
Instructions for the annual
GHG Monitoring and Reporting Rule’s 
Facility Refrigeration System Report

You should begin the reporting process only after your facility has been registered. If you have not registered, 

you can do so by following the instructions at the following link: GHGMRR Registration Instructions.

https://dep.nj.gov/wp-content/uploads/ghg/refrigeration-registration-instructions.pdf


Step 1:

If you are using an account other than the account that was used to register the facility, you will need 

to configure services and add facilities. First select “Configure Services.” 

If you already have the services configured and your facility added, you may skip to step 5.



Step 2:

Scroll until you find the heading “Air Program,” and check the box that reads “GHG Monitoring and Reporting 

Rule,” then scroll to the bottom of the page and select “Ok.”



Step 3:
You should then return to the “My Workspace” tab and select “Add Facilities” under “My Facilities/Program 

Interests.”



Step 4:

Select the button that reads “Retrieve only those facilities that match the search criteria (Need facility ID or name 

for search)” and enter in your facility ID in the box highlighted below. Then select “Search.”



Step 5:

If you are reporting for multiple facilities, you may select “Add More Facilities.” Once you have added all 

necessary facilities, check the box on the line of all facilities you wish to add, and then select “Add Selected 

Facilities.”



Step 6:
You can either be an “Individual with Direct Knowledge” or “Responsible Official”. In the “My Workspace” tab

under the “My Facilities/ Program Interests” heading you can change your access to “Responsible Official” by 

selecting the pen and paper icon. A Responsible official will be required to certify for a submission of the annual 

report.



Step 7:

You can select either “Responsible Official” or “Individual with Direct Knowledge,” in the drop-down menu 

highlighted below, and then select continue.



Step 8:

Check the box that reads “I agree” and select continue.



Step 9:

Return to the “My Workspace Tab” and select “GHG Monitoring & Reporting Rule” under “Service Selection.”



Step 10:

Select “continue.”



Step 11:

Select “Annual Refrigeration Facility Report Submission” and click 

“Continue.”



Step 12:

Select the facility you would like to submit a report for and click 

“Continue.”



Step 13:

Select “Initial” if this is the first time you are reporting this facility this 

year, or “Revised” if you are making a revision. Select the reporting 

year, then click “continue.”



Step 14:

Enter the equipment information for the first system in the boxes below. Additional guidance  can be found by 

clicking the “   ” buttons highlighted in red below. If the equipment model is not readily available, please 

include a  detailed description of the equipment and its location.



Step 15:
Scroll down to the box titled “Refrigerant Types. ” You may scroll through the list or search the name of the 

refrigerant. Many of the refrigerants on the list include alternate names of the refrigerants. After you have 

located the appropriate refrigerant/refrigerants for the system, check the box next the name of the 

refrigerant/refrigerants and select “save” at the bottom right of the page. If there is more than one applicable 

refrigerant in the system, make sure to check the box for each refrigerant.



Step 16:
Verify that the details for the refrigeration system you have just described are 

correct in the table that displays on the page. If any of the information is incorrect, 

you can select the pen and paper icon to update the information. If you have 

additional systems to report, select “add new” and repeat the process in steps 14 & 

15. Once you have added every necessary system in your facility, select continue.



Step 17:
The current page should list all the refrigerants you have reported thus far for your entire facility. For each 

refrigerant, please record the amount purchased, charged, recovered, stored and shipped off site. For 

definitions of each of these terms, click the “ ” buttons highlighted below in red. When all the information has 

been filled in for each refrigerant, please click “Continue.”



Step 18:
Verify information for “Responsible Official” and click “Continue.” if the information 

for the “Responsible Official” is not correct, you must submit a change of 

registration form at the following link: Refrigeration Registration Change Form

https://dep.nj.gov/wp-content/uploads/ghg/refrigeration-facility-registration-change-form.pdf


STEP 19:
Designate an individual with direct knowledge. This individual should have direct knowledge about 

the refrigeration systems being reported. You can either select a contact from the “Insert From 

Existing Contact” drop-down menu or input a new contacts info. When finished, click “continue.”



Step 20:

The “Responsible Official” or the “Individual with Direct Knowledge” must start the certification process by 

pressing the blue ribbon next to their title (both must eventually certify this report.) You can use the “Send

Notification” button to inform the other certifier that the report is ready to certify.



Step 21:
The challenge question and certification pin must be entered. The certifier must then select “Certify,” which 

will bring them back to the screen shown in step 20. The other certifier must then complete steps 20 and 21 as 

well.



Step 22:

Once the “Responsible Official” and “Individual With Direct Knowledge” have both completed steps 20 & 21, 

select “Continue” and to complete the process for reporting this facility. 



This will bring you  to a summary of the report. 
The reporting process is now complete. 



On the “My Workspace” tab, under my “My Services –Submitted,” your facility 
should now appear with the status “Submission Successful.” You must repeat the 
reporting process for each facility you have registered under the Greenhouse Gas 
Monitoring and Reporting Rule.
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