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TRI-ME Desktop 
       Tutorial 

Getting Started with TRI-ME

This tutorial has an audio component.  Please adjust 
speakers.  For audio script, please download the TRI-ME 

Tutorial PowerPoint presentation.

Presenter
Presentation Notes
Welcome to the TRI-ME “Getting Started” Tutorial.  This tutorial will help you install the TRI-ME software and take the first steps towards completing your TRI forms.
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Presenter
Presentation Notes
To install the TRI-ME software, insert the CD into your CD drive and the TRI Reporting Software overview window will automatically open.  You can use the tabs provided to learn more about the TRI software.  When you are ready to install TRI-ME, click “Install”. 
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Presenter
Presentation Notes
From the install screen, select the “TRI Software” option.  This launches the TRI Reporting Software installation application.
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Presenter
Presentation Notes
Before proceeding to install TRI-ME, you must accept the license agreement.  After clicking “I agree” follow the instructions provided to install the software.  After the installation is complete, you will need to re-start your computer.  
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Downloading from the Web:

www/epa.gov/tri

Presenter
Presentation Notes
If you do not have a Reporting Year 2005 TRI Reporting Software CD, you can download the TRI Reporting Software installation application from the TRI Program Web site at www.epa.gov/tri.  
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Presenter
Presentation Notes
Select the “Download TRI-ME software” link on the left-hand side of the screen and follow the download instructions provided.
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Presenter
Presentation Notes
After re-starting your computer, you will notice two additional icons have been added to your desktop that enable you to open the TRI Reporting Software [Animation Note: highlight the desktop icons].  One is for the TRI Assistance Library and the other is for the TRI-ME RY2005 software.  You may also open these applications by using the Start menu, selecting “Programs”, and locating the “TRI-ME RY2005” program group. 
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Presenter
Presentation Notes
The first time you open the TRI-ME application, you are prompted to enter a Facility File Name.  A TRI-ME facility file is a file that is saved on your computer that stores all of the data you enter for a given facility.  It is recommended that the facility name you choose is descriptive of the facility and the current reporting year.  Please do not use any characters in the file name other than numbers and letters.

After entering a facility file name, click Continue.
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Presenter
Presentation Notes
If you are starting up TRI-ME for the first time, you will be prompted to check an EPA web site to see if any software updates, guidance revisions, or other changes have occurred that might impact your TRI reporting.  Click “OK” to close this window  
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Presenter
Presentation Notes
This reminder will re-appear periodically, however you can check for updates at any time by selecting “Check for TRI Updates…” from the help menu.
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Presenter
Presentation Notes
You will also receive a window outlining some important information for the current reporting year.  Click “OK” to close this window.  If you do not wish to have this window appear each time that you start TRI-ME, select the box at the bottom left of the screen. 
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Presenter
Presentation Notes
You can return to this “Important Information” screen at any time from the Help menu.
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Presenter
Presentation Notes
Note that the name and location of the TRI-ME facility file that you are currently working with is displayed at the top of the window [Animation Note: highlight the application title bar].  If you need to prepare forms for more than one facility, use the “File” menu to create a new TRI-ME facility file.
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Presenter
Presentation Notes
In the “New Facility File” dialogue box, enter the name of the new TRI-ME facility file and click “open”.
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Presenter
Presentation Notes
Note that the name and location of the new TRI-ME facility file is displayed at the top of the window.  If you wish to move between these facility files, use the “File” menu to open a different TRI-ME facility file.
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Presenter
Presentation Notes
In the “Open Facility File” dialogue box, select the desired TRI-ME facility file and click “open”.
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Presenter
Presentation Notes
Again, note that the name and location of the new TRI-ME facility file is displayed at the top of the window.  

After creating the TRI-ME facility files that you need, you are ready to begin.  If you are uncertain if you need to report you can use the “Threshold Determination” portion of the software to assist you in determining if you need to report and for what chemicals.  To do so, click on “Threshold” in the navigation column.
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Presenter
Presentation Notes
TRI-ME will prompt you for the information needed to determine your reporting obligation.  Provide all information requested and use the navigation buttons at the bottom of the screen to move through the questionnaire.  Note that this is an optional feature of TRI-ME. 
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Presenter
Presentation Notes
If you already know that you need to report for one or more chemicals and have prior year data that you would like to load, you should load your data before proceeding.  Loading data will save you the trouble of re-entering the majority of your form data that has not changed from last year.  A separate “Load Data” tutorial is provided that describes this process.  If you are preparing forms for multiple facilities, you will need to repeat the “Load Data” process for each TRI-ME facility file.  After successfully loading data, you will be able to complete data entry of your forms.  

If you do not have prior year data to load, you must create new, blank forms.

If you already know that you need to report for one or more chemicals but do not have prior year data to load, you must create new, blank forms.  To do so, click “Expert User” in the navigation column.



20



21



22



23



24



25

End of TRI-ME Tutorial

Getting Started

Click the Menu button to go to the TRI-ME Tutorial Topics Menu to 
select to view another tutorial.

Menu

Presenter
Presentation Notes
Congratulations, you have now completed the Getting Started Tutorial.



To view additional tutorials, click on the “Menu” button to go to the list of TRI-ME Tutorial Topics.
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