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Introduction

These instructions provide the necessary information for completing a facility’s emissions inventory
in the Maricopa County Air Quality Department (MCAQD) Online Portal. There are five steps to
prepare and submit an emissions inventory.
1. Create an emissions inventory
2. Review and update facility contacts
3. Review and update the facility inventory
4. Report operational information and emissions
5. Validate and submit the emissions inventory
In addition to these instructions, there are process-specific help sheets at maricopa.gov/5628 with
specific directions on how to complete steps 3 and 4 for commonly permitted processes.
Before beginning the emissions inventory, collect all facility operational information including hours
of operation and material usage.
Facilities requesting selected data be held confidential must follow the instructions in Confidential
Data Help Sheet at maricopa.gov/5628. Data that is not reported in accordance with the help
sheet cannot be held confidential.

What’s New for 2022
Gasoline Storage Tanks

MCAQD has adopted new emission factors for aboveground storage tanks and underground
storage tanks at gasoline dispensing facilities. The following emission factors should be used to
report volatile organic compound (VOC) emissions from gasoline storage tanks with capacity of 250
to 15,000 gallons, that are not located at a bulk plant or terminal. Additional information is available
on the Fuel Storage and Handling Help Sheet.
Gasoline Tank Type
Underground tank with submerged fill
and Stage I vapor recovery
Underground tank with submerged fill
and NO Stage I vapor recovery
Aboveground tank with submerged fill
and Stage I vapor recovery
Aboveground tank with submerged fill
and NO Stage I vapor recovery

Source
Classification Code
40600306

VOC Emission Factor
(pounds per 1,000 gallons)
2.56

40600302

9.88

40600706

6.00

40600702

13.32
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Concrete Batch Plants

MCAQD has updated the help sheet for concrete batch plants and added uncontrolled emission
factors for concrete batch plants to the AQD Online Portal. All facilities that manufacture concrete
or concrete products should review the help sheet to ensure that control equipment is configured
correctly and that accurate emission factors are used.

Sand & Gravel Plants

MCAQD added emission factors for sand and gravel plants to the AQD Online Portal. All facilities
with sand and gravel plants should review the associated help sheet to ensure that emissions are
reported correctly.

1-Bromopropane

The U.S. Environmental Protection Agency (EPA) added 1-bromopropane to the list of Hazardous
Air Pollutants (HAP) on February 4, 2022. Facilities that are required to report HAP emissions
should begin reporting 1-bromopropane emissions on the 2022 emissions inventory.

Reporting Requirements

Criteria Air Pollutants and Precursors

The following air pollutants must be reported for every process on an emissions inventory:
PM primary (filterable + condensable)
PM 10 primary (filterable ≤ 10 microns + condensable)
PM 2.5 primary (filterable ≤ 2.5 microns + condensable)
CO – Carbon monoxide
NO X – Nitrogen oxides
SO 2 – Sulfur dioxide
VOC – Volatile organic compounds*
Ammonia
Pb – Lead
* A VOC is defined as any compound of carbon that participates in atmospheric photochemical
reactions. This definition excludes: carbon monoxide, carbon dioxide, acetone, carbonic acid,
metallic carbides or carbonates, and ammonium carbonate, as well as certain other organic
compounds. (See Maricopa County Air Pollution Control Rule 100, Sections 200.137 and 200.80 for
a full definition.)

Hazardous Air Pollutants

HAPs must be reported if:
(a) the facility is subject to a Federal Maximum Achievable Control Technology (MACT) standard,
or
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(b) the air quality permit issued to the facility contains specific quantitative limits for HAP
emissions.
The most common HAPs reported on an emissions inventory include:
• methylene chloride (dichloromethane)
• perchloroethylene
• 111-trichloroethane (111-TCA or methyl chloroform)
• hydrochloric acid
• hydrofluoric acid
The AQD Online Portal will automatically calculate HAP and greenhouse gas emissions from many
common processes, including combustion processes. If HAPs are calculated automatically, the
emission factors should not be changed unless the facility has more accurate HAP emission factors
for the process. If the AQD Online Portal is suggesting HAP emission factors for a process that
does not emit HAP, verify that the selected source classification code is appropriate for the process.

Greenhouse Gases

In most cases, the MCAQD does not regulate greenhouse gas emissions. While facilities are
encouraged to report greenhouse gas emissions that are calculated automatically in the AQD Online
Portal, facilities may choose to change pollutant emission factors to zero for pollutants that are only
classified as greenhouse gases, unless the facility is subject to a federal requirement to report
greenhouse gas emissions.

Facilities that Did Not Operate in 2022

Any facility that has been issued an air quality permit, but that did NOT operate at any time during
2022, must still submit an emissions inventory, as a condition of its air quality permit. To indicate
that the facility did not operate, complete Steps 1-4 according to the instructions. In Step 5, mark all
emission units as “Did Not Operate.” Skip Steps 6-8, then complete Steps 9-10 according to the
instructions.

AQD Online Portal Access

In order to access the AQD Online Portal to complete your emissions inventory, you must first
create a Shared CROMERR Services (SCS) Electronic Signature on the Environmental Protection
Agency (EPA) Advanced Shared Services website at https://encromerr.epa.gov/. The SCS
Electronic Signature is used to ensure the integrity and validity of reports submitted electronically.
Please use Google Chrome as your internet browser for the EPA’s SCS electronic reporting site and
for the AQD Online Portal. You must also enable pop-ups on your internet browser.
Each individual accessing the AQD Online Portal must create an SCS Electronic Signature. An SCS
Electronic Signature is for individual use only and cannot be shared or accessed by anybody
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other than the individual who created the Electronic Signature. Instructions for creating an
SCS Electronic Signature are available at maricopa.gov/1820.
The process for creating an SCS Account requires verifying the identity of the user, which
on average can take three days. Start this process well in advance of the emissions inventory
due date to allow enough time to complete the report.
Once an SCS Electronic Signature has been created, it will be linked to the contact profile for any
facility for which you are responsible for preparing or submitting emissions inventory reports. Once
the SCS Electronic Signature is linked to your contact profile, you will log in to the SCS Electronic
Signature at https://encromerr.epa.gov/ and click Visit to access the AQD Online Portal.

Task 1: Create Emissions Inventory

Log into the AQD Online Portal. Choose the facility for which you want to create an emissions
inventory.

On the Facility Information screen, review the list of In-Progress Task. Tasks that have not been
submitted to MCAQD will be listed here. Having many tasks open at the same time can make it
more difficult to navigate the AQD Online Portal. In addition, leaving tasks open for an extended
period of time increases the chance that a facility may accidentally submit old data and overwrite
new data that was submitted while another task was in progress. If there are tasks listed that the
facility no longer intends to submit, mark the Select button in the left column next to the task, then
click Delete selected task(s).
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Step 1

On the IMPACT Home page, click Create an Emissions Inventory on the bottom left of the
screen.

Step 2

A pop-up window should appear. If the pop-up window does not appear, click on the error symbol
on the right side of the address bar.

Select Always allow pop-ups and redirects from https://airimpact.maricopa.gov and click
Done. Repeat Step 1 after pop-ups are enabled.
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Step 3

Select 2022 as the reporting year. Select Annual as the content type.
To report emissions for a facility that did not report emissions for 2019, 2020, or 2021 click Create.

To report emissions for a facility that did report emissions for 2019, 2020, or 2021 click the box to
Copy data from existing emissions inventory. A list of previous emissions inventories will
appear. Look in the Year and Reporting State columns to identify the most recent emissions
inventory approved by MCAQD. Click on the Inventory ID (left column) for the most recent
emissions inventory where the reporting state is Approved. This will create a copy of the previous
emissions inventory that can be used as a starting point for the new emissions inventory. Complete
the remaining tasks to update the inventory to report actual emissions.
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Task 2: Facility Contact Change

Before the emissions inventory can be completed, you must review and update as necessary the
facility information.

Step 1

First, verify the facility contacts are correct. Click the Task-Facility Contact Change tab on the
top right of AQD Online Portal.

Review the Facility Contacts list. Ensure there is a contact person assigned for billing, compliance,
emissions inventory, permitting, and responsible official. If one person fills multiple roles at a
facility, that person should be assigned multiple contact types. If there is more than one contact
person for a particular contact type, a contact type can be assigned to multiple people.

If the information in the Facility Contacts list is correct, proceed to Task 3. If there is missing or
incorrect information in the Facility Contacts list, you can create a new contact, assign a contact to a
contact type, add an end date for an existing contact type assignment if that person no longer serves
that role, and/or update contact information for an existing contact.
Option 1 – Assign a contact type.
To add someone listed in the All Company Contacts list to the Facility Contacts list, click
Assign Contact Type and select the appropriate contact type and person for the role. Enter
the start date when the person began as that contact type and click Save.
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Option 2 – Create a new contact.
To add a contact person who is not listed in the All Company Contacts list, click Create
Contact Person, enter the required contact information in the pop-window, and click
Submit Create Contact. Fields that are marked with an asterisk are required and must be
filled in to create the contact. After the contact is created, follow the steps in Option 1 to
assign contact types to the new contact.

AQD Online Portal Emissions Inventory Instructions
Page 10 of 39

Option 3 – Add an end date for a contact type assignment.
If a person is assigned as a contact type and they are no longer the appropriate contact for
that type of correspondence, click on the Contact Type (e.g., Compliance Contact, Billing
Contact, etc.) next to their name in the Contact Types table.

In the pop-up window, click Edit Contact Type Dates, enter an End Date (when that
person stopped acting as that contact type), and click Save.
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Option 4 – Edit contact information for an existing contact
To edit the name or contact information for an existing contact, click on the Contact ID
next to their name.

In the pop-up window, click Edit, update the contact information, and click Save.
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Task 3: Facility Inventory Change

The AQD Online Portal contains a facility inventory, which is a list of the emission units, processes,
control equipment, and release points at your facility.
•
•
•
•

Emission units are the equipment and operations at the facility that generate air pollutant
emissions. Examples of emission units are boilers, generators, unpaved roads, and solvent
use.
Emissions processes are attached to emission units and are used for emissions reporting.
Each emissions process must have a source classification code and a process description.
Control equipment reduce air pollutant emissions from process equipment or operations.
Examples of control equipment are baghouses, thermal oxidizers, and fugitive dust
suppression.
Release points are the physical locations where emissions are released. Release points may be
stacks or fugitive release points.

Review the facility inventory to ensure that it matches your current equipment and operations on the
ground. You can add or modify emission units, emissions processes, control equipment, and release
points (stacks) to reflect facility operations during the reporting year.
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Step 1

Click on the blue Facility Inventory Change tab on the top right of the AQD Online Portal.

Step 2

Click Edit at the bottom of the Facility Information screen. Enter the Number of Employees for
the facility during the reporting year and click Save at the bottom of the screen.
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Step 3

On the left of the screen there will be a list of emission units called the Facility Tree. Review the
Facility Tree to ensure all equipment and processes that operated in the emissions inventory
reporting year are present. If there are emission units or processes missing, they must be added.
Click Expand Facility Tree to show all emission units and the emissions processes, control
equipment, and release points associated with each emission unit.

Step 4

To add an emission unit, there are two options. You can clone an existing emission unit or create a
new emission unit.
Option 1
To clone an existing emission unit, first select the emission unit you would like to clone and
click Create Cloned Emissions Unit at the bottom of the Emission Unit Information
screen. A new emission unit with identical descriptions and information will be created.
Other information such as the serial number must be added to the new cloned unit. Cloning
emission units is a useful tool if your facility has multiples of the same type of equipment.
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Option 2
To create a new emission unit, select the Facility ID at the top of the Facility Inventory
Tree. Click Create Emissions Unit at the bottom of the Facility Information screen.

AQD Online Portal Emissions Inventory Instructions
Page 16 of 39

Select the Emission Unit Type from the dropdown list. Click Help me select the Emission Unit
Type to see an explanation of emission unit types. Enter all of the emission unit information
(required fields are indicated by an asterisk). Click Save to add the emission unit to the facility tree.
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Step 5

To report emissions, you must add processes to the emission unit. Ensure you add all processes
associated with the emission unit. First, select the emission unit ID, BOL001. Click Create
Emissions Process at the bottom of the selected Emissions Unit Information screen.
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Step 6

On the Process Information screen, enter the process name and company process description. The
information entered here will be visible on the emissions inventory screen where you enter
emissions factors and operational information. You cannot change the process ID number. If you
know the process source classification code (SCC), enter it in the SCC field. If you do not know the
SCC, review the Source Classification Code and Emissions Factors Help Sheet for a list of SCC for
common processes. You may also click Select SCC through cascading levels or Search SCCs by
keyword to help locate the SCC. Once you have selected the SCC, click Save to add the process.

Step 7

Complete this step if your facility uses control equipment or is required to report release points
(stacks). A facility is required to report release points if the facility emits more than 10 tons of any
pollutant during a calendar year.
Add control equipment and release points associated with your facility to the Facility Tree.

When adding control equipment, you must specify the design control efficiency, operating control
efficiency, and capture efficiency for each pollutant controlled. Click Add Pollutant to add a new
row to the table.
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For control equipment that is used to control particulate matter emissions, these parameters must be
specified for all three categories of particulate matter (PM) - PM primary, PM 10 primary, and PM 2.5
primary. This ensures the AQD Online Portal accurately calculates PM emissions.

Control equipment is always associated with the emissions process it controls. Release points are
associated with the control equipment that vents to a stack. For processes without control
equipment, the release point is associated with the emissions process. Click on the emissions
process or control equipment and click Create and Associate Control Equipment or Create
and Associate Release Point. If the same control equipment controls multiple emissions
processes, click Associate Existing Control Equipment to add the control to the other emissions
processes. If multiple emissions processes are vented to the same stack, click Associate Existing
Release Point to add the release point to all of the processes or controls that vent to the stack.

Step 8

Once you have verified the emission units, emissions processes, control equipment, and release
points, and updated the facility inventory to match actual operations at the facility, you must validate
the facility inventory to check for errors and missing information. Select the Facility ID at the top
of the Facility Tree. Click Validate at the bottom of the Facility Information screen.
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Validation errors will appear in a pop-up window. Click on the error message to open the screen
where the error can be corrected.
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If no validation errors occur, a validation successful message will be visible at the top of the Facility
Detail screen.

Task 4: Emissions Inventory for Reporting Year

Now that you have verified contact information and facility information, you are ready to calculate
emissions for your facility. If your facility is requesting data to be confidential, refer to the Emissions
Inventory Confidential Data Help Sheet at maricopa.gov/5628.
To complete this task, ensure the following information is available for each emission unit and
process. The AQD Online Portal will save your progress and changes so if this information is not
readily available, the report can be completed later.
1. Did the emission unit operate in the reporting year?
2. What were the operating hours of the emission unit or process?
3. Material throughput - Some of the material throughputs will need to be in specific
units in order to calculate the emissions. You may need to use a conversion factor in
order to convert the units into the required reporting units.
4. What method was used to calculate emissions?
5. For emission units that are subject to performance testing, you will need the results
of the most recent performance test.

Data Entry Wizard

Use of the data entry wizard is not recommended. Please note that if you open the data entry
wizard, it will overwrite any previously entered data each time you open the tool. After using the
data entry wizard, users must enter or verify additional material and operating information such as
maximum hours and seasonal throughput percent in each individual equipment process screen.
Instead of using the Data Entry Wizard, follow Steps 1-8 for guidance on how to report emissions.

Step 1

Click on the Emissions Inventory for 2022 tab on the top right of the screen.
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Select which emission units to include or exclude for the emissions inventory. There are two
options.
Option 1
On the bottom of the emissions inventory summary page, click Exclude/Include
Emission Units.
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Select the appropriate reporting level for each emission unit and click Save.
• Detailed Emissions – reporting is required
• Less than Reporting Requirement – this is for any emission unit that is part
of an insignificant activity. Examples of processes and materials that do not have
to be reported:
o Welding
o Acetone usage
o Fuel use for forklifts or other vehicles
o Soil remediation activities
o Storage emissions from fuels or organic chemicals in any tank with a
capacity of 250 gallons or less
o Storage emissions of diesel and Jet A fuel in underground tanks of any
size
o Storage emissions of diesel and Jet A fuel in aboveground tanks, with
throughput less than 4,000,000 gallons per year
o Routine pesticide usage, housekeeping cleaners, and routine maintenance
painting at your facility
• Did Not Operate – the emission unit did not operate during the reporting
period
• Reported Under Another EU – means the emissions are aggregated with
emissions from similar emission units with the same process material and the
same emissions factors. When this option is selected, a drop down will appear to
indicate which emission unit the emissions are reported under.
In the following example, the air curtain burner (ACB001) did not operate; the
emissions for both boilers (BOL001 and BOL002) are reported under BOL001;
emissions will be reported for the bagging machine (BGM001), the coating operation
(COT001), the electrical generating unit (EGU001), the stationary engine (ENG001),
unpaved roads at the facility (FUG001), solvent usage (SVU001), and the
underground storage tank (TNK001).
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Option 2
To include or exclude emission units individually, click on the Emission Unit ID
(e.g., FUG002) in the Emissions Inventory Tree and click Edit.
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Select the EU Reporting Level. If Reported Under Another EU is selected, select
the EU where emissions are reported in the Emission Unit ID dropdown. Click
Save.
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Step 2

Enter emissions and operating details at the process level. Select the process for the emission unit in
the Facility Tree.

Step 3

Click Edit Material/Schedule/Seasons in the center of the screen. Click on the triangle next to
the process ID to view the process description.
Enter the operating schedule for the process, the seasonal throughput percentages, the total material
throughput during the reporting period, and any variables that are listed, then click Save.
Note that the throughput units may be different than the units that were used in the past. If so, you
will need to convert your throughput amount to the units required by the AQD Online Portal. If the
throughput material or units does not make sense for your process, contact MCAQD for assistance.
There may also be variables (such as sulfur content or heat content) that must be entered for the
emissions calculator to work (see table below). If any fields in this section are left blank, you will
receive validation errors when you attempt to submit the emissions inventory.
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Common Variables
Natural gas heat content (Btu/cubic-foot)
Diesel fuel heat content (Btu/gallon)
Propane heat content (Btu/gallon)
Sulfur content (%) for ultra-low sulfur diesel

Step 4

1020
139000
91,452
0.0015

Click Edit Emissions at the bottom of the Process and Emission Detail screen to enter emissions
data.
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Select the Calculation Method

In the Method Used column, select the method that will be used to estimate emissions.

The most accurate method for calculating actual emissions must be used to calculate emissions for
each process (you can select a different method for each pollutant). The hierarchy listed below
outlines the methods for calculating emission estimates (taken from County Rule 280, Section
304.1).
1. If the emissions unit is equipped with a Continuous Emissions Monitoring System (CEMS),
use the method Time-based factor – CEM for all pollutants that are monitored by CEMS.
To calculate the time-based factor, divide annual emissions determined by the CEMS
method by the operating hours reported for the process.
2. If CEMS is not used to measure emissions, but the emissions unit has been performance
tested, select Time-based factor – Stack Test for all pollutants that are subject to
performance testing. Refer to the performance test determination letter for the emission
factor that needs to be used. If a time-based emission factor is not provided, convert a
throughput-based emission factor using the following equation.
𝐸𝐸𝐸𝐸𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇−𝑏𝑏𝑏𝑏𝑏𝑏𝑏𝑏𝑏𝑏 =

(𝐸𝐸𝐸𝐸𝑇𝑇ℎ𝑟𝑟𝑟𝑟𝑟𝑟𝑟𝑟ℎ𝑝𝑝𝑝𝑝𝑝𝑝−𝑏𝑏𝑏𝑏𝑏𝑏𝑏𝑏𝑏𝑏 ∗ 𝑇𝑇ℎ𝑟𝑟𝑟𝑟𝑟𝑟𝑟𝑟ℎ𝑝𝑝𝑝𝑝𝑝𝑝)
𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂𝑂 𝐻𝐻𝐻𝐻𝐻𝐻𝐻𝐻𝐻𝐻

Example: A hot mix asphalt plant emits 0.016 pounds of NO X per ton of asphalt produced.
The plant operated for 3,200 hours and produced 250,000 tons of asphalt during the
reporting period.
𝑙𝑙𝑙𝑙
(0.016 𝑡𝑡𝑡𝑡𝑡𝑡 × 250,000 𝑡𝑡𝑡𝑡𝑡𝑡)
𝑙𝑙𝑙𝑙
= 1.25
3,200 ℎ𝑜𝑜𝑜𝑜𝑜𝑜
ℎ𝑟𝑟
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3. For pollutants that are not measured by CEMS or performance testing, use the method
Throughput-based factor or Time-based factor - Estimated to calculate emissions
based on material throughput or actual operating hours.
4. Emissions – Enter actual emissions from a process. If this method is used, a spreadsheet
must be uploaded to show how the emissions were calculated. See Step 7 for instructions on
how to upload the calculations.
Emissions Method – Calculation Spreadsheet
Use the Material Usage Calculation Tool, available at maricopa.gov/5628 to calculate emissions
from evaporative processes and allocate the emissions by process for entry into the AQD Online
Portal.
If the Material Usage Calculation Tool is not used, the spreadsheet must include the following
information for each process where the emissions method was used: Process ID and Name
• Material description
• Material throughput
• Throughput units
• Emission factors for each pollutant
• Emission factor units
• Capture efficiency (%)
• Control efficiency (%)
• Fugitive emissions
• Stack emissions
• Total emissions

Step 5

1. Enter Hours Uncontrolled for each pollutant. For pollutants that are uncontrolled, enter
the same number in the Hours Uncontrolled column that was entered in the Actual Hours
field on the top of the screen. If the process was continually controlled, Hours Uncontrolled
will be zero (0) for all pollutants controlled. If a pollutant was only controlled for a portion
of the operating hours, enter the number of hours the process operated without controls.
2. Enter Uncontrolled Emissions Factors for each pollutant. Based on the SCC selected for
the emissions process, the AQD Online Portal will prepopulate some or all of the emission
factors for the process. Review the prepopulated emission factors for accuracy. If any
emission factors are missing or incorrect, manually enter appropriate emissions factors in the
Uncontrolled Emissions Factor column. For pollutants that are not emitted by a process,
enter zero (0) in the Uncontrolled Emissions Factor column.
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The MCAQD’s process-specific help sheets at maricopa.gov/5628, the permit technical
support document, and AP-42: Compilation of Air Pollutant Emissions Factors are all
common resources for obtaining emissions factors. Note that emissions factors must be
converted to units of “pounds per throughput unit”, where throughput unit must be the
same units requested in Step 3. For example, if the AQD Online Portal requires throughput
in units of million cubic feet, then the uncontrolled emissions factors must be in units of
pounds per million cubic feet.
3. If a time-based method was selected in Step 4, an emissions factor (in units of pounds per
hour) must be entered in the Time-Based Factor column. The AQD Online Portal will use
the Time-Based Factor and the value entered in the Actual Hours field to calculate
emissions.
4. If the Emissions method was selected in Step 4, enter fugitive and stack emissions for the
pollutant in the Fugitive Amount and Stack Amount columns. Emissions can only be
reported in the Stack Amount column if the emissions process is connected to a release
point. If the emissions process is not connected to a release point, all emissions must be
reported in the Fugitive Amount column. If the facility inventory tree indicates that a
portion of the emissions are vented to the stack and a portion of the emissions are fugitive,
the stack and fugitive emissions should be reported in the appropriate columns.
5. Emissions can be reported as tons or pounds (choose the preferred units in the Units
column).
6. If you are required to report HAPs that are not listed in the HAPs table, click Add
Emission and select the HAP in the Pollutant drop down. Enter all information that is
required to calculate HAP emissions. HAP reporting is only required if the facility is subject
to a Maximum Achievable Control Technology (MACT) standard or if there is a HAP limit
in its permit.
7. Ensure that there are no blank spaces. You must enter a value for all empty fields. Any blank
spaces will result in validation errors when you attempt to submit the emissions inventory.
8. Click Save to calculate emissions. Emissions will be calculated based on the operational
information (throughput or actual hours) and the emissions factors provided. Due to
rounding differences, the final emission amount may not match the numbers from the
facility’s records exactly. Review the calculated emissions to ensure they are accurate.
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Step 7

If you selected Emissions as the method used to calculate emissions for any process, you must
submit a calculation spreadsheet showing how the emissions were calculated. To attach a
spreadsheet, click on the Emissions Inventory ID at the top of the Emissions Inventory Tree.
Click Upload in the Attachments table near the bottom of the page.

AQD Online Portal Emissions Inventory Instructions
Page 32 of 39

Select Calculations as the Attachment Type. If submitting more than one calculation spreadsheet,
indicate which processes are calculated in each spreadsheet in the Description field. Click Choose
File to upload a file and click Apply.
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Task 5: Validate and Submit Emissions Inventory

Once you have finished entering data and attaching files, you are ready to validate and submit the
emissions inventory.

Step 1

Click Validate at the bottom of the Task-Emissions Inventory screen to check for errors and
missing data.

Step 2

Validation errors will appear in a pop-up window. All errors must be corrected. Warnings about high
fugitive emissions of carbon dioxide can be ignored. Other warnings may indicate that incorrect
information has been entered and the information should be reviewed for accuracy before the
inventory is submitted. To review the screen that triggered the error or warning, click on the link in
the message column.

Step 3

Once all errors have been corrected, revalidate the emissions inventory. A green check mark at the
top of the emissions inventory tree indicates the inventory was successfully validated.
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Step 4

After you have completed the validation, submit your emissions inventory. Emissions inventories
for Non-Title V facilities may be submitted by any authorized facility contact with Certifier access in
the AQD Online Portal.
Emissions inventories for Title V facilities must be submitted by a Responsible Official (Rule 100 §
503) with Certifier access in the AQD Online Portal. A Responsible Official is defined as:
•

For a corporation: A president, secretary, treasurer, or vice-president of the corporation in
charge of a principal business function, or any other person who performs similar policy or
decision-making functions for the corporation, or a duly authorized representative approved
in advance by the MCAQD.

•

For a partnership or sole proprietorship: A general partner or the proprietor, respectively.

•

For a municipality, State, Federal, or other public agency: Either a principal executive officer
or ranking elected official.

•

For affected sources: The designated representative under Title IV-Acid Deposition Control
of the Act or the designated representative for any other purposes under 40 CFR Part 70.

To submit, the Certifier will click Submit at the bottom of the Task-Emissions Inventory screen.
This will submit the contact changes, the facility inventory changes, and the completed emissions
inventory.

Step 5

Indicate that you are authorized to sign the submission by clicking Yes on the pop-up window.

AQD Online Portal Emissions Inventory Instructions
Page 35 of 39

Step 6

To review and save a copy of the submission for your records, click View What You are About to
Submit. Once you have you reviewed and saved the files, click Yes to certify the accuracy of the
submission.

Step 7

A confirmation box will appear, followed by a dialogue box where you will enter your password and
answer a security question. This attaches your SCS electronic signature to the submission and
submits the emissions inventory to MCAQD.

Ensure the password and the answer to the security question are entered correctly. If you enter an
incorrect password or answer twice, you will have to reset your security questions before can
complete the submission. If you see the following error message, go to maricopa.gov/1820 and
follow the instructions for Resetting SCS Account Security Questions.
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If you attempt to submit an emissions inventory and receive an error message that security questions
are not on file, verify that you have created a Certifier account. To check the account type, click SCS
Dashboard on the top right corner of the screen. Review the role listed for your account. If your
role is Preparer and you need to change to a Certifier, go to maricopa.gov/1820 and follow the
instructions for Adding a New Role to an Existing Organization in SCS.

Emissions Inventory Fees (Title V Facilities Only)

If you are reporting for a Title V facility, you will be automatically redirected
to https://paydirect.ca.link2gov.com/MCAQPaymentPortal to pay your emissions inventory fees.
Fees must be paid by credit card or electronic check. If an invoice is needed to generate a credit card
or electronic check payment, go to the IMPACT Home tab, then click Invoices.
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This screen will show your invoice history, either paid or unpaid. Any remaining balance will be
shown under the Balance column. To view a specific invoice detail or to pay an invoice, select the
Invoice ID.
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Review the information and select Download/Print.

Instructions to pay invoices are available at maricopa.gov/DocumentCenter/View/67645.

Conclusion: I’ve submitted my facility’s emissions inventory,
now what?

Once you have submitted your emissions inventory, MCAQD will review the reported processes
and any attachments. The emissions inventory contact will be the primary contact if
there are any questions concerning the submitted report. If there are missing processes or errors, the
facility will be required to submit a revised emissions inventory.
If submitting a revised emissions inventory, create a new emissions inventory as described in Task 1.
Click Copy data from existing emissions inventory to make a copy of the emissions inventory
that needs to be revised. Make any required changes following the steps above and include an
explanation under Reason/Explanation for Emissions Inventory Revision. Once
the revisions have been made, submit the revised emissions inventory.
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View Previous Submissions

Click on the IMPACT Home tab at the top of the screen. Click Emissions Inventories in the
blue bar below the IMPACT Home tab. This screen will list all previous emissions inventories for
the facility. Click on the Inventory ID to view a previous submission.

Questions

If you have questions or need assistance with the AQD Online Portal, please contact Emissions
Inventory staff at 602-506-6790 or EmissionsInventory@maricopa.gov. Please provide a brief
explanation of the question or problem you are encountering and include a screenshot if contacting
us via email. If you are encountering errors in the portal, include the following information in your
message: the date and time when the error occurred, the browser you were using when the error
occurred, and the type of device you were using when the error occurred (i.e., computer, tablet,
phone, etc.).

Additional Resources

How to create a Shared CROMERR Services (SCS) electronic signature to access the AQD Online
Portal: maricopa.gov/DocumentCenter/View/56270
Emissions inventory instructions and other process specific help sheets:
maricopa.gov/5628
Instructions for permit applications, compliance reports, asbestos notifications, performance test
protocols, and other documents that can be submitted through the AQD Online portal:
maricopa.gov/1820

