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BROWNFIELDS INVENTORY TOOL (BIT) 
TUTORIAL  

 
Find BIT at: 
www.tab-bit.org  
 
View the Homepage, 
Resources, or Help using the 
top navigation bar.  
 
Open Search using the top 
navigation bar to find 
information on specific topics.  
 
Register (first time users)  
or Login to use the BIT 
Toolbox 

 

 
 
 

 
 
 
HOME 
 
Register or login to be able 
to use the BIT Toolbox  
 
Navigate to other pages 
using the top toolbar. 
 
Use Quick Links to see 
specific BIT content 
 
Click an icon to open the BIT 
Toolbox, Site Inventory Data, or 
BIT Tutorial. The Site Inventory 
Data resides within the BIT 
Toolbox. You must be 
registered to use this feature. 
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RESOURCES 
 
Send Feedback or ask a 
question.  
 
Open a Resource category to 
view specific documents, links, 
and content in BIT Resources. 
 
The Instructions section 
contains copies of the page 
specific instructions for the BIT 
Toolbox.  
 
 
 
 
 
 
 
 
 
 
SEARCH 
 
Type a key word or phrase to 
search BIT for information.  
 
Results appear below the 
search section.  
 
Search finds only exact 
matches to the word(s) that 
you type.  
 
Search will not find any 
information from your Program 
or Site databases. 
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HELP 
 
Use the Contact Us/Feedback 
feature to ask questions of the 
BIT administrators. 
 
Frequently asked questions 
(FAQs) may contain information 
you need. 
 
This tutorial is always available 
here. 
 
 
 
 
 
 
 
 
 
 
 
Register 
 
You must register to use the 
BIT Toolbox, including the Site 
Inventory Data input screens 
and report generator. 
 
After you register, you are 
logged in and may access the 
BIT Toolbox. 
  
When you logout and return to 
BIT later, use your email 
address and password to 
access your program and 
project files in the BIT Toolbox. 
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Login 
 
After you register for the first 
time, you may login using your 
password to access your 
proposals. 
 
If you forget your password, 
click on this button for help. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
BIT Toolbox 
 
From the BIT Toolbox, click on 
an icon to:  
 

 enter project data and 
information under  
Site Inventory Data,  

 generate reports 

 import a data table 

 or search for data to 
export 
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Site Inventory Data 
 
Choose an existing program. 
Or, create a name for your 
Brownfields Program or  
 
Choose a site for which to 
provide input within a Program.  
Or, add a new site. 
 
Manage information about a 
Program 
 
Manage site information in a 
Program. 
 
Remove a site from a Program 
 
 
 
 
 
 
 
Funding Summary 
 
Add information about Program 
funding. 
 
Read instructions for help. 
 
Click on each subsection button 
to complete the information. 
 
 
 
Strong Suggestion: Name grant 
records by source and date of 
award 
 
Always save changes before 
leaving screen 
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Program Participants 
 
Add, remove, or change 
permission levels for 
participants to your Program 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Edit Default Menus 
 
Read instructions. 
 
Choose dropdown menu to edit. 
 
Add a new entry to the list or 
delete an entry that you have 
added. 
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Site Information 
 
Read instructions. 
 
Click on each Site Data topic to 
navigate through each main 
topic and enter data for each. 
The topic you are currently 
working on is highlighted. 
 
Click on each subtopic button to 
enter all relevant information. 
 
Always save changes by 
clicking the ñsave changesò 
button at the bottom of each 
screen (not shown here). 
 
 
 
 
Site Assessment Data 
 
Enter details on contaminants 
and cultural/historical 
information by clicking proper 
tab. 
 
Add rows to this table by 
completing the fields and 
clicking ñnew.ò Click on (or 
select) rows to ñupdateò them or 
to ñdelete.ò  
 
(Tables work the same way in 
the Sampling, Cleanup,  and 
Redevelopment/Re-use pages)  
 
ALWAYS save changes  
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Contamination Info tab of Site 
Assessment 
 
Add rows by selecting items 
from dropdowns 
 
Click on individual rows to add 
or see comments related to 
specific selection. 
 
(Data rows work the same way 
for Contaminants and Media 
tabs of Cleanup page, for 
Institutional Controls page, and 
on one tab of the 
Redevelopment/Reuse page)  
 
 
 
 
 
 
Sampling 
 
Suggestion: Name records 
using event and date 
 
Add rows to this table by 
completing the fields and 
clicking ñnew.ò Click on (or 
select) rows to ñupdateò data in 
them or to ñdelete.ò  
 
 
ALWAYS save changes  
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Site Admin Information - 
Complaints, 
Inspection/Oversight, and 
Enforcement 
 
Name records using date and 
nature of event. 
 
Associated Events tab shows 
related events  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Upload/View Documents 
 
Click ñBrowseò to identify files 
on your computer that you 
would like to upload 
 
Click ñViewò to open documents  
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View Sites on Map 
 
 
Click ñShow Allò or choose a 
specific site within a program. 
 
Then, Center Map and zoom 
closer 
 
Or, click on icon and then name 
of site to go to Site Details in 
database  
 
 
 
 
 
 
 
 
 
 
 
 
Activity Log 
 
Enter information about 
miscellaneous events about site 
here  
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Generate Reports 
 
Select the type of reports you 
wish to generate. 
 
Select the Program for which 
you wish to generate a report. 
 
Select the site(s) for which you 
wish to generate a report. You 
may select multiple sites only 
for the Multiple Property Profile 
Form. Hold ñCtrlò key to select 
more than one site. 
 
Generate the selected report(s). 
 
 
 
 
 
Data Search/Export 
 
Follow instructions 
 
1) Select ñAllò or one specific 
program. 
 
2) Select ñAdd a New Categoryò  
and ñAdd a New Search Fieldò 
as needed to find sites that 
meet desired search 
parameters 
 
Blank Template produces a 
blank excel file that data can be 
added to for later import. 
 
Note: Searching ñAllò programs 
returns a list of ñAllò sites in all 
programs ï it is not possible to 
define search parameters for all 
sites. 

3) Click ñSearchò 

1 

2 

3 
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Data Search/Export (cont) 
 
4) Select sites of interest or 
ñExport Allò 
 
5) Select categories of data to 
export or ñExport Allò 
 
6) When prompted, open Excel 
file with exported data 
 
 
 
 
 
 
 
 
 
 
 
 
 
Import Data 

Import file must be in proper 
format and have site names 
- use edited export file or 
blank template 

Sites must already exist in 
database 

Suggestions:  
- back up data for sites before 

importing 
- Test imports using a test 

import site  
1 

2 
3 

4 Make selections 

5 Preview results for selections 

6 Do It! 
7 Success!! 


