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Glossary:
Term to use
Organization
Facility
Assets
Emission Source
Emission Factor
Emission Factor Library
Activity Data

Approach

Equity Share

Operational Control

Financial Control
Direct Emissions
Indirect Emissions
Scope 1
Scope 2
Scope 3
Greenhouse Gases
Stationary Combustion
Mobile Combustion

Fugitive Emissions

Definition
The reporting company that you are calculating the carbon footprint for.
All the facilities within your organization.
The assets that emit greenhouse gases.
Any physical unit or process which releases GHG into the atmosphere.
A factor allowing GHG emissions to be estimated from a unit of available activity
data.
A full set of emissions factors for a particular site and reporting period.
Non-financial data associated with activities that generate emissions in the
reporting period (e.g., kWh of electricity consumed).
Like financial accounting there are guiding principles for dealing with
wholly and partially owned operations. A reporting company must choose a
consolidation approach (equity share, operational control or financial control), and
must follow the same consolidation principles throughout all organisations being
assessed within a corporation.
Reflects economic interest, which is the extent of rights a company has to the risks
and rewards flowing from an operation. Typically, the share of economic risks and
rewards in an operation is aligned with the company's percentage ownership of that
operation, and equity share will
normally be the same as the ownership percentage.
The ability of a company to direct the policies of another operation. The
organization or one of its subsidiaries has the full authority to introduce
and implement its operating policies at the operation.
The ability of a company to direct the policies of another operation. The
organization has the ability to direct the financial and operating policies of the
operation with a view to gaining economic benefits from its activities.
Emissions from sources that are owned or controlled by the reporting company.
Emissions that are a consequence of the operations of the reporting company, but
occur at sources owned or controlled by another company.
A reporting organization’s direct GHG emissions.
A reporting organization’s emissions associated with the generation of electricity,
heating/ cooling, or steam purchased for own consumption.
A reporting organization’s indirect emissions other than those covered in scope 2.
GHGs are the seven gases listed in the Kyoto Protocol: carbon dioxide
(CO2); methane (CH4); nitrous oxide (N2O); hydrofluorocarbons (HFCs);
perfluorocarbons (PFCs); sulphur hexafluoride (SF6); nitrogen trifluoride (NF3).
Burning of fuels to generate electricity, steam, heat, or power in stationary
equipment such as boilers, furnaces etc.
Burning of fuels by transportation devices such as cars, trucks, trains, airplanes,
ships etc.
Emissions that are not physically controlled but result from the intentional or
unintentional releases of GHGs. They commonly arise from the production,
processing, transmission, storage, and use of fuels and other chemicals, often
through joints, seals, packing, gaskets, etc.
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Introduction
There are two applications in the IFS Cloud Sustainabiltiy Hub suite:
1. Microsoft Teams application for campaign management: a tool to collect data from people.
Click here to access the app and user guide.
2. Carbon Footprint Tool: a tool to collect carbon footprint data from spreadsheets, or manual
input to view and manage an organizations carbon emission. Future releases intend to
automate the data collection process and expand into ESG (Environmental, Social and
Governance) reporting. This user guide covers the Carbon Footprint Tool.

Getting Starting: Installation and Access
Accessing the Sustainabiltiy Hub App
Navigate to the Team in which the Sustainability Hub is installed.
After following the deployment manual, your app will be available in the Environment you have
created. You can access using the following steps:
1. Go to make.powerapps.com
2. Click on the Environment on the top right and select the Environment where the app is
installed, click on “Apps” in the left navigation and then select the installed app.

If you prefer to add the app to Microsoft Teams, and access from Teams, then refer to this page for
steps.

App Permissions
There are two levels of access in this app:
1. Corporate Manager Access: Full access to all sites, the user can create, edit and remove
sites, assets, and activity data.
2. Site User Access: Restricted access (access only to the site the user belongs to), can
create, edit and remove assets and activity data of the site assigned to.

Sharing the App
Navigate to make.powerapps.com, in the top right-hand corner select the environment your app
is loaded into. On the left pane navigation click on “Apps”. Click on the ellipses (…) next to the app
name and select “Share”.
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Assigning Security Roles to the App
Once off step: Select the app from left panel then expand Dataverse drop down to select security
roles as shown in the figure below, then click the share button. Once the app is assigned the “Site
User” and “Corporate Manager” role, these two roles will automatically get populated every time
you share the app with end users.
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Assigning Security Roles to Users
Search the user with whom you want to share the app, select that user, expand the Dataverse
dropdown and select the role you want to assign them and hit share.
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Sustainability Hub Carbon Footprint Tool – User Guide
Setup: Setting up your Company and Sites
Navigate to the “Sustainability Hub” tab, and click on “Data Setup” to get started

The first time you use the app you will be prompted with the below setup instructions:

Add Company
Once off step: setting up your organisation is a once off step. Use the following steps to add a
Company.
1. Click the “Setup” button on the Getting Started page depicted above.
2. It will take you to the company setup page.
a. Add your company details
b. Enter your carbon footprint reporting period (typically this is your financial year)
c. List your assets which generate emissions (these assets differ from financial
accounting definitions, instead they are meant to help define how you would view
carbon emissions results by asset). Examples include:
i. Company Owned Diesel Fleet Vehicles
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ii.
iii.
iv.
v.

Company Owned Petrol Fleet Vehicles
Diesel Generators
Office Buildings (Air Conditioning, Electricity)
Warehouses

Site and Activity Data Setup Options
If you have already set up your company, then the page below will open when you click “Data
Setup”. You can setup your sites and activity data from any of below three Options.

1. Import Setup: Import site data and activity data from excel. Refer to the Data Import
Guide
2. in this document, for the steps.
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3. Manual and Import Setup: Manually setup site data and import activity data from excel.
Refer to the Data Import Guide in this document, for the steps.
4. Manual Setup: Manually setup site data and activity data. This user guide will take you
through the manual steps. Below Page will open if you click Manual Setup. Fill all the
details and click next.

Add Sites
Use the following steps guide you through manually adding sites.
1. Enter your site’s details
2. Select the reporting period
3. Under “Please copy from an existing emissions factors library or create a new one”:
a. Create a New emissions factor library by clicking on “New”, or
b. Copy and existing library by clicking “Copy”
Note: all the required Scope 1, 2 and 3 emissions factors for a site need to be in one library,
for example you might have an emission factor library for all sites based on their location or
electrical grid supply.
4. To add your own emission factors and emission factor library, add new rows to “Factors”
and “Library” in the “Settings” section of the app. Click here: Settings to go to the settings
section in this document.
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Setup your Emission Sources per Site
Scope 1
Scope 1 emission sources are direct emissions from sources owned or controlled by your
organization. Use the following steps to setup the emission sources for each site:
1. Click “Add” to create a new emission source
2. Select the emission category from the drop down.
3. Click the gear icon to add and map “Emission Categories” and “Emission sources” missing
from the drop-down lists.

4. Select the emission source from the drop down, emission type and emission factor will auto
populate
5. Select the asset the emissions are generated from
6. Add asset quantity, for example “12” for 12 company owned petrol vehicles
7. Select the unit the activity data will be provided in

8. Use the scroll bar to view targets and thresholds. Enter your emission reduction target for
each emission source, and the annual minimum and maximum threshold you expect for
that emission source. The annual thresholds will be used to validate your activity data.
9. Click “Setup” to navigate to Scope 2 emission source setup
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Scope 2
Scope 2 emissions are indirect GHG emissions associated with the purchase of electricity, steam,
heat, or cooling. Follow the steps provided in “Scope 1” to setup Scope 2 emissions.

Scope 3
Scope 3 emissions result of activities from assets not owned or controlled by the reporting
organization, but that the organization indirectly impacts in its value chain. Follows the steps
provided in “Scope 1” to setup Scope 3 emissions.

Activity Data: Inputting your Data
Activity Data
After completing the “Data Setup”, navigate to “Activity Data” from the left pane navigation. This will
open below page. Select your Site and Reporting period from drop downs and start filling your
activity data. These steps take you through manually inputting your data, click here: Data Import
Guide to go to the data import guide in this document. The data import guide provides
introductions to uploaded your data via excel.

Site Selection
Select the site from the drop-down menu, to manage its activity data. Similarly to the “Data Setup,”
you will work on Scope 1, then Scope 2 and finally Scope 3.

Enter Data
Enter the Activity Data (volume data for the emissions source such as liters of diesel or kWh or
electricity). Data outside of the thresholds setup in “Data Setup” or missing data, will show a red
box around it which guides you to review and validate your data.

Click on the Page icon to add a note to your data if you need to explain any data discrepancies.
Completed notes will show a page with writing icon.
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If you make any edits to your data, or upload data from excel, click the “Calculate All” button to
recalculate

If you have any missing emission factors or unit conversions, the activity data will not calculate
emissions. Follow these steps to review your setup and rectify the issue.

Click “Save” and follow the same steps for Scope 2 and Scope 3.

Dashboards
Click on “Dashboards” on the left pane navigation menu. Dashboards provide a summary view of
your carbon emissions. The “Emissions Dash” will show a summary of emissions for the site you
are assigned to.

The setup and emissions calculation process is now complete. All the previous steps take you
through a wizard-type experience, however, the steps can also be completed in the “Settings” tab.
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Settings
The figure below shows all the options available in the “Settings” section of the app. In each
section of the “Settings” tab, you can add New rows, Edit existing rows by selecting that row first,
and Delete rows. You can bulk upload using excel by following the Data Import Guide.

IFS Cloud Sustainability Hub – Carbon Footprint - User Guide // 13

The following provides a summary of section in “Settings”:
Company Profile
• Companies: A list of the companies in your organization that you are
calculating a carbon footprint for
• Sites: The list of each organization's facilities
• Assets: The vehicles, equipment or buildings that generate
emissions
• Reporting Periods: The annual period(s) you calculate a Carbon
Footprint for (usually an organization’s financial year)
Emission Factors
• Libraries: The set of emission factors to be allocated to specific sites
• Factors: A list of individual emission factors which can be allocated
to a library
Data
• Setup: The emission sources (e.g. petrol vehicle) and their
corresponding category (e.g. mobile combustion) applicable to each
site
• Activity Data: Monthly volume data for each emission source for
each site for the reporting period (e.g. liters of petrol per month)
Settings
• Units: List of units used for unit conversions
• Unit Conversions: Conversion factors which are applied to emission
calculations to ensure the activity data and emission factors have the
same base units (e.g. activity data provided in kiloliters is first
converted to liters before being multiplied by an emission factor which
is kgCO2e / liter)
• Categories: List of categories for Scope 1, Scope 2 and Scope 3
• Sources: List of emissions sources such as fuel and gases
• Source Mappings: Table to map emission sources to their category
• Site Sectors: Sectors applicable to your organization which are to be
allocated to each site (e.g., office, retail, industrial)
• Site Status: Status to be allocated to each site (e.g., active, major
renovation, sold)

Auditing
View Changes to a Single Record
Auditing is enabled on the “Activity Data” table. If you make any changes to an existing record, you
will be able to track the auditing history of that record. Switch to “Settings” on the bottom left and
then select “Activity Data”. To view the audit history of a specific record, open it and click on
“Related” and select “Audit History” as shown in image.
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View all Changes
To track all the updates together, navigate to advanced settings from top right, expand the
“Settings” drop-down menu and click on “Auditing”. Select “Audit Summary View” to see all the
audit data.

Clear Audit History
For better performance, it is highly recommended that you clean up historical audit data at the end
of the year once the reporting period is closed. To do this, click on “Audit Log Management” from
advanced audit settings. Select the relevant option and click “Delete”.
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Data Import Guide
This section is intended to help you import external data into tables in the app successfully.

Prerequisites
•
•

Read and Write access to the tables the data must be imported into.
The data to be imported.

Considerations:
•
•
•
•
•

The maximum file size allowed is 8MB. If you have a file exceeding the maximum size limit,
you need to create another file and transfer some of the data.
Every table has required columns that must exist in your input file.
It's recommended that you download an Excel template, add your data, and then import the
file to your app. The template saves time and effort.
Don't add or modify columns in the template to avoid issues during the import.
The following sequence of importing data is recommended. However, it is likely that you
would choose to manually input most of them and import data for the ones in bold:
1. Assets
2. Site Sectors
3. Site Statuses
4. Companies
5. Sites
6. Reporting Periods
7. Factors
8. Libraries
9. Units
10. Unit Conversions
11. Categories
12. Sources
13. Source Mappings
14. Setup
15. Activity Data

Importing Data
•
•

•

Step 1: Open the application, and from the left navigation, select the table you want to add
data to.
Step 2: On the command bar, select Export to Excel.

Step 3: An excel file will be downloaded. Populate the excel file with the data that you want
to import into the application. [You can remove the existing data on the excel to avoid
duplication]. Once done, on the command bar, select Import from Excel if you're using an
Excel template. You can also choose to Import from CSV or XML if applicable.
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Step 4: Select Choose File and browse to the folder where the file is saved. Select the file,
select Open, and then select Next. You can only import one file at a time. To bring in more
files, run the wizard again.

•

•
•

Step 5: Select Review Mapping and verify that the columns (fields) are mapped correctly. If
everything looks good, select Finish Import. When you import a file, it's important to review
the column headings and verify that they match the columns (fields) in your app. For more
information, see terminology definition below:
o Primary Fields: Shows all the required columns for the table that must be mapped,
so that the data can be imported successfully. If the column headings of your source
file match the column display names, these columns will be automatically mapped.
o Mapped columns: Correctly mapped columns will be shown with a green check
mark.
o Optional Fields: These are optional column headings in your source file. If the
column headings match the column display names, the columns will be
automatically selected in the corresponding drop-down lists.
o Unmatched columns: If the column headings don't match, the unmapped columns
will be shown with a red exclamation point. To map the column correctly select a
column to map to the unmapped column heading of your file.
o Ignore (For Optional Fields only): Choose Ignore from the drop-down list. Data
from ignored columns won't be imported into your app.
Step 6: Select Track Progress to see the progress of the import.
Step 7: Repeat the same procedure for the rest of the tables.
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