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Presenter
Presentation Notes
This is an introduction to setting up your account, upgrading, and entering institutional data. 	


- My account = Log out

I‘ S I M A I SUSTAINABILITY INDICATOR MANAGEMENT & ANALYSIS PLATFORM

HOME RESOURCES

SIMPLIFYING SUSTAINABILITY DECISIONS

USER LOGIN
SIMAP™ is a carbon and nitrogen-accounting platform that can track, analyze, and img
dsemame algorithms, based on nearly two decades of work supporting campus inventories with tl
Nitrogen Footprint Tool, will help you:
Password *

« Create a baseline

Benchmark your performance

Create reports

Set goals

Analyze your progress year over year

» CREATE NEW ACCOUNT
» REQUEST NEW PASSWORD

+) LOG IN

GET STARTED!

Receive a Log in and .

Set up your
account

validation set a
email password @ New Hampshire


Presenter
Presentation Notes
Let’s start with the basics, go to unhsimap.org and hit - create new account. Best practice is to use an institutional email, so that you would not have to change it later when you are no longer responsible for entering the data and managing the account.  For example: gogreen@yourschool.edu. After entering your email, you should receive a notification from the system to set your password. If you do not receive the notification, check your spam folder, often system generated emails are sent to spam. 

If you need to change any of the contact information in the future, you can always go to the My Account page at the top right hand corner and make those changes there. You can also change the designation of official or not official institution under the My Account tab, should you forget to click that button as you register. 


User account

Create new account  Login  Reguest new password C reate a user name

Username *

Spaces are allowed; punctuation is not allowed except for periods, hyphens, apostrophes, and underscores.

E-mail address *

A valid e-mail address. All e-mails from the system will be sent to this address. The e-mail address iz not made public and will only be used if you wish to receive a new password or wish to receive cerain
news or nofifications by e-mail.

Your Institution *

Select name o

] This will be the official account for this institution.

Only one official account per insfitution. This account must have accurate data for your institution. It will be used in the aggregated institution fooltprint data set without your institution's name on it. You
can add users to the official account or create additional non-official accounts for testing or feaching purposes.
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Presentation Notes
Accounts can have multiple users, with different levels of access;

if you as the Sustainability Director set up an account and you wanted your Energy Manager or student intern to be able to log-in to the same account to be able to review or even enter data, you will be able to add them to your account and assign access to them as individual users with separate log-in credentials that have specified permission levels attached.  More on that in a moment. 

It is possible to have more than one account using the same Institution Name.  Maybe your sustainability office wanted to set up a SIMAP account to calculate its annual greenhouse gas footprint, and a student group or a professor wanted to use SIMAP to do a study or a project using their own data or using the same input data but manipulating it differently.  Each could establish a separate account using the same Institution Name but only one can be designated as the official account.  


User account

Create new account L og In Reaquest new passwaord

Username * “

Spaces are allowed; punctuation is not allowed except for periods, hyphens, apostrophes, and underscores.

E-mail address *

A valid e-mail address. All e-mails from the system will be sent to this address. The e-mail address iz not made public and will only be used if you wishg

news or nofifications by e-mail.
Your Institution *

Selaect name

] This will be the official account for this institution. H
Only one official account per institution. This account must have accu data for your institution. It will be used in

can add users to the official account or create additional non-official accounts for testing or feaching purposes.

Official Institution
designation means that
your data will be a part of
the aggregated data set
without the name of the
institution.

the aggregatea institution folN

All other accounts are
considered test institutions
and their data will not be
added to the aggregated
data set.

University of
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A few words about the reasons for official designation and why it’s important. 

We ask everyone to establish whether or not theirs will be the primary or “official” account for the institution.  The official account should be one that contains data that is believed to be comprehensive and accurate for the institution, and if the institution is doing reporting to outside entities (e.g. Second Nature, AASHE STARS, etc.) reflects that reported data.  We ask schools to designate whether their account is the “official” one for a variety of reasons: 
Sometimes, unexpected staff turnover or intermittent support for institutional sustainability programs mean that new staff from the institution need access to the institutional data and don’t have it from internal sources. Knowing which one is the official account allows us to “retrieve” user data and ensure continued access by the institution.  
One of the goals and benefits of the new SIMAP being a web-based platform is that it allows UNHSI to aggregate user data and make it available for research and analysis on GHG efforts across higher education.  In order to ensure that any such research and analysis is based on “real” data, we need to be able to differentiate accounts used for official accounting and reporting from those used for research, education or advocacy—which may contain incomplete or “dummy” data.
If someone has established an official account for your institution, you will see a message when you try to save your new account stating that an official institution already exists
If this other account is NOT supposed to be the official account, you may contact us and we will reach out to the account creator to sort out the mislabeling. 
If you forgot to check the box, you can still change this designation after you created the account and logged in under My Account tab




4 )

Cg?fcilc(iglle Then read Enteryour. Enter your
To set up your institution and accept user name, it Enter your

user account

contact
button, if it the user may be your name | contact
appli’es agreement email address
\. y,

- You agree to indicate whether the account contains official institutional data and if it does,
you agree to have UNHSI use and/or to share your data as part of a dis-identified, aggregated
data set, for purposes of research and analysis (for example, to examine renewable energy
use or GHG reduction trends among institutions in the data set.) UNHSI agrees to tell you
if/when such data sharing occurs.

- You agree not to hold UNHSI liable in any way for decisions you may make based on the data.

- UNH agrees to share any changes to the user agreement with you within 48 hours of making
the changes.

‘
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Next, you want to read and approve the user agreement. The highlights are on the slide but you should read the entire agreement – it is fairly short. 

You agree to indicate whether the account contains official institutional data and if it does, you agree to have UNHSI use and/or to share your data as part of a dis-identified, aggregated data set, for purposes of research and analysis (for example, to examine renewable energy use or GHG reduction trends among institutions in the data set.)  UNHSI agrees to tell you if/when such data sharing occurs.
You agree not to hold UNHSI liable in any way for decisions you may make based on the data.
UNH agrees to share any changes to the user agreement within 48 hours of making any changes. 

After reading the agreement, click the Agree checkbox and enter your user name, which can be your email address. Then enter your name. 


‘Calculation of your GHG and Data import
nitrogen footprint

) Customize all EFs
Manual data entry
9, ) — Reports
2 Cannot customize EFs T
m j = Export of all source data, EFs, and results

'Access to the data for two
months, then have to start over

Store data year over year

‘Basic technical support [logging

P in or password change] Technical and methodological support
2 University of
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Presentation Notes
This slide is self explanatory – these are difference between Basic free access and Tier 1 access. In this presentation, we are going to cover mostly Tier 1 because it has more functionalities. If you cannot see a feature in your account, it is probably because you have not upgraded OR because of your user access. More about that later. 



My account = Log out

I‘ S I M I SUSTAINABILITY INDICATOR MANAGEME IS PLATFORM

1. ACCOUNT

YuliaR

UF’GF{ADE

2. DATA ENTRY 3. RESULTS

If you need to update contact information or password after the account is

active, click on My Account at the top of the page. You can make the changes
there.

This is also where you can upgrade to Tier 1 for one or two years.

If you are a Second Nature signatory, you will see a discount coupon.

4% University of
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My Account page is  where you can upgrade your account to Tier 1. 
Here you also have the ability to change any of the contact data, email, and password. 


I Ill ‘ S
SUSTAINABILITY INDICATOR MANAGEMENT & ANALYSIS PLATFORM

HOME REGISTER LOG IN

MY CART (0)

SIMAP

Home

Welcome to the payment page for your SIMAP subscriptio SeIeCt One year Or tWO year
Sres ot subscription on this page
by clicking on the icon.

be applied at the checkout and payment screen using you

Subscription 1 year Subscription 2
years

L/

-
S :
o

"/',-17 R\

University of
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Presentation Notes
Once you are ready to upgrade and pay, click on the UPGRADE button and you will be directed to this shopping cart page. 


ll‘SI MAP

SUSTAINABILITY INDICATOR MAMAGEMENT & ANALYSIS PLATFORM

HOME REGISTER LOG IN

MY CART (1)

Delivery Address

Home | Carl | Addrezs | Payment Methods | Review | Receipt
Contact Information Order Summary

Please enter the email address for this Order.
ltem Total: 5350.00

*Indicates required information Total $350.00
Email Address:*

Registered Users

Continue Unregistered

Usemame:

Password:

LDGIN
Just click 'Continue

You do not have to "register" B Unregistered' and go directly | 2
to the shopping cart

where you will enter a

coupon for a discount, if
applicable

or log in.

University of
New Hampshire
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You do not have to register on this site, just click continue unregistered and click through to the shopping cart and payment page until you are on the page where you can enter your credit card information. 


MY CART (1)

Payment Methods

Home | Cart | Address | Payment Methods | Review | Receipt

Payment Method Order Summary
Flease select your payment method.
ltern Total: $350.00
*Indicates required information Tax: $0.00
Payment Method:* Credit Card Total: $350.00
Credit Card
Promotional Code

Card Type:* Select a Card Type W
Credit Card Number” You can use one code per Cart.
Expiration Date:* 01~ 2018 ~ Promotional

Code:
Security Code:™ View example

APPLY
Credit Card - Available credit card issuers.

Prp— mcwex\ LA | o rersity of
e v @ VisA r Hampshire

04 I A
|


Presenter
Presentation Notes
On this next page it will ask you for the credit card information and to apply the coupon. 

Once the payment is completed, we will upgrade your account and will send you a notification within 24 hours. 
After your account is upgraded, you are ready to start entering your information. 


HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

ACCOUNT MANAGEMENT

-" Start by adding your
institution's information

NORMALIZATIONS under the aCCOunt ta b.

Budgets
Physical Spaces

Institution

Manage Users

Populations

PROGRAMMATIC
Goals

Initiatives

*‘ ; University of
Y New Hampshire
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Presentation Notes
This data should be easy to find. The number of full-time equivalent students, staff and faculty, and the number of gross square feet, are the most important pieces of information in this section—the rest is nice to know, if available.



HOME 1. ACCOUNT

ACCOUNT MANAGEMENT

Institution

Manage Users
Notebook

NORMALIZATIONS

Budgets

Physical Spaces
Populations

PROGRAMMATIC

Goals

Initiatives

2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

Institution

Describe your institution to provide context and enable normalized results. Some inputs are mandy,
footprints, and some are optional. The more information you provide, the more complete your rest
data sets to facilitate comparisons within an aggregated campus sustainability data set. When you
normalize them using the budget, building space, population, and meal information you enter here

Institution Name *

University of New Hampshire

Select a name from the dropdown. If your institution is not listed, select "Other - not listed” and enter the full legal na

Country * ZIP Code (for purchased-lectricity ed

United States of America w 03824

After entering or changing your zipcode, tab o

options below.
eGrid for data prior to 2007 © * eGrid for data in 2007 and beyond @
MEWE: NPCC New England ~ NEWE: NPCC New England
eGrid map for years = 2007 2Grid map for years == 2007

What is first day of your fiscal year? This day will be used to establish your annual inventory based on fiscal y

Jul v 1 v

Key metrics are the zip code
and fiscal year

The zip code will be used to
establish your eGrid region

Confirm selection before 2007
and select one after 2007

The the fiscal year will be used as the
standard date range for your data
entry and annual report.

University of
New Hampshire
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On this page you can select your institution from a drop down menu. If your institution is not on that list, select OTHER and enter it manually. 
Enter your zip code in US or select your province for Canada. Confirm the eGrid region for post 2007 and select the pre-2007 region.

If you are outside the USA, Canada, you can enter your custom electric grid emission for your country and/or region.
We are planning to have this data available for all countries in Tier 2.



HOME 1. ACCOUNT

ACCOUNT MANAGEMENT

Institution

Manage Users
Notebook

NORMALIZATIONS

Budgets

Physical Spaces
Populations

PROGRAMMATIC

Goals

Initiatives

2. DATA ENTRY 3. RESULTS REPORTS

Institution
Institution type Subtype
Education ~ Doctorate Granting Universities

Is this institution private or public?

® public
O private
Campus Setting Climate Zone
Small Town W Zone 5 (cool)
Settlement hierarchy IECC Climate Zone Map

Methodologies used to establish campus boundaries @

Operational Control Approach

Briefly explain why you omitted any buildings or other holdings owned, leased, or operated by your
institution that should fall within the organizational boundaries.

Emission Factors Version @ Unit System

2018 w US Standard / Non-Metric

DATA MGMT RESOURCES

Additional information may be
gl useful for your institution but is
not mandatory.

We encourage you to provide as
much information as possible.

Version of the EF should be selected
here and it will default to the most
recent one if not selected.

Multiple versions will be available
with description for each one

University of
New Hampshire
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Your emission factors version will default to the most recent one but you can change that based on your needs. 
You should choose the unit system for your data, metric or Non-metric/US Standard. 


TIER 1

HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

ACCOUNT MANAGEMENT

Manage Users You can add any number of users
and give them different levels of

Institution

Manage Users

access
4+ ADD NEW USER

Notebook
Hﬂme e : You can create a super user with
NORMALIZATIONS P the same access as the owner.
Add User To Institution Editor
Budgets -
Physical Spaces Email Address * GV Fditor can add data, delete data,
_ - run reports, and export data.
Populations Editor !
Cannot delete years of data.
Uzer Name * )
PROGRAMMATIC Editor

Reviewer has view only access
oals Role *

and can comment in the
Initiatives Select role v Notebook

SEND USER INVITE X CANCEL ‘

=N\

University of
New Hampshire
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Presentation Notes
On this page, you can add more users. This is a Tier 1 feature. 

One note: it’s important that you use a unique email address for each user. Each email address can also be associated with only one account. If your students create another test account and then want to be added as users to the official account, the system will send an error message if they are using the same email address for both.



HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

ACCOUNT MANAGEMENT Notebook

Institution
Timestamp Note

Manage Users

Notehaook - fg;lﬂ-T; 8 ;L;Itll?enberg :j,:;g rtsr-nc}ublle finding the data for commuters. Contacted HR and admissions for residential and commuter
NORMALIZATIONS 2018-01-18 Yulia Received new data for the power plant from Mr. Gregson. He is our contact person for this information.

16:34:32 Rothenberg

Budgets 2018-01-18 Yulia eGrid EFs changed in 2014 for most regions.

Physical Spaces 16:33:40 Rothenberg

Populations Additional Notes *
R OGRAMMATIC The notebook is useful for adding information

o about your key contacts for each data pointin

e the organization or any other notes relevant to

"+ ao0 [ the entire institution.

University of
New Hampshire
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Presentation Notes
The notebook page is for you to enter any notes relevant to the entire inventory. 
There will be note fields for each data entry. 



HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

ACCOUNT MANAGEMENT Add Budget

Institution Home Budgets Add
Manage Users Year *
o Budgets

Total Operating Budget @ *

NORMALIZATIONS . : :
Flease enter numbers without thousandth place separators or currency symbols. ThIS IS nOt mandatory Informatlon bUt
Budgets Il Researen Budaet helpful for the normalization of the
results
Physical Spaces |
- - FPlease enter numbers without thousandth place separators or currency symbols.
Pﬂpﬂlﬂ“ﬂ"ﬁ Energy Budget . . o
You will see pop-ups with additional
FHGGHAM“AT'E Please enter numbers without thousandth place separators or currency symbols. info rmation fOr Some Of the fiEIdS
Confidence
— F o f Your selection h fiect on the calculati University of
or your own reference. Your selection has no effect on the calculations. - :
Initiatives ! > @ New Hampshire

Optional Notes
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Presentation Notes
Budget are useful for normalizations. Enter as much information as you have. 


HOME 1. ACCOUNT

ACCOUNT MANAGEMENT

Institution

Manage Users

Notebook

NORMALIZATIONS

Budgets
| .Il Budgets
Physical Spaces

Populations

PROGRAMMATIC

Goals

Initiatives

2. DATA ENTRY

Institution Budgets

ADD BUDGET

3. RESULTS

Research

REPORTS

DATA MGMT

Action

RESOURCES

2016

2015

2014

2013

2012

2011

Enter your full numbers and they will be
adjusted for inflation

525,100.000.00
558,100.000.00
539,716.369.00
538,749.800.00
530,960.274.00

335,663,370.00

Total (Inflation Adjusted)

427 042,500 .94
450,862.600.02
452 (22,707 60
450,049,185.79

460,152.073.01

47249543290

105,300.255.00
109,300.000.00
112,092,521.00
127 518.825.00
142 536.997.00

129,222 505.00

Reszearch (inflation Adjusted)

5,636,422 63
90,256.732.10
94,004,227 54

108,890,867 33

123,758.432.94

113,963,985.92

9,300,000.00
9,300,000.00
8,342.071.00
6,325.644.00
13,396,343.00

14,294 .073.00

Energy (Inflation Adjusted)

7,563,312.24
7,679,667.05
7,415.232.05
5,404.155.17
11,609,823.38

13225902.14

Edit | Delefe
Edit | Delete
Edit | Delefe
Edit | Delefe
Edit | Delete

Edit | Delete

University of
New Hampshire
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Your budget dollars will be adjusted for inflation in the background, you do not need to make that calculation. 


HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS

ACCOUNT MANAGEMENT Add Physical Space

Institution Home Physical Spaces = Add
Manage Users Year *
Notebook e
Unit *
NORMALIZATIONS Select unit
Total Space *
Budgets
F'h'ilrﬁu:al SI}H:ES Flease enter numbers without thousandth place separators.
. Laboratory Space
Populations
FPlease enter numbers without thousandth place separators.
PROGRAMMATIC
Parking Structure
oals

FPlease enter numbers without thousandth place separators.

Initiatives Dining Space

REPORTS DATA MGMT RESOURCES

Physical space

Use gross square footage

Parking refers to buildings only, not
open lots.

This data is useful for normalization of
your data and for comparisons with
other institutions of similar size

University of
New Hampshire
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This data is useful for normalization of your data and for comparisons with other institutions of similar size.  Use Gross Square Footage.  


HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

ACCOUNT MANAGEMENT Add Population

Institution Home * Populations * Ad< POpUIatiOn

Year *
Manage Users 2018
Notebook FulTime Equialent (778 Students O You will see popups with additional
Plezse enter numbers withaut thousandth place separatars. information explaining FTE and
NORMALIZATIONS FIE Staff* il \Weighted campus users
Budgets Residental Students (Headcount) ers \Weighted users: the same metrics
Phvsical S - I used by AASHE STARS and are
yeldlopates - - calculated automatically
Other on-zite residents and/or in-patient hospital beds (Headcount) * Students Enrcll
Populations
PROGRAMMATIC Weighted Campus Users © _l' Meals plans are important for
H | | normalizing the food data
Meal Plans Meals Served
Initiatives w New Hampshire
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Presentation Notes
The population data is probably the easiest metric to find from your HR and registrars office. This is most useful for normalization and comparisons between institutions. Definitions for FTEs and Weighted user are on the page. The weighted user is calculated automatically and is aligned with AASHE STARS calculation. To see the calculation, check the Resources page.


HOME 1. ACCOUNT

ACCOUNT MANAGEMENT

Institution

Manage Users

Notebook

NORMALIZATIONS

Budgets
Physical Spaces

Populations

PROGRAMMATIC

Goals I‘
Initiatives

2. DATA ENTRY

Goals

Have you established carbon or nitrogen reduction goals yet?

] Mo goals
We will be carbon neutral by 2050 v
\We consider our base year for carbon to be 2001

We consider our base year for nitrogen to be 2014

We have specific goals of

Carbon w 20 % reduction of Total
Mitrogen ~ 15 % reduction of Scope 3
Carbon W a0 % reduction of Total

4= ADD SPECIFIC GOAL

Please explain other goals here

EMISSION REDUCTION TARGETS
20% by 2020
80% by 2050

3. RESULTS

REPORTS DATA MGMT RESOURCES

Establishing goals

M Reporting

2 University of
S New Hampshire
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This tracks your current goals and future projects may be based on these goals. AGAIN, USEFUL FOR RESEARCH/ANALYSIS PURPOSES.


HOME 1. ACCOUNT 2. DATA ENTRY 3. RESULTS REPORTS DATA MGMT RESOURCES

ACCOUNT MANAGEMENT What organizations do you report to each year?

AASHE * STARS

| "51“““[:'" hitps-//stars aashe.org
lManage Users L1 APPA -
http-/www. appa.org Re po rt I n g
MNotebook [ ] European Green Offices o )
http-/www. eugreenoffice.eu O rg a n Izat I O n S
NORMALIZATIONS [] NACUBO
http-ffwnnne. nacubo.org
Budgets Nitrogen Footprint Tool Network
) hitp:/fwww.n-print.org
F'h}FEIEH| S’!}E‘:ES Second Nature + GRITS
P[:ID'UIEI“ ons hitp-/fsecondnature.org (Green Revolving Investment Tracking System)
' [ Sightlines
PROGRAMMATIC B

[] U.S. EPA's Green Power Partnership
hitps/fwww.epa.gov/greenpower

Goals
Initiatives Please elaborate on other reports here *

2 University of
~ EH New Hampshire
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Presentation Notes
Filling out this sections allows us to see how many of the institutions report or belong to various reporting or other organization. Please, let us know if there are others which should be added to this list. 

the Calculator will generate a portion of the submission materials for these systems. We are working with a number of partner organizations to make that possible. 





Please check out all our
training modules
www.unhsimap.org/resources

L

53
=2
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Presentation Notes
We always want to hear from you about what works and what could be made better. 


mailto:simap@unh.edu
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