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1 Simple steps to preparing a monthly report 

There are eight key steps to preparing a monthly Carbon & Sustainability report for uploading to the 
RFA Operating System 

Step 1 hǇŜƴ ǘƘŜ /ŀƭŎǳƭŀǘƻǊ ŀƴŘ ŜƴǘŜǊ ŎƻƳǇŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎƘ ŀǎ ƴŀƳŜΣ ŀŘŘǊŜǎǎ ŜǘŎΦ  ό5ƻƴΩǘ 
forget to specify whether you are preparing a report for  

 a fossil fuel supplier (i.e. a company who normally submits HO10 reports to 
HMRC), or  

 a biofuel supplier (i.e. a company who normally submits HO930 reports to HMRC).  

CƭƛŎƪ άbŜǿ ȅŜŀǊέ ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇΦ   

Step 2 Select the year and month for which you want to prepare a reportΣ ǘƘŜƴ ŎƭƛŎƪ ά/ǊŜŀǘŜέΦ 

Step 3 Load data for each of the batches of fuel you wish to include for this month.   

 LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ ŀŎǘǳŀƭ Řŀǘŀ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ōŀǘŎƘΣ ǎƛƳǇƭȅ ŀŘŘ ƻƴŜ ƻŦ ǘƘŜ 
άCǳŜƭ /Ƙŀƛƴέ ƳƻŘǳƭŜǎ (highlighted in the toolbar below ς the first is for liquid 
fuels, the second for gaseous fuels).  Add the module by clicking once on the 
module on the toolbar and then clicking where you would like it to appear on the 
fuel chain screen.   

 

 If you do have actual data, you can load one of the default fuel chains which are 
defƛƴŜŘ ƛƴ ǘƘŜ ¢ŜŎƘƴƛŎŀƭ DǳƛŘŀƴŎŜΦ  /ƭƛŎƪ ǘƘŜ άƛƳǇƻǊǘ ŘŜŦŀǳƭǘ ŦǳŜƭ ŎƘŀƛƴέ ōǳǘǘƻƴ ƻƴ 
the toolbar and select the appropriate fuel chain (see Section 3.2 for further 
details). 

 Alternatively, you can construct your own chain from scratch (see Section 3.4 for 
further details). 

Step 4 Basic information such as quantity of fuel, sustainability standard met, land use on 30 
November 2005 etc, should be entered into the άCuel Chainέ module (if you have loaded a 
default fuel chain, this will be the first module in the chain.   

 Double click the module to open it and enter the information you have about this 
batch of fuel.   

 Entering the fuel type, feedstock and country of origin will enable the software to 
automatically select the appropriate fuel chain default value. 
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Step 5 Any data collected from the biofuel supply chain (e.g. natural gas use at the biofuel plant) 
can be entered in the appropriate module (see Section 4 for further details). 

Step 6 Once you have entered all the batches of fuel you wish to include in a monthly report, go 
ǘƻ ǘƘŜ άwŜǇƻǊǘǎέ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘ άaƻƴǘƘƭȅ /{±έ ǊŜǇƻǊǘΦ 

 Select the correct year and month for which you would like to prepare a Monthly 
reǇƻǊǘ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέ 

 Review the data shown on the next screen to ensure it is the file you intend to 
upload to the RFA Operating System (this will not be your last opportunity to 
ǊŜǾƛŜǿ ǘƘŜ Řŀǘŀ ōŜŦƻǊŜ ƛǘ ƛǎ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ wC!ύ ŀƴŘ ŎƭƛŎƪ άbŜȄǘέ 

 Select the location in which you would like to save a copy of the Monthly Report 
and click Finish. 

Step 7 You can now upload the file you have created to the RFA Operating System ς please see 
the RFA Fossil Fuel User Guidance or RFA Biofuel Suppliers and Traders User Guidance 
(available on the RFA website) for further instructions on how to do this. 

Step 8 

 

 

If you wish to ensure the final volumes reported to the RFA (after adjusting to match the 
volume returns) are recorded in the Carbon Calculator as well as on the RFA Operating 
{ȅǎǘŜƳΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜǎŜ Ƴŀƴǳŀƭƭȅ ƛƴǘƻ ǘƘŜ άCǳŜƭ /Ƙŀƛƴέ ƳƻŘǳƭŜ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ ǘƘŜ 
relevant chain.  There is a specific field in which they can be entered ς άvǳŀƴǘƛǘȅ ƻŦ CǳŜƭ 
wŜŎƻǊŘŜŘ ƛƴ ǘƘŜ wC! hǇŜǊŀǘƛƴƎ {ȅǎǘŜƳέΦ  ±ŀƭǳŜǎ Ƴǳǎǘ ōŜ ŜƴǘŜred in this before Annual  
Reports can be generated.  
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2 Getting started 

2.1 Introduction 

¢Ƙƛǎ ǎƻŦǘǿŀǊŜ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ƘŜƭǇ ŎƻƳǇŀƴƛŜǎ ǇǊŜǇŀǊŜ ƳƻƴǘƘƭȅ ŀƴŘ ŀƴƴǳŀƭ ά/ŀǊōƻƴ ŀƴŘ 
{ǳǎǘŀƛƴŀōƛƭƛǘȅέ ǊŜǇƻǊǘǎ ǘƻ ǘƘŜ wŜƴŜǿŀōƭŜ CǳŜƭǎ !ƎŜƴŎȅ ŦƻǊ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴts of the 
Renewable Transport Fuel Obligation.   

The primary aim of the software is to facilitate use of actual data collected directly from the supply 
chain.  However, the software can also be used when no actual data is available and fuel chain 
default values are used.  It can also be used to prepare monthly and annual Carbon and 
Sustainability Reports for the RFA, which include information about the sustainability standards met 
by a batch of fuel in addition to its carbon intensity. 

The information required for calculating the carbon intensity of a batch of fuel is entered using a 
graphical representation of a biofuel supply chain: 

 

These graphical fuels chains are made up of a set of pre-defined modules which contain all of the 
calculations need to assess the greenhouse gas emissions from this step in the chain.   

When preparing monthly reports, a fuel chain is added for every batch of fuel about which you want 
to report carbon and sustainability information is to be contained in a report to the Renewable Fuels 
Agency 

 

An individual file can be used to prepare reports for different months and years. 
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2.2 General information screen  

¢ƘŜ ŦƛǊǎǘ ǎŎǊŜŜƴ ȅƻǳ ǎŜŜ ǿƘŜƴ ȅƻǳ ƻǇŜƴ ǘƘŜ /ŀƭŎǳƭŀǘƻǊ ƛǎ ǘƘŜ άDŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴέ ǎŎǊŜŜƴΦ  DŜƴŜǊƛŎ 

information about the company you are preparing reports for can be entered here.  Note: You can 

ǊŜǘǳǊƴ ǘƻ ǘƘƛǎ ǎŎǊŜŜƴ ŀǘ ŀƴȅ ǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άDŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴέ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ƭŜŦǘ ƘŀƴŘ 

panel.  Key information which can be entered on this screen includes: 

 Project name ς a short description of the information entered in this file. 

 Project description ς more detailed information relating to this file (e.g. the scope of fuel 
types covered, whether the file is current or no longer being used etc). 

 Default fuel type: select the fuel type which you are likely to use most often within the 
software (you will still be able to prepare reports and analyse the carbon intensity of other 
fuels). 

 Default country of origin: select the country which most of your biofuel feedstock comes 
from (e.g. the United Kingdom) or, if you receive feedstock from a wide range of countries 
ǎŜƭŜŎǘ ά¦ƴƪƴƻǿƴέΦ 

 Company data ς general contact details (you can save this data to be loaded in other files by 
ŎƭƛŎƪƛƴƎ ǘƘŜ ά{ŀǾŜ ŎƻƳǇŀƴȅ Řŀǘŀέ ōǳǘǘƻƴύΦ 

 Company type ς see Section 2.2.2 

2.2.1 Protecting files with passwords 

An individual file can be protected with a password, by enabling this option within the General 
Information screen.  The following steps will enable password protection of a file.  This will mean 
that anyone who tries to open this file will be forced to enter the password you specify before they 
can view or change any of the information within it.  It also means that file itself is compressed and 
encrypted so it cannot be read by any other software.  

Step 1 /ƭƛŎƪ ƻƴ άDŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴέ ƛƴ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ǇŀƴŜƭ 

Step 2 Click on the button άtǊƻǘŜŎǘ ǘƘƛǎ ŦƛƭŜ ǿƛǘƘ ŀ ǇŀǎǎǿƻǊŘέ 
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Step 3 {ŜƭŜŎǘ άtǊƻǘŜŎǘ ǘƘƛǎ ǇǊƻƧŜŎǘ ǿƛǘƘ ŀ ǇŀǎǎǿƻǊŘέΦ 

Step 4 Enter the same password twice (the format of the password is up to you) and cƭƛŎƪ άhYέ 

2.2.2 Selecting the άŎƻƳǇŀƴȅ ǘȅǇŜέ ŀƴŘ timeframe for reports (HO10 or HO930) 

The type of company you are preparing a report for will affect the period covered by a monthly 
report and the number of reports you submit in a year.  In the General Information screen you can 
select whether you are a biofuel supplier (and submit HO930 reports to HMRC) or a fossil fuel 
supplier (and submit HO10 reports to HMRC).   

If you select biofuel supplier the software will allow you to prepare monthly reports which cover 
calendar months EXCEPT for the first report of a year (which will cover the period from 15th April to 
30th April) and the last report of the year (which will cover the period from 1st April to 30th April). 

LŦ ȅƻǳ ǎŜƭŜŎǘ άŦƻǎǎƛƭ ŦǳŜƭ ǎǳǇǇƭƛŜǊέ ǘƘŜ ǎƻŦǘǿŀǊŜ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǇǊŜǇŀǊŜ ƳƻƴǘƘƭȅ ǊŜǇƻǊǘǎ ǿƘƛŎƘ ŎƻǾŜǊ 
the period from the 15th of a month to the 14th of a month. 

For further information about the periods covered by monthly reports, please see the RFA Fossil Fuel 
User Guidance or RFA Biofuel Suppliers and Traders User Guidance (available on the RFA website). 

LŦ ȅƻǳ ǎŜƭŜŎǘ άƻǘƘŜǊέ ǘƘŜ ǎƻŦǘǿŀǊŜ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǇǊŜǇŀǊŜ άƳƻƴǘƘƭȅέ ǊŜǇƻǊǘǎ ǿƘƛŎƘ ŎƻǾŜǊ ǘƘŜ 
period from the 15th of a month to the 14th of a month. 

If you are neither ŀ άōƛƻŦǳŜƭ ŦǳŜƭ ǎǳǇǇƭƛŜǊέ ƻǊ ŀ άŦƻǎǎƛƭ ŦǳŜƭ ǎǳǇǇƭƛŜǊέ ōǳǘ ȅƻǳ ŀǊŜ ǇǊŜǇŀǊƛƴƎ ŀ ǊŜǇƻǊǘ 
which will ultimately be submitted to the RFA by one of these parties then use the option which 
corresponds to the type of company who will submit the report. 

Step 1 Click ƻƴ άDŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴέ ƛƴ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ǇŀƴŜƭΦ 

Step 2 Click on the company type you wish to select and the Company type heading ς Biofuel 
Supplier, Fossil Fuel Supplier or Other. 

Step 3 /ƭƛŎƪ ά{ŀǾŜ ŎƻƳǇŀƴȅ Řŀǘŀέ ƛŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƘƛǎ ǘƻ ōŜ ǘƘŜ ŘŜŦŀǳƭt company type for other 
files you prepare in the future. 

2.3 Adding new months and years 

2.3.1 Adding a new year  

An individual file can be used to prepare reports for different months and years.   

It is important to use the correct year and month when preparing reports because the default values 
used are linked to the date of the report.  For example, the default crop yield for wheat might be 8 
tonnes per hectare for all reports prepared in RTFO year 2008/09, but on April 15th, 2009 this might 
be updated to 9 tonnes per hectare.  Both default values are retained within the software so that if 
you want to check your results from 2007 they are exactly the same as when you reported them 
(e.g. 8 t/ha for wheat).  However if you unintentionally submitted a monthly report for April 15th, 
2009 that was prepared as April 15th, 2008 within the software it would use the wrong default 
values. 

To add a new year: 

Step 1 /ƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜ ŀ ƴŜǿ ȅŜŀǊέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻƻƭōŀǊ hw ǎŜƭŜŎǘ άƴŜǿ ȅŜŀǊέ ŦǊƻƳ ǘƘŜ CƛƭŜ 
menu. 
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Or 

 

Step 2 Select the year for which you would like to prepare reports 

Step 3 Enter a description for the year if you require it. 

Step 4 Select the first month for which you would like to prepare a report within this year and 
ŎƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜέ ōǳǘǘƻƴΦ 

2.3.2 Adding a new month 

To add a new month within an existing year. 

Step 1 Ensure you have the year in which you would like to add a new month selected, then click 
ǘƘŜ ά/ǊŜŀǘŜ ŀ ƴŜǿ ƳƻƴǘƘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻƻƭōŀǊ hw ǎŜƭŜŎǘ άƴŜǿ ƳƻƴǘƘέ ŦǊƻƳ ǘƘŜ CƛƭŜ 
menu 

 

Or 

 

 

Step 2 Select the month for which you would like to prepare a report. 

Step 3 {ŜƭŜŎǘ ǘƘŜ ƴŜǿ ƳƻƴǘƘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀŘŘ ŦƻǊ ǘƘƛǎ ȅŜŀǊ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά/ǊŜŀǘŜ ōǳǘǘƻƴέ 
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3 Adding a new fuel chain 

The information required for reporting to the Renewable Fuels Agency is entered using a graphical 
representation of a biofuel supply chain 

 

These graphical fuels chains are made up of a set of pre-defined modules which contain all of the 
calculations need to assess the greenhouse gas emissions from this step in the chain.  A chain must 
be added for every batch of fuel which is to be contained in a report to the Renewable Fuels Agency 

 

3.1 Using fuel chain default values (i.e. no actual data) 

If you do not intend to enter detailed actual data relating to the carbon intensity of a particular 
batch of biofuel (e.g. natural gas use at the biofuel plant, crop yield, transport distances etc) but will 
ǊŜƭȅ ƻƴ άCǳŜƭ /Ƙŀƛƴ 5ŜŦŀǳƭǘ ±ŀƭǳŜǎέ όǎŜŜ Annex G in Part 1 of the Technical Guidance) you can simply 
ŀŘŘ ƻƴŜ ƻŦ ǘƘŜ άFuel CƘŀƛƴέ ƳƻŘǳƭŜǎΦ   

There are two Fuel Chain modules ς one for liquid biofuels and one for gaseous biofuels (e.g. 
biomethane).  Fuel Chain modules can be used to enter all of the information required for monthly 
reports to the RFA: 

To add a new Fuel Chain module: 

Step 1 Click the CǳŜƭ /Ƙŀƛƴ ƳƻŘǳƭŜ ȅƻǳ ǊŜǉǳƛǊŜ ƻƴ ǘƘŜ ǘƻƻƭōŀǊ όŜƛǘƘŜǊ άCǳŜƭ /Ƙŀƛƴ [ƛǉǳƛŘέ ŦƻǊ 
ƭƛǉǳƛŘ ōƛƻŦǳŜƭǎ ƻǊ άCǳŜƭ /Ƙŀƛƴ Dŀǎέ ŦƻǊ ƎŀǎŜƻǳǎ ōƛƻŦǳŜƭǎύΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ǎŎǊŜŜƴ ǿƘŜǊŜ 
you would like the module to appear. 

 

Step 2 Double click on the module to enter data.   

 Biofuel type, feedstock and country of origin 

 Quantity of fuel 

 Sustainability standards met  

 Carbon intensity (once you have entered information about the biofuel type, 
feedstock and country of origin, the software will automatically select the 
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appropriate fuel chain default value). 

See Section 7.1 or 7.2 for more details on the data which can be entered in a Fuel Chain 
module (also refer to Section 4 of the Part 1 of the Technical Guidance).  See Section 4 for 
more details on entering actual data. 

Step 3 /ƭƻǎŜ ǘƘŜ ά/ƭƻǎŜέ ōǳǘǘƻƴ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΦ 

3.2 Using a default fuel chain to add actual data 

If you do intend to enter detailed actual data relating to the carbon intensity of a particular batch of 
biofuel (e.g. natural gas use at the biofuel plant, crop yield, transport distances etc) the simplest 
approach is to start from one of the default fuel chains which are defined in the Technical Guidance. 

Step 1 CƭƛŎƪ ǘƘŜ άƛƳǇƻǊǘ ŘŜŦŀǳƭǘ ŦǳŜƭ ŎƘŀƛƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻƻƭōŀǊ 

 

Step 2 Select the type of biofuel produced, the country of origin and the feedstock from which 
the biofuel has been produced, and click load.  

 If you do not know one of these pieces of information, you will have to use a 
άCǳŜƭ /Ƙŀƛƴ 5ŜŦŀǳƭǘ ±ŀƭǳŜέ ς see section 3.1. 

 If you cannot select the combination of fuel type, feedstock and country of 
origin you require it is because there is no default fuel chain currently defined 
for this supply chain. See Section 4 for more details on entering actual data. 

 

 Step 3  Select the relevant module and enter the actual data for this supply chain.  See 4 
for more details on entering actual data. 
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3.3 Adding or removing modules from an existing fuel chain 

In some situations you may wish to add or remove a module from an existing fuel chain, for 
example:  

 A default fuel chain might only include one module for feedstock transport (e.g. by truck); 
however, your fuel chain might involve two transport steps; firstly a short distance by truck, 
then a longer distance by rail. 

 A default fuel chain might include two separate conversion steps ς oil extraction, then 
transesterification (with an intermediate transport step); however, in your fuel chain these 
two processes may be carried out in the same plant with no intermediate transport step. 

Step 1 /ƭƛŎƪ ǘƘŜ άƛƳǇƻǊǘ ŘŜŦŀǳƭǘ ŦǳŜƭ ŎƘŀƛƴέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǘƻƻƭōŀǊ 

Step 2 Select the type of biofuel produced, the country of origin and the feedstock from which 
the biofuel has been produced, and click load. 

If you want to delete a module 

Step 3 Select the module you want to delete by clicking on it once.  Delete it either by using the 
ά5ŜƭŜǘŜέ ƪŜȅ ƻƴ ǘƘŜ ƪŜȅōƻŀǊŘ ƻǊ ǊƛƎƘǘ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƳƻŘǳƭŜ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ά5ŜƭŜǘŜ 
ǎŜƭŜŎǘŜŘ ƳƻŘǳƭŜέΦ  /ƭƛŎƪ άȅŜǎέ ǿƘŜƴ ŀǎƪŜŘ ƛŦ ȅƻǳ ǊŜŀƭƭȅ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ǎŜƭŜŎǘŜŘ 
element. 

 

Step 4 The fuel chain will now be broken ς ƛΦŜΦ ǘƘŜǊŜ ǿƛƭƭ ōŜ ǘǿƻ ƳƻŘǳƭŜǎ ǿƘƛŎƘ ǿƻƴΩǘ ōŜ 
connected by a small black arrow.  Connect these two modules by clicking on the small X 
όǘƘŜ άŎƻƴƴŜŎǘƻǊέύ ƛƴ ǘƘŜ ƳƛŘŘƭŜ ƻŦ ǘƘŜ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ŦƛǊǎǘ ƳƻŘǳƭŜ ŀƴŘΣ ƘƻƭŘƛƴƎ ǘƘŜ 
mouse button down, dragging the arrow to the connector on the second module to which 
you wish to connect.  The line will have an arrowhead if it is correctly formed.  If no 
arrowhead has appears it is either because you have not dragged the line precisely to the 
connector on the second module, or because these two types of module are not allowed 
to connect ς check the fuel chain you are drawing up is accurate. 

Correct: 

 

Incorrect: 

 

If you want to add a new module 

Step 3 Create some space for the new module (e.g. by selecting and dragging to the right the 


