
1. Introduction to account setup
How to set up your account in the new

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



Create your account: unhsimap.org

Set up your 
account 

Receive a 
validation 

email 

Log in and 
set a 

password

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. 



Official institution designation

Create a user name

Presenter
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.  



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

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

Presenter
Presentation Notes
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





User agreement

To set up your 
user account

Check the 
official 

institution 
button, if it 

applies

Then read 
and accept 

the user 
agreement

Enter your 
user name, it 
may be your 

email address

Enter your 
name

Enter your 
contact 

information

- 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. 

Presenter
Presentation Notes
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. 



Account: Basic vs Tier 1
Data import

Customize all EFs

Reports 

Export of all source data, EFs, and results

Store data year over year

Technical and methodological support

Calculation of your GHG and 
nitrogen footprint

Manual data entry

Cannot customize EFs

Access to the data for two  
months, then have to start over
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Basic technical support [logging 
in or password change]

B
A

SI
C

Presenter
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. 




Upgrading to Tier 1 functionality

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.

Presenter
Presentation Notes
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. 



Upgrading to Tier 1 functionality: shopping cart

Select one year or two year 
subscription on this page 
by clicking on the icon. 

Presenter
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. 



Upgrading to Tier 1 functionality: shopping cart

You do not have to "register" 
or log in.

Just click 'Continue 
Unregistered' and go directly 

to the shopping cart

where you will enter a 
coupon for a discount, if 

applicable

Presenter
Presentation Notes
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. 



Upgrading to Tier 1 functionality: shopping cart

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. 



Add institution information

Start by adding your 
institution's information 
under the account tab.

Tier 1

Presenter
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.




Institution information: general

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.

Presenter
Presentation Notes
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.




Institution information: general

Additional information may be 
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

Presenter
Presentation Notes

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. 



Institution information: manage users

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

You can create a super user with 
the same access as the owner.

Editor can add data, delete data, 
run reports, and export data. 
Cannot delete years of data. 

Reviewer has view only access 
and  can comment in the 
Notebook

TI
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Presenter
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.




Institution information: notebook

The notebook is useful for adding information 
about your key contacts for each data point in 
the  organization or any other notes relevant to 
the entire institution.

Presenter
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. 




Institution information: normalization

Budgets

This is not mandatory information but 
helpful for the normalization of the 
results

You will see pop-ups with additional 
information for some of the fields

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



Institution information: normalization

Budgets 

Enter your full numbers and they will be 
adjusted for inflation

Presenter
Presentation Notes
Your budget dollars will be adjusted for inflation in the background, you do not need to make that calculation. 



Institution information: normalization

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

Presenter
Presentation Notes
This data is useful for normalization of your data and for comparisons with other institutions of similar size.  Use Gross Square Footage.  



Institution information: normalization

Population

You will see popups with additional 
information explaining FTE and 
weighted campus users

Weighted users:  the same metrics 
used by AASHE  STARS and are 
calculated automatically 

Meals plans are important for 
normalizing the food data

Presenter
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.



Institution information: programmatic

Establishing goals

Reporting

Presenter
Presentation Notes
This tracks your current goals and future projects may be based on these goals. AGAIN, USEFUL FOR RESEARCH/ANALYSIS PURPOSES.



Institution information: programmatic

Reporting 
organizations

Presenter
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. 






SIMAP training

Please check out all our 
training modules

www.unhsimap.org/resources



Please submit your questions or 
suggestions to simap@unh.edu.

We want your feedback!

Presenter
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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