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1 Smple steps to preparing a monthly report

There areeightkey stegto preparing a monthi\Carbon & Suainability report for uploading to the
RFA Operating System
Stepl hLISYy GKS /FtOdAFG2N I yR SyYydSN) O2YLJ) ye@
forget to specify whether you are preparing a report for
o afossil fuel supplier (i.e. a company whamally submits HO10 reports to
HMRC)or
o a biofuel supplier (i.e. a company who normally submits HO930 reports to HM
A0l abSge &SHNE G2 Y2@S G2 GKS ySEG a
Step 2  Select the year and month for which you want to prepare areport i K Sy S 10 & €
Step3  Load data for each of the batches of fuel you wish to include for this month.
e LT &2dz R2Yy QiU KIFI@S Iye I Olddzrft RIGE
GCdzSt / KI fhighlight¥dRirRitzioSlEar below the first is for liquid
fuels, the second for gaseous fuelg)dd the module by clicking once on the

module on the toolbar and then clicking where you would like it to appear on |
fuel chain screen.

el ] Bl B & BB ) G e e e
U_QU_IB GAS CEREAL SUGAR FEED w GAS Ld AWM CAS ETBE

¢ If you do have actual data, you can load one of the default fuel chaiithwane
deA Yy SR Ay G(G(KS ¢SOKYyAOFIf DdzARFIYyOS®
the toolbar and select the appropriate fuel chain (see Se@i@rfior further
details).
e Alternatively, you can construct your own chdiom scratch(see Sectioi3.4for
further details).
Step 4 Basic information such as quantity of fuel, sustainability standard met, land use on 3(
November 2005 etshouldbe entered into thed @I Chainé 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 t
batch of fuel.

o Entering the fuel type, feedstock and country of origin will enable the softizare
automatically select the appropriate fuel chain default value.
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Step 5

Step 6

Step 7

Step 8

& My project name\2007\Apr 15 {2007) to Apr 30\ =3
N

Basic data
Madule description:

Details and links to verification evidence:

Internal batch number {optional):

Fuel type produced: \Biodiesel HYO i
Country: \Argentina v
Biofuel feedstock: :;yarﬂeans 4 : |
Quantity of Fuel: ‘ ol ¥
Quantity of fuel recorded in RTFO Operating System: ‘ 70 I : v '
Total contribution when this module is alone: ‘ 52.0 ggrams(COZe),l’MJ v

Any data collected from the biofuel supply chain (e.g. natural gas use at the biofuel p
can be entered in the appropriate moduleee Sectiod for further details).

Once you have entered all the batches of fuel you wish to include in a monthly report
02 GKS awSLR2NIaé¢ YSydz yR aSt SO0 aazyi
e Select the correct year and month for Which‘ you would like to prepare a Mont
rell2 NI FyR Of A0l abSEE
¢ Review the data shown on the next screen to ensure it is the file you intend tc
upload to the RFA Operating System (this will not be your last opportunity to
NEOASe GKS RIGEF 0STF2NB AG Aada adz YA
e Select he location in which you would like to save a copy of the Monthly Repc
and click Finish.

You can now upload the file you have created to the RFA Operating Syplease see
the RFA Fossil Fuel User Guidance or RFA B&fppliersand TraderdJser Guidane
(available on the RFA websifey further instructions on how to do this.

If you wish to ensure the final volumes reported to the RFA (after adjustintatch the
volume return$ are recorded in the Carbon Calculator as well atherRFA Operating
{eaildSYys e2dz Oly SyiSN) GKSaS Ylydztte
relevant chain. There is a specific field in which they can beeshtedt v dzI v G A G &
WSO2NRSR Ay (KS wC! hLISNI ied iy tis HeoréinGay £ «
Reports can be generated.
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2 Getting started

2.1 Introduction

¢KAE a2F061 NB Aa RSa
{dzaldl Ayl oAfAleéd NBLR
Renewable Transport Fuel Obligation.

AIYySR (2 KStLI O02YLI yASa LINBL
NIa G2 GKS wSySsglwdithe CdzSt & !

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 useghtepare monthly and annual Carbon and
Sustainability Reports for the RFA, which include information abousuktainability standards met

by a batch ofuel in addition to its carbon intensity

The information requied for calculating the carbon intensity of a batch of fissentered using a
graphical representation of a biofuel supply chain

Biodiesel - 4  Crop Drying& - - Feedstock g Oilseed 1& -4 Feedstock ¢ iodiesel ¢ 4 Liquid fuel ¢
soya beans production storage transport crushing transport plant transport

These graphical fuels chains are made up of a set aefigii@eed modules which contain all of the
calculations need to asse the greenhouse gas emissions from this step in the chain.

When preparing monthly reports, a fuel chain is addedefegry batch of fuedboutwhichyou want
to report carbon and sustainability informatiagsmto be contained in a report to the Renewalfluels
Agency

Biodiesel - ¢ Crop Drying& - - Feedstock g Oilseed ¢ Feedstock ¢ Biodiesel = 5 Liquid fuel b
soya beans produttlon storage transport crushing transport plant transport
Bioethanol - 2 = E 3 :
Sugar cane > =
Biomethane }‘-—l H - }T = - }X
\
Bioethanol - ¥ S 5
wheat ><
1qu

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

JL
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#' DT Carbon Intensity Calculator 1.0 (build 38) FEX]

Fle Edt Reports Options Help

v = -, F

j . Biodiesel | [oo} [ wel | (re = onl [onl ol | §
s ] D) & DD @EE@ X - -

@ General | information
= T Year 2008: import default fuel chain...
“J Apr 15 (2008) to Apr 30 =
«J May 01 (2008) to May 31
«J Jun 01 (2008) to Jun 30
<J 2ul 01 (2008) to Jul 31
«J Aug 01 (2008) to Aug 31

\J Sep 01 (2008) to Sep 30

%) Oct 01 (2008) to Oct 31
«J Mov 01 (2008) to Nov 30
«J Dec 01 (2008) to Dec 31 Biodiesel - o Crop Drying & ;; Feedstock ¢ Oilseed Feedstock Biodiesel ;; 4 Liquid fuel !
- soya beans production storage transport crushing transport plant transport
J Jan 01 (2009) to Jan 31
“J Feb 01 (2009) to Feb 28 A
}( N — e = s = iy 2 - x

<J Mar 01 (2009) to Mar 31

«J Apr 01 (2009) to Apr 14
= ] Vear 2009:

«J Apr 15 (2009) to Apr 30 Sugar cane 1

<J May 01 (2009) to May 31
«J Jun 01 (2009) to Jun 30
«J 2ul 01 (2009) to Jul 31

«J Aug 01 (2009) to Aug 31

) Sep 01 (2009) to Sep 30 dlmerk
«J Oct D1 (2009) to Oct 31
“J Nov 01 (2009) to Nov 30

¢

«J Dec 01 (2009) to Dec 31

<J Jan 01 (2010) to Jan 31
«J Feb 01 (2010) to Feb 28 }

“J Mar 01 (2010) to Mar 31 Bioethanol - ¢
“J Apr 01 (2010) to Apr 14

2.2 General information screen

¢KS FANRG AONBSyYy &2dz 4SS ¢KSy e2dz 2LISy GKS /I f Oc
information about the compay you are preparing reports for can be entered here. Note: You can
NBGdzNYy (2 GKA&E &dONBSy i Ftye G4AYS o0& OfAO1AYy3a 2y
panel. Key information which can be entered on this screen includes:

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

¢ Project descriptiort 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).

o Default fuel type: select theutl 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).

e 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
aSt SO0 alylyzeyeo

¢ Company dat& general contact details (you can save this data to be loaded in other files by
Ot AO1LAY3 GKS 64{IF &S O2YLIye RI(GFé odziti2yood

e Company type see Sectior2.2.2

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 fllkis 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 byywother software.

Stepl [/ tAO1 2y GDSYSNIf AYyTF2NXYIGA2YE Ay (GKS
Step2 Clickonthebuttoit N2 G SO0 GKA&A FAES 6AGK | LI &
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Step3 { St SO0 at NPUSOU GKA& LINR2SOU 6AUK | LI

Step 4  Enter the same password twice (the format of thassword is up to yognd ¢ A O

2.2.2 Selectingthet O2 Y LI y & timefiaiSeifor tepbis (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 eay. 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 preparonthly reports which cover
calendar months EXCEPT for the first report of a year (which will cover the period ffoipti5io
30" April) and the last report of the year (which will cover the period fréhapril to 36" April).

LT &82dz S{FISE @TUAAXAM SNE G(KS az2FGgl NB gAtt fft2o
the period from the 18 of a month to the 1% of a month.

For further information about the periods covered by monthly repapiease se¢he RFA Fossil Fuel
User Guidaoce or RFA BiofuBluppliersand Traders User Guidan¢available on the RFA website).

LT @&2dz a SiftkSO & 26F2A16K SNNEE 6 A f Fftt2¢ @&2dz G2 LINBLI NB
period from the 18 of a month to the 1% of a month.

If you are neithet GO0 A2 FdzSt FdzSt adzlILX ASNE 2NJ I aF2aart 7T
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.

Stepl Clickky GDSYSNIf AYyF2NXYIGA2YE Ay (GKS tST¥F

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

Step3 / tAO1 a{l @S O2YLI} ye RIGF ¢ Acompar® tpe foLottzér
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 prepariggorts 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 Apri2a®9 this might

be updated to 9 tonas 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 refasrApril 15",

2009 that waspreparedas April 18, 2008within the softwareit would use the wrong default

values.

To add a new year:

Stepl /tAO] GKS a/NBFGS F y8s 8SENE oddidzy
menu.
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&' DfT: Carbon Intensity Calculator 1.0 (build 38)
File Edit Reports Options Help

JuasEsSe a
Or

&' DfT: Carbon Intensity Calculator 1.0 (build 3B)

File Edit Reports Options Help

Lo

General Information

My project name: Biodiesel H!

MNew month »|  Fromfile... )04
in date 1171

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

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

Step 4 §elect tpe first,morlth for whicr) you V\!OUld like to prepare a report within this year ani
Of AOl UKS a/ NBlFUS¢ odziu2z2y o

2.3.2 Adding a newmonth

To add a new month within an existing year.

Step 1l Ensure you have the year in which you would like to add a new month selected, ther
GKS a/ NBIFGS | ySg Y2yGKé odzidizy 2y K.
menu

& DfT: Carbon Intensity Calculator 1.0 (build 38)
File Edit Reports Options Help

RO Ela S Ex

Or

DfT: Carbon Intensity Calculator 1.0 (build 38)
File Edit Reports Options Help

L = QMEUQ

My project name: Biodiesel H! Unnl E
GAS

|

B

’ @ General information g
|= T Year 2008: [% import default Fuel che
9 g ——
Tm_——SS el ] :
— -

Edit selected element

Step 2  Selectthe month for which you would like to prepare a report.
Step3 { St SOG GKS yS¢ Y22yUiK &2dz ¢2dzZ R tA1S
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3 Adding a new fuethain

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

Biodiesel - - Crop Drying & e 5 Feedstock g Oilseed L - Feedstock g Biodiesel &E 4 Liquid fuel &
soya beans production storage transport crushing transport plant transport

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

Drying & ir: . Feedstock ¢ Oilseed - Feedstock - Biodiesel 4 Liquid fuel &
storage transport crushing transport plant transport
FA% - M -k

ST,

3.1 Using fuel chain default values (i.eo actual datg

i

Crop
production

Biodiesel - rr:
soya beans

S0

Bioethanol - tr—
Sugar cane

28

g
fofoo il
e

Biomethane [-

—

Bioethanol -
wheat

"

If you do not intend to enter detailed actual data relating to the carbon intensity of a phaticu

batch of biofuel (e.g. natural gas use at the biofuel plant, crop yield, transport distances etc) but will
NBfte 2y acCcdzSt / KIARngx GoirbPart dizhelTechnicél Gzidante) yo@ carSsimply

I RR 2y SFueekKI A KE & 2RdzZ Saod

Thereare two Fuel Chain modulesone 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:

Stepl ClicktheCdzSt / KFIAYy Y2RdzZ S &2dz NBljdzZANSE 2y
fAlJdZAR 0A2FdzStfa 2NJ acCdzSt / KFAy DIFag 7T
you would like the module to appear

oo} | 1. {..._l ;
GAS EREA UGAR
e

Step 2  Double click on the module to enter data.

"
i

!

{62 14 (L8] 22

e Biofuel type, feedstock and country of origin
e Quantity of fuel
e Sustainability standards met

e Carbon intensitfonce you have entered information about th®tuel type,
feedstock and country of origitthe software will automatically select the
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approprige fuel chain default value).

SeeSection7.1or 7.2for more details orthe daa which can be entered in ai€l Chain
module(also refer to Sectiod of the Part 1 of theTechnical GuidanceBeeSectiord for
more details on entering actual data.

Step3 / f2aS (GKS a/t2aS8¢ odzidz2zy G2 NBOGdzNYy G2

3.2 Usinga default fuel chairto add actual data

If you do intend to enter detailed actual data relating t@tbarbon 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 G AO0| GKS GAYLERNI RSTldzZ G FdSt OKFAYE

&' DfT: Carbon Intensity Calculator 1.0 {build 38)
File Edit Reports Options Help

JUH= A9 NG &
My project name:Biodi(aselH‘| @ @ @ @ (\‘« 75% -

‘ €@ General information
=) T] Year 2008:
) Apr 15 (2008) to Apr 30

% ‘ Ll I[ import default fuel chain... ]]

[

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

¢ If you do not know one of these pieces of infornoati you will have to use a
GCdzSt / KI Ay ¢desSsedtiagfld =+ f dzS¢

¢ 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 currentinelefi
for this supply chain. Segectiord for more details on entering actual data.

# ' Fuel chains Q@@
Fuel type produced | giogiesel HvO vl
Country of origin Argentina v/
Feed stock type Saya beans v

FuelChairﬂ -> CropProduction] -> DryingStorage -> FeedstockTrans -> Conversion] -

) 2

[ x Cancelr] 7| J Load |

e Step3 e Select the relevant module and enter the actual data for this supply chaing !
for more details on etering actual data.
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3.3 Adding or removing modulefrom an existing fuel chain

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

e A default fuel chain might only include one module for feedstock transport ifg.guck);
however, your fuel chain might involeo transportsteps; firstlya short distance by truck,
then a longer distance by rail.

e A default fuel chain mighhcludetwo separate conversion stegsoil extraction, then
transesterification (with amtermediate transport step); however, in your fuel chain these
two processes may be carried out in the same plant with no intermediate transport step.

Stepl / fAO1 GKS GAYLERNI RSTFldz G FdzSt OKIF Ay

Step 2  Select the type of biofuelrpduced, 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
G5St SGSKS1PEeagl B8R 2NJ NAIKG Of A0l Ay13
aSt SOGSR/ tyr@®uL $&®a¢ o6KSYy alSR AT @&2dz
element.

Step4  The fuel chain will now be brokegh ®S® GKSNBE Attt 06S (g2
connected by a small black arrow. Connect these two modules by clicking on the sm
O0KS aO02yySOiU2NEOD Ay GKS YARRES 27 (K.
mouse button down, dragging the arrow to the connector on the second module ichw
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
connector on the second module, or because these two types of modulechiadlowed
to connectc 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 tl
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