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Disclaimer 
This guideline has been developed by the Clean Energy Regulator to assist entities to comply with their 
reporting obligations under the National Greenhouse and Energy Reporting Act 2007 and associated 
legislation. The guideline should be read in conjunction with the National Greenhouse and Energy Reporting 
Act 2007, National Greenhouse and Energy Reporting Regulations 2008 and National Greenhouse and 
Energy Reporting (Measurement) Determination 2008 in their current form at the time of reading. These 
laws and their interpretation are subject to change which may affect the accuracy of the information 
contained in the guideline.  
 
The guidance provided in this document is not exhaustive, nor does it consider all circumstances applicable 
to all entities. The guideline is not intended to comprehensively deal with its subject area; nor is it a 
substitute for independent legal advice. Entities are not bound to follow the guidance provided in this 
document, however, entities must ensure they meet their obligations under the National Greenhouse and 
Energy Reporting (NGER) scheme at all times. The Clean Energy Regulator encourages all users of this 
guideline to seek independent legal advice before taking any action or decision on the basis of this guideline. 
 
The Clean Energy Regulator and the Commonwealth of Australia will not be liable for any loss or damage 
from any cause (including negligence) whether arising directly, incidentally or as consequential loss, out of or 
in connection with, any use of this guideline or reliance on it, for any purpose. 
 
If an entity chooses to meet their obligations under the NGER scheme in a manner that is inconsistent with 
the guidance provided in this document, the Clean Energy Regulator, or an independent auditor, may 
require the entity to demonstrate that they are compliant with requirements of the NGER Act, NGER 
Regulations, and/or NGER Measurement Determination. Entities are responsible for determining their 
obligations under the law and for applying the law to their individual circumstances. 
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About this guideline 
This user guide has been developed to step through the navigation in the Emissions and Energy Reporting 
System (EERS). The information has been extracted from the EERS User Guide which contains both EERS 
navigation and technical tips. 

  

  

https://cer.gov.au/document/emissions-and-energy-reporting-system-user-guide
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How to access EERS 
1. Open www.cer.gov.au 

2. Select ‘Online Systems’. 

3. Select ‘Emissions and Energy Reporting System’. 

4. Log in to ‘EERS’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
                                                                                                                                                                                                                                                                          

 

 

 

 

 

 

 

 

 

http://www.cer.gov.au/
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You are now at the EERS landing page:  

1. Select your ‘reporting organisation’ from the options available to you in the drop-down menu. 

2. Select the reporting period you wish to access.’. 

 

 
 
EERS will open at the ‘Data Entry’ tab and default the display to the ‘Controlling Corporation - Emissions and 
energy summary table’ and display entities in your ‘Corporate Structure’.  
 
  

 

 

   

 

 

Data Entry 
tab 
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Manage your organisation’s users 
Log in to Client Portal.  

• Option 1 – from the National Greenhouse and Energy Reporting page, scroll down to view a list of 
organisations. 

• Option 2 – from the My Profile page, select ‘My organisations’ from the menu on the left-hand side. 

Both options with display the same view of access and roles for an organisation.  

 

 

 
 

 

 

If you are already in EERS you can get here via the ‘Client Portal Home’ link at the top lefthand corner of the 
EERS page. 

 

 

 

 

 

 

For more information access the Client Portal User Guide.  

 

 

 

  

 

 

  

https://cer.gov.au/online-systems#client-portal
https://cer.gov.au/document/nger-client-portal-user-guide
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Manage corporate structure in EERS 
In the ‘Data Entry’ tab, manage the ‘Corporate Structure’ to suit your reporting requirements by:  

• viewing and editing an existing entity 

• adding a new entity  

• deleting an existing entity  

 

 

To view or edit the details of a specific entity, click on an entity in the ‘Corporate Structure’ to display the 
‘Emissions and energy summary’ table at that entity level. 

Select ‘Edit Entity Details’ to display information fields in a new screen. At the bottom of the screen click 
‘Save’ if changes are made, ‘Remove’ to delete or ‘Exit’ to leave screen. 

Use expand icon to view 
all entities in Corporate 

Structure 
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Add a new entity under a parent entity in the ‘Corporate Structure’.  The types of entities that can be added 
are: 

• Business Unit 

• Facility – Network – Pipeline 

• Facility Aggregate 

• Group Member. 

Business Units and facilities can be added under the Controlling Corporation or Group Member as the parent 
entity.  Only the Facility Aggregate can be added under a Business Unit as the parent entity. 

 

All information must be completed before the record can be saved.  The newly created entity will appear 
under its parent entity in the Corporate Structure.  

 

Select Add Entity and 
enter data in the displayed 

data fields 
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To remove an entity, select ‘Edit Entity Details’ for the specific entity and select ‘Remove’ at the bottom of 
the screen. The following message will display. 

 
 

When you delete an entity, any other entity created below it and any data entered against it will also 
be deleted for the reporting period you have open. Prior years’ corporate structures and data are 
not affected. 

For more information watch the Working with the entity structure in EERS training video. 

 

 

 

https://www.youtube.com/watch?v=FDsSOmk1B7M&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=12
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Set Entity status 

Reporting 
The group members, business units and facilities default to ‘Reporting’ and the entity will appear in your 
submitted report. You can set this field to ‘Not Reporting’.  

To change, select the specific entity, select ‘Edit Entity Details’ and select option from drop down list. 

 

Part year operational control 
The facility ‘Relationship to Parent Entity’ field will default to ‘Operation Control (full year)’.  

To change, select the specific facility ‘Edit Facility Data’ function to display identifying details and select ‘part 
year’ operational control. 

 

 

When the status is changed to part time control, a start and end date in the current reporting period is 
required and total days of operation will be automatically calculated. 

Select option from the 
drop down list 

Select ‘part year’ option 
from the drop down list 
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For more information watch the Determining obligations under NGER training video. 

22X agreement or Grid connected electricity generator 
The ‘22X agreement’ and ‘Grid connected electricity generator’ fields both default to No.  To change, select 
the specific facility and select the ‘Edit Facility Data’ function to display identifying details: 

1. Select ‘Yes’ if you have submitted a section 22X agreement to the Clean Energy Regulator and have 
received our confirmation that the agreement is in place. 

2. Select ‘Yes’ where your facility is attributable to the ANZSIC code ‘261 – Electricity generation’ and 
connected to one of the 5 main electricity networks.  

 

 
For more information watch the Working with the entity structure in EERS training video.  

 

For part year add from 
and to dates to calculate 

days of operation 

 

  

https://www.youtube.com/watch?v=VdZERG2KTqQ&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=2
https://www.youtube.com/watch?v=FDsSOmk1B7M&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=12
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Add Group Members and Business Units 
In the ‘Data Entry’ tab, add a Group Member under the ‘Controlling Corporation’ or a Business Unit under 
both ‘Controlling Corporation’ or ‘Group Member’. Group Members and Business Units are used to show the 
way the business is arranged.  

1. Select ‘Add Entity’. 

2. Add entity attributes to add to Corporate Structure. 

3. Save and add further information in displayed fields. All required fields must be completed to finish 
record.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select options from the 
drop down menus and add 

Entity Name as free text 
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A ‘Group Member’ requires identifying details and address. A ‘Business Unit’ does not require any identifying 
information.  

 

 

 

 

 

 

 

 

 
 

 

 

For more information watch the Working with the entity structure in EERS training video. 

 

 

 

 

https://www.youtube.com/watch?v=FDsSOmk1B7M&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=12


   

 W: www.cer.gov.au | T: 1300 553 542 | E: enquiries@cer.gov.au 

Add a new facility 
In the ‘Data Entry’ tab, add a facility under a parent entity. 

1. Select ‘Add Entity’. 

2. Add entity attributes to save to Corporate Structure. 

3. ‘Save’ to add to Corporate Structure or ‘Cancel’ to exit page. 

4. Add additional details in the displayed fields. All required fields must be completed to finish record.  

5. ‘Save’ new entity, ‘Remove’ entity from Controlling Corporation or ‘Exit’ from page without saving. 

 

  

 

 

 

 

 

 

 

Select options from the 
drop down menus and add 

Entity Name as free text 
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For more information watch the How to create a facility in EERS training video.  
 

  

Entity and ANZSIC Code 
attributes will determine 

which address and location 
information is required 

 

 

https://www.youtube.com/watch?v=p3nQLho_n-A&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=11
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Add activity data to a facility 
In the ‘Data Entry’ tab emissions and energy activity data is reported for facilities, facility aggregates and 
network/pipelines. Select the facility you are entering data for from your ‘corporate structure’.   

1. Select specific facility. 

2. Select ‘Add Activity’. 

3. Select options from drop down menus to add ‘Activity Attributes’.  The Activity Description is a free text 
field. 

4. Once an activity is selected, further fields for the specific activity will display for completion.  All required 
fields must be completed to finish record. 

5. ‘Save’ when completed or ‘Exit’ to leave screen. 

 

 

  

 
  

 

 

 

 

 

 

The Activity Description 
is a free text field 
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The ‘Facility Emissions and Energy Summary’ table will display the summary list of activities for the facility. 
The edit option allows you to view the activity information, edit the information or add new information.  
 

 

Read the NGER reporting guides for more information on reporting activities. 

   

Action options are 
edit or delete 

Each activity is 
displayed as a 

line item 

https://cer.gov.au/schemes/national-greenhouse-and-energy-reporting-scheme/report-emissions-and-energy/nger-reporting
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Enter contractor data for a facility 
In the ‘Data Entry’ tab add contractor data for a facility. 

1. Select the ‘Facility’.  

2. Select ‘Enter Contractor Data’. 

3. Add Contractor  

4. Enter the name and identifying information for the contractor. 

5. Enter the emissions and energy values attributable to the contractor and ‘Save’. 
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If contractor totals are below threshold an error message will be displayed. 
 
Watch the Reporting Contractors training video for more detail about entering contractor data. 
 
Further information can also be found in the following guidelines: 

• Defining a facility for National Greenhouse and Energy Reporting 

• Estimating emissions and energy from coal mining 

• Methods and measurement criteria 

• Estimating emissions and energy in the electricity generation, transmission, and distribution sectors 

 

 

 

 

https://www.youtube.com/watch?v=GcZe-QxmJQk&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=9
https://cer.gov.au/document/defining-facility-national-greenhouse-and-energy-reporting-0
https://cer.gov.au/document/estimating-emissions-and-energy-coal-mining-guideline
https://cer.gov.au/document_page/methods-and-measurement-criteria-guideline
https://cer.gov.au/document/estimating-emissions-and-energy-electricity-generation-transmission-and-distribution-sectors-1
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Small Facilities Percentage 
In the ‘Data Entry’ tab, add your small facilities percentages at controlling corporation and group member 
level. 

1. Select ‘Small Facilities Percentages’. 

2. Edit small Facilities Percentages. 

3. Input the emissions and energy values attributable. 

4. Select ‘Save’ or ‘Clear’ to clear entries.  

 
 

 

 

 

 

 

 

 

 

  
 

 

  



OFFICIAL 

 

W: www.cer.gov.au | T: 1300 553 542 | E: enquiries@cer.gov.au 22 

OFFICIAL 

 

 

 
 
 
 
 

 

For more information refer to the Aggregated facility reporting, percentage estimates and incidental 
emissions and energy guideline.  Learn about Ways to simplify your reporting. 

 

 

 

 

https://cer.gov.au/schemes/national-greenhouse-and-energy-reporting-scheme/report-emissions-and-energy/nger-reporting
https://cer.gov.au/schemes/national-greenhouse-and-energy-reporting-scheme/report-emissions-and-energy/nger-reporting
https://www.youtube.com/watch?v=SGDAKT-a158&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=8
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Reporting uncertainty 
In ‘Data Entry’ select ‘Report uncertainty’.  Uncertainty values are managed at ‘Controlling Corporation’ or 
‘Group Member’ level.  If activity data is changed the uncertainty values will need to be recalculated. 

1. Select ‘Report Uncertainty’.  

2. Auto-calculate will perform calculation where method 1 was used exclusively. 

OR 

3. Click ‘User Input’ to manually enter values. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All sources and fuels that exceed 
the uncertainty reporting 
threshold are displayed 
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Uncertainty can be manually calculated and entered using either the Uncertainty Calculator or their own 
method. 

For more information watch the Reporting Uncertainty training video or refer to the Reporting Uncertainty 
Guideline 

 

 

The auto-calculate function will only be 
available where method 1 was used 
exclusively to estimate emissions for the 
fuel and source item 
 

Uncheck to exclude 
from auto-calculate 

https://www.youtube.com/watch?v=BMniCX6Aee8&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=7
https://cer.gov.au/document/reporting-uncertainty-guideline
https://cer.gov.au/document/reporting-uncertainty-guideline
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Validation 
In the ‘Validations’ tab, address validations by clicking on the associated hyperlink to go to the relevant 
record in the Data Entry tab. The validation will no longer be displayed once it has been successfully 
addressed. 
 

 

 

For more information refer to the EERS Validation errors and warning messages guideline.  

 

 

 

 

 

 

 

 

 

 ‘Errors’ will need to be resolved to enable 
report submission 

‘Warnings’ need to be resolved or 
acknowledged to enable report 
submission 

‘Information’ states if reported NGER 
data has met reporting thresholds 

 

 

https://cer.gov.au/document/emissions-and-energy-reporting-system-validation-errors-and-warning-messages-guideline
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Generate and submit a report 
In the ‘Reports’ tab generate and submit your report for the current reporting period. 

1.  View ‘Unsubmitted Reports’ table.  

2. Attach additional information as attachments. 

3. Click ‘Generate’ to generate a draft.  

4. Click to open report to review or submit. 

5. Click to remove report if source data needs to be changed. 

6. Use the scroll bar to read full declaration. 

7. Select ‘Accept’ to submit the report or ‘Close’ to go back to Reports tab. 

 

Data entered in EERS may not appear in a generated report.  Check that the: 

• facility and/or corporate threshold has been met  

• facility is marked as ‘Reporting’. 

 

 

When submitting the report, a declaration will be displayed, which must be read before clicking on the 
Accept button. Once the executive officer or nominated report submitter accepts the declaration, the report 
appears in the Submitted Reports table.  

After you submit the report you 
can view submitted reports and 
the submitted validation 
acknowledgements  
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Once the report has been submitted by an executive officer or nominated report submitter you cannot go 
back and make changes to it unless you contact us and discuss whether a resubmission is required. 

For more information watch the Generating and submitting a report training video. 

  

 

 

https://www.youtube.com/watch?v=dKChZQs87P0&list=PL45ht4q-mldVSxiniYeP7t_Jkk62SvZ7L&index=16
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Entity Access 
The ‘Entity Access’ function is not used to grant or remove access to a workspace in EERS. This function is 
only used to restrict a user’s access to certain facilities within a workspace.  

User permissions and EERS access is managed in the Client Portal self-service function by the NGER Contact 
Person role in your organisation. 
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For more information regarding reporting under NGER 
Visit our website at www.cer.gov.au to access the Reporter support dashboard where you can access: 

• NGER reporting guides 

• NGER calculators 

• Amendments to national greenhouse and energy reporting legislation 

• Record keeping and compliance for greenhouse and energy reporting 

• Updates and resolutions for 2023-24 NGER reporting 

• Training videos 

• Webinars. 

 
Contact the Clean Energy Regulator on 1300 553 542 or at reporting@cleanenergyregulator.gov.au. 

 

 
 

http://www.cer.gov.au/
https://cer.gov.au/schemes/national-greenhouse-and-energy-reporting-scheme/report-emissions-and-energy/reporter-support
mailto:reporting@cleanenergyregulator.gov.au
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