Visual Guide for the EIA-3 Internet Data Collection (IDC) Form

Login by entering the following address in an Internet Browser or by clicking on the
hyperlink in this guide:

https://signon.eia.doe.gov/ssoserver/login

When the Single Sign-On (SSO) window opens enter your Userid and Password.

energy information administration

Welcome to the EIA Single Jign On Login System
A1 Tnternet Data Collection applications are uhavailable figm Saturday at 6:00pm until Sunday at 12:00am

e I a Password: |
E— Lagan |

Reqister for a Userid | Forgotwour password?

Frequently Asked Questions | Security and Privacy Smtem\

You click the Logon Button to launch the Internet Data Collection (IDC) system, but
don’t click Logon until you have added the logon site address to your List of Favorites.
Note: you only have to add the logon site address to your Favorites List one time
(per instructions on the next page of this guide). Once it is added you just click on the
logon site address as it appears in your favorite list to launch the SSO screen

Frequently, we will be sending you your Userid. To maintain security, we never send
your password because we don’t know it. In case you have forgotten or misplaced your
password, you can set a new password by clicking on Forgot your password? and
following the instructions.
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https://signon.eia.doe.gov/ssoserver/login

While you still have your Internet Browser open,

save the SSO logon site address in the list of favorites.

click Favorites and Add to Favorites to

/3 EIA Single Sigi. " Login Screen - Microsoft Internet Explorer

File  Edit  Wiew

< Back -

- -
Address [&]

Favorites  Tools  Help

Qrganize FavoriK

Google - | 1 Del
1 Links

1 meDia

Favarites

[ o

utori | @doptions

add...
&] 1_zs0_LUC
&7 Calendar &] calerdar
&7 FERC Form Mo. - ] FERC Form Mo, 423 Data

@ REtp--viess. iy @ htkp--w, mymes:. com-futures-intnetnf . bxk
@ Mountain Top Re @ Mountain Top Remowval

@ M5k, com @ MSM. cam

@ pittsburgh coal @ pittsburgh coal bed history

€] Radio Station G &] Radio Station Guide

@ Welcome to HP ¢ @ ‘Welcome to HP e-SupportPack Registration
@ American Statist @ American Statistical Association Fall Meeting

tion administration

bingle Sign On Login System
railable from Saturday at 6:00pm until Sunday at 12:00am.

Userid: I

Password: |

When the Add Favorite Dialogue Window opens click OK to add the SSO logon to your
list of favorites. By clicking on the SSO logon entry in Ihe favorites list you will be able

to open the SSO site whenever you want.

Add Favorite

Internet Explorer will add thiz page ta your Favarites lizk.

[~ Make available affine [Custommize,.. |

Cancel |

I arne; IEI.-'l'-. Single Sign On Login Screen

Create in »» | I

To go to the SSO logon, in the Internet Browser w

/3 EIA Single Sign On Login Screen - Microsoft Internet Explorer

File Edit ‘iew | Favorites Tools Help

indow, click the Favorites menu button

WP Back + = -

7?355&' Sromzeaeartes. - Your Favorites are ] S

QOgle - I Dell . . Options

Sl:m Links listed in the drop- -

Favorites

e [or [Bmg MEDIA lz down shown when

— 1_250_LULC - -

gcmm &) coendar you click Favorites. | administration
FER.C Form Mo, » H

Sl o e 2| Scrolt o and elick gy o1 Logn system

&] Mountain Top Re & Mozntain TIU:Remlwal SSO |Ogon In Saturday at 6:00pm untl Sunday at 12:00am.

@ 5N, com

@ SN, com

@ pittsburgh coal £ @ pittsburgh coal bed histary
@] Radio Station G &) Radio Station Guide

@ Welcame to HP g @ ‘Welcome to HP e-SupportPack Registration
@ American Statisy @ American Statistical Association Fall Meeting
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After you enter Userid and Password and click the Logon button, the following screen
will appear:

ElA Applications and Functions

ElA-3 Quarterly Coal Consumption and Quality Report - Manufacturing Plants

1A-860 Annual Electric Generator Report

/ El&-9204 Combined Heat and Power Flant Beport

Add Coal Suvey Reporting Capability

Add Electricity Survey Feporting Capability

Add GHGEZ Reporting Capability

Update ¥our Account Profile

Click on the EIA-3 option. After clicking on the EIA-3 option, you will see this page:

Welcome John Jones,
Wrisar and Thodate Profile

Select SITE ID Division Director's Anmouncement

The gpal surveys otiginated in the 1920's, at the Bureau of Mines, U3, Depattment of
respofusibility for these surveys was transferred to the Energy Information A dmindstrati
Depagment of Energy Organization Act (Public Law 95-917. The EIA's Mission is to pt
polictindependent energy information to meet the requirements of Government, indu
in a rjanner that promotes sound policymaking, efficient markets, and public unders

Run the mouse cursor over Select SITE ID, to see a list of your Site Ids.
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10918k
Welcome John Jones,

\ruwr upoare pronls
Select SITE 1D ID | %% Done Division Director's Announcement
= Kot) 700071 | 100%

ted in the 1920's, at the Bureau of Mines, 1.3 Department of It

39 Friergy Information A diinistratd
fon A ct (Public Law S§-91). The ELA's Mission is to pr
3800173 | 100% 2 orthation to meet the requirements of Gowverrunent, dus
Sl B A ez sound policymaking, efficfent markets, and public unders
4001642 | 50% wstem and your support will gpntribute to the dissemination of

&
4402881 | 5
4604366 | 7F1%

Click on any one of the SITE IDS to open the EIA-3 Survey Form for that site.

After you click on one of the SITE IDS, the Identification page will open automatically

Review (1) Company Information and (I1) Site Information.
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L. Company Information ¢

First, Last Mame, Suffic
Cotupatiy Name:

Street Address:

City, State, Zip:

Fhote Humber:

Fax Humber:

Company E-mail:

II. Site Information
Site Name:

Flant Location:

Plant Zip:
(Physical Location of Site)

Site Id
4402851

Site Name
W arneshoro Plant

Company Name
EIDuPont DE Hemours & Co

John Jones

El DuPont DE Nemours & Co
1200 Carson St. Suite 102
Cortez, Colorado 83102
675 324-7890 ext.

675 324-7899

John.Jones@nemours.com

W ayne shoro Plant

Hotth Carolina

|1 2345
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Bite Matme: Black Hawlk Synfiael

Plant Location: West Virginia

Flant Zip:
(Fluysical Location of Site)

II. Primary Product Manufactured at this P

IPetrDIeum and Coal Products j

IV. Electric Power Generation
Duoes this plant have a coal-fired electtic generating capacity of 1 megawatt or greater?  YVea * o

¥ - Please provide any changes in the Rematks section.

At Site Information, you can dynamically change

Plant zipcode

Primary Product Manufactured at this Plant

And info about whether the plant has generating capacity

When you first register in the SSO system, EIA contacts you and establishes this site
information. So ordinarily it is not necessary to change the information.

When any other information changes, for example, the name or address of the company
contact, then you report the new information on the Remarks Page (see following
instructions)
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You navigate to different parts of the survey form by clicking on the tabs at the top of the
window:

Year Quarier Site Id Company Name Site Mame Save |
2004 3 5192010 Wew River Synfuel Black Hawk Synfuel

To enter information on the Remarks Page, click on the Remarks tab

Enter the new Company or Site Information in the window at the Remarks Page.

Year Quarter Site Id Company Name Site Name Save
2004 1 4402881 EIDuPont DE Nemours & Co Wayneshoro Plant
Remarks:

My Company has a new name: ALEC Co. ;I

—

Frequently, click the Save button to permanently record your form entries.

After clicking the Save button, return to top of the form and begin entering data for the
Quarter by clicking the Coal Receipts, Consumption, and Stocks tab

ort, Manutacturmg Plants

Year Quarter Site Id Conpany Name Site Name ave
2004 3 5192010 Ne:mRiv};rSynfuel Black Hawk Syxfisel S—I
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In the window that opens, begin entering your data here.

(Note: Ending stocks from previous quarter are automatically entered orjthe form. You
cannot change this entry.)

Coal Receipts, Consumption, and Stocks

Site Id Company Name
2004 3 5192010 Hewr River Synfisel

Ending Ztocks Previous Quarter (short tons):
Total Receipts During Quarter (short tons) -

Coal Consumption Duting Quarter (short tons): |5.D 00,000

Adjustments (short tons)i * iPlease provide an explanation i the Fenarks tah)

|z I = B o R = ~ B

Btocks at End of Quarter (Short Tom):

i [nzurance, Freight (CIF) Basis (dollars): I?E?.BQD.DUD
153.58

Value Per Ton:

Balance Equation Check: A+B-C+D=E

As you type in your data, round the data to the nearest whole number. Only type
numbers. Do not enter commas or dollar signs. The form will automatically add
commas.

After you enter receipts and total cost, the system will calculate the VValue Per Ton and
display the Value on your screen. Examine this value. It should be close to your per ton
coal cost. If it is not, then adjust either your Total Receipts (B) or Total Cost (F).

You must complete all the data entries in this screen before proceeding.

Don’t forget to click Save to permanently record your data entries.
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Click the next data tab, Coal Quality and Primary Transportation Mode.

Coal Receipts, Consumption, and Stocks

Year Quarter Site Id Conpany Name Site Mame Save |
2004 3 5192010 Hewr River Synfiael Elack Hawk Sxnfisel

A Ending Ztocks Previous Quarter (short tons): ID

B Total Receipts During Quarter (short tons) - IE,UDU,DDD

C Coal Consumption Duting Quarter (short tons): |5'E|DE|'DIJU

Open a set of data input windows by clicking the Add button. To add more than 1 new
receipt record, toggle the colunt and then click the Add button.

Coal Quality and Transportation
Year Quarter Site Id Cpffipany Name Site Name Save |
2004 3 5192010 ew River Synfizel Black Hawk Synfael
Sl Asch
. Quandity - Dercent by Darcant by
Oxigin of Coal . Primary 2 : :
Ddae? Reveived N Type of Coal BT, weight to wreight to
[Stete or Cortzy) ot toms) Transporiation Mode ! el Le o Do
0.01% 0.01%
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For Origin, Primary Transportation Mode, and Type of Coal, click on arrow down and
make selection from drop down li

Sawve |

Sulfir Ak
Dxigin of Coal p&r\fmby pm?'emby
N L e
0.01% 0.01%
L I |alabama [.ooo.000  |Rail Road 12,345 I EE]

Total Quandity: |1,DDD,DDD

Coal Receipis Entered on Coal Receipis,
© Consunpiion, ,tmosmau Tan: |2-000.000

Coal Quality and Transportation |
Year Quarter Site Id Company Name Site Mame SiEve |
2004 3 5192010 New Riwver Synfiael Black Hawlk: Bynfizel
Ak
- Cruamiity = peTCarit by arit Ty
Oxigin of Coal _ Prmary Type of Coal -
Delate? Received ) Enuh. weightto v
(State or Corary) et Transportation Hiode ! theewest  the nea
0.01% 0.01%
LI [Alabama \ | [toooooo [Rail Road e =[1z2345 s [13s

2 T [Kentucky (East) | 4000000 [Rail Road =zl x| 132900 E [8.0
Tetal Quandity: 000,000

Conmpiion, and Stods Tah:

Enter numbers only. System will add commas. For sulfur and ash enter decimal point.

Remember to click Save to permanently record your data entries.

1

The Total Quantity calculated on the page must equal the Coal Receipts entered on the
Coal Receipts, Consumption, and Stocks page. Either adjust entries here or on the
previous page so that the Total Quantity and Total Coal Receipts are the same.

Remember when any of Origin of Coal, Primary Transportation Mode, or Type of Coal
are different for a receipt, then report that data as an individual entry on this page.
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If your site is a coal synfuel plant, next click the Synfue| Data tab.

/“"' = Quarterly Coal Consumption and Quality keport, Mant\acturit
—1/® 1
" _-_I | /

b o e
"‘-\____

Year Quarter Site Id Company Name Site Mame Save |
2004 3 3192010 Hew River Bynfisel Elack Hawlk Synfiel

Open a set of data input windows by clicking the Add button. To add more than 1 new

distribution record, toggle the count and then click the Add button.

Quarterly Coal

Year Quarter Site Id Company Name Site MName Senve |
2004 3 5192010 Hew River Synfizel Black Hawk Synfuel

Schedule S1

Distribution or Sales of Coal Synfuel by Destination and Consumer Type
Only Coal Synfuel Plants Wust Complete This Schedule

Plagse refer ta the Schedulz 81 Instructions far the correct Destination and Consumer Type Codes

Enter seperate data for each differant combination of destination and consumer Hype. Found tons of coal synfuel distributed
ar sald to the nearest whole number.

nncf-l:o;l Type of Duandity Distribnied
il Synfud ¢ or Sold
[State or Cominy) [EhoTt tors’)

Deletel Sawe AddlK

Schedule S1 Instructions

N

Click on the Schedule S1 Instructions to go to the Form Instructions. The instructions for
the S1 schedule are on the last page. Pull the scroll bar to the bottom of the scroll slot
after the Instructions window opens. Review the instructions on Type of Consumer.
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For Destination and Type of Consumer, click on arrow down and make selection from
drop down list

Year Quarter Site Id Company Nyne Site Name Save |
2004 3 5192010 Hewr Rivet SyNael Black Hawk Synfiael

istrihution or Sales of Coal Synfigl by Destination and Consumer Type
Only Coal Synfuel Plants IMgst Complete This Schedule

Please refer tofhe Schedule ST Instructions far the Nrvect Destination and Consumer Type Codes

Enter saperate data for eofh different cambination af dastination anR consumer Hype. Round tans af caal synfuel distributed
or sold to the nearest whol\nimber.

Delete? gl C‘ or Sald
G Bk (short tone)

L T |Florida =l Electric Generstion b [3.000,000]
Total Gruaniiy: |3,DDD,DDD
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Year Quarter Site Id Company Name Site Name Save
2004 3 3192010 Hew River Synfizel Black Hawk Synfuel

Schedule S1

Distribution or Sales of Coal Synfuel by Destination and Consumer Type
Only Coal Synfuel Plants hust Complete This Schedule

Please refer to the Schedule S1 Instructions for the corvect Destinarion and Consumer Type Codes

Enter seperaie data for each different combinaiion of destination and consumer bpe. Round tons af coal synfuel disiribuied
ar sold to the naarest whole number.

Destination D
s Fr—— Quantity Distrited
Daae? c ar Sald
(State or Couminy) (zhort tons)
L T |Florida =l | Electric Generation =l 3,000,000
- |SuuthCar0Iina =l IEIectricGeneratiDn = IE,UUU,EIUU|

Total Quanaiiy:  |5,000.000

= Enter numbers only. System will add commas.

Remember to click Save to permanently record your data entries.

The Total Quantity calculated on the page is compared to the Coal Consumption entered
on the Coal Receipts, Consumption, and Stocks page. If the 2 numbers differ by more
than plus or minus 5%, you will see an Edit on the Edit page. Examine the numbers. If
the entries are correct, when you get to the Edit page click to Override Edit and in the
Comment Window enter: “Data are correct.” The Edit Page is described below in this
guide.
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' Thete are 4 edits in this submission. This submission will not be processed until all errors have been resolved or an explanation is provided.

Next, click the Process tab to examine any data edits and submit your data.

terly Coal Consutnption and Quality keport, Manutacturing Plants

Home

Y A S A — D A S G W S — G — O A R T E— W A S— T W A

Year Quarter Site Id Company Name Site Mame Save |
2004 3 3192010 Hew River Bynfisel Elack Hawlk Synfiel

The IDC system will check your data. Whenever the current quarter’s data varies a lot
over past data or your data fall out of a range of values that EIA has set, the system will
display an Edit.

You must clear all Edits in order to submit your data to EIA.

Year Quarter Site Id Company Name Site Mame Save |
2004 3 5192010 W ew River Synfizel Black Hawk Swynfisel

Click Here to review a printable version.
Click Here to review edits 4

Finalize Subrmission |

If you receive a message from the system that there are Edits in your submission (such as
the 4 edits shown for this example) then click on “Click Here to review edits” to opena =
window where you can see the details of the Edits.

If you have uncleared edits, the Finalize Submission button will be a dull gray color
(meaning it is not clickable because your form has uncleared edits)
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After you click to review edits, the Edit Report opens where you see the details of the
entries that do not meet EIA edit checks.

Close EditLog

art, Manufacturing Plants

Year Quarter Site Id Company Name Site Name
2004 3 3192010 Hew River Synfiel Black Hawk Synfiel

EIA-3 Edit Report

Edigl: The Quantity of Coal Consumed is not within 50% of Last Quarter's value AND Same Quarter Last Vear's walue. Current Value:
Click Here To goto the error and close the edits window, 3,000,000
[~ Click here to avverride the abowe edit.

Edit 2: The Quantity of Coal Receipt is not within 30% of Last Quarter's walue AND Same Quarter Last Vear's value. Current Value:
Click Here To goto the error and close the edits window. 5,000,000
[~ Click hiere to override the above edit,

Edit 3: Value Per Ton should be within 20% of Last Quarter's value. The value per tonis calewlated by dividing Cost by Current Value:
Tons received. If the value per ton is correct enter a Comment to explain the change from last gquarter. 15358
Click Here To goto the error and close the edits window.
[~ Click here to averride the abave edit.

You can clear Edits by

- Returning to the data window and changing the data
- Or, if the values are correct:
Clicking inside the Override option box, then

Entering an explanation in the input window that appears.

Cloge Edit Log

Year Quarter Site Id Conpany Name Site Name
2004 3 5192010 Mew River Synfuel Black Hawlk Bynfizel
EIA-3 Edit Report
: The Quantity of Coal Consumed is not within 50% of Last Quarter's value AND Same Quarter Last Vear's value. Currdnt Value:
Click Here To goto the error and close the edits window. 5,000,000
[w Clck here to override the above edit,
Please provide a detailed explanation helow.
FPlant achiewed full production lewvel this guarter ;I
=
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Be careful. After entering an explanation and before you click back to a data tab, make
sure you scroll to the bottom of the Edit Report and click Submit Changes in order for
your comments to be permanently recorded by the system.

Edit 4: Line 2: Coal Quality and Primary Transportation Mode
BTU wvalue is outside the acceptable range for Kentucky (East) with coal type EIT. Ac
14783,
Click Here To goto the error and close the edits window,
[~ Click here to override the above edit.

Current Value:
table range is 11634 132,900

Submit Changes |

To leave the Edit Report and Return to the Process Page, scroll to the top of the Edit

Report and click on Close Edit Log \

Close EditLog

Year Quarter Site Id Company Name Site Mame
2004 3 5192010 Hewr Rivet Synfirel Black Hawk Synfirel

EIA-3 Edit Report

Edit 1: The Quantity of Coal Consumed is not within 50% of Last Quarter's walue AND Same Quarter Last Year's value. Current Value:
Click Hete To goto the error and cloge the edits windowr, 3,000,000
[ Click hiere to override the above edit,

Please provide a detailed explanation helow.

|Pr0duct:i.0n reached full ecapacity in this guarter ;l
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After you have cleared all the Edits, the Finalize Submission button will no longer be a
— dull gray.

Click “Click Here to review a printable Version” to print a copy of your data submission.

Year, Quarter Site Id Conpany Name Site Name Sawe |

200 3 5192010 New River Synfuel Black Hawk Synfuel
lick Here to review a printable version.

Finalize Submission

[ TR SRR BRI RUR - DO NP SEPNRS ST VU SO SPOURPE SRS U S N U SR - e S| U rpur B 1T TR ¥ R I T ——

When the Preview Page appears, click Print to send your data Preview Page to your
printer. Then click Close Preview Page to return to the Process page.

Cloge Previewr Page
Print

115, Department of Fnerzy Quarterly Coal Consumption and Foom Approwed

. = - ORIE Ho.1905-0167
Brergy Bifommation ddmindstration Quality Report, Manufacturing Planis Evpires: 3/5 112005

Fomm FTA-E Reporting for Vear: 2004 Ouarter: 3 Errden: 1.00 honms

Carefully review the printed copy of your data and make any additional changes.
Remember once you submit the data, you will only be able to see the Preview Page for
that site. You will not be able to change your data for that site in the IDC system.

If you do not wish to click Finalize Submission, you can click Save, shut your browser,
and return to the form at a later date to Finalize Submission.

The next page has instructions on how to save your data as a file on your PC. If you
want to save the file, do not close the Preview Page until after you have saved the
data.
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From the Preview Page,

click the File menu button at the top of the screen,
on drop down, click Save As

File Edit Wiew Favorites Tools Help

Mew * K8 search |@Favorites Dredia 4| By S = @

Qpen... Chrl+0

Edit Dov: 38443 eia3feial3_preview. jspat

SiaE ChrH-5 j| %Search Wweb - | ﬁ- | Eh414 blocked ‘E.ﬂut il | EOptions v

Fage SetN
Prink...

Prink Presiew, ..

11.5. Dapartmert of Brsrgy Quarterly Coal Consumption and
Send 4 Fruergy Ifommation fdvwinistration Quality Report, Manufacturing Planis
Impoart and Export, .. Fuonn EIA-3 Reporting for Year: 2004 Cuarter: 3

In the window that opens, scroll to the folder on your PC where you want to save your

data. j

Save Web Page 20 x|
Save in: Ia test_ervdironmment j - Iff{ Eg-

. E gia-3_guide
@ kest_junezs.htm

Higtary

@

File name: test_june28. htm S aved : I

Save as type: IWEI:: Page, HTML arly [# kit hbml] - Cancyl

Encoding: I'W'estern European [windows| j

Click the toggle arrow for “Save as type” and select Web Page, HTML only.

L Enter a file name.

Click Save.
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Return to the Process Page by clicking “Close Preview Page” at the top right of the
Preview Page.

When the Process Page Opens, if you are ready to submit, then click Finalize
Submission.

fiie Id Company Name
5192010 Hew River Synfiael Black Hawk 33nfiael

printable version.

Finalize Subrmission

Send current data to the Energy Information & dministration. Only one submission per Site id will be accepted. Please contact Mary Lilly, Survey
MManager at Mary Lilly(@ eia.doe. gov or 202-287-1742 for any revisions or questions about this submission.

The next window gives you one more chance to delay your submission. If you are
satisfied that the data are final, then click Submit and Finalize.

art, Manutacturing Plants

Congratulations! 3ITE ID 5192010 for year JI04, quatter 3 appears ready for submizsion,
Click the submit button to finalize your sullssion for this ID or click return home to exit.

SUBMIT AND FINALIZE

EETURN HOME
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1
The IDC system will acknowledge the submission. If you have other forms that you want

to complete, then click on Click Here to return to the list of SITE IDS.
l

Congratulations, you have completed your Form EIA-3 Survey for this submission.

Quarterly Coal Cor

Your submission has heen accepted. Please Click Hete to continue.

If you only have a single form, then end the EIA-3 IDC submission process by closing
your Internet Browser.
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