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Transcript: Generating and submitting a report 

[Slide 1] Welcome to the National Greenhouse and Energy Reporting training video series. This series is 
delivered by the Clean Energy Regulator and aims to help you report under the National Greenhouse and 
Energy Reporting Act 2007, also known as the NGER Act. 

This video will cover how to use EERS to generate and submit a report under the NGER Act. 

[Slide 2] There is a range of terms used in this video that have a specific meaning, including Clean Energy 
Regulator, NGER, NGER Act, and EERS. To learn what each of these means, please refer to the video 
‘Introduction to the Clean Energy Regulator and NGER’, from the NGER training video series, available by 
following the links at the end of this video. 

[Slide 3] In order to meet your obligations under the NGER Act, you need to enter all required data in EERS 
and then generate and submit your section 19, 22X or 22G report from within EERS. All reports must be 
submitted to us electronically by 31 October each year, unless this date falls on a weekend or ACT public 
holiday, in which case the deadline becomes the next business day. Any reports not submitted by this date 
may result in penalties being applied. 

[Slide 4] Before submitting a report, it must be generated in EERS. Generating a report allows you to review 
your report prior to submission. You can make changes to your data and generate a new report as many 
times as required prior to submission. A generated report can also be saved or printed for sharing amongst 
other members of your organisation as part of a review and clearance process or for record keeping 
purposes. A printed report cannot be submitted to the agency. 

[Slide 5] All reports are to be submitted electronically by an executive officer of your organisation, being 
defined as a director, chief executive officer, chief financial officer, or secretary. Alternatively, the executive 
officer may authorise someone to submit the report on their behalf, however, the executive officer 
maintains responsibility for the compliance of NGER reporting. This responsibility is described in the 
declaration that must be accepted before submitting the report. A person submitting the report on behalf of 
the executive officer must have the ‘NGER Nominated Report Submitter’ role in EERS. 

Once a report has been submitted it cannot be withdrawn. However, a report may be resubmitted under 
some circumstances but only with the agreement of the agency. If you have any concerns about your 
submitted report, please contact us using the details provided at the end of this video. 

[Slide 6] The following steps will guide you through the report submission process in EERS. 

[Slide 7] Before generating a report, you should first check the ‘Validations’ tab as EERS may display one or 
more warnings resulting from your submitted data. These warnings need to be addressed prior to submitting 
a report, as the submission button will be greyed out until all warnings are resolved. Each warning will 
contain a link that will take you to the relevant facility so that you may investigate and make any required 
corrections. Once you have addressed the source of the warnings, you can return to the reports page.  
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If you need assistance interpreting these validation warnings, see ‘More guidance’ at the end of this video or 
contact us using the details provided at the end of this video. 

[Slide 8] Once you have entered all data for your report in the ‘Data entry’ tab, the first step to submitting a 
report is to open the reports page in EERS. Click on the ‘Reports’ tab located near the top of the screen. 

[Slide 9] From here, the report to be generated and submitted will appear in the ‘Unsubmitted Reports’ 
table. Click on the ‘Generate’ button.  

[Slide 10] This will cause the generated report to appear on your screen. Use the scroll bar on the right of 
the screen to view the contents of your report. It is important to review this information to ensure that it is 
accurate and complete. 

Please note, not all data entered into your workspace will necessarily appear in the report, so it is important 
to review the draft version of the report, not just rely on the workspace. For example, EERS will run 
threshold checks, and will only populate a report with facilities that have met the relevant reporting 
thresholds. Once you have reviewed your draft report, you are ready to prepare for submission. 

[Slide 11] If you find any mistakes or omissions, click on the ‘Reports’ tab, then click the ‘Remove’ button to 
delete the generated report and unlock the ‘Data Entry’ tab. Navigate back to the ‘Data Entry’ tab to correct 
the mistakes or omissions, and re-generate the report from the ‘Reports’ tab. 

[Slide 12] EERS allows you to print either a hard copy or digital version of your report, depending on your 
system configuration. This is a handy feature if you wish to distribute copies of your report to other 
members of your organisation, or if you wish to retain a copy to keep on file. To save a hard or soft copy of 
your report, click on the ‘Print’ button on the top right of the report. 

[Slide 13] Clicking the ‘Print’ button will prompt a pop-up window allowing you to select your printer and 
print options. 

Select the ‘Print to PDF’ printer option to save a soft copy to your computer. 

Select your desired printer and print options, then click on the Print button. The additional windows will 
close once your report is printed. 

[Slide 14] When you are satisfied that you have reviewed all your data, you might want to attach additional 
information. EERS offers the ability to attach additional PDF documents, such as voluntary audit reports or 
other documentation that supports your submission. To attach a document, click on the ‘Reports’ tab, then 
from the ‘Unsubmitted Reports’ table, click on the ’Add/Edit Attachments’ button. 

[Slide 15] This will open a new menu. To upload a file, click the ‘Browse’ button and select your file. 

Next, enter a brief ‘Attachment Description’ to indicate what the file being uploaded is about. 

Under the ‘Attachment Type’ drop-down menu, select the attachment type that best suits your file. 

Click the ‘Attach File’ button to upload it into EERS. 

All uploaded files will appear in the table below the ‘Attach File’ button. If you need to edit or remove any 
files, you will be able to do so from this table. 

[Slide 16] Now that you have reviewed, generated and saved or printed your report, you need to submit it. 
To submit the report to us, click on the ‘Submit Report’ button on the top right of your report. 
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You will only see the ‘Submit Report’ button if you are an Executive Officer or Authorised Report Submitter 
for your organisation. 

[Slide 17] A window will pop-up on your screen containing a declaration, which must be read before clicking 
on the ‘Accept’ button.  

Clicking ‘Accept’ declares that the reporting entity is responsible for adhering to requirements under the 
NGER legislation, and it highlights the penalty provisions for those reports that do not comply. By clicking 
accept on this declaration, the executive officer (or nominated report submitter) effectively signs the report.  

The report cannot be submitted unless you accept this declaration. 

[Slide 18] Once the report has been submitted, it will appear in the ‘Submitted Reports’ table under the 
‘Reports’ tab. If you wish to view your submission receipt or a copy of your submitted report, select the 
appropriate option after clicking on the ‘Action’ button beside the submitted report entry. 

The submitted report can be saved or printed following the steps outlined earlier. The submitted report will 
be timestamped with the time and date of submission. You can also save and print the receipt for your own 
internal records. 

Please note, your report is not submitted until an executive officer or nominated report submitter accepts 
the declaration and the report appears in the ‘Submitted Reports’ table. 

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 the agency and discuss whether a resubmission is required. 

[Slide 19] This video is from the NGER training video series. The Clean Energy Regulator has published a 
range of resources on its website, www.cleanenergyregulator.gov.au, to help you in your obligations to 
report under the NGER Act. To access our training video series, visit our website and search ‘Videos’. To 
access our more comprehensive written guidance documents, visit our website and search ‘Guides and 
factsheets’. To access calculators to assist you in assessing reporting obligations, estimating uncertainty in 
emissions, and estimating emissions from solid waste and wastewater operations, visit our website and 
search ‘Calculators’. 

[Slide 20] For more information or help with reporting under the NGER scheme, please contact us by calling 
1300 553 542, emailing us at reporting@cleanenergyregulator.gov.au, or visiting our website at 
www.cleanenergyregulator.gov.au. 

[Slide 21] This video has been developed by the Clean Energy Regulator to assist persons to comply with 
their reporting obligations under the NGER Act. This video should be viewed in conjunction with the NGER 
Act and supporting Regulations and Determination.  

Changes to legislation may affect the information in this video.  

The examples used in this video are for illustrative purposes only, this video is not intended to provide legal 
advice. If persons have concerns or questions about the application of legislation in their particular 
circumstances, they should seek professional advice. 

End of transcript 
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