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Getting Started

1. Getting started

This section provides information that you should be familiar with, before starting to
enter returns information.

1.1. Loggingin

Having accessed the General Operator Returns (GOR) website, you are directed to
the system login page, where you must choose the type of returns that you wish to
submit, and provide a valid user name and password to access the system:

System Login

For autharised users only. This systermn is monitored and suspicious activity may be investigated
— Enter Login Details

Rt Tyme e el

ser Mame : I
Fassward I

*Fasswords are case sensitive
Ifyou experience any problems logging in please contact the Environment Agency MNational Customer Cantact Service on 08708 506506

To login, follow the steps below:
1. Use the ‘Return Type’ drop-down list to select 'water abstraction’.
2. Enter your user name and password.

Tip: if you do not have a user name and password please contact the National
Operator Returns Team on 03708 506 506.

3. Click the ‘Login’ button.
Tip: the first time that you login to GOR you will be asked to change your password.

4. If the user name and password specified is found to be valid for the selected
return type, you are directed to the Returns List.

Using the water abstraction licence returns web screens Environment Agency



Getting Started

1.2. Changing system password

Change System Password

P d Details

Current Fassword | I

Mewy Password @ I
Confirm Password © I

To change your system password, follow the steps below:
1. Enter your current password
2. Enter a new password

Tip: your new password needs to be familiar to you only and must be between 8 and
12 characters in length. It must be a combination of only letters and numbers and
contain at least two upper case letters (from A to Z) and two numbers (from O to 9).

3. Re-enter your new password in the ‘Confirm Password’ field
4. Click the ‘Save’ button
5. Once the password has been successfully changed the following confirmation

screen will be displayed:

System Password Successfully Changed

Confirmation of Password Change

Click 'Continue'to list your returns

Cortinue

6. Click the ‘Continue’ button to view a list of your returns.

7. If you forget your username and/or password you will need to contact the
National Operator Returns team on 03708 506 506 to request a reset. Please
be aware that this will take several days, as for security reasons we
have to validate each request.
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Getting Started

1.3. Saving areturn

You do not have to complete returns information in one session - if required you can
save the returns form and come back at a later date. When a return is saved, all
information entered so far is stored (but not submitted) and will be displayed again
when you access the return next time.

You can save a return at any time by scrolling to the end of the returns form and
clicking the ‘Save’ button.

Back to List Returns m

Tip: if you save a return and you haven’t completed all mandatory fields you will be
presented with some warning messages, which at this stage you can ignore and log
out without losing any of your data.

1.4. Logging out

You can log out of the GOR system at any time by clicking the ‘Logout’ button,
located on the bottom right of the Water Abstraction Returns list page. Closing your
browser window will also log you out of GOR and finish the session.

Tip: so that you don’t lose any of the data you have entered you must save your
return before logging out. Please refer to the ‘Saving a return’ section of this guide for
information on how you can save a part-completed return before logging out.
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Understanding the returns list

2. Understanding the returns list

The following section provides information to help you find your way around the
returns list.

2.1. Thereturns list page

Having successfully logged into the GOR site your details are checked, and any
returns due for completion (associated with your details) are displayed in the returns
list. The list will also show where some information has been entered and saved for
completion at a later time. When a return is completed and submitted, it is removed

from the returns list.

£} Environment Agency - GOR Returns List - Microsoft Internet Enplorer il =1 ]

Eal e s ravaries . Toue e ﬁ
cymrasy A AA Aboutus Jobs Contactus Sitemap Help | Search [Erter keyworas hers D

iR S
Lo =] Water Abstraction Return - Monthly (March) - Return Reporting Period: 01/04/2009 to 31/03/2010
BUsinpsed indlistiys Option 1 - Pleaze selectthis link to upload either: the file you created using the new (GOR) returm spreadsheet OR the XML file vou created . Do
_ not use this link ifyou have not created your spreadshest fram the GOR template Upload a returns file Tor this period
Environmental -
topics Option 2 - Use the pre-populated WR GOR spreadsheet Please select this link to download the WR GOR spreadsheet for the returns listed
below; up to @ maximum of 126 returns per spreadsheet are allowed. Depending on the returns to be submitted you may need io download a
Licences and - separate spreadsheet for each return value (daily, monthly, weekly) and reporting period combination.
returns
. Option 3 - Please choose the return you would like to key in from the Tollowing returns listtable
e-business »
Fetiirie Returns currently due for this account. You can sort the table by clicking on the column headers
Return Due Status Licence Return Site Description Purpose(s) Two Part Key in Return
Evasthrstims Date Number D Tarift
» Water discharge
River fvon at EastMils,  Fish FarmiCress Pond Eciit
LAl oMz Hot Stefted. dadanoa/lan | ADD0AZE e i atr ok Throughflow N 134 3026/SH 261 0030478
Roscroggan Mil, Eciit
280452010 Mot Sterted 15MAD2EISMET 10031881 JTe A Poliution Remediation 1 e e o e

Roscroggan i, Exiit
28042010 Mot Stered 15480265088 tooaiess  COROUEE Pollution Remediation 1 S TS

creating a better place

@ Enwironment Sgency 2008 | Brivacy policy Author: The Environme: it Agency | enouiries@environment-agency.qov uk
Last updatec: 18 December 2008
& &E Local intranst

Tip: if you are required to submit a combination of return values, for example,
monthly and weekly, this screen will display multi lists headed ‘Water Abstraction
Return — Weekly...” and ‘Water Abstraction Return — Monthly..". A separate
spreadsheet should be downloaded for each return value, by selecting ‘Option 2’
from under the relevant heading.

Tip: in the heading text, the reference to ‘March’ or ‘October’ is for system purposes
and relates to the last month of the reporting period. It does not mean that we only
require a return for the month of March or October.

Tip: if you wish to submit your returns using the web screens please ignore Options
1 and 2 (as shown in the screenshot above).

Tip: if you are required to submit daily data we recommend that you use the pre-
populated spreadsheet option, rather than direct entry onto the web screens.
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Understanding the returns list

Each return is listed under the following headings:

Field Description

Return Due Date The date by which the return for this licence is due.

Indicates what work (if any) has been done on the return to
date. If information has already been added and saved, the
status is set to ‘saved’. If no action has been taken, the status
is set to ‘not started’.

Status

Your abstraction licence number (also known as a ‘permit
number’).

Licence Number
At least one return is required for each licence number. All

required licence numbers are listed here.

Each return will have its own Return ID. The Return ID is a
reference created by the Agency.

Return ID
The combination of Licence Number and Return ID, make the
return unique.
Site Description A summary of the abstraction point(s) covered by the return.
Purpose The purpose(s) for which water is used.

Specifies whether a return comes under the two part tariff

Two Part Tariff
agreement scheme.

The return key for each licence number and return id
Key in return combination. Click the ‘Edit’ hyperlink to access the returns
form and enter information for that return.

Tip: use the arrow keys in the table header row to sort your returns list, e.g. by
licence number.

Tip: you can select a return by clicking the ‘Edit’ link located under the ‘Key in Return’
heading.

Tip: when keying in a return you can return to the ‘Returns List’ page by clicking the
‘Back to List Returns’ button.
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Keying in water abstraction data

3. Keying in water abstraction data
This section provides information about entering return details.

Once you have selected a return to complete from the Returns List by clicking the
‘Edit’ link located under the ‘Key in Return’ heading, the water abstraction return form
is displayed. This form is divided into three sections. Each section can be accessed
by clicking on the appropriate tab — Permit Info, Returns Info, or Declaration.

/2 water Abstraction Licence - Microsoft Internet Explorer.

Ele Edt ¥iew Favorites Tools  Help

P '_,)J d
CIED = Water Abstraction Return Form
Business & industry ~ Use this farm ta tell us the quantity of water you have abstracted. Please read through the whaole farm and guidance notes befars you start filling
. anything in
Emvironmental -
topics ™ The period the return covers 01/04/2008 to 31/03/2010
. M our return must be submitted after 31703/2010 and before 281042010
Licences and -
returns ™ ou may breach the Lerms of your permit Tyou do not comply with these dates. This could lead 1o enforcement action
™ ou must complete all ields marked with an ™
e-busine s >
returns
» Waste Fermitinfo | Returninfo  y  Declaration |
b water discie. |
returns

Return Details

Licence Mumber: 1343/026/5126
Retum ID: 10030478
Licence Holder Marme: Emironment Agency
Twea Part Tarif: N
EA Region: South West Region
Site Description: River Avon at East Mills, Fordingbridge
Furpose(s): Fish FarmiCress Pond Throughflow

Contact Details
—

] =l
=N S —

&) Abstraction Tatal: 0
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Keying in water abstraction data

3.1. Permit Information

2§ Water Abstraction Licence - Microsoft Internet Explorer =& x|
Fle Edt View Favorites Tools Help i
B vy must complete all fields marked with an * j‘
e-husiness 3
returns
» Waste returns Permitinfo |~ Returninfo | Declaration
» Water discharge
returns
— Return Details
Licence Mumber: 1343/026/5/126
Return |D: 10030478
Licence Holder Marme: Emaronment Agency
Twen Part Tarif:N
EA Redion: South West Region
Site Description: River Avon at East Mills, Fordingbridge
Furpose(s): Fish FarmiCress Pond Throughflow
— Contact Details
Return Contact Title: I
Retumn Contact Farename:* |
Return Contact Surname:* I
Return Contact Telephone:™ I
Return Contact Email* |
— HNil Return ]
Areyou submitting a nil return ™ ¢ vas ¢ plg A nilreturnindicates that no water
has been shatracted during this
period.
Back to List Returns E d
‘@ Abstraction Tatal: 0 ’_l_ré_ 4 Internet

3.1.1 Return Details

The return details section displays information related to the return to be completed.
This information is pre-populated by the system.

Information that is pre-populated is summarised below:

Field Description

Your abstraction licence number (also known as a ‘permit

Licence Number \
number’).

Each return will have its own Return ID. The Return ID is
a reference created by the Agency.

Return ID
The combination of Licence Number and Return ID, make

the return unique.

Licence Holder Name The name of the abstraction licence holder.

Specifies whether a return comes under the two part tariff

Two Part Tariff
agreement scheme.

The Environment Agency Region that the abstraction

EA Region I .
icence is in.
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Keying in water abstraction data

A summary of the abstraction point(s) covered by the
return.

Field Description

Site Description

Purpose The purpose(s) for which water is used.

If you do not agree with any of the details shown in these fields, please contact the
National Operator Returns Team on 03708 506 506.

3.1.2 Contact details

The contact details section should be used to enter your details or the details of the
person you have authorised to submit this return. This information will be used in the
event that the Environment Agency needs to contact you regarding the return.

Tip: mandatory fields are indicated with an asterisk (*) symbol; these fields must be
completed.

3.1.3 Nil return

The nil return details section enables you to specify whether you are submitting a nil
return.

Tip: a nil return indicates that no water has been abstracted during the reporting
period.

If you answer ‘yes’, you will not be able to access the ‘Return Information’ section.
You will be able to access the ‘Declaration’ section and must complete this section
before saving and submitting your return. For further details please refer to the
guidance provided for each section.

If you answer 'No' you need to complete both the ‘Return Information’ and
‘Declaration’ section before saving and submitting your return. For further details
please refer to the guidance provided for each section.
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Keying in water abstraction data

3.2 Returns Information

Elle Edit Wew Favorites Tools Help

=181

fm ]

HEE Water Abstraction Return Form

cymraeg & AA Aboutus Jobs Contactus Sitemap Help | Search |Enter keywords here @

Business & industry ~

» Waste returns Permitinfa ,  Returninfo | Declaratian

Use this form 1o tell us the quantity of water you have abstracted. Please read through the whole form and guidance notes before you start filling

. anything in
Environmental -
topics B The period the return covers 01/0452009 to 31/03:2010
. B our return must be submitted afier 31103/2010 and hefore 28/04/2010
Licences and hd
returns W oy mmay breach the terms of your permit if you do not comply with these dates. This could lead to enfarcement action
B oy must camplete all fields marked with an *
e-business >
returns

» VWater discharge
returns

— Measurement Details

Wias a meter used?™ ¢~ vas ¢ MNo

Method of Man Meter Assessment™ I

— Start Meter Reading

Drate (ddimmbnaad: I
Reading: I

|&] abstraction Tatal: 0
Water Abstraction Licence - Mi

Edit

licrosoft Internet Explorer

Eile Yiew Favorites Tools Help

=
[ [& [ mternet
: =18 x|

— ReturnLines

The information that follows 15 ¢ meter Readings ¢ Abstraction Volumes
Unitof Measurerment™ ¢ Cupic Metres ¢ Litres ¢~ Gallons

a0/04/2009 | Estimated Indicator® [
/05720097 I Estimated Indicator™ [ -
30/062009:% I

072009 I Estimated Indicatar™ [ -
310872009 I

A0/09/2008:> I Estimated Indicator™* | =
072009 I

a0A2009 | Estimated Indicator™* [ =
2009 I Estimated Indicator™ [ -
amrzotos I Estimated Indicator* -
2amizonns I Estimated Indicatar™ [ -
InazotnE I Estimated Indicator® -

Abstraction Total: 0

Estimated Indicator*

Estimated Indicator* -

Estimated Indicator* -

ududidududud

— End Meter Reading

Drate (ddimmbna): I
End Mater Reading: |

Back

to List Returns

|@ Abstraction Total: 0
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Keying in water abstraction data

3.2.1 Measurement details

The measurement details section enables you to specify the means of measurement
for this return.

You need to answer ‘Yes' or ‘N0’ to the question ‘Was a meter used’?.

If you answer ‘Yes’, a number of additional fields are displayed for you to complete:

Measurement Details

Was a meter used? IYes vl

Manufacturer Used *:

Other*:l

Serial Mumber *: |

These fields are all mandatory and are summarised below:

Field Description

If a water meter is used, select one of the drop-down
options to specify the manufacturer.

Manufacturer Used
Tip: if the manufacturer is not present, select ‘Other’. If

you have used more than one meter, also select 'Other’

If a meter is used but the manufacturer is not shown on
the ‘Manufacturer Used’ drop down list type in the
manufacturer name. If not known please enter

Other ‘Unknown’.

Tip: if you have used more than one meter please enter
the number of meters used.

The serial number of the water meter.

Serial Number Tip: if you have used more than one meter you should
enter the serial number of only one water meter in this
field. If not known please enter ‘Unknown’

If you answer ‘No’, you must complete the ‘Method of Non Meter Assessment’ field.

Field Description

If a water meter is not used to record water abstraction
totals, select one of the drop-down options to specify the
method of assessment.

Method of non meter
assessment
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Keying in water abstraction data

3.2.2 Start meter reading

If you answered ‘Yes’ to using a meter and you intend to submit meter readings
rather than actual abstracted volumes (see section 3.2.3) you will need to complete
the Start Meter Reading details.

Tip: if you answered ‘No’ to using a meter or are submitting actual abstracted
volumes you do not need to complete these fields.

Tip: if you have used more than one meter you will have to enter actual abstracted
volumes rather than meter readings (see section 3.2.3) and should not complete
these fields.

Field Description

Start Meter Reading Date The date that you took the start meter reading.

The date must be on or before the first non zero
abstraction total, but not before the start of the return
reporting period. This date should be entered in the
form DD/MM/YYYY - for example, 01/04/20009.

Start Meter Reading The first meter reading of this reporting period.

Tip: the start meter reading must contain exactly the
same number of digits as the meter readings to be
entered (see section 3.2.3) and the end meter
reading (see section 3.2.4). This applies to digits
before and after a decimal point. This will allow GOR
to calculate abstracted volumes correctly.

Tip: meter readings can be up to a maximum of 10
digits to the left of the decimal point and a maximum
of 3 digits to the right of the decimal point, e.g.
0001234567.123.

Tip: single and two digit meter readings, for example
9 or 22, will fail validation. Please pad these numbers
out so that they are three digit readings, for example

009 or 022
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Keying in water abstraction data

3.2.3 Return lines

These fields must be completed for all non nil-returns and are summarised below:

Field Description

Use the options provided to record whether the information to be
entered is a Meter Reading or an Abstraction Volume.

Meter Tip: meter readings will be treated as if they were taken at the end of
Readings/ each day, week or month.

Abstraction o

Volumes Tip: if you have used more than one meter or your meter broke down

whilst you were abstracting, you need to select abstraction volumes. If
you enter meter readings in these circumstances, the system will
incorrectly calculate your actual abstraction totals.

Use the options provided to record the unit of measurement of the
water abstracted.

Unit of Tip: all amounts entered in Litres or Gallons will be automatically
Measureme converted to Cubic Metres when the form is submitted.
nt

Tip: if your water meter measures in, for example: ‘litres x 10, ‘cubic
metres x 100’ or ‘gallons x 1000’, you must add the appropriate
number of zeros either to the meter reading or abstraction volumes.

Enter the meter readings or actual abstraction volumes against each
date as relevant.

Tip: meter readings must use the same number of digits (before and
after a decimal point) as the start (see section 3.2.2) and end (see
section 3.2.4) meter readings.

Tip: use any error messages displayed to help amend meter
readings/ abstraction volumes entered.

- E T A s I 14500523 ESUmMated Inaicator - | INU ;I

310320107 TEs000.000 Estimated Indicator=: [ig =]

Abstraction Total - 0 Total cannot be calculated due to the length of one or more readings not
matching the start meter reading

Date Fields  Tip: for a non nil return at least one entry must be greater than zero

Tip: meter readings can be up to a maximum of 10 digits to the left of
the decimal point and a maximum of 3 digits to the right of the decimal
point, e.g. 0001234567.123.

Tip: single and two digit meter readings, for example 9 or 22, will fail
validation. Please pad these numbers out so that they are three digit
readings, for example 009 or 022

Tip: warning. If you have chosen to enter actual volumes, the fields
are automatically populated with a ‘0. If you have chosen to enter
meter reading the fields will be blank.

Tip: ‘0’ should not be entered for a meter reading, unless for example
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Field Description

your meter ‘rolled over’ and read ‘000.000'.

Tip: meter readings fields left blank will be treated as nil abstraction.

Use drop-down options to indicate whether the information entered is
an estimated figure. If a meter was used in measuring the amount, or
the amount was derived from a meter measurement, it is not
estimated. Otherwise it is.

Estimated

Indicator Tip: if you have said that you have used a meter this field will have
already been set to ‘No’.

Tip: if you have said that you haven't used a meter this field will have
already been set to ‘Yes'.

3.2.4 End meter reading

If you answered ‘Yes’ to using a meter and you have submitted meter readings rather
than actual abstracted volumes (see Section 3.2.3) you will need to complete the end
meter reading details.

Tip: if you answered ‘No’ to using a meter or are submitting actual abstracted
volumes you do not need to complete these fields.

Tip: if you have used more than one meter you will have entered actual abstracted
volumes rather than meter readings (see section 3.2.3) and should not complete

these fields.

Field Description

End Meter Reading The date that you took the last meter reading.

Date
The date must be on or after the last non zero abstraction
total, but not after the end of the return reporting period.
This date should be entered in the form DD/MM/YYYY - for
example, 31/03/2010.

End Meter Reading The last meter reading of this reporting period..

Tip: the end meter reading must contain exactly the same
number of digits as the start meter reading (see section
3.2.2) and the meter readings entered (see section 3.2.3).
This applies to digits before and after a decimal point. This
will allow GOR to calculate abstracted volumes correctly.

Tip: meter readings can be up to a maximum of 10 digits
to the left of the decimal point and a maximum of 3 digits
to the right of the decimal point, e.g. 0001234567.123.

Tip: single and two digit meter readings, for example 9 or
22, will fail validation. Please pad these humbers out so
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Keying in water abstraction data

that they are three digit readings, for example 009 or 022.

Abstraction Total The abstraction total for all meter readings or abstraction
volumes entered.

Tip: if you have entered meter readings (see section 3.2.3)
and this field is ‘0’ please check that the start and end
meter readings and meter readings contain exactly the
same number of digits. This applies to digits before and
after a decimal point.

3.3 Declaration
Before submitting your return you will be asked to set the declaration checkbox.

£ water abstraction Licence - Microsoft Internet Explorer
File Edit View Favortes Tools Help
[ 3o u Fm
Hame T | Waler Abstraction Return Form
Business & industry ¥ Use this form to tell us the quantity of water you have abstractad. Please read through the whole form and guidance notes before you stan filling
. anything in.
Emdronmental A
topics B The period the return covers 01:04/2009 to 31/03/2010
. B vaur return must be submitied after 31/03/2010 and hefore 28/04/2010
Licences and -
returns L rmay breach the terms of your permitifyou do not comply with these dates. This could lead to enforcement action
B vou must complete all fields marked with an *
e-husiness 3
returns
» Waste retums Permitinfo | Returninfo | Declaration |
» Water discharge
returns
Declaration
| cerify that the information in this returm s correct @ ves & Mo
to the best of my knowledge and belief
Commercial in Ci
’Tfynu wish to claim commercial in confidence on this return, please contact the Enviranment Agency on: 08708 506506
Data Pri Act 1998
The infarmation you provide will be used by the Erwironment Agency to enable itto fulfil its regulatory and planning responsibilifies. For full e
information on how the data in this form will be used please see the guidance notes
‘@ Abstraction Total: 0 ’_,_ré_ & Internet

Tip: the default setting is ‘No’. To successfully submit your return to us the
checkbox will need to be set to ‘Yes'.

Tip: if you want to print a copy of your return, read section 5 before you ‘Submit’.
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Updating a saved return

4. Updating a saved return

If you wish to amend (or add to) a saved return you need to:
1. Select the relevant return from the returns list.

Tip: the return will have a status of ‘Saved'.

2. Amend the details as required. For further details please refer to the guidance
provided for each section of the form.

3. Having updated all required information, you can save the return to resume later,
or submit the return to the Environment Agency.

Tip: once you have successfully submitted a return to us you cannot make any
changes. If you wish to notify us of any changes you will need to contact the National
Operator Returns team on 03708 506 506.
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Printing a return

When complete, you can print a copy of your return form to retain for your records.

5. Printing a Return

You can do this by:

1. Saving your return (see section 1.3)
2. Selecting File and then
3. Selecting Print

Tip: select Print Preview to view the information to be printed. If required the page
margin settings can be adjusted.

Tip: if you are unable to print your return in this way, try using the ‘Print Scrn’ key on
your keyboard.
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Submitting a return

6. Submitting areturn

When complete you can submit your return form by clicking on the ‘Submit’ button at
the bottom of the water abstraction returns screen.

Back to List Returns m

When a return is submitted a number of administrative checks are carried out to
ensure that all required information has been entered for each return. If there are any
problems you will be presented with warning messages, some of which you will have
to answer to successfully submit your return.

If you have any problems submitting your return contact the National Operator
Returns Team on 03708 506 506.

Tip: the administrative checks do not include checks for compliance against your
licence conditions.

Tip: if your licence or one of your licences, has been varied or transferred to a new
licence holder during the return reporting period (November to October or April to
March) your submission might be unsuccessful. If this is the case please contact the
National Operator Returns Team on 03708 506 506, who will be able to advise you
on what action to take.

If information provided passes all validation checks, the file is submitted to the
Environment Agency.

On successful submission click on the ‘Back to List Returns’ button to select another
return to submit or to log out of GOR (see section 1.4).

Once the ‘Water Abstraction List Returns’ page is refreshed the return is cleared from
your returns list indicating the return has been submitted successfully.
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On-screen messages

7. On-screen messages

If you choose to submit a return and it fails any of the validation checks, you will see
either a warning and/ or error message is displayed at the top of the page.

7.1. Errors

Error checks are outlined in red and these will prevent submission of a return.

@ Error: There are error{s) on your form which must be fized before it can be submitted.

Tip: you need to correct any errors to successfully submit a return.

7.2. Warnings

Warning checks are outlined in yellow and should be reviewed but will not prevent
submission of a return.

4% Warning: There are values which hawe caused warnings and should be reviewed | fixed before itting. YWarning sapges can be seen by placing your mouse
the icon next to the field with a warning. Submitting the forrm again will overwrite any warnings.

7.3. Success messages

Success messages are outlined in blue and are for information only.

@ Info: Your form has heen saved
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