
11

STEERSSTEERS
Annual Waste SummaryAnnual Waste Summary

Annual Preparation File Generation InstructionsAnnual Preparation File Generation Instructions

This presentation concentrates on the Annual Preparation File meThis presentation concentrates on the Annual Preparation File method.  thod.  
If you prefer the direct entry method, please see the slide presIf you prefer the direct entry method, please see the slide presentation titled entation titled 

““AWS Direct EntryAWS Direct Entry””..



22

BackgroundBackground

The The Annual Preparation FileAnnual Preparation File (APF) is a set of (APF) is a set of 
screens that allow you to enter Uniform Hazardous screens that allow you to enter Uniform Hazardous 
Waste Manifest information throughout the year for Waste Manifest information throughout the year for 
waste you generate and ship off site.  waste you generate and ship off site.  

At the end of the report year, you can quickly At the end of the report year, you can quickly 
convert the APF into the final Annual Waste convert the APF into the final Annual Waste 
Summary and submit it to the TCEQ.Summary and submit it to the TCEQ.
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Navigate to the STEERS Login web page.Navigate to the STEERS Login web page. 
On the TCEQ Home Page, scroll to the bottom of the screen and chOn the TCEQ Home Page, scroll to the bottom of the screen and choose the link to oose the link to 
““eServices, eServices, ePayePay, , ePermitsePermits, , eLicenseseLicenses, , eReportingeReporting””..
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ePermitsePermits & Reporting.& Reporting. 
Choose the Choose the ““ReportingReporting”” button to continue to the STEERS Login page.button to continue to the STEERS Login page.
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Reporting Online to the TCEQ.Reporting Online to the TCEQ. 
Click on the Click on the ““Report through STEERSReport through STEERS”” link. link. 
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Accessing STEERS.Accessing STEERS. 

--If you already have an ER Account Number and PasswordIf you already have an ER Account Number and Password, enter them in the corresponding , enter them in the corresponding 
fields and click on the Login Buttonfields and click on the Login Button 

--If you do not have a STEERS account,If you do not have a STEERS account, go to go to ““I need:I need:”” and choose and choose ““to create a new account.to create a new account.”” 
Complete the STEERS Participation Agreement (SPA) and submit theComplete the STEERS Participation Agreement (SPA) and submit the information online.  information online.  
Provide your Texas DriverProvide your Texas Driver’’s License and you will receive your ER Account Number the same ds License and you will receive your ER Account Number the same day ay 
through email.through email.
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STEERS Verify Account.STEERS Verify Account. 
Enter the answer to security question, click Enter the answer to security question, click ““GoGo””..
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Select Reporting Program Area.Select Reporting Program Area. 
--Select the Industrial and Hazardous Waste (IHW) Program Area froSelect the Industrial and Hazardous Waste (IHW) Program Area from the drop down list. Click m the drop down list. Click 
““GoGo””..
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Select Facility. Select Facility. 
After selecting the program area, the facilities specific to youAfter selecting the program area, the facilities specific to your account will be listed. Please r account will be listed. Please 
select the facility for which you wish to submit an annual reporselect the facility for which you wish to submit an annual report.t.
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Annual Preparation File (APF).Annual Preparation File (APF). 
To open the Annual Preparation File area of STEERS, click the To open the Annual Preparation File area of STEERS, click the ““APFAPF”” button at the top of the button at the top of the 
screen.screen.
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Add Manifest.Add Manifest. 
Choose the Choose the ““Add ManifestAdd Manifest”” button. button. 
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Add to Waste Generation Records in Work Area. Add to Waste Generation Records in Work Area. 
First, select the month and year for which you are entering maniFirst, select the month and year for which you are entering manifest information.  Choose fest information.  Choose 
the the ““AddAdd”” button to open a new data entry screen.button to open a new data entry screen.
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Add New Waste Generation Record.Add New Waste Generation Record. 
Enter the information from your Uniform Hazardous Waste ManifestEnter the information from your Uniform Hazardous Waste Manifest to the corresponding fields to the corresponding fields 
in the data entry screen.  Each screen holds information for onein the data entry screen.  Each screen holds information for one Texas waste code.  Texas waste code.  



1414

Ditto Manifest.Ditto Manifest. 
The The ““Ditto ManifestDitto Manifest”” selection allows you to create a manifest record using the sameselection allows you to create a manifest record using the same 
manifest tracking number, receiver, and transporter information manifest tracking number, receiver, and transporter information from the previous record.  from the previous record.  
You must enter a new You must enter a new Texas waste codeTexas waste code and the specific information necessary to complete and the specific information necessary to complete 
the record. the record. 
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Ditto Receiver.Ditto Receiver. 
The The ““Ditto ReceiverDitto Receiver”” selection allows you to create a manifest record using the sameselection allows you to create a manifest record using the same receiver, receiver, 
transporter, and waste code information from the previous recordtransporter, and waste code information from the previous record.  To complete the record, .  To complete the record, 
you must enter a new you must enter a new manifest numbermanifest number, , quantityquantity, and , and system type codesystem type code..
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Save and Add New.Save and Add New. 
The The ““Save and Add NewSave and Add New”” selection allows you to open a blank screen to enter new manifeselection allows you to open a blank screen to enter new manifest st 
information.information.
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Save and Cancel.Save and Cancel. 
Choose the Choose the ““SaveSave”” button to complete the manifest information.  button to complete the manifest information.  

Then choose the Then choose the ““CancelCancel”” button to close the edit screen.button to close the edit screen.
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View Waste Generation Record.View Waste Generation Record. 
After you have completed entering all the manifest information fAfter you have completed entering all the manifest information for the report year, choose or the report year, choose 
““AWSAWS”” at the top of this screen to create and submit the Annual Wasteat the top of this screen to create and submit the Annual Waste Summary to the Summary to the 
TCEQ.TCEQ.
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Search Work Area.Search Work Area. 
Select Select ““Create New AWSCreate New AWS”” button.button.
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Create New Annual Waste Summary. Create New Annual Waste Summary. 
Choose the report year and then choose the “Create New AWS” button.
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Create Annual Waste Summary Using Valid Annual Preparation File 
(APF) Data. 
Choose the “Proceed” button to continue creating the AWS.
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Annual Waste Records in Work Area.Annual Waste Records in Work Area. 
This screen displays the Texas waste code information entered inThis screen displays the Texas waste code information entered in the APF.  Information the APF.  Information 
entered from manifests may not have all waste stream informationentered from manifests may not have all waste stream information needed for the annual needed for the annual 
waste summary. waste summary. Click  the Texas waste number to add this additional informationClick  the Texas waste number to add this additional information..
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Edit Waste Code for Reporting Year.Edit Waste Code for Reporting Year. 
--If waste was If waste was notnot shipped offshipped off--site,site, enter the Waste Management Unit number (3enter the Waste Management Unit number (3--digit) digit) 
into the into the ““FacFac NumNum”” field. field. 

--If waste was shipped offIf waste was shipped off--site,site, enter the receiving facilityenter the receiving facility’’s number in the s number in the ““FacFac NumNum”” field.field. 

Complete the Total Quantity Generated fieldComplete the Total Quantity Generated field for each Texas waste code (waste) generated for each Texas waste code (waste) generated 
during the report year during the report year –– January 1 through December 31. January 1 through December 31. 

*The *The ““Total Qty GeneratedTotal Qty Generated”” field must be entered by the customer. field must be entered by the customer. 
This field does This field does notnot automatically calculate the amount. automatically calculate the amount. 
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Click Save or Click Save and View Pending Records.Click Save or Click Save and View Pending Records. 
Repeat the process of entering until you have completed a data entry screen for each waste you 
generated and/or handled during the report year. 

Remember to include One-time Shipment Waste codes on your AWS. 
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Adding Texas waste codes.Adding Texas waste codes. 
Enter additional Texas waste codes to the report by choosing theEnter additional Texas waste codes to the report by choosing the ““Add Waste to AWSAdd Waste to AWS”” 
button. button. 
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Making Changes to existing Texas Waste Codes.Making Changes to existing Texas Waste Codes.
--You can also make changes to previously entered Texas waste codeYou can also make changes to previously entered Texas waste code 

information by clicking on the waste code link you wish to updatinformation by clicking on the waste code link you wish to update.e.
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Submitting All Valid RecordsSubmitting All Valid Records 
Once you complete all the AWS information, click the Once you complete all the AWS information, click the ““Submit All Valid RecordsSubmit All Valid Records”” button.button.
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Go To Confirm Submit.Go To Confirm Submit. 
Answer yes or no to the two questions about your facilityAnswer yes or no to the two questions about your facility’’s waste generation and then s waste generation and then 
choose the choose the ““Go To Confirm SubmitGo To Confirm Submit”” button. button. 
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Confirm Records. Confirm Records. 
This screen displays the information which will be included in tThis screen displays the information which will be included in the annual summary report. he annual summary report. 
To certify and submit the report, scroll to the To certify and submit the report, scroll to the bottombottom of the screen. (See next page for of the screen. (See next page for 
more details.)more details.)
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At the bottom of the screen, enter your STEERS Password and chooAt the bottom of the screen, enter your STEERS Password and choose the se the 
““Confirm SubmitConfirm Submit”” button to send valid annual waste summary records to the button to send valid annual waste summary records to the 
TCEQ.  When the records are received at the TCEQ, you will be noTCEQ.  When the records are received at the TCEQ, you will be notified with a tified with a 
confirmation email message.confirmation email message.
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Error Records.Error Records. 

If errors are foundIf errors are found in the submitted report, the records with errors will be returnin the submitted report, the records with errors will be returned to your ed to your 
STEERS account under the STEERS account under the ““TCEQ Error RecordsTCEQ Error Records”” button. These records can be edited, button. These records can be edited, 
validated and resubmitted.validated and resubmitted. 

Changes to report informationChanges to report information submitted but not returned as errors must be done on paper submitted but not returned as errors must be done on paper 
using form TCEQusing form TCEQ--0436B.0436B.



3232

Logout.Logout. 
Your Annual Waste Summary is complete. You may navigate to otherYour Annual Waste Summary is complete. You may navigate to other areas in your NOR or areas in your NOR or 

you may log out of STEERS.you may log out of STEERS.
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Data Entry TrainingData Entry Training
ENDEND
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