
Walk Through of VEEP 
Online System

• Registering as a ‘New User’
• Logging On and Reporting



Welcome Screen – New Users (Register)

New users need to register for access to reports.  
Click register to begin.



VEEP Registration – New Users

 Select a VEEP Facility

 Complete personal 
information

 Choose password

 Security Question
 This will allow you to 

access your account if you 
forget your password

 Email address is your 
User ID



Select VEEP Facility – New Users

1. Find facility or facilities you report for in the list of ‘Available VEEP 
Facilities’, then hit ‘Submit’.

If your facility is not listed, please contact Keith Boisvert at (840) 698-4225 
or keith.boisvert@deq.virginia.gov or Morgan Goodman at (804) 698-
4122 or morgan.goodman@deq.virginia.gov



Registration Questions

 Will I need to register every year?

 No, once you register with your email address and 
choose a password in the system you can use it in 
following years.

 What if I forget my password?

 Use the Forgot Password? link on the login page.

 Can multiple users have access to my facility?

 Yes, multiple users can have access to a facility.



Registration Questions

 What if my facility is not on the ‘Available 
VEEP Facilities’ list?

 Contact Keith Boisvert at (804) 698-4225 or 
keith.boisvert@deq.virginia.gov or 
Morgan Goodman at (804) 698-4122 or   
morgan. goodman@deq.virginia.gov. 

 What if I submit a request for access but I am 
not able to login after 2 hours?

 Contact Keith Boisvert or Morgan Goodman



Welcome Screen – Login 
WWW.VEEPonline.org

Login using your User ID (email address) 
and password



To begin a new report for a facility…

Click ‘New’ to start reporting



General Information

ONLY the “Next” button 
saves changes to page



Impact Reports

All environmental commitments that were reported on last 
year are listed here



Choosing New Impact Reports

If it is the first year of reporting for an environmental commitment, a new 
impact report will need to be added.

To add new reporting commitments use the ‘Category’, ‘Indicator’, and 
‘Normalizing Basis’ drop down menus and hit add.

First choose a category.



Impact Reports – New

Second, chose an Indicator.

‘Indicator’ options are based on the ‘Category’. See Attachment 1 at the end 
of the VEEP Annual Report Instructions for all options.

Note: Units will be chosen later.



Impact Reports – New

Third, chose the “Normalizing Basis’.

Dollar Value of products sold Employee hours worked 
Number of Employees Number of production hours 
Number of products sold Units of products produced
Square Footage of facility

Then, click “Add” to create the new report



Impact Reports

Once “Add” is clicked the Impact Report will be added to the list.

NOTE: Each reporting commitment must have a unique category/indicator/normalizing basis 
combination. 

For example these combinations are valid because they have a different normalizing basis.
• waste / hazardous waste recycled / square footage of facility 
• waste / hazardous waste recycled / employee hours worked

However, the program will not allow identical combinations.
• waste / hazardous waste recycled / square footage of facility 
• waste / hazardous waste recycled / square footage of facility



Impact Report – Step 1

Answer question in space provided.

Note: If this is a new report added this year, the box will be empty. 

Since this is not the first year reporting on this impact, information from the previous 
year is automatically available.  Update information as necessary.



Impact Report – Step 2

Provide any notes necessary in the space provided.

Note: If this is a new report the box will be empty. 

If this is not the first year reporting on this impact, normalizing basis notes from the 
previous year are automatically available. Update information as necessary.



Impact Report – Step 3

Reporting Year Normalizing Quantity (138264) divided by Baseline Year Normalizing Quantity 
(148264) = Normalizing factor of (0.9326)

Reporting year Quantity (11,603.02 MMBTU) divided by the normalizing factor (0.9326) = 
Normalized Quantity (12,442.2131 MMBTU)

Once entered and ‘Calculated’, the 
‘Baseline Normalizing Quantity’ 

cannot be changed.



Impact Report – Step 4

Click Next to save information from Steps 1 – 4. 

If any required information is left blank an error message will appear. Fill in the 
necessary information to continue.



EMS Update

Enter new information or update information from previous year.

Click Next to continue and save.



Additional Information



Additional Information – con’t



Additional Information – Attachments 

Click select to add a file to 
be uploaded.

Uploaded files will appear 
here.

Click upload to upload the 
file(s)



Certify Report

To submit report, enter initials and click submit.

Once you certify/submit the report you will no longer be able to make changes.

View what your submitted report will 
look like by viewing the ‘printable 

version’



Certify Report - Overview

Click view to see a copy of the submitted report with the 
certifiers name and initials and the date it was certified.

The report will come up as Certified 
once it has been submitted.



Approved Report

The report will come up as Approved 
once it has been reviewed and 

approved by DEQ staff.



After Report Submission

 After a report is submitted, DEQ staff will review the report.

 Facilities may be contacted if the reviewers identify areas of 
the report in need of revision or further clarification. 

 If not contacted, facilities can expect that their report is final 
and will be made publicly available and/or used for VEEP 
program evaluation and outreach purposes. 

 Can reports be revised after submittal? 

 During the review period, facilities cannot access the report 
directly. For revisions, contact Keith Boisvert at (804) 698-
4225 or keith.boisvert@deq.virginia.gov or Morgan Goodman 
at (804) 698-4122 or morgan.goodman@deq.virginia.gov.



Things to Remember

 Always use the ‘Next’ and ‘Back’ buttons when 
moving though the report.

 You cannot advanced to the next page of the 
report until all mandatory fields have been 
filled.

 There can be access to the same report by 
multiple users.

 DEQ does not allow unauthorized access to 
VEEP reports.



Things to Remember

 All reporting commitments (Category, 
Indicator, Normalizing Basis) must be different 
from one another.

 Anything that you can’t edit, we can, just 
contact us.

 The site will time out if you spend too much 
time on a page. 



Please contact DEQ with any questions.

Keith Boisvert, 804-698-4225 
keith.Boisvert@deq.virginia.gov

Morgan Goodman, 804-698-4122
Morgan.Goodman@deq.virginia.gov
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