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[bookmark: _Toc306619029]ERDF Tool Basics
The ERDF DATA COLLECTION TOOL is an application in which forecasters estimate the amount of radioactive waste that will be disposed of at Hanford site’s Environmental Restoration Disposal Facility (ERDF), and record important parameters describing that waste.  The types of information gathered includes waste generators, waste streams, waste masses, types of containers in which the waste is contained, treatment types, radionuclides in the waste, physical forms of the waste, and relevant assumptions and references.  The information from each waste generator is aggregated and summarized in a bi-annual report to provide decision makers at the Hanford site with a reliable estimate of the amount of waste to be disposed of on site.
[bookmark: _Toc306619030]Installing the ERDF Data Collection Tool

	Installing the ERDF Data Collection Tool
	Close all applications.
Double click the installation file to launch the APPLICATION SETUP FORM.  Note that your network security policies may require that you have enhanced user privileges to install the ERDF DATA COLLECTION TOOL.  Contact your help desk for instructions for obtaining elevated privileges.
[image: ]
Click NEXT.  The USER SELECTION FORM will appear:
[image: ]
Select SINGLE USER or MULTIUSER installation and click NEXT.  The SINGLE USER option will only install the application for the user currently logged on.  The MULTIUSER option will the install application for all registered users of the computer. The DIRECTORY SELECTION FORM will appear.
[image: ]
Select the folder where the application will be installed and click NEXT.  The STATUS FORM will inform you of the installation’s progress.
[image: 05.PNG]
When the installation is complete the INSTALLATION COMPLETE FORM will appear.
[image: ]
Click FINISH to complete the installation.


[bookmark: _Toc306619031]Launching the Application

	Launching the Application
	1. Double click on the application to open the TOOL LAUNCHER form.  From this form, both the SWIFT and ERDF DATA COLLECTION TOOLS may be launched.
[image: ]
To launch the SWIFT DATA COLLECTION TOOL, click the SWIFT button.  To launch the ERDF DATA COLLECTION TOOL, click the ERDF button.  The application will open to the CONTENTS form.
[image: ]




[bookmark: _Toc306619032]The Contents Form
The CONTENTS form is the primary dashboard for the ERDF DATA COLLECTION TOOL.  The CONTENTS form provides three classes of functionality.  FORECAST FILE OPTIONS allow you to create a new forecast file or open an existing forecast file.  DATA INPUT REQUIREMENTS launch the forms that you will populate with forecast data.  (Note that some forms must be completed before others can be started.  Their arrangement visually indicates the order in which they must be completed.)  DATA QA/OUTPUT OPTIONS allow you to check your forecast progress, generate reports of the data you have entered, or prepare your forecast file for submittal.
	[image: ]


[bookmark: _Toc306619055]Figure 1‑1 The Contents Form


[bookmark: _Toc306619033]Data Collection Model
The ERDF DATA COLLECTION TOOL is structured to elicit data hierarchically.  Each feasible combination of waste generator, waste class, container, and treatment type will require you to complete a form in the tool.  This means that you will likely complete the same form multiple times for different combinations of parameters.  For example, if your forecast contains one waste generator and two waste classes, you must complete the Quantity/Containers form twice - once for each WASTE GENERATOR-WASTE CLASS combination.  If the waste for one of these waste classes is contained in three different types of containers and the waste for the other waste classes is contained in two different types of containers, you must complete the Treatment Type form five times – once for each WASTE GENERATOR-WASTE CLASS-CONTAINER combination.  The tree in Figure 1‑2 below illustrates the hierarchical structure of the data elicited.

	



[bookmark: _Ref278375748][bookmark: _Toc306619056]Figure 1‑2 Data Collection Model Hierarchy

[bookmark: _Toc306619034]Getting Help
You can access help in the ERDF DATA COLLECTION TOOL in two different ways.  Context-sensitive help, which provides help specific to the form currently displayed, can be accessed by pressing the F1 key.  General help can be accessed by clicking the HELP button on the CONTENTS form.


[bookmark: _Ref278360485][bookmark: _Toc306619035]Tracking Your Progress

	Accessing the Progress Status Report
	1. Click the Show Progress button on the Contents form to launch the Progress status form.
[image: ]
This form includes a hierarchical list and status indicator for each required form.  If the indicator is green the form is complete.  If the indicator is red the form is incomplete and additional data is required.
Note that you will need to confirm that all the forms for each Waste Generator-Waste Class combination are complete.  Use the drop down box near the top of the screen to select a different  Waste Generator-Waste Class combination.
To go directly to an incomplete form, click on the form in the list, then click the Go to button.
To return to the Contents form, click the Close button.




[bookmark: _Ref277943342][bookmark: _Ref278180469][bookmark: _Toc306619036]Adding and Removing Items from Selection Forms
Many of the forms in the ERDF Data collection Tool require the forecaster to add/remove items to/from a form.  The procedure for adding an item is identical for all forms in the application.  Follow the steps below to add or remove an item.

	Adding or Removing Items
	1. Click the Add/Remove button in the lower left-hand corner of a form to launch a Selection form.
[image: ]
From the Selection List (left pane), select the items you would like to add to the main form and click Add.  If you would like to add all the items, click Add all.
To remove an item, select the item in the Selected List (right pane) and click Remove.  If you would like to remove all the items, click Remove all.
Note that when you remove an item from the Selected list, it is removed from the main form along with all associated forecast data.
When the Selected list includes the set of items that you want to appear on the main form, click Close.




[bookmark: _Toc306619037]Creating a Forecast File
Before you can begin entering forecast data you must create and configure a forecast file.  Configuration includes selecting the generators contained in the forecast file, selecting the waste classes for each generator, and defining any nonstandard containers, or assumption/notes, as applicable, for each generator included in the forecast file.  After initial configuration, you can modify the configuration of the forecast file at any time during the forecast process.
[bookmark: _Toc306619038]Creating a New Forecast File 

	Creating a New Forecast File
	1. Click the New button on the Contents form to launch the Create new forecast file form.
[image: ]
Navigate to a location to save the new forecast file, enter a name for the file in the File name dialog box, and click Save.





[bookmark: _Toc306619039]Opening an Existing Forecast File

	Opening an Existing Forecast File
	1. Click the Open button on the Contents form to launch the Existing forecast selection form.
[image: ]
Select the location of the existing file you would like to open and click Open.






[bookmark: _Toc306619040]Completing the Setup Form – Basics

	Completing the Setup Form
	1. Click the Setup button on the Contents form to launch the Setup form.
If this is a new file, the Generator Selection Screen will launch.
[image: 10.PNG]
[bookmark: _Ref278181903]To add a generator to the forecast file, select the generator name in the Selection list (left pane) and move it to the Selected list (right pane) by clicking the Add button.  Continue adding generators as needed.  Click the Close button when you are finished.
If this is an existing file and at least one generator has already been added to the forecast, the Setup form will launch.
[image: ]
To add a generator to the forecast file, click the Add/Remove Waste Generators button to launch the Generator Selection Screen.  Add generators as described above in Step 3.
To add a waste class for a particular generator, select the generator from the Waste Generator drop down list, select a waste class from the Waste class selection list, click Add, then Save.  For information about adding items to a list, see Section 1.7.
Specify the forecast start and end dates for each generator included in the file.  The default life cycle range is the current fiscal year to FY2018, but some waste generators may have a shorter range.  Note that if a shipping schedule cannot be estimated, data may be entered as held waste on the Quantity and Containers form.
See Section 2.4 to specify nonstandard containers if necessary.
When you have completed configuring the forecast file, click Save, then Close.  If you make a change to the form and click Close before saving, you will be prompted to save changes before the form is closed.




[bookmark: _Ref278181587][bookmark: _Ref278269609][bookmark: _Ref278269636][bookmark: _Toc306619041]Completing the Setup Form - Nonstandard Containers
Most of the containers used for disposal at ERDF are already defined in the ERDF Data Collection Tool.  However, if the waste you are forecasting is contained in a previously undefined container, you can define a new, nonstandard container using the steps below.

	Specifying a Nonstandard Container
	1. Click the Nonstandard container button on the Setup form to launch the Nonstandard Containers form.  Alternatively, the Nonstandard Containers form can also be launched from the Container Selections form.
[image: 12.PNG]
Ensure that the waste generator for which you wish to define a nonstandard container is selected from the Waste Generator drop down list.
Click Add New Definition and enter the name of the nonstandard container in the Nonstandard Container Name field.
Select the category of the container from the Category drop down menu.
Enter the dimensions and volume of the nonstandard container.  If the nonstandard container is a drum or a box, the application will calculate the volume from the provided dimensions when you click the Calculate Volume button.  Ensure that dimensions are provided in meters and volumes are in cubic meters.  
If a nonstandard container’s external volume is larger than 20 m3 the application will launch a form that displays the container’s volume in both m3 and ft3 to ensure that the dimensions you entered are provided in the correct units.  Click OK to close the form.
[image: ]
Click Save, then Close.


[bookmark: _Toc306619042]Completing the Setup Form - Project Notes
Assumptions and notes allow you to provide important contextual information along with your forecast.  You can provide Assumptions/Notes specific to an individual form by simply entering text in the field provided on each form.  You can also enter global Assumptions/Notes that apply to a generator’s entire forecast by following the steps below.

	Adding Global Project Notes
	1. Click the Assumptions/Notes button on the Setup form to launch the Assumptions/Notes form.
[image: 14.PNG]
Ensure that the waste generator to which the Assumptions/Notes apply is selected from the Waste Generator drop down list.
Populate the User Name field with your name.
Check the Critical Issue box if the Assumptions/Notes are critical to understanding the forecast.
Enter text in the Assumptions/Notes field.
 Click Save, then Close.




[bookmark: _Toc306619043]Entering Data
Once you have configured your forecast file you can begin specifying forecast information.  This information includes the waste mass (in tons), the types of containers in which the waste is contained, the treatment type of the waste, the radionuclides in the waste, and the physical form of the waste.
[bookmark: _Toc306619044]Entering Container-Quantity Data 
For each Waste Generator-Waste Class combination, you must specify the following three parameters for each time period.
[bookmark: _Toc306619053]Table 3‑1 Required Container-Quantity Parameters
	Parameter
	Description
	Units

	Waste Quantity
	The expected mass of waste that will be shipped in the specified container in the specified time period
	Tons

	Minimum %
	The lower bound of expected mass
	Percentage of mass

	Maximum %
	The upper bound of expected mass
	Percentage of mass



The Quantity and Containers form contains a spreadsheet style interface for collecting forecast data.  White cells may be edited by the forecaster.  Yellow cells are not editable and often contain calculated information.  For the first year of the forecast, data is collected monthly.  Subsequent data is collected annually.  Follow the steps below to enter container related data.


	Entering Containers
	1. Click Quantity/Containers from the Contents form to launch the Quantity and Containers form.  You must provide forecast information for each Waste generator-Waste class combination in the drop down box at the top of the form.

[image: ]

Click Add/Remove containers to launch the Container Selections form.  This will allow you to add a container to the Quantity and Containers form.
[image: ]
To add a container to the Quantity and Containers form, select the container in the Selection list (left pane) and move it to the Selected list (right pane) by clicking the Add button.  Continue adding containers as needed.  You can access the Nonstandard Containers form from the Container Selections form by clicking the Nonstandard Containers Definition button.  See Section 2.4 for instructions on defining a nonstandard container.  Click the Close button when you are finished to return to the Quantity and Containers form.
Each container you have added will appear as a row in the Quantity and Containers form spreadsheet.  In the row for each container, enter the mass of waste the generator expects to ship to ERDF in the specified container for each time period.  Note that this is different from previous years in which the ERDF Data Collection Tool requested the number of containers.  If the generator does not expect to produce waste for a time period, leave the cell blank.
Because of the uncertainties inherent in long-term forecasts, the ERDF Data Collection Tool allows you to specify a range for your estimate.  In the Minimum % row, enter the lower bound of your estimate, expressed as a percentage of expected mass.  For example, if you have forecasted 10 tons, but believe it may be as few as 8, enter 80%.  In the Maximum % row, enter the upper bound of your estimate, expressed as a percentage of expected mass.  For example, if you have forecasted 10 tons, but believe it may be as many as 15, enter 150%.
The ERDF Data Collection Tool will mark the Completed check box to indicate when you have entered all the required information.  Click Save, then Close.




[bookmark: _Toc306619045]Entering Treatment Type
For each Waste Generator-Waste Class-Container combination you must specify the relative proportions of each treatment type.  Two alternatives are available for ERDF waste: treatment or non-treatment.
The Treatment Type form contains a spreadsheet style interface for collecting forecast data.  White cells may be edited by the forecaster.  Yellow cells are not editable and often contain calculated information.  Follow the steps below to enter treatment type data.

	Entering Treatment Type
	1. Click Treatment Types on the Contents form to launch the Treatment Types form.  You must provide forecast information for each Waste generator-Waste class-Container combination in the drop down box at the top of the form.  Note that the Treatment Types form can only be accessed once at least one container has been added to the Quantity and Containers form.
[image: ]
The Treatment Types form includes a row for treatment and non-treatment.  Specify the percent of forecasted waste that belongs to each category, for each time period. The percent allocated to all treatment types for a given time period is summed in the Total % row of that time period.  Note that for each time period, the Total % amount must sum to 100%.
The ERDF Data Collection Tool will mark the Completed check box to indicate when you have entered all the required information.  Click Save, then Close.




[bookmark: _Toc306619046]Entering Radionuclides
For each Waste Generator-Waste Class-Container-Treatment Type combination you must specify the radionuclides associated with the waste and the concentration of each radionuclide present.  Concentration is reported in curies per ton.
The Radionuclides form contains a spreadsheet style interface for collecting forecast data.  White cells may be edited by the forecaster.  Yellow cells are not editable and often contain calculated information.  Follow the steps below to enter radionuclide data.

	Entering Radionuclides
	1. Click Radionuclides on the Contents form to launch the Radionuclides form.  You must provide forecast information for each Waste generator-Waste class-Container-Treatment Type combination in the drop down box at the top of the form.   
[image: ]
Click Add/Remove RAD to launch the Radionuclides Selections form.  This form will allow you to add radionuclides to the Radionuclides form.
[image: ]
To add a radionuclide to the Radionuclides form, select the radionuclide in the Selection list (left pane) and move it to the Selected list (right pane) by clicking the Add button.  Continue adding radionuclides as needed.  If your waste contains a radionuclide not in the Selection list, use the generic radionuclide Other.  Click the Close button when you are finished to return to the Radionuclides form.
Each radionuclide you have added will appear as a row in the Radionuclides form spreadsheet.  In the row for each radionuclide, enter the concentration of that radionuclide, for each time period.  Concentrations are expressed in curies per cubic ton. The total concentration of all radionuclides for a given time period is summed in the Total Ci/Ton row of that time period.
The ERDF Data Collection Tool will mark the Completed check box to indicate when you have entered all the required information.  Click Save, then Close.




[bookmark: _Toc306619047]Entering Physical Waste Forms (PWF)
For each Waste Generator-Waste Class-Container combination you must specify the relative proportions of each constituent physical waste form (PWF).  Physical waste forms are categories used to classify waste by important physical characteristics.  
The Physical Waste Forms form contains a spreadsheet style interface for collecting forecast data.  White cells may be edited by the forecaster.  Yellow cells are not editable and often contain calculated information.  Follow the steps below to enter physical waste form data.

	Entering Physical Waste Forms
	1. Click Physical Waste Forms on the Contents form to launch the Physical Waste Forms form.  You must provide forecast information for each Waste generator-Waste class-Container combination in the drop down box at the top of the form. Note that the Physical Waste Forms form can only be accessed once at least one container has been added to the Quantity and Containers form.
[image: ]
Click Add/Remove PWF to launch the Physical Waste Forms Selections form.  This form will allow you to add physical waste forms to the Physical Waste Forms form.
[image: ]
To add a physical waste form to the Physical Waste Forms form, select the physical waste form in the Selection list (left pane) and move it to the Selected list (right pane) by clicking the Add button.  Continue adding physical waste forms as needed.  Click the Close button when you are finished to return to the Physical Waste Forms form.
Each physical waste form you have added will appear as a row in the Physical Waste Forms form spreadsheet.  In the row for each physical waste form, enter the percent of waste that belongs to that physical waste form, for each time period.  The percent allocated to all physical waste forms for a given time period is summed in the Total % row of that time period.  Note that for each time period, the Total % amount must sum to 100%.
The ERDF Data Collection Tool will mark the Completed check box to indicate when you have entered all the required information.  Click Save, then Close.




[bookmark: _Toc306619048]Completing the Forecast
Once you have finished entering the forecast data you will provide important reference information, run an application utility to confirm that the forecast is complete, and submit the completed forecast and approval form via e-mail. 
[bookmark: _Toc306619049]Completing the Questionnaire
The Questionnaire provides crucial information about the assumptions and processes used by the forecaster in preparing the forecast.  Follow the steps below to complete the Questionnaire form.

	Completing the Questionnaire
	1. Click the Questionnaire button on the Contents form to launch the Questionnaire form.
[image: ]
Ensure that the waste generator to which the Questionnaire applies is selected from the Waste Generator drop down list.
Use the tabs near the top of the form to access each of the questions and answer the questions in the space provided.  Note that some tabs contain multiple questions.
If you would like to view the answers provided in the last submitted forecast, click the View Last submitted forecast button.  This will launch a new form that contains the answers provided in the last submitted forecast.  You can copy and paste answers from this form into the current questionnaire.
To view a list of unanswered questions, click the Show list of incomplete answers button.
5.	The ERDF Data Collection Tool will mark the Completed check box to indicate when you have entered all the required information.  Click Save, then Close.




[bookmark: _Toc306619050]Completing the Contacts Form

	Completing the Contacts Form
	1. Click the Contact Form button on the Contents form to launch the Contacts Form.
[image: ]
Ensure that the waste generator to which the Contents Form applies is selected from the Waste Generator drop down list.
In the fields provided, enter the contact’s name and phone number as applicable.
[bookmark: _GoBack]Click Save, then Close.



[bookmark: _Toc306619051]Packaging the Data and Submitting the Forecast
	Packaging Data and Submitting the Forecast
	1. Verify that the forecast is complete by reviewing the Progress status form.  See Section 1.6 for detailed instruction on how to check progress status.
Click the Package Data button on the Contents form to launch the Package data form.  The ERDF Data Collection Tool will perform a quality assurance check.  When the check is successful, the following form will be displayed.
[image: 27.PNG]
Click the Print Approvals and Contacts Form button.  This will prompt you to print two documents.  The first document is the Approvals and Contacts Form.  This form must be signed by the appropriate individuals in your organization to endorse the forecast.  The second document is a table that summarizes the forecasted masses.  You may find this useful as a reference when gathering signatures on the Approvals and Contacts Form.
Click Close on the Package data form and click Exit on the Contents form.
E-mail the forecast file to: swift@rl.gov.  The location of the forecast file is shown on the Package data form for your reference.  Attach a scanned version of your signed Approvals and Contacts Form.  Note that, depending on your network’s security policies, you may need to change the file extension from .mdb to successfully e-mail the file.


[bookmark: _Toc306619052]Generating Reports
You can generate reports that summarize the data you have entered into the ERDF Data Collection Tool.

	Generating a Report
	1. Click the Reports button on the Contents form to launch the Report Manager form.
[image: ]
Select a report by checking the box to the left of the report name.  You may select all of the reports by clicking on the Select all reports button.  Table 4‑1 Available Reportsprovides a detailed description of each of the reports.
Select the generators for which you wish to report against by checking the box to the left of the generator name.  If the waste generator’s name is disabled (i.e., grayed out), the forecast file only contains a single generator, and any reports will automatically be produced for that generator.
Select the type of output for the report.  Preview will print the report to the screen; Print will send the report directly to the printer.
Click Print/Preview and Close.



[bookmark: _Ref278373217][bookmark: _Ref278373183][bookmark: _Toc306619054]Table 4‑1 Available Reports
	Report Name
	Description

	Abbreviations
	Abbreviations and full names for containers, physical waste forms, and radionuclides.

	Nonstandard Container Definitions
	Internal and external dimensions of nonstandard containers defined by each waste generator.

	Questionnaire
	Responses to the forecast questionnaire by each waste generator.

	Assumptions / Notes
	Assumption / Note entries by physical waste form, container, waste class, and waste generator.

	Waste Quantity & Percent Ranges (tons)
	Waste quantity in tons and minimum and maximum percentages, by waste class and waste generator.

	Container Types
	Waste quantity by container, waste class and waste generator.

	Physical Waste Forms
	Physical waste form percentages by container type, waste class, and waste generator.

	Treatment Types
	Waste quantity by treatment type and generator.

	Radionuclide Concentrations (curies / ton)
	Radionuclide concentrations in curies per ton by waste treatment type, container type, waste class, and waste generator.

	Complete Data Summary
	A broad data summary providing mass, container, treatment type, radionuclide, and physical waste form data.
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