change relative to the FY 2008 baseline, and as a

missions o e
total emissions amount measured in millions of tons

of carbon dioxide equivalent (MtCO2e).

Energy Intensity

This metric displays performance against the Energy
Intensity reduction goal (25 percent reduction by FY
2025). Performance is measured by Btu per gross
square foot (Btu/GSF) and relative to the FY 2015
baseline.

Renewable
Electricity

This metric displays performance against the
Renewable Electricity goal (30 percent by FY2025).
Performance is measured as the percentage of
renewable electric energy use relative to total
electricity use (in MWh).

Potable Water
Intensity

This metric displays performance against the Potable
Water Intensity goal (36 percent reduction by FY
2025). Performance is measured by gallons per
gross square foot and relative to the FY 2007
baseline.

Fleet Petroleum

This metric displays performance against the Fleet
Petroleum Reduction goal (20 percent reduction by
FY 2015 and thereafter). Performance is measured
in gasoline gallons equivalent (GGE) relative to the
FY 2005 baseline.

High Performance
Sustainable
Buildings (HPSB)

This metric tracks progress toward the HPSB goal
(17 percent by FY 2025). Performance is measured
as percentage of buildings meeting the Guiding
Principles for Federal Leadership in High
Performance and Sustainable Buildings relative to
overall building inventory.

Fleet GHG
Emissions/Mileage

This metric tracks the progress toward reducing the
greenhouse gas emissions associated with the
DOE'’s fleet vehicles (30 percent by FY 2025). This
goal is measured relative to the FY 2014 baseline.

U.S. Department of Energy
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5.2.Comprehensive Scorecard

From the Top Navigation Bar, choose Comprehensive Scorecard from the Reports Menu.

The Comprehensive Scorecard provides a breakdown of the progress of each goal. The
Comprehensive Scorecard includes additional goals not covered in the OMB Scorecard,
such as Electronics Recycling, Duplex Printing, or Sustainable Acquisition. The image
below shows the progress of Electronics goals as an example.

Comprehensive Scorecard

DOE lAl\DeBUundevSecvetaﬂes | H Al Program Offices | H Al Sites. | H 2015 | l

Electronics

Electronics Acquisition Electronics Recycling
Goal. ePEaT) o Dispose of 100 persent of sieciranis hrough governmentprograms and ceriied resyclers

Interim Target (FY 2015)- 35 % Interim Target (FY 2015): 100 % a
Current Performance: 94% Current Performance: 100% I

EPEAT Acquired Total Acquired % Amount

Monitors 21283 273 936% Transferred or Donated 233172
Computers 38085 7443 93% Recyeled by Cerified Recycler 94075164
Imaging Equipment 4015 473 849% Recyeled by non Certfied Recycler 35847
Teles

158 378 254 1581

Total Acquired 61,852 65283 943% 94345765

Power Management Duplex Printing
Goat: Impisment and actively use power

100 percent of (PCs & laptops) and monitors Gos: Implement and actively use duplex printing festures of 100 percent of eligible printers

Interim Target (FY 2015): 100 % Intgtim Target (FY 2015): 100 %
Current Performance: 93% Current Performance: 81%

Total Owned PM Enabled Exempt % Total Cwned Duplex Enabled incapable
Monitors 207,003 195,082 11,862 1000% Total Printers 7,758 21,803 10,344
Computers 192,953 125,784 9321 a38%

Total ltems. 399,966 323,826 51,83 928%

0%
£
oo%
LA

100.0%

79.5%

See Section 8.3 Comprehensive Scorecard in the DOE Sustainability Dashboard User
Guide for more details.

5.3.Performance Graphs

Similar to the OMB Scorecard Module, the Performance Graphs Module provides an
avenue to track progress against the OMB Sustainability and Energy Scorecard goals. The
Performance Graphs also present performance dating back to the baseline year, with trend
lines and a graphical display of performance against interim targets. Performance Graphs
are particularly useful for spotting and evaluating trends in key sustainability metrics.

Users’ access privileges vary, depending on approved DOE Sustainability Dashboard user
profiles. For example, Site Users may view the performance of each site that they are
assigned to, their associated HQ Program and Under Secretarial Elements, and
performance for DOE overall. If you have questions about your access privileges, contact
the SPO at sustainability@hqg.doe.gov.

Current fiscal year data (and associated performance) is only considered final upon
approval and close of data entry for the fiscal year. As such, performance graphs data for
the current reporting year is subject to change until close of fiscal year reporting.
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From Top Navigation Bar, choose Performance Graphs from the Reports Menu.

Goal Performance

Performance Graphs: Goal Performance

DOE [N\Depuumersmve\anes | ][ All Program Offices | ][ Al Sites | ][ Goal Performance | ]

Fleet Petroleum
Goal: Reduce fleet petroleum use 30 percent by FY 2020 relative to FY 2005 baseline

g
I

Scope 182
Greenhouse Gas
Emissions M

Scope 3
Greenhouse Gas
Emissions
Energy Intensity

@ Renewable Energy L
Potable Water
intensity .
m Fleet Petroleum

oM
High Performance 2005 2006 2007 2008 2009 2010 2omn 2012 2013 2014 2015 2016 2017 2018 2019 2020
Sust. Buildings (Baseline)
@ =] under Development

Fiscal Year

2011 B Actual e Target
Target: 12.00% Reduction | 6,513,284.80 GGE
Actual: 5.2% Reduction | 7,019,643.00 GGE

Targer Gap: 506,358.20 GGE

|
<l

The Goal Performance graphs display goal performance for the selected organization and
sustainability goal area. In the above image, the solid blue bars represent actual data. The
red line shows the interim target as prescribed by the OMB Sustainability and Energy
Scorecard.

Placing the cursor over each solid blue bar or red dot will present the goal target, actual
performance, whether the target has been met, and important notes for the fiscal year
selected.

Contribution
The Contribution graph displays an organizational unit’s contribution to the organization as a

whole (e.g., a site’s contribution to its respective HQ Program office). The graphs present
raw data in stacked bar graphs.

Performance Graphs: Contribution to Goal

All Dept/ Under Secretaries ‘ All Program Offices ‘ Contribution ‘
5 A Fleet Petroleum Use Comparison =1
Cope
Greenhouse Gas @' DOE Corporate Office Ml Power Mackask 2 e e & B8 Under Secretary for Nuclear Security @8 Under Secretary for Science & Energy
Emissions 20m
Power Marketing Administrations: 2,082,584.00
Scope 3
ek Gas Total: 7,019,643.00 | 30%
Emissions
&M - I | |- | |- |
1
R 3 Renewabie Energy Y am i i | i . i ( i L
o
Potable Water
Intensity
2m 3 - - - - - It
Fleet Petroleum
High Performance
Sust. Buildings
@ :f under Development o™
2005 2006 2007 2008 2009 2010 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020

The selected filters, “All Dept / Under Secretaries”, “All Program Offices” and “Contribution”
(highlighted in red above), produced this stacked bar graph that shows how much each
Under Secretary contributed to the total.
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5.4.Create a Report

The Create a Report page, located in the Reports Menu, allows users to download any raw
data maintained by the system. Data is available for download in Microsoft Excel format for
each reporting category. Reports may be customized through a series of parameters. Users
may select “Corporate/ Under Secretary,” “PSO,” “Site,” “Data Category,” and “Year” prior to
report generation. Users may select multiple options under each list by holding the shift or
control key when selecting items.

Options are automatically updated based on the parameters selected. For instance, if you
select Under Secretary of Science and Energy as the “Corporate/Under Secretary”
parameter and Office of Science as the “PSO” parameter, the “Sites” options will be
restricted to the sites of the Office of Science.

Create a Report Select your parameters

Corporate / Under Secretary:

Under Secretary for Managament & Performanca
Undsr Secretary for Nudsar Sscurity
under Secretary for Science & Energy

rd
ehicies & Equipment - Non-Flest Fuel

vehicies & Equipment - Flest Fusl

vehides B Equipment - Fugitives & Refrigerants

ehides & Equipment - Flest Acquisition

- Travel B Commute - &ir Travel 3

Year:

A

office of Energy Efficiency and Renewable Ensry 2000
office of Nudear Energy 2001
office of sdience 2002
2003
2004
| 2005
| 2006
2007
- Soon <

] »

Ames Laboratary

Argonne National Laboratary
Brockhaven National Laboratory

Fermi National Accelerator Labaratory
Idaho National Laboratory -idaho Falls
Igaho National Laboratary - Scoville
Lawrance Berkelzy National Laboratary
Massachusetts Institute Of Technclogy
material Fugls Complax

m.|»

Once the report criterion has been selected, the “Export to Excel” button starts the download
process (as highlighted in red above). The default file name given to the downloaded report
is “CEDR_Report.xIsx.” It is recommended that downloaded files are appropriately renamed.
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