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Kia ora koutou,
We’'ve received quite a few reporting requirement questions lately. If you are at all
unsure of reporting requirements and the deadline, how to report or where to find things,
please read below.
Deadline: 1 December each year. We have asked you to submit earlier, if possible,
given our limited resources in processing submission. We are so grateful for those of
you who already have.
What to submit (see Reporting Checklist attachment):
o Data template for current year
o Data template for any historical years you have not previously submitted,
including corrections to previous years
o Data template for base year if reporting for the first time or re-stating your base
year
e Emissions Reduction Plan if you are submitting for the first time or have updated
your ERP from last year
o Emissions Reduction Survey — the link for this external survey is in task 1.2 in the
tool.
e Audit verification documentation
Where to find documents:
¢ All reporting related documents, including a word version of the survey, can be
found under Reports -> Overview -> Shared -> Reporting Templates and Info
(outlined in the attached user guide)
¢ For detailed reporting information, you can view recordings of reporting webinars
in the MfE CNGP Teams channel under the files. These provide detailed step-by-
step instructions on how to use the template and the data tool.
o MfE Certification and Accreditation of the data tool can be found under Reports ->
Overview -> Shared -> Certification and Accreditation
How to submit:
¢ Login to: https://login.adaptiveinsights.com/app
o Each organisation is allowed 2 individual logins and 1 generic email login. If
you need to change users, please let us know and we’ll take care of it.
¢ Detailed instructions are attached in the user guide.
¢ Ensure you send CNGP the notification (task 1.3 in the tool) AFTER you have
attached all your documentation and completed the survey.
Who to contact with questions:
¢ Please contact the CNGP inbox with any questions rather than individuals to
ensure you get a timely response.
We’re looking forward to seeing some great progress this year!
Nga mihi,
Sultana, Bree, Louise, & Matthew

Carbon Neutral Government Programme
Ministry for the Environment | Manati M6 Te Taiao



cngp@mfe.govt.nz | environment.govt.nz














































4. CNGP will review your documents

* CNGP will do a high-level review of your data files, emissions reduction
plan, verification documents and comé)leted survey. It is your
responsibility to review all files and ensure correctness before
submitting to CNGP.

 CNGP will contact you if there are discrepancies.

* CNGP will upload your data into the system to produce a dashboard once
any errors/discrepancies have been resolved and will then contact you to
review your dashboard.

A7 carbon Neutral

\

<~ /\/ Government Programme
N -





































	CNGP User Guide 2024.pdf
	Slide 1
	Slide 2: Logging in
	Slide 3: Change your password
	Slide 4: Navigating to your landing page
	Slide 5: Documents in the tool 
	Slide 6: Overview of process
	Slide 7: Navigating to landing page
	Slide 8: Note about organisational view
	Slide 9: 1. Attaching files
	Slide 10: Attaching additional files
	Slide 11: 2. Complete reporting survey
	Slide 12: 3. Notify CNGP that you have attached files
	Slide 13: 4. CNGP will review your documents
	Slide 14: Notification to check dashboard
	Slide 15: Check your dashboard
	Slide 16: Checking your dashboard
	Slide 17: Checking your dashboard – calendar year
	Slide 18: Checking your dashboard
	Slide 19: Functionality of your dashboard
	Slide 20: Functionality of your dashboard
	Slide 21: Confirm your dashboard to CNGP
	Slide 22: Dashboard approval
	Slide 23: Dashboard Approval
	Slide 24: Congratulations! You’ve completed your CNGP reporting!


