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User Manual for the CARB RMP R3 System  

 

The primary objective of this User Manual is to provide users with the knowledge and guidance necessary 

to effectively manage and utilize the CARB RMP R3 System. 

 

1. Accessing the Salesforce User Portal 

 

To access the RMP R3 Portal, users should open their preferred web browser and use the following URL: 

https://rmpr3.arb.ca.gov/rmpr3/s/ 

 

2. Registering New Company with Registration Facility Company 

 

2.1 Registering New Company 
 

User needs to follow the steps below to register new company 

Step 1: Click on the Login/Register button on the landing page 

 

 

 

 

https://rmpr3.arb.ca.gov/rmpr3/s/
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Step 2: Click on the “Register New Company” button displayed on the pop-up window 

 

 

 

Step 3: The user should select “Type of Ownership” Ex: Company with Refrigeration Facilities and Enter 

the 9-digit EIN Number in the format XXXXXXXXX 
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Step 4: Click on Next Button displayed at the bottom of the page 

 

 

 

Step 5: Enter all the required information as shown below 

User Profile 

• First Name 

• Last Name 

• Email 

• Verify Email 

• Telephone  

 

 

 

 

Figure 3.1 
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Company Profile 

• Company Name 

• EIN (Not Editable – the value is driven by the information entered on the Landing 

page) 

• Start Date of Operation 

 

Contact Person Information 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 
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Mailing Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 
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Step 6: User should click on the “Next” button, system navigates to “Registration Review” page allowing 

users to review the information provided. 
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Step 7: Check the “I accept Terms and Conditions” checkbox and click on “Next” button 

 

 

 

Step 8: The user navigates to the “Registration Confirmation” page 
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2.2 Activating Account 

 

The user needs to follow the steps below to Activating new Account 

Step 1: The user should be able to verify their email with an Okta email, with a subject like "Welcome to 

CARB!" 

 

 

 

Step 2: Open the Email and click the Activate RMP Account Button  

 

 

Step 3: Click the Set-Up Button  
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Step 4: Set the password according to the required criteria: 

 

Password requirements: 

• At least 15 characters 

• Contains a lowercase letter 

• Contains an uppercase letter 

• Contains a number 

• Does not contain any part of your username 

• Does not include your first name 

• Does not include your last name 

• Must be different from your last 12 passwords 

 

 

Enter all the required information as shown below  

                      Enter password  
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                      Re-enter password  

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Click on the Next Button displayed at the bottom of the page 
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Step 6: Signing in to the RMP Bookmark App 

 

 

Step 7: Login Page  
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Step 8: Click "Login/Register," then click "Login." 

 

 

 

 

Step 9: Enter the “Username” and “Password” 
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Step 10: Click the Verify button 
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Step 11: The system redirects to the homepage 
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2.3 Add New Facility 

 

The user needs to follow the steps below to Add new Facility 

Step 1: Click the "Registration" tab and select "Facility Management." 

 

 

Step 2: Click on the Add New button displayed at the left bottom of the page  
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Step 3: Enter all the required information as shown below 

 

Facility: 

• Company Name (Auto Populated) 

• Facility Name 

• Start Date of Operation 

 

Location Address: 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 

 

Click the "Validate Address" button, then select "Yes/Accept." 

Facility Contact Person 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 

 

Business Codes: 

• NAICS Code 

• SIC Code  
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Step 4: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 5: Navigate to Registration -> Facility Management -> the Facility saved should be displayed under 

Facility Listing 
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2.4 Add New Appliance  

 

The user needs to follow the steps below to Add New Appliance 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click the "Facility Name"  
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Step 3: Click on the "Appliance" tab 

 

 

 

Step 4: Click "Add New" at the bottom left of the page 
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Step 5: Enter all required fields in accordance with the compliance rules 

 

Appliance: 

• Appliance Name 

• Model Year 

• Model or Description 

• Serial Number 

• Location (Depends on the Compliance Rule) 

• Temperature Class 

• Refrigerant Type (Depends on the Compliance Rule) 

• Technician Name  

• Technician Certificate Type 

• Technician Email  

• Means By Which Charge Amount Determined 

• Installation Date  

• Manufacturer  

• Equipment Type (Depends on the Compliance Rule) 

• Operational Status (Depends on the Compliance Rule) 

• Location – Description  

• Refrigerant Full Charge Amount (Depends on the Compliance Rule) 

• Initial Amount of Refrigerant Charged into the System 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes 
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Step 6: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 7: Navigate to Registration -> Facility Management -> Appliances tab -> the saved Appliance 

should be displayed under Appliance Listing  
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Click on the Facility Name in the Facility Listing table. 

 

 

Click on the Appliances tab 
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Step 8: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> scroll down to 

Appliance compliance checklist Listing, the appropriate compliance rule is displayed for the Appliance 

added 

 

 

Click on the Facility Name in the Facility Listing table. 
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Click on the Leak Insp. & Service 
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2.5 Change Appliance Architecture 

  

The user needs to follow the steps below to Change Appliance Architecture 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

  

Step 2: Click the "Facility Name"  

 

 

Step 3: Click on the "Appliance" tab 
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Step 4: Select the checkbox next to the appliance you want to change 

 

 

  

Step 5: Click "Appliance Architectural Changes" at the bottom left of the page 
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Step 6: Enter all required fields according to the appliance change details 

  

Appliance Architectural Changes: 

• Date of Change 

• Type of Change 

• Technician Name 

• Technician Certificate Type 

• Technician Email 

• Means by Which Charge Amount Determined 

• Date of Registration 

• Required fields that appear based on the selected Type of Change 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes   
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Step 7: Click on the Submit button displayed at the bottom right of the page 

 

Step 8: Navigate to Registration -> Facility Management -> Appliances tab -> the updated Appliance 

should be displayed under Appliance Listing  
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Click on the Facility Name in the Facility Listing table. 

 

Click on the Appliances tab 
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2.6 Add New ALD (Automatic Leak Detection (ALD) Systems)  

 

The user needs to follow the steps below to Add New ALD (Automatic Leak Detection System) 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click the "Facility"  
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Step 3: Click on the "ALD Sys & Services" tab 

 

 

 

Step 4: Click on the "Add New" button  
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Step 5: Enter all required fields  

 

• ALD System Name 

• Leak Detection System Type  

• Installation Date 

• Appliance (Check all that are monitored) 

 

Step 6: Click on the Submit button displayed at the bottom right of the page 
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Step 7: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> the saved ALD Sys 

should be displayed under ALD Sys Listing  

 

 

Click on the Facility Name in the Facility Listing table. 

  

 

 

 

 



   

 

39 
 

Click on the ALD Sys & Services 
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2.7 Add New ALD (Automatic Leak Detection (ALD) Servicing)  

 

The user needs to follow the steps below to Add New ALD (Automatic Leak Detection Service)  

Step 1: Click "Add New" under the Service table. 

 

 

Step 2: Enter all required fields  

• Facility Name (Auto populated) 

• ALD System Name 

• Date of Service 

• ALD Service Type 

• Detection limit indicated after service  

• Alarm set point after service  

• Description of service 
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Step 3: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 4: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> scroll down to ALD 

Servicing Listing the saved ALD Service record should be displayed under ALD Servicing Listing  
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Click on the Facility Name in the Facility Listing table.

  

 

Click on "ALD Sys & Services" and scroll down.
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2.8 Shut Down ALD  

 

The user needs to follow the steps below to Shut Down an existing ALD 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click the "Facility"  
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Step 3: Click on the "ALD Sys & Services" tab 

 

 

 

Step 4: Select the checkbox next to the ALD you want to shut down 

 

 

 

Step 5: Click on the "Shut Down" button  

 



   

 

45 
 

 

 

Step 5: Enter all required fields  

 

• Date of Shutdown 

• Technician Certificate Number 

• Technician Company Name 

 

 

 

Step 6: Click on the Submit button displayed at the bottom right of the page 
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Step 7: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> the ALD Sys that 

was shut down should no longer be displayed under ALD Sys Listing  
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2.9 Leak Inspection & Service  

 

The user needs to follow the steps below to Add a new Leak Insp. & Service 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click on the "Facility"  
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Step 3: Click on the "Leak Insp & Service" Tab 

 

 

 

Step 4: Click on the "Add New" button 
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Step 5: Enter all required fields  

• Facility Name (Auto populated) 

• Date of Service 

• Application Name  

• Type of Services  

• Leak Detected 

• Leak Detection Method 

• Technician Name 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 
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Step 6: Click on the Submit button displayed at the bottom right of the page  

 

 

Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> the saved Leak 

Insp Service record should be displayed under Leak Insp & Services Listing  
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Click on the Facility Name in the Facility Listing table. 

  

 

Click on "Leak Insp. & Service" 
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2.10 Add Multiple Leak Inspection 
 

The user needs to follow the steps below to Add a new Multiple Leak Insp. & Service 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

Step 2: Click on the "Facility" 

 

 

 

 



   

 

53 
 

Step 3: Click on the "Leak Insp & Service" Tab 

 

 

 

Step 4: Click on the "Add Multiple Leak Inspection" button 
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Step 5: Enter all required fields  

• Facility Name (Auto populated) 

• Appliance (Check all that are monitored) 

Leak Inspection – 1: 

• Date of Service  

• Technician Name 

• Leak Detection Method 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 

Add Another Leak Inspection Date button  
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Leak Inspection – 2: 

• Date of Service  

• Technician Name 

• Leak Detection Method 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 

 

Step 6: Click on the Submit button displayed at the bottom right of the page  
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Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> the saved Leak 

Insp Service record should be displayed under Leak Insp & Services Listing  

 

 

 

Click on the Facility Name in the Facility Listing table 
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Click on "Leak Insp. & Service" 
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2.11 File Annual Report 

 

The user needs to follow the steps below to File Annual Report 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click on the "Facility"  
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Step 3: Click on the "File Annual Report" Tab 

 

 

 

Step 4: Select the year filed the report  

Select all the required checkboxes  

• Verify Company Information 

• Verify Facility Information 

• Verify Appliance Information 

• Verify Automation Leak Detection System Information (If Applicable) 

• Verify Servicing & Leak Repair Information 
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Select Annual Report Information and Documentation 

• Service Record data is not available in violation 

• ALD Servicing data is not available in violation 
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Refrigerant Purchase and Use Information 

• Type  

• Total Purchased  

• Total Charged  

• Total Stored  

• Total Shipped  

• Total Received  

• Add Comments  

 

 

Step 5: Click on the File the Annual Report button displayed at the bottom left of the page  
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Step 6: Check the "Terms and Conditions" box, then click "Submit Annual Report." 

 

 

Step 7: Navigate to Registration -> Facility Management -> File Annual Report tab -> the filed record 

should be displayed under File Report Annual Report 

 

 

 

 

 

 



   

 

63 
 

Click on the Facility Name in the Facility Listing   

 

 

Click on the "File Annual Report" tab 
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2.12 Generate Invoice  

 

The user needs to follow the steps below to File Annual Report 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 
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Step 2: Click on the "Facility"  

 

 

 

Step 3: Click on the "Annual Fee" Tab 
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Step 4: Click the "Action" button, then click "Generate Invoice" 

 

 

Step 5: Select the Generate Invoice for other Facilities or Generate Invoice for this Facility only and then 

click Proceed  
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Step 6: After generating the invoice, the status should show as "Due" 
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2.13 Annual Fee Payment 

 

The user needs to follow the steps below to File Annual Report 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 
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Step 2: Click on the "Facility"  

 

 

 

Step 3: Click on the "Annual Fee" Tab 
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Step 4: The status should be "Due." Click "Action," then click "Make Payment." 

 

 

 

Step 5: You will be redirected to the checkout page. 
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Step 6: Click on the "Pay Now by Credit Card" button 

 

 

Step 7. Fill in all the card details and click submit button 

• State  

• Card Number 

• Expiration 

• Select Captcha 
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Step 8. The page redirects back to the checkout page, the payment status is updated to "Paid," and the 

total payment due should show $0. 
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2.14 User Management 

 

The user needs to follow the steps below to User Management 

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 

 

 

 

Step 2: Click the User management  
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2.15 Add New User 

 

The user needs to follow the steps below to Add New User  

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 

 

 

Step 2: Click on the Add User button under the User Listing Table  
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Step 3: Enter all the required information as shown below 

• First Name  

• Last Name  

• Phone  

• Email  

• Roles  

• Company (Auto Populated) 
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Step 4: Click Save  

 

 

 

Step 5: You will be redirected to the User Listing page to verify the new user 
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2.16 Close Facility  

 

The user needs to follow the steps below to Close Facility  

Step 1: Click the "Registration" tab and select "Change Ownership/ Closure of Facility" 

 

 

 

Step 2: Select "Want to Close Facility" then click Continue 
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Step 3: Select the facility name under the Facility Listing section 

 

 

Step 4: Enter the closure date and click the "Start Closure" button 
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Step 5: All payments should be completed 

 

 

 

Step 6: Select "I Agree" for the Certification of Submittal, then click the "Start Closure" button  
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2.16 Transfer Facility/Accept Facility 

 

The user needs to follow the steps below to Transfer Facility / Accept Facility 

Step 1: Click the "Registration" tab and select "Change Ownership/ Closure of Facility" 
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Step 2: Select the "Want to Transfer Facility" option 

 

 

 

Step 3: Click the “Continue” button  
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Step 4: Select the Facility Name from the Facility listing section 

 

 

Step 5: Select the “Date of Transfer” and click the “Start Transfer” button 
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Step 6: Scroll Down and Fill in the Buyer information 
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Step 7: Browse and select the name of the Buyer Company. 

 

 

 

Step 8: Accept the Certification of the Submittal and click the "Start Transfer" button. 
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Step 9: A success message is displayed: 'Facility has been transferred successfully. 

 

 

The facility displays the message: 'This facility was transferred to Acme Corporation on MM/DD/YYYY.' 
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2.17 Accept Transfer Facility 
 

The user needs to follow the steps below to Accept the Transfer Facility 

Note: Log in with the transferred owner. 

Step 1: Click the "Registration" tab and select "Change Ownership/Closure of Facility" 

 

 

 

Step 2: Select 'Want to Accept Facility' and click the Continue button. 
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Step 3: Select the facility name under the Facility Listing section and click the Accept button. 

 

 

Step 4: A success message is displayed. 

 

 

The transferred facility displays: 'Facility Name - Transfer (Acme Corporation) [This facility was transferred 

by Google India on DD/MM/YYYY].' 
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2.18 Close Company 

 

The user needs to follow the steps below to Close of Company 

Step 1: Click the "Registration" tab and select "Closure of Company" 

 

 

 

Step 2: Verify the company details, select the closure date, and click the Start Closure button. 
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Step 3: All reports and annual payments should be paid, and compliance should be ensured. 

 

 

 

Step 4: Scroll down, accept the Certification of the Submittal, and click the Close Company button. 
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Step 5: A success message is displayed.  

 

 

 

Step 6: Go to the Company Management page and verify that the status is 'Closed.' 
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3. Registering New Distributor/Wholesaler Company 

 

3.1 Registering New Company 

 

The user needs to follow the steps below to register a new company 

Step 1: Click on the Login/Register button on the landing page 

 

 

Step 2: Click on the “Register New Company” button displayed on the pop-up window 
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Step 3: The user should select “Type of Ownership” Ex: Company with Refrigeration Facilities and Enter 

the 9-digit EIN Number in the format XXXXXXXXX 

 

 

 

Step 4: Click on the Next Button displayed at the bottom of the page 
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Step 5: Enter all the required information as shown below 

 

User Profile 

• First Name 

• Last Name 

• Email 

• Verify Email 

• Telephone 

 

 

Company Profile 

• Company Name 

• EIN (Not Editable – the value is driven by the information entered on the Landing 

page) 

• Start Date of Operation 
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Contact Person Information 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 

 

Mailing Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 
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Step 6: User should click on the “Next” button, system navigates to “Registration Review” page allowing 

users to review the information provided. 
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Step 7: Check the “I accept Terms and Conditions” checkbox and click on “Next” button 

 

 

 

Step 8: The user navigates to the “Registration Confirmation” page 

 

 

 

 



   

 

97 
 

3.2 Activating Account 

 

The user needs to follow the steps below to Activating new Account 

Step 1: The user should be able to verify their email with an Okta email, with a subject like "Welcome to 

CARB!" 

 

 

 

Step 2: Open the Email and click the Activate RMP Account Button  
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Step 3: Click the Set-Up Button  

 

 

 

Step 4: Set the password according to the required criteria: 

 

Password requirements: 

• At least 15 characters 

• Contains a lowercase letter 

• Contains an uppercase letter 

• Contains a number 

• Does not contain any part of your username 

• Does not include your first name 

• Does not include your last name 

• Must be different from your last 12 passwords 
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Enter all the required information as shown below  

Enter password  

Re-enter password  

 

 

 

Step 5: Click on the Next Button displayed at the bottom of the page 
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Step 6: Signing in to the RMP Bookmark App 

 

 

 

Step 7: Login Page  
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Step 8: Click "Login/Register," then click "Login." 
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Step 9: Enter the “Username” and “Password” 
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Step 10: Click the Verify button 
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3.3 Add New Facility 

 

The user needs to follow the steps below to add a new facility 

Step 1: Click the "Annual Reporting" tab and select "Wholesaler Distributor Facilities & Annual Reports" 

 

 

 

Step 2: Click the “Add New” button at the bottom left of the page under the Facilities tab. 
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Step 3: Enter all the required information as shown below 

Facility: 

• Company Name (Auto Populated) 

• Facility Name 

• Start Date of Operation 

 

Location Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 
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Click the "Validate Address" button, then select "Yes/Accept." 

 

Facility Contact Person (Select checkbox Facility contact person is same as company contact 

person or enter all the required fields) 

• First Name 

• Last Name 

• Position 
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• Phone 

• Email 

 

 

Business Codes 

• NAICS Code 

• SIC Code 
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Step 4: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 5: Navigate to Annual Reporting → Wholesaler Distributor Facilities & Annual Reports → Facilities 

tab. The saved facility should be displayed under the Facility Listing. 
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3.4 File Annual Report  

 

The user needs to follow the steps below to File Annual Report  

Step 1: Click the Annual Reporting tab, select Wholesaler Distributor Facilities & Annual Reports, and go 

to the Facility Listing section 
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Step 2: Click the Annual Report tab. 

 

 

 

Step 3: Click the year for which you filed out the annual report 
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Step 4: Select the checkbox  

 

Step 5: Click the Add Row button and enter all required information as shown below 

 

• Type  

• Total Purchased  

• Total Sold 

• Total Shipped  
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Step 6: Click on the File the Annual Report button  

 

 

Step 7: Select Terms and Conditions and click Submit Annual Report 
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Step 8: The page will reload, updating the status to "Filed," along with the filing date and the name of 

the person who filed, and the Print button will be enabled. 
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3.5 User Management 

 

The user needs to follow the steps below to User Management 

Step 1: Click the "Registration" tab and select "User Management"  

 

 

 

Step 2: Click the User Management and then go to the Users Listing Section 
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3.6 Add New User 

 

The user needs to follow the steps below to add a new User  

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 

 

 

 

Step 2: Click on the Add User button under the User Listing Table  
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Step 3: Enter all the required information as shown below 

• First Name  

• Last Name  

• Phone  

• Email  

• Roles  

• Company (Auto Populated) 

 

 

 

 

 

 

 

 

 

Step 4: Click Save button 
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4. Registering New Refrigerant Reclaimer Company 

 

4.1 Register New Company 

 

The user needs to follow the steps below to register a new company 

Step 1: Click on the Login/Register button on the landing page 

 

 

Step 2: Click on the “Register New Company” button displayed on the pop-up window 
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Step 3: The user should select “Type of Ownership” Ex: Company with Refrigerant Reclaimer and Enter 

the 9-digit EIN Number in the format XXXXXXXXX 

 

 

 

Step 4: Click on the Next Button displayed at the bottom of the page 
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Step 5: Enter all the required information as shown below 

User Profile 

• First Name 

• Last Name 

• Email 

• Verify Email 

• Telephone 

 

Company Profile 

• Company Name 

• EIN (Not Editable – the value is driven by the information entered on the Landing 

page) 

• Start Date of Operation 
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Contact Person Information 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 

 

 

Mailing Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 
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• State 

• Zip Code 
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Step 6: The user should click on the “Next” button. The system will navigate to the “Registration 

Review” page, allowing the user to review the information provided. 
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Step 7: Check the “I accept Terms and Conditions” checkbox and click on “Next” button 

 

 

Step 8: The user navigates to the “Registration Confirmation” page 
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4.2 Activating Account 

 

The user needs to follow the steps below to Activating new Account 

Step 1: The user should be able to verify their email with an Okta email, with a subject like "Welcome to 

CARB!" 

 

 

 

Step 2: Open the Email and click the Activate RMP Account Button  
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Step 3: Click the Set-Up Button  

 

 

Step 4: Set the password according to the required criteria: 

 

Password requirements: 

• At least 15 characters 

• Contains a lowercase letter 

• Contains an uppercase letter 

• Contains a number 

• Does not contain any part of your username 

• Does not include your first name 

• Does not include your last name 

• Must be different from your last 12 passwords 

Enter all the required information as shown below  

Enter password  

Re-enter password  
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Step 5: Click on the Next Button displayed at the bottom of the page 
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Step 6: Signing in to the RMP Bookmark App 

 

 

 

Step 7: Login Page  
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Step 8: Click "Login/Register," then click "Login." 
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Step 9: Enter the “Username” and “Password” 
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Step 10: Click the Verify button 

 

 

 

Step 11: The system redirects to the homepage 
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4.3 Add New Facility 

 

The user needs to follow the steps below to add a new facility 

Step 1: Click the "Annual Reporting" tab and select "Wholesaler Distributor Facilities & Annual Reports" 

 

 

 

Step 2: Click the “Add New” button at the bottom left of the page under the Facilities tab. 
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Step 3: Enter all the required information as shown below 

Facility 

• Company Name (Auto Populated) 

• Facility Name 

• Start Date of Operation 

 

 

Location Address 

Street Address 1 

Street Address 2 (Note: Optional field) 

City 

State 

Zip Code 
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Click the "Validate Address" button, then select "Yes/Accept." 
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Facility Contact Person   

• First Name 

• Last Name 

• Position 

• Phone 

• Email 

 

 

Business Codes 

• NAICS Code 

• SIC Code 
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Step 4: Click on the Submit button displayed at the bottom right of the page 
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Step 5: Navigate to Annual Reporting → Wholesaler Distributor Facilities & Annual Reports → Facilities 

tab. The saved facility should be displayed under the Facility Listing. 
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4.4 Annual Report  

 

The user needs to follow the steps below to Annual Report  

Step 1: Click the Annual Reporting tab, select Wholesaler Distributor Facilities & Annual Reports, and go 

to the Facility Listing section. 
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Step 2: Click the Annual Report tab. 

 

 

 

Step 3: Click the year for which you filed out the annual report 
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Step 4: Select the checkbox  

 

 

Step 5: Click the Add Row button and enter all required information as shown below 

• Type  

• Total Received  

• Total Claimed  

• Total Shipped  

• Total Refrigerant  
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Step 6: Click on the File the Annual Report button  

 

 

 

Step 7: Select Terms and Conditions and click Submit Annual Report 
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Step 8: The page will reload, updating the status to "Filed," along with the filing date and the name of 

the person who filed, The Print button will be enabled. 
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4.5 User Management 

 

The user needs to follow the steps below for User Management 

Step 1: Click the "Registration" tab and select "User Management"  

 

 

 

Step 2: Click the User Management and then go to the Users Listing Section 
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4.6 Add New User 

 

The user needs to follow the steps below to add a new User  

Step 1: Click the "Registration" tab and select "User Management"  

 

 

 

Step 2: Click on the Add User button under the User Listing Table  
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Step 3: Enter all the required information as shown below 

• First Name  

• Last Name  

• Phone  

• Email  

• Roles  

• Company (Auto Populated) 

 

 

Step 4: Click Save button 
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Step 5: You will be redirected to the User Listing page to verify the new user 
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5. Registering New Appliance Service Company 

 

5.1 Register New Company 

 

The user needs to follow the steps below to register a new company 

Step 1: Click on the Login/Register button on the landing page 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Click on the “Register New Company” button displayed on the pop-up window 
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Step 3: The user should select “Type of Ownership” Ex: Company with Refrigeration Facilities and Enter 

the 9-digit EIN Number in the format XXXXXXXXX 

 

 

Step 4: Click on the Next Button displayed at the bottom of the page 
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Step 5: Enter all the required information as shown below 

User Profile 

• First Name 

• Last Name 

• Email 

• Verify Email 

• Telephone 

•  

 

 

Figure 3.1 

 

 

Company Profile 

• Company Name 

• EIN (Not Editable – the value is driven by the information entered on the Landing 

page) 

• Start Date of Operation 
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Contact Person Information 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 

 

Mailing Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 
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Step 6: The user should click on the “Next” button, and the system navigates to the “Registration 

Review” page allowing users to review the information provided. 
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Step 7: Check the “I accept Terms and Conditions” checkbox and click on the “Next” button 

 

 

Step 8: The user navigates to the “Registration Confirmation” page 
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5.2 Activating Account 

 

The user needs to follow the steps below to Activating new Account 

Step 1: The user should be able to verify their email with an Okta email, with a subject like "Welcome to 

CARB!" 

 

 

 

Step 2: Open the Email and click the Activate RMP Account Button  
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Step 3: Click the Set-Up Button  

 

 

 

Step 4: Set the password according to the required criteria: 

 

Password requirements: 

• At least 15 characters 

• Contains a lowercase letter 

• Contains an uppercase letter 

• Contains a number 

• Does not contain any part of your username 

• Does not include your first name 

• Does not include your last name 

• Must be different from your last 12 passwords 

Enter all the required information as shown below  

       Enter password  

      Re-enter password  
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Step 5: Click on the Next Button displayed at the bottom of the page 
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Step 6: Signing in to the RMP Bookmark App 

 

 

 

Step 7: Login Page  

 

 

 

 

 

 



   

 

157 
 

Step 8: Click "Login/Register," then click "Login" 
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Step 9: Enter the “Username” and “Password” 
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Step 10: Click the Verify button 

 

 

 

Step 11: The system redirects to the homepage 
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5.3 Add Appliances Servicing Company 

 

The user needs to follow the steps below to Activating new Account 

Step 1: The user must log in as the CRF Company Admin.   

 

 

Step 2: Click "Login/Register," then click "Login" 
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Step 3: Enter the “Username” and “Password” 
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Step 4: Click the Verify button 

 

 

 

Step 5: The system redirects to the homepage 
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Step 6: Click the Registration tab and select User Management.   

 

 

 

Step 7: On the User Listing page, scroll down and then click Add Appliance Service Company. 
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Step 8: Enter all the required information as shown below 

• Select Appliance Servicing Company 

• Select facility/facilities 

 

 

Step 9: Click on the Save button  
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Step 10: Navigate to Registration -> User Management; the saved appliance servicing company should 

be displayed under Appliance Servicing Company Listing 
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5.4 Facility Management in Appliance Serving Company 

 

Go back to the Appliance Service Company login 

The user needs to follow the steps below to Verify the Facility 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

Fac 

Step 2: Go to the Facility listing page  
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5.5 Add New Appliance  
 

The user needs to follow the steps below to Add New Appliance 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

 

Step 2: Select the Facility Name under the Facility Listing section 
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Step 3: Click the Appliance Tab 

 

 

 

Step 4: Click "Add New" at the bottom left of the page 
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Step 5: Enter all required fields in accordance with the compliance rules 

 

Appliance 

• Appliance Name 

• Model Year 

• Model or Description 

• Serial Number 

• Location (Depends on the Compliance Rule) 

• Temperature Class 

• Refrigerant Type (Depends on the Compliance Rule) 

• Technician Name  

• Technician Certificate Type 

• Technician Email  

• Means By Which Charge Amount Determined 

• Installation Date  

• Manufacturer  

• Equipment Type (Depends on the Compliance Rule) 

• Operational Status (Depends on the Compliance Rule) 

• Location – Description  

• Refrigerant Full Charge Amount (Depends on the Compliance Rule) 

• Initial Amount of Refrigerant Charged into the System 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes 
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Step 6: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> scroll down to 

Appliance compliance checklist Listing, the appropriate compliance rule is displayed for the Appliance 

added  
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Click on the Facility Name in the Facility Listing table 

 

 

Click on the Leak Insp. & Service 
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The bottom of the page will display your currently viewed facility, and the appliances and requirements for leak 

inspections. Green check means you are in compliance, red “X” means you still need to add additional leak 

inspection reports, and grey dash means that leak inspections are not applicable to that appliance, usually due to 

full charge amount or refrigerant type. 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

174 
 

5.6 Change Appliance Architecture 

  

The user needs to follow the steps below to Change Appliance Architecture 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

  

Step 2: Click the "Facility Name"  

 

 

Step 3: Click on the "Appliance" tab 
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Step 4: Select the checkbox next to the appliance you want to change 

 

 

  

Step 5: Click "Appliance Architectural Changes" at the bottom left of the page 
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Step 6: Enter all required fields according to the appliance change details 

  

Appliance Architectural Changes: 

• Date of Change 

• Type of Change 

• Technician Name 

• Technician Certificate Type 

• Technician Email 

• Means by Which Charge Amount Determined 

• Date of Registration 

• Required fields that appear based on the selected Type of Change 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes   

  



   

 

177 
 

  

Step 7: Click on the Submit button displayed at the bottom right of the page 

 

Step 8: Navigate to Registration -> Facility Management -> Appliances tab -> the updated Appliance 

should be displayed under Appliance Listing  
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Click on the Facility Name in the Facility Listing table. 

 

Click on the Appliances tab 
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5.7 Add New ALD (Automatic Leak Detection (ALD) Systems)  

 

The user needs to follow the steps below to add a new ALD (Automatic Leak Detection System) 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

 

Step 2: Click on the Facility Name in the Facility Listing table 
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Step 3: Click on the "ALD Sys & Services" tab 

 

 

 

Step 4: Click on the "Add New" button  

 

 

 



   

 

182 
 

Step 5: Enter all required fields  

 

• ALD System Name 

• Leak Detection System Type  

• Installation Date 

• Appliance (Check all that are monitored) 

 

Step 6: Click on the Submit button displayed at the bottom right of the page 
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5.8 Add New ALD (Automatic Leak Detection (ALD) Servicing)  
 

The user needs to follow the steps below to Add New ALD (Automatic Leak Detection Service)  

Step 1: Click "Add New" under the Service table. 

 

 

 

Step 2: Enter all required fields  

 

• Facility Name (Auto populated) 

• ALD System Name 

• Date of Service 

• ALD Service Type 

• Detection limit indicated after service  

• Alarm set point after service  

• Description of service 
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Step 3: Click on the Submit button displayed at the bottom right of the page 
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5.9 Shut Down ALD  

 

The user needs to follow the steps below to Shut Down an existing ALD 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click the "Facility"  
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Step 3: Click on the "ALD Sys & Services" tab 

 

 

 

Step 4: Select the checkbox next to the ALD you want to shut down 

 

 

 

Step 5: Click on the "Shut Down" button  
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Step 5: Enter all required fields  

 

• Date of Shutdown 

• Technician Certificate Number 

• Technician Company Name 

 

 

 

Step 6: Click on the Submit button displayed at the bottom right of the page 
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Step 7: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> the ALD Sys that 

was shut down should no longer be displayed under ALD Sys Listing  
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5.10 Leak Inspection & Service  

 

The user needs to follow the steps below to Add a new Leak Insp. & Service 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

 

Step 2: Click on the "Facility"  
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Step 3: Click on the "Leak Insp & Service" Tab 

 

 

 

Step 4: Click on the "Add New" button 
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Step 5: Enter all required fields  

• Facility Name (Auto populated) 

• Date of Service 

• Application Name  

• Type of Services  

• Leak Detected 

• Leak Detection Method 

• Technician Name 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 

 

Step 6: Click on the Submit button displayed at the bottom right of the page  
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Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> the saved Leak 

Insp Service record should be displayed under Leak Insp & Services Listing  
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5.11 Add Multiple Leak Inspection 

 

The user needs to follow the steps below to Add a new Multiple Leak Insp. & Service 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click on the "Facility"  
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Step 3: Click on the "Leak Insp & Service" Tab 

 

 

 

Step 4: Click on the "Add Multiple Leak Inspection" button 
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Step 5: Enter all required fields  

• Facility Name (Auto populated) 

• Appliance (Check all that are monitored) 

• Leak Inspection  

• Date of Service  

• Technician Name 

• Leak Detection Method 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 

Add Another Leak Inspection Date button  

   

 

Leak Inspection – 2: 

• Date of Service  

• Technician Name 
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• Leak Detection Method 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 

 

Step 6: Click on the Submit button displayed at the bottom right of the page  
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5.12 File Annual Report 

 

The user needs to follow the steps below to File Annual Report 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

Step 2: Click on the "Facility"  
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Step 3: Click on the "File Annual Report" Tab 

 

 

 

Step 4: Select the year for the report 

 

 

 

 



   

 

199 
 

Step 5: Select all the required checkboxes  

• Verify Company Information 

• Verify Facility Information 

• Verify Appliance Information 

• Verify Automation Leak Detection System Information (If Applicable) 

• Verify Servicing & Leak Repair Information 

 
 

Note: If your file has already been submitted or filed, you can open it to view the original report 

information; otherwise, you can file a new one. 

 

Select Annual Report Information and Documentation (These should not be selected under normal 

circumstances, only select these 2 checkboxes if the required leak inspection or ALD service record data 

was lost or doesn’t exist.) 

• Service Record data is not available in violation 

• ALD Servicing data is not available in violation 
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Refrigerant Purchase and Use Information 

• Type  

• Total Purchased  

• Total Charged  

• Total Stored  

• Total Shipped  

• Total Recovered  

• Add Comments  
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Step 5: Click on the File the Annual Report/ Resubmit button displayed at the bottom left of the page  
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Step 6: Check the "Terms and Conditions" box, then click "Submit Annual Report." 

 

 

 

Step 7: Navigate to registration -> Facility Management -> File Annual Report Tab-> the file record should 

be displayed under the Annual Report listing for West Coast Distributor Center (Facility Name) section 

and the Print button should be Enabled  
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5.13 Annual Fee tab 

 

The user needs to follow the steps below for Annual Fee Payment 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click on the "Facility"  
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Step 3: Click on the “Annual Fee” tab (Note: Users can only access the annual fee payment portal upon 

completion of the annual report for a given year.) 

 

 

 

Step 4: Click the drop-down arrow on the right side of the row that corresponds to the year of fees you 

wish to pay, and click “Generate Invoice”. 
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Step 5: If you have other facilities that you also wish to pay the fees for, select the check box for 

“Generate Invoice for other Facilities”. Otherwise, select “Generate Invoice for this Facility only.” (Note: 

Upon generating invoices for other facilities, you can select up to 10 facilities per fee transaction.) 

 

 

 

Step 6: Pay the fee using the following payment options: “Pay Now by Credit Card” or  

“Pay by ACH (eCheck)”. This will open our payment portal. The fee amount is $170 per “Medium” facility, and 

$370 per “Large” facility, plus applicable 2.99% transaction fee for credit card payments. Click the Captcha 

verification and click “Submit” to proceed. (Note: When submitting your payment through our portal, make sure 

to only click the final “Submit” button once. It may take a few seconds to respond, but clicking only once will 

ensure that no duplicate payments are submitted in error.) 
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5.14 User Management 

 

The user needs to follow the steps below for User Management 

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 
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5.13 Add New User 

 

The user needs to follow the steps below to add a new User  

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 

 

 

 

Step 2: Click on the Add User button under the User Listing Table  
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Step 3: Enter all the required information as shown below 

• First Name  

• Last Name  

• Phone  

• Email  

• Roles  

• Company (Auto Populated) 

Step 4: Click Save  
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6. Registering New Third Party Reporting Company 

 

6.1 Register New Company 

 

User needs to follow the steps below to register new company 

 

Step 1: Click on the Login/Register button on the landing page 

 

Step 2: Click on the “Register New Company” button displayed on the pop-up window 
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Step 3: The user should select “Type of Ownership” Ex: Third Party Reporting Company and Enter the 9-

digit EIN Number in the format XXXXXXXXX 

 

 

 

Step 4: Click on Next Button displayed at the bottom of the page 
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Step 5: Enter all the required information as shown below 

User Profile 

• First Name 

• Last Name 

• Email 

• Verify Email 

• Telephone 

 

 

 

Figure 3.1 

 

Company Profile 

 

 

• Company Name 

• EIN (Not Editable – the value is driven by the information entered on the Landing 

page) 

• Start Date of Operation 
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Contact Person Information 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 

 

Mailing Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 



   

 

213 
 

 

 

Step 6: User should click on the “Next” button, system navigates to “Registration Review” page allowing 

users to review the information provided. 

 

 

 

 



   

 

214 
 

Step 7: Check the “I accept Terms and Conditions” checkbox and click on “Next” button 

 

 

Step 8: The user navigates to the “Registration Confirmation” page 
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6.2 Activating Account 

 

The user needs to follow the steps below to Activating new Account 

Step 1: The user should be able to verify their email with an Okta email, with a subject like "Welcome to 

CARB!" 

 

 

 

Step 2: Open the Email and click the Activate RMP Account Button  
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Step 3: Click the Set-Up Button 

  

 

 

Step 4: Set the password according to the required criteria: 

 

Password requirements: 

At least 15 characters 

Contains a lowercase letter 

Contains an uppercase letter 

Contains a number 

Does not contain any part of your username 

Does not include your first name 

Does not include your last name 

Must be different from your last 12 passwords 

Enter all the required information as shown below  

              Enter password  

              Re-enter password  
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Step 5: Click on the Next Button displayed at the bottom of the page 
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Step 6: Signing in to the RMP Bookmark App 

 

 

 

Step 7: Welcome to Login Page  
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Step 8: Click "Login/Register" then click "Login." 
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Step 9: Enter the “Username” and “Password” 
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Step 10: Click the Verify button 
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6.3 Add Third Party Company from the CRF User 

 

The user needs to follow the steps below to Add new Third Party Company  

Step 1: The user must log in as the CRF Company Admin.  

 

 

 

Step 2: Click "Login/Register," then click "Login" 
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Step 3: Enter the “Username” and “Password” 
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Step 4: Click the Verify button 

 

 

 

Step 5: The system redirects to the homepage 
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Step 6: Click the Registration tab and select User Management.   

 

 

 

Step 7: On the User Listing page, scroll down and then click Add Third Party Company. 
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Step 8: Enter all the required information as shown below 

Select Third Party Company -Browse the company and then select company  

 

 

 

Step 9: Click on the Save button 
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Step 10: Navigate to Registration -> User Management; the saved Third-Party Company should be 

displayed under Third Party Company Listing 
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6.4 Add Facility in Third Party Company 

 

Go back to the Third-Party Company login 

The user needs to follow the steps below to Verify the Facility 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

Step 2: Click the Add New button under the Facility Listing section. 
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Step 3: Select the Company Name, then click the Proceed button. 

 

 

Step 5: Enter all the required information as shown below 

Facility 

• Company Name (Auto Populated) 

• Facility Name 

• Start Date of Operation 
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Location Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 

 

Facility Contact Person (Select checkbox Facility contact person is same as company contact 

person or enter all the required fields) 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 
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Business Codes 

• NAICS Code 

• SIC Code  
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Step 6: Click on the Submit button displayed at the bottom right of the page 
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6.5 Add New Appliance  

 

The user needs to follow the steps below to Add New Appliance 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

Step 2: Click the "Facility Name"  
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Step 3: Click on the "Appliance" tab 

 

 

Step 4: Click "Add New" at the bottom left of the page 
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Step 5: Enter all required fields in accordance with the compliance rules 

Appliance 

• Appliance Name 

• Model Year 

• Model or Description 

• Serial Number 

• Location (Depends on the Compliance Rule) 

• Temperature Class 

• Refrigerant Type (Depends on the Compliance Rule) 

• Technician Name  

• Technician Certificate Type 

• Technician Email  

• Means By Which Charge Amount Determined 

• Installation Date  

• Manufacturer  

• Equipment Type (Depends on the Compliance Rule) 

• Operational Status (Depends on the Compliance Rule) 

• Location – Description  

• Refrigerant Full Charge Amount (Depends on the Compliance Rule) 

• Initial Amount of Refrigerant Charged into the System 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes 
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Step 6: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 7: Navigate to Registration -> Facility Management -> Appliances tab -> the saved Appliance 

should be displayed under Appliance Listing  
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Step 8: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> scroll down to 

Appliance compliance checklist Listing, the appropriate compliance rule is displayed for the Appliance 

added 

Click the Leak Insp. & Service Tab  
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6.6 Change Appliance Architecture 

  

The user needs to follow the steps below to Change Appliance Architecture 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

  

Step 2: Click the "Facility Name"  

 

 

Step 3: Click on the "Appliance" tab 
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Step 4: Select the checkbox next to the appliance you want to change 

 

 

  

Step 5: Click "Appliance Architectural Changes" at the bottom left of the page 
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Step 6: Enter all required fields according to the appliance change details 

  

Appliance Architectural Changes: 

• Date of Change 

• Type of Change 

• Technician Name 

• Technician Certificate Type 

• Technician Email 

• Means by Which Charge Amount Determined 

• Date of Registration 

• Required fields that appear based on the selected Type of Change 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes   
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Step 7: Click on the Submit button displayed at the bottom right of the page 

 

Step 8: Navigate to Registration -> Facility Management -> Appliances tab -> the updated Appliance 

should be displayed under Appliance Listing  
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Click on the Facility Name in the Facility Listing table. 

 

Click on the Appliances tab 
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6.7 Add New ALD (Automatic Leak Detection (ALD) Systems)  

 

The user needs to follow the steps below to Add New ALD (Automatic Leak Detection System) 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

Step 2: Click on the Facility Name in the Facility Listing  
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Step 3: Click on the "ALD Sys & Services" tab 

 

 

 

Step 4: Click on the "Add New" button under the Automatic Lead Detection (ALD) Systems 
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Step 5: Enter all required fields  

• ALD System Name 

• Leak Detection System Type  

• Installation Date 

• Appliance (Check all that are monitored) 

 

Step 6: Click on the Submit button displayed at the bottom right of the page 
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Step 7: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> the saved ALD Sys 

should be displayed under ALD Sys Listing  
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6.8 Add New ALD (Automatic Leak Detection (ALD) Servicing)  

 

The user needs to follow the steps below to Add New ALD (Automatic Leak Detection Service)  

Step 1: Click "Add New" under the Automatic Lead Detection (ALD) Servicing  

 

 

 

Step 2: Enter all required fields  

• Facility Name (Auto populated) 

• ALD System Name 

• Date of Service 

• ALD Service Type 

• Detection limit indicated after service  

• Alarm set point after service  

• Description of service 
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Step 3: Click on the Submit button displayed at the bottom right of the page 
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Step 4: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> scroll down to 

Automatic Leak Detection (ALD) Servicing Listing the saved ALD Service record should be displayed under 

ALD Servicing Listing 
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6.9 Shut Down ALD  

 

The user needs to follow the steps below to Shut Down an existing ALD 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click the "Facility"  
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Step 3: Click on the "ALD Sys & Services" tab 

 

 

 

Step 4: Select the checkbox next to the ALD you want to shut down 

 

 

 

Step 5: Click on the "Shut Down" button  
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Step 5: Enter all required fields  

 

• Date of Shutdown 

• Technician Certificate Number 

• Technician Company Name 

 

 

 

Step 6: Click on the Submit button displayed at the bottom right of the page 
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Step 7: Navigate to Registration -> Facility Management -> ALD Sys & Services tab -> the ALD Sys that 

was shut down should no longer be displayed under ALD Sys Listing  
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6.10 Leak Inspection & Service  

 

The user needs to follow the steps below to Add a new Leak Insp. & Service 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

Step 2: Click on the Facility Name in the Facility Listing  
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Step 3: Click on the "Leak Insp. & Service" tab 

 

 

 

Step 4: Click on the "Add New" button 
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Step 5: Enter all required fields  

• Facility Name (Auto populated) 

• Date of Service 

• Application Name  

• Type of Services  

• Leak Detected 

• Leak Detection Method 

• Technician Name 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 
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Step 6: Click on the Submit button displayed at the bottom right of the page  

 

 

 

Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> the saved Leak 

Insp. Service record should be displayed under Leak Insp & Services Listing  
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 6.9 Add Multiple Leak Inspection 

 

The user needs to follow the steps below to Add a new Multiple Leak Insp. & Service 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

Step 2: Click on the Facility Name in the Facility Listing  
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Step 3: Click on the "Leak Insp. & Service" tab 

 

 

 

Step 4: Click on the "Add Multiple Leak Inspection" button 
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Step 5: Enter all required fields  

• Facility Name (Auto populated) 

• Appliance (Check all that are monitored) 

Leak Inspection – 1: 

• Date of Service  

• Technician Name 

• Leak Detection Method 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 

Add Another Leak Inspection Date button  
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Leak Inspection – 2: 

• Date of Service  

• Technician Name 

• Leak Detection Method 

• Technician Certificate Number 

• Technician Certificate Type 

• Technician Company Name 

• Technician Email 

• Additional Notes 
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Step 6: Click on the Submit button displayed at the bottom right of the page  

 

 

 

Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> the saved Leak 

Insp Service record should be displayed under Leak Insp & Services Listing  
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6.11 File Annual Report 

 

The user needs to follow the steps below to File Annual Report 

Step 1: Click the "Registration" tab and select "Facility Management" Go to the Facility Listing section. 

 

 

Step 2: Click on the Facility Name in the Facility Listing  
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Step 3: Click the File Annual Report 

 

 

 

Step 4: Select the year filed the report 
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Step 5: Select all the required checkboxes  

 

• Verify Company Information 

• Verify Facility Information 

• Verify Appliance Information 

• Verify Automation Leak Detection System Information (If Applicable) 

• Verify Servicing & Leak Repair Information 

 

Note: If your file has already been submitted or filed, you can open it to view the original report 

information; otherwise, you can file a new one. 

 

Select Annual Report Information and Documentation 

• Service Record data is not available in violation 

• ALD Servicing data is not available in violation 
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Refrigerant Purchase and Use Information 

• Type  

• Total Purchased  

• Total Charged  

• Total Stored  

• Total Shipped  

• Total Recovered  
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Step 5: Click on the File the Annual Report/ Resubmit button displayed at the bottom left of the page  
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Step 6: Check the "Terms and Conditions" box, then click "Submit Annual Report." 

 

 

 

Step 7: Navigate to registration -> Facility Management -> File Annual Report Tab-> the file record 

should be displayed under the Annual Report listing for Seafood1 (Facility Name) section and the Print 

button should be Enabled  
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6.11 User Management 

 

The user needs to follow the steps below for User Management 

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 
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6.12 Add New User 

 

The user needs to follow the steps below to add a new User  

Step 1: Click the "Registration" tab and select "User Management" go to the User Listing Section 
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Step 2: Click on the Add User button under the User Listing Table  

 

 

 

Step 3: Enter all the required information as shown below 

• First Name  

• Last Name  

• Phone  

• Email  

• Roles  

• Company (Auto Populated) 
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Step 4: You will be redirected to the User Listing page to verify the new user 
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7. Air District Inspector – Inspection Report 

 

7.1 User Management 

 

Step 1: To add a user in User Management, click 'Registration' and then select 'User Management.' 

 

 

Step 2: Click the 'Add User' button under the User Listing section. 
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Step 3: Fill in the Required information  

• First Name  

• Last Name  

• Phone  

• Email  

• Roles (Air District Inspector) 

• Company  
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Step 4: Verify the newly created user under Registration -> User Management -> User Listing section. 
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7.2 Facility Management 

 

Step 1: Click on 'Registration' and then select 'Facility Management.' 

 

 

Step 2: You will be taken to the Facility Listing page. 
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7.3 Company Management 

 

Step 1: Click 'Registration' and select 'Company Management’. 

 

 

Step 2: You will be taken to the Company Listing page 
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7.4 Inspection Report  

 

A. Inspection for Facility with Refrigeration Systems 

 

Step 1: Click “Inspections” 

 

 

 

Step 2: Select 'Inspection for Facility with Refrigeration Systems' and click 'Continue.' 
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Step 3: Select the Facility Name under the Facility Listing section. 

 

  

 

Step 4: Click “Add” under the Inspection Listing Section  
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Step 5: Scroll down and fill in all the required inspection questions. 

 

• Is Facility Registration up to date? (95383) 

• Is all documentation listed in annual reports kept on site (print or digital) for verification? 

(95389) 

• Are all Annual Reports filed? (95388(a)) 

• Do all Annual Report contain all required information? (95388(b)) 

• Are all Implementation/Annual Fees paid? (95384) 

• Does the facility conduct required leak inspections? 

(95385(a),95385(b),95385(c),95385(d),95385(e),95385(b)(7)) 

• Does the facility have an installed ALD? (95385(a)(2)) 

• Does the facility have their ALD sense 10 ppm and alert at 100 ppm? (95385(b)(5)) 

• Did the facility timely repair their leaks by certified technician? 

(95386(b),95386(c),95386(d)) 

• Did the facility use a technician holding a C38 contractor's license to repair the leak? 

(95386(h)) 

• Did the facility conduct an initial verification test after repairing the leak? (95386(e)) 

• Did the facility conduct a follow-up verification test after repairing the leak? (95386(f)) 

• Did the facility create a retrofit or retirement plan after failing to repair leak? (95386(g)) 
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Inspection Summary  

• Inspection Date 

• Notes 
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Notice to Compliance  

• Was an NTC Issued? 

• NTC Number 

 

 

 

Notice to Compliance  

• Was an Nov Issued? 

• NOV Number 
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Step 6: Click the Submit button  

 

 
 

Step 7: Verify the newly created inspection by reloading the same page under the Inspection Listing 

section. 
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B. Inspection for Wholesaler/Distributor 

 

Step 1: Click “Inspections” and select “Inspection for Wholesaler/Distributor” and click Continue  

 

 

 

Step 2: Verify all the listing facilities under the facility listing section  
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C. Inspection for Reclaimers 

 

Step 1: Click “Inspections” and select “Inspection for Reclaimers” and click Continue  

 

 

 

Step 2: Verify all the facilities listed under the Facility Listing section. 
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Step 3: Select the Facility Name under the Facility Listing section. 

 

 

Step 4: Click “Add” under the Inspection Listing Section  
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Step 5: Scroll down and fill in all the required inspection questions. 

 

 

 

Reporting-Certified Reclaimer 

• Is Facility Registration up to date? (95393) 

• Is all documentation listed in annual reports kept on-site (print or digital) for verification? 
(95393(a)(1)) 

• Are invoices of all refrigerants received and distributed through a sale or transfer kept on 
site (print or digital) for verification? (95393(a)(2)) 

• Are all Annual Reports filed? (95392(b)) 

• Do all Annual Reports contain all required information? (95392(b)) 
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Inspection Summary  

• Inspection Date 

• Notes 

 
 

Notice to Compliance (NTC)  

• Was an NTC Issued? 

• NTC Number 
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Notice of Violation (NOV)  

• Was an NOV Issued? 

• NOV Number 

Step 6: Click the Submit button  
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Step 7: Verify the newly created inspection by reloading the same page under the Inspection Listing 

section. 
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7.5 GWP Report 

 

Step 1: Click "Login/Register," then click "Login" 
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Step 2: Enter the “Username” and “Password” 
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Step 3: Click the Verify button 

 

 

 

Step 4: The system redirects to the homepage 
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Step 5: Add New Facility   

Create a facility using the appropriate NAICS code from the following options:  

452910, 445110, 452112, 445120, 445299, 446191, 445230, 453998, 445220, 452990, 445292, 447110, 

or 454111. 

Click on Registration, then select Facility Management. 

 

 

 

Step 6: Click the Add New button  
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Step 7: Enter all the required information as shown below 

Facility 

• Company Name (Auto Populated) 

• Facility Name 

• Start Date of Operation 

 

Location Address 

• Street Address 1 

• Street Address 2 (Note: Optional field) 

• City 

• State 

• Zip Code 
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Click the "Validate Address" button, then select "Yes/Accept." 

Facility Contact Person (Select checkbox Facility contact person is same as company contact 

person or enter all the required fields) 

• First Name 

• Last Name 

• Position 

• Phone 

• Email 
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Business Codes 

• NAICS Code (452910, 445110, 452112, 445120, 445299, 446191, 445230, 453998, 

445220, 452990, 445292, 447110, or 454111) 

• SIC Code  
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Step 8: Click on the Submit button displayed at the bottom right of the page 

 

 

 

Step 9: Navigate to Registration -> Facility Management -> the saved Facility should be displayed under 

Facility Listing 
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302 
 

8. Add a new appliance manufactured before the year 2019 for inclusion in the GHPH report. 

 

The user needs to follow the steps below to Add New Appliance 

Step 1: Click the "Registration" tab and select "Facility." Go to the Facility Listing section. 

 

 

 

Step 2: Click the "Facility Name"  
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Step 3: Click on the "Appliance" tab 

 

 

 

Step 4: Click "Add New" at the bottom left of the page 
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Step 4: Enter all required fields in accordance with the compliance rules 

Appliance 

• Appliance Name 

• Model Year 

• Model or Description 

• Serial Number 

• Location (Depends on the Compliance Rule) 

• Temperature Class 

• Refrigerant Type (Depends on the Compliance Rule) 

• Technician Name  

• Technician Certificate Type 

• Technician Email  

• Means By Which Charge Amount Determined 

• Installation Date (Install date should be less than 01/01/2020) 

• Manufacturer  

• Equipment Type (Depends on the Compliance Rule) 

• Operational Status (Depends on the Compliance Rule) 

• Location – Description  

• Refrigerant Full Charge Amount (Depends on the Compliance Rule) 

• Initial Amount of Refrigerant Charged into the System 

• Technician Certificate Number 

• Technician Company Name 

• Additional Notes 
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Step 5: Click on the Submit button displayed at the bottom right of the page 
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Step 6: Navigate to Registration -> Facility Management -> Appliances tab -> the saved Appliance 

should be displayed under Appliance Listing  

 

 

Step 7: Navigate to Registration -> Facility Management -> Leak Insp & Services tab -> scroll down to 

Appliance compliance checklist Listing, the appropriate compliance rule is displayed for the Appliance 

added 
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9. Weighted Average GWP and Greenhouse Gas Potential Report  

 

Step 1: Click “Registration” and select “Company Management”. 

 

 

Step 2: Click on the company name in the “Company Listing” section. 
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Step 3: Scroll down to see the link for the “Weighted-Average GWP and Greenhouse Gas Potential 

Report”. 

 

 
 

Step 4: Click the link  
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Step 5: Report the file from the 'File Report' section by clicking the year you want to file. 

 

 

Step 6: Fill all the required information 
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Click the “List of Systems and Calculations”  

 

 
 

Click the Submit button  
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Step 7: Accept the Penalty of Perjury and click Continue  
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10. Batch Import 

 

The user needs to follow the steps below to Batch Upload 

Step 1: Click on the Login/Register button on the landing page 

 

 

Step 2: Click on the “Login” button displayed on the pop-up window 

 

 

Step 3: Enter the “Username” and “Password” 
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Step 4: Click the Verify button 
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Step 5: The system redirects to the homepage 

 

 

 

Step 6: Click “Registration” and then select “Batch Import” 
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Step 7: Select the “Import Year”, “Upload Title” and “Upload File”  

 

  

 

 

 

 

Step 8: Click the Upload files or Drop Files 
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Step 9: Go to Registration -> Facility Management, and the newly created facility should be displayed 

under the Facility Listing section 
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11. Reports and Dashboards 

 

11.1 Accessing Reports 

 

Login into external site, navigate to Reports tab -> All Folders -> RMP R3 Reports 

 

 

 

Click on “RMP R3 Reports”  
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11.2 Annual Report Submittal and Fee Payment Report 
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11.3 Company Mapping Filed 
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11.4 Company Mapping Filed Detail 
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11.5 Facility and System Refrigeration Information 
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11.6 Company and Facility Contacts 
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11.7 Facility Service Records 
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11.8 Refrigerant Transaction Distribution 
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11.9 Refrigeration Transaction Reclaimer 
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