
CDP-ICLEI Track 2024  
GHG Emissions Inventory Import Function 
 

Introduction 
This document provides a step-by-step guide on how to use the GHG inventory import function 
in questions 3.1.2 and 3.1.3, in order to transfer your emissions to the Cities Questionnaire in 
CDP-ICLEI Track for 2024.  

Question 3.1.3 involves reporting emissions in the format of the Common Reporting Framework 
(CRF) of the Global Covenant of Mayors, while question 3.1.2 is in the format of the GPC. 

• Cities who are part of the Global Covenant of Mayors will be presented question 3.1.3  

• Cities who are not part of the Global Covenant of Mayors who select one of the following 
options below in response to question 3.1.1, will be presented question 3.1.2: 

• Global Protocol for Community Greenhouse Gas Emissions Inventories 
• 2006 IPCC Guidelines for National Greenhouse Gas Inventories 
• U.S. Community Protocol for Accounting and Reporting of Greenhouse Gas 

Emissions (ICLEI USA) 
• Regional or country/area specific methodology 
• Jurisdiction specific methodology 
• Other, please specify 

Please note that for non-GCOM cities that have selected Pathway 1 the import function is not 
supported for 3.1.2 and 3.1.3 

 

Steps 
1. Open the Questionnaire and go to Question 3.1.2/3.1.3 then select “Import Data” 

 

  



2. Download Template 

 

3. Open file and enable the macros and editing 

 
 

4. Fill out emissions in table.  
 
Please note that there is a 9-digit limit to emissions values, and 2500 character limit to 
text in the templates. If the limits are exceeded, an error message will appear upon 
uploading the template and the given values will not be transferred into the 
questionnaire table. 

 

(3.1.2 Template) 

 

 



(3.1.3 GCoM CRF Template) 

 

Jurisdictions using CIRIS 2.4 and 2.5 can copy and paste their CRF inventory table (3.1.3) directly 
into the template.  

Go to the “GCoM-CRF” tab and copy and paste the “CRF Output Table” values (please make sure 
to only paste values). 

 

 

 



5. Save the template in your desktop. Please make sure to save it as a. xlxm (excel-macro 
enabled workbook) 

 
 

6. Upload the completed template

 
 

7. If there is an error, download the error log. 

 

 

8. The error log will appear in your notepad and indicate the error. 

 



 
 
 
 
 

9. Correct the error and re-upload file. The data will be cleared and updated with the 
corrected values 

 
10. Review your submission against your inventory file to ensure all data was correctly 

imported. 

 
 

11. Reach out if you are experiencing any issues. Please go to the Help Center and raise a 
case: 
 
Subject: Inventory import. Question number 
Category: Questionnaire response 
Subcategory: Export/Import my response 

 



 


