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Navigating to AEIR 
Air Emissions Inventory Reporting

 Access AEIR from 
NMED website:
env.nm.gov/air-
quality/ei-submittal

 Scroll further down 
page for training 
materials

Go to AEIR

Sign up for 
emails from 
NMED

https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
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Secure Extranet Portal (SEP)
 Sign in to SEP, the 

Secure Extranet 
Portal
 

 Register through 
link if you do not 
have an account
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Accessing AEIR

Click on Air 
Emissions Inventory 
Reporting (AEIR)
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AEIR Homepage

 Read the News 
and Information 
bulletin

 Register for 
additional facilities 
or roles if needed

 Scroll down to edit 
or create new 
submittals (see 
next slide)
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AEIR Homepage Sections
Choose the correct Section:
 Facility and Organization 

Emissions Reporting
 May have to scroll through 

many facilities, or use ctrl-f  to 
search for an AI number

 Edit, certify, or delete 
in-process submittals

 Download current facility xml

 Create New Facility EI 
Submission
 Select the facility through the 

drop-down, then select the 
reporting year

 Choose to create manually, or 
import an xml file

 Create New GHG EI 
Submission
 Select an organization and 

reporting year
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AEIR – Create New Annual 
Reporting Year Submittal

 The next pages will 
go through an 
example of “Create 
New Annual 
Reporting Year 
Submittal”
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Create New Annual Reporting Year 
Submittal

 1 - Check that the NAICS Code is 
correct, select correct code if it is not

 Fill out Submittal Information Section
 2 - If facility was not active during the year, 

then no further information will be 
required

 3 - Choose an Oil & Gas Industry Segment 
for the facility from the drop-down menu:

 4 - If facility runs on leased or temporary 
equipment, the number of equipment must 
be entered, but emissions for that 
equipment is not collected

 5 - Save Submittal Header Information 
before proceeding to Subject Item 
section

1

2 3
4

5
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Add/Modify/Remove Equipment
 Subject Item Section

 All equipment on the permit 
will be shown

 First line can not be edited 
and tells the permit type

 1 - Equipment can be 
added, modified, and 
removed for some facilities
 If the add/modify/remove 

buttons do not appear, then 
click on “Request Support from 
NMED”

 In our example we will click 
“Add” to add a piece of 
equipment

1
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Add Equipment – General Info
 Fill in General Information

 Unit Designation – what you 
would like to call the equipment

 Unit Category 
 Activity
 Area
 Discharge Location
 Equipment
 Release Point
 Treatment

 Unit Type
 Dropdown menu will depend on 

what Unit Category was chosen
 More information on Unit Category 

and Unit Type is available in the 
Emissions Inventory Guidance 
Document, Appendix A  

 Description – facility 
description of equipment

 Add manufacturer, capacity, 
and construction date if desired

 Build the SCC from menu, or 
enter the full code 
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Add Equipment - Stack

 If the new subject item uses 
an existing facility stack, 
select “Use this Stack”

 Or, select “Create New 
Stack” if the new subject 
item has a new stack or 
fugitive

 Add details for the new 
stack
 Fill in all white boxes
 Details needed will depend on 

the fugitive type selected

 Save the entered 
information
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Add Equipment
 After clicking “Save” the 

system will return to the 
main page, to enter the 
details and emissions for 
each piece of equipment

 Each piece of equipment 
must have details and 
emissions entered
 1 – Select equipment
 2 – Click “Detail” to begin 

entering information about 
that equipment

1

2
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Subject Item Detail
 Must enter all details for the 

specific type of equipment. 
 1 – General Information

 If equipment was not active, 
that is only information 
required before clicking “Save”

 2 – Fill in Supplemental 
Parameters section 
 This section varies based on 

the type of equipment
 This example is for an engine, 

but a tank would only ask for 
the type of materials processed

 3 – Complete Operating 
Detail section

 4 – Click “Save” to proceed 
to the Emissions page for this 
piece of equipment

1

2

3

4
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Subject Item Emissions Form
 1 - User must enter actual 

emissions for the specific 
equipment as well as the 
calculation method used

 Pollutant section is 
populated with the pollutants 
from the previous submittal

 Pollutants can be added or 
removed 

 Greenhouse gases can be 
entered here
 They should only be entered if 

not reporting GHG in an 
organization level submittal

 2 - Click “Save” to go to next 
equipment
 There is a pop-up reminder 

about GHG before submitting

1

2
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Subject Item List - Complete
 Back at the Subject Item page

 A green check mark will appear 
for equipment that has 
completed the “Detail” and 
“Emissions” pages

 Continue with each equipment 
until all are marked complete

 1 - Attach files for all 
emissions calculations

 2 - Once all equipment are 
complete, and files are 
attached, select “Review for 
Submittal”

 Other options on this page:
 Total Emissions – click here to 

see a pop-up with total actual 
pollutants reported for the 
facility in this submittal

 Export – Creates a csv file with 
all equipment and emissions 
details in this submittal1

2



17

Review for Submittal
 After selecting “Review for 

Submittal,” the first Subject Item 
details will be shown for review

 Confirm information is correct
 1 – Select “Next SI”, repeat for 

each piece of equipment
 2 - Once all SI have been 

reviewed, a new button will 
appear. Select “Submit for 
Certification” as shown:

1

2
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Submit for Certification
 1 - After submitting for 

certification, a pop-up will ask 
for confirmation that all 
necessary attachments are 
included
 See next slide for information on 

what must be included in 
attachments

 After selecting “Ok” the 
system will return to the main 
page, and the submittal will be 
“Awaiting Certification”

 If assistance with certification 
is needed, there is a 
certification training video and 
pdf at
https://www.env.nm.gov/air
-quality/ei-submittal/

1

https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
https://www.env.nm.gov/air-quality/ei-submittal/
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Calculation Spreadsheet Requirements
 Include the following in your calculations for each type of equipment:

 Emission Factors
 Calculation Method
 Actual Parameters Used in Calculation
 Example Calculation for Each Type of Equipment
 Gas Analysis
 Stack Test Results

 Very important to submit Actual Emissions and not Permitted Emissions
 Permitted Emissions are the maximum allowable emissions and are outlined in the 

permit
 Actual Emissions are measured or calculated 

 Keeping track of operating hours, production rates, and quantities of materials processed, 
stored, or combusted over the calendar year for each emission unit is useful for these 
calculations

Include the following for each type of equipment:

Very important to submit Actual Emissions and not Permitted Emissions
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Methods of Determining Actual 
Emissions
•Actual Compliance Stack Test
•Continuous Emissions Monitoring (CEMS)

Tier 1 – Preferred 

•Process Simulator
•Manufacturer Specification
•Vendor Supplied Emission Factors

Tier 2

•EPA Approved Emission Factor

Tier 3

•TANKS 4.09
•GRI-HAPCalc 3.0 or 4.0
•Vasquez Beggs
•Material Balance (only for construction industry)

Tier 4
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