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FY 2004 RCRA/EO 13101 Reporting System 
Users Manual

Introduction

The Fiscal Year (FY) 2003 Resource Conservation and Recovery Act (RCRA)/ Executive Order (EO) 13101 Reporting System is an easy‑to‑use Web based reporting tool created to simplify the reporting of recycling, solid waste, and Affirmative Procurement data that is required by RCRA Section 6002.  The FY 2004 version of the reporting software is similar in operation to the FY 2003 reporting software.  There are three main functions of this system:

· a “Blank Report” feature, which you can use as a worksheet when collecting your data;

· forms to input data on CPG item purchases and site point of contact information; and 

· a “Completed Report” feature that displays all data you have input in a report format. 

This Users Manual contains instructions for completing the FY 2004 data call.  The manual is divided into the following sections:

Introduction

How does DOE use the data that is reported? 
How do I get help when I have questions about the reporting software?

How does the FY 2004 software differ from the FY 2003 software?
How do I login to use the reporting software?

Main Menu Options:
Point of Contact Information

Input Data

Blank Report 

Completed Report
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Return to Home Page

After you enter your site’s data into the Web site, please print a copy of your site’s completed report for your records.  
How does DOE use the data that is reported? 

The Federal Government is the nation's largest single consumer, and is one of the nation's largest generators of solid waste. Your responses help DOE to track its purchases of products containing recycled materials, evaluate the overall effectiveness of DOE's Affirmative Procurement program, and fulfill RCRA reporting requirements.  The data collected by this reporting system is used to prepare an annual fiscal year Agency Summary Report, which is submitted to the Office of Federal Procurement Policy within the Office of Management and Budget, and to the Federal Environmental Executive.

How do I get help when I have questions about the reporting software?

Please read this Users Manual, as some of your questions may be answered by this document.  If you have additional questions, please contact EH computer support at 800-473-4365 [Note: EH-33 NEEDS TO CONFIRM/UPDATE NUMBER LISTED ABOVE]
You may review the current CPG listing on EPA’s website at http://www.epa.gov/cpg/products.htm.  On April 30, 2004, EPA modified its list of CPG items to include:

Modular threshold ramps, 
Nonpressure pipe,
Roofing materials, 
Office furniture, 
Rebuilt vehicular parts, 
Bike racks, and 
Blasting grit. 
These items will be listed along with the 54 products previously approved but reporting on them is optional in that recording purchases of these new CPGs is not required, for purposes of RCRA/EO 13101 reporting, until a full year after the April Federal Register notification. 
Reporting of Bio-Based Projects is also New in the FY 2004 Data Call

Optional reporting relating to your site’s purchases of the following bio based products are also included in this year’s environmentally preferable products data entry form.
Adhesives and Products Containing Adhesives,
Construction Materials and Composites,
Fibers Paper Packaging,
Fuel Additives,
Inks – Plant and Vegetable,
Paints and Coatings,
Landscaping Material, Compost, Fertilizer, and 
Lubricants and Functional Fluids.
Bio based product purchases reporting will be formally required after the Department of Agriculture publishes notices of its designated bio based products, pursuant to the Farm Security and Rural Investment Act of 2002, and Executive Order 13101.  See the FY 2004 Data Call Guidance, Attachment 3 (ME-1 Memorandum, August 6, 2004, Environmentally Preferable Purchasing) for more information on DOE early adopters of the Buy Bio Program. 
How do I login to use the reporting software?

Please use the following steps to login to the reporting software.

· Highlight the Programs, Initiatives & Reporting option on the U.S. Department of Energy Pollution Prevention (P2) page (http://www.eh.doe.gov/p2).

· Select the Environmentally Preferable Products Program (EO13101) option.

· Select the FY 2004 Reporting option from the menu listed on the displayed page (DOE’s Buying Recycled and Environmentally Preferable Products Program). 

· Enter your user name and password. Please contact P2 support (p2support@eh.doe.gov) for your user name and password.

· Choose your site name from the drop-down list on the Login Page of the reporting site.

Main Menu Options

· Point of Contact Information - Enter information about your DOE and contractor points-of-contact at your site, as well as the name of the Lead Secretarial Office at your site.  Several of the data fields are required fields, which means that data must be entered into the fields before the data record can be saved.  

If your site reported data in FY 2003, the previously reported point-of-contact information has been preloaded into the Web site for your review and modification for FY 2004.

· Input Data - Choose this option to enter data for environmentally preferable designated items.  After selecting this option, the Input Data - Designated Items to Report page is displayed.  This page contains a list of the designated items (Recycled-content and bio based).  Each item listed is a link to a page where you will answer Office of Management and Budget (OMB) report questions, 
and report on FY 2004 purchases for the designated item.

To enter data for an item, click on one of the items listed on this page.  When entering data on an items page, links have been provided to a “Help” page that provides instructional guidance for the individual item. 

The Total Dollar Amount of an Item is defined as the amount of money your site spent on a particular item.  This includes all money spent on items that contain recovered materials, as well as the total amount of the items purchased that are made from virgin materials.

The Total Dollar Amount of an item containing recovered materials is defined as the amount your site spent on a particular item containing recovered materials.

Note:  This amount cannot be greater than the amount reported as the Total Dollar Amount spent on a particular item. The two numbers can be equal, but the Total Dollar Amount must be greater than or equal to the amount spent on a particular item containing recovered materials. 

In addition to data on total purchases and recycled-content purchases of recycled-content designated items, sites must provide justification for purchases of less than 100 percent of the recycled-content designated items.  EO 13101 requires that, to the maximum extent practicable, recycled content items be purchased, unless written justification is provided that a product is not available competitively, not available within a reasonable time frame, does not meet appropriate performance standards, or is only available at an unreasonable price.  If your site has purchased less than 100 percent recycled-content products for a designated item, you must select the justifications that apply to your situation.   If none of the three provided justifications apply to your situation, but your site purchased less than 100 percent of the recycled-content designated item, please select the None of the above box, and provide a summary of the circumstances in the text box provided.  Also specify the total dollar amount of purchases of items made from virgin materials for which there was no justification (unjustified purchases.)  The Federal Environmental Executive is interested in the technical impediments to purchasing/using the recycled-content item, accordingly, a text box is provided for a summary of the circumstances preventing the site’s purchase of the designated item 100% percent of the time.
After entering all information for an individual item, you must select the Submit button at the bottom of the Web page to save your information.  A series of checks is then made by the reporting software to ensure that the data you entered follows certain rules.  If the data does not pass a particular check, a data entry error message will be displayed to explain the problem. You will then be instructed to use the Back button on your Internet browser to correct your data entry problem. An example of a data entry that would trigger a data entry error message: if you entered a higher amount for recovered content purchases for an item than the total amount of purchases for an item.

After successfully entering an item, the following message is displayed: The Database has been updated.  You may then select the Return to Items Page button, which will display the Input Data - Designated Items to Report page, or the Print Out Report button, which will send you to the report that displays the data for the item you have entered.

· Blank Report 

Use this option to print a blank report, which may be useful as a worksheet when assembling your data for input into the reporting software.  Select Blank Report from the Main Menu, and then choose the category you wish to print. For a report listing all items, select each category link, and then print from your Internet browser by choosing the Print button (located under your browser’s File pull-down menu).

· Completed Report 

This option allows you to print a report that displays all of the information you entered for the designated items.  Select Completed Report from the Main Menu, and then choose the category you wish to print. To generate a report, select a category link. To print the report, choose the Print option located under your browser’s File pull-down menu).
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Click on this option to display this Users Manual document.

· Return to Home Page

Click on this option when you have completed your current data entry session, and you are ready to exit the reporting system software.  Selection of this option will return you to the home page of the Affirmative Procurement Web site. 
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