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Chapter 1 — How to Use this Guide

This guide is intended to walk you through the entire process of getting access to the Tier Il Reporting Application,
creating a Tier Il Account Report, submitting the Tier Il Account Report, and making payments. It also details how to
maintain your Tier Il Account information and how owner/operator users can provide access to other users for their Tier
Il Account.

Throughout the guide, there are hyperlinks that direct you to different sections of the guide. Additionally, the table of
contents also contains hyperlinks that can be used to move directly to specific section. If you are looking at this online,
the links bring you directly to the relevant section (press the Ctrl keyboard button and left click on the link using your
mouse). If you are looking at a printed version, the title of the link matches the name of the pertinent section and you
can find the page reference in the table of contents.

In general, the instructions for a page precede the image which has pointers for the important parts of the page and
important steps.

If you have any questions or wish further information, visit the TCEQ Tier || Chemical Reporting Program’s? website at
www.TexasTier2.org. There you can find more information on the Program as well as Contact information.

! Tier Il Chemical Reporting Program - http://www.texastier2.org/
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Chapter 2 — What is the Tier Il Reporting Application?

The Tier Il Reporting Application is an online application provided by the TCEQ Tier Il Chemical Reporting Program for
the public to submit their Tier Il information. This application is designed to capture data on the Facilities that store Tier
ll-reportable Chemicals as well as data related to those Chemicals, Facilities, and Contacts. These are called the Tier Il
Account Reports.

Through the application, you can also produce reports on your Facilities for distribution to your organization and
governmental agencies such as Fire Departments and Local Emergency Planning Committees (LEPCs).

What is the Tier Il Chemical Reporting Program?

The aim of the TCEQ Tier Il Chemical Reporting Program is to provide current and accurate information about hazardous
Chemicals and their health effects, and to ensure that the regulated community complies with state and federal
community right-to-know laws. For further information on the Program, visit the Tier Il Chemical Reporting Program?
website.

The Tier Il Chemical Reporting Program has provided this Tier Il Reporting Application where Tier Il Account Reports are
created, submitted, and certified.

What is a Tier Il Account?

A Tier Il Account is assigned to an owner or operator of a Facility or Facilities that are required to report to the Tier Il
Chemical Reporting Program. Every Tier |l Account is assigned to a single owner or operator and is given a unique TXT2
number.

What is a Tier Il Account Report?

To meet the goals of the Tier Il Chemical Reporting Program, TCEQ receives reports from the regulated community
regarding the storage of hazardous chemicals, their facilities, and their contact information.

The Tier Il Account Report is an annual hazardous Chemical inventory that provides detailed information on Chemicals
which meet or exceed specified reporting thresholds at any time during a calendar year. This data is submitted through
Tier Il Account Reports through the Tier Il Chemical Reporting Application. A Tier Il Account Report is a compilation of
the chemical inventories for multiple Facilities owned or operated by the same entity.

Who Submits Tier Il Account Reports?

The owner or operator of a Facility or set of Facilities that store Tier ll-reportable Chemicals is responsible for submitting
Tier Il Account Reports to the TCEQ. An owner or operator may choose to allow an authorized representative, such as an
external contractor or company staff member, to do the submissions for their Tier Il Account by approving that user’s
access to their Tier Il Account.

The owner or operator user for a Tier Il Account is responsible for granting access to their Tier Il Account to their staff
members or other authorized representatives.

2TCEQ Tier Il Program Web Site - www.TexasTier2.org
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How Is Tier Il Facility Reporting Data Exported?

As Tier Il Account Owner/Operators you might be required to provide their reporting data to external agencies such as
Fire Departments and Local Emergency Planning Committees (LEPCs). In the Tier Il Reporting Application, there is the
ability to export your Facility-specific data into XML or PDF formats. The XML file is compatible with the
CAMEOQ/Tier2Submit software, and the PDF files are often referred to as the “Tier Il Paper Report”.

These exports are created through selecting the specific Facilities and the specific Account Report the data should be
pulled from for each Facility. This functionality is covered in the Chapter 12— How to Export Account Facility Reports.

Chapter 2 — What is the Tier Il Reporting Application? Page 7 of 216
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Chapter 3 — How to Get Started

This chapter covers the tasks that must be completed before you can access the Tier Il Reporting program and start
submitting Tier Il Reports. First is an overview of what needs to be done, followed by detailed instructions in setting up
an account in STEERS and getting access to the Tier Il Reporting program.

Before You Begin

Before you can start working with the Tier Il Reporting Application, you need to get a user account set up in the web
portal application called STEERS. STEERS allows you to access multiple program areas such as Tier |l Reporting, Tier II
Governmental Official, and Tier Il Core Data. Tier Il Reporting and Tier Governmental Official program areas both bring
you to the Tier Il Reporting Application. The Tier Il Core Data program area is where you register the owner/operator as
well as the Tier Il Facilities. Once you have been granted access to one of these STEERS program areas you can select
which program you wish to work with.

The following tasks need to be completed to get started with STEERS and be ready to use the Tier Il Reporting
Application:

v’ Create a STEERS account (only if you don’t already have one)

v' Request access to the Tier |l Core Data program if you need to register for a Tier Il Account or to register your
Tier Il Facilities

Collect your numbers which are needed for requesting Tier |l Reporting access

Request access to the Tier Il Reporting program and specific Tier |l Accounts
Sign the STEERS Participation Agreement (SPA)
Set your STEERS Password

AN NN

Setting up a STEERS Account

STEERS is a portal that TCEQ uses to allow the public access to different TCEQ applications. The Tier Il Reporting
Application is such an application, as is the Tier Il Core Data program which is used to create Customer and Regulated
Entity (Facility) records with the TCEQ. The latter is covered later in this guide. See Getting Your Numbers Online in

Chapter 3.

NOTE: There is further information specifically for STEERS that can be found on the STEERS
Login page®.

NOTE: Every two years you must renew your STEERS Account. See Renewing Your STEERS
Account.

To begin, you must have a STEERS Electronic Reporting (ER) account number, if you don’t have one already. If you have
created an account in STEERS for any of the other programs areas, you have an ER Account Number and should use that
number.

1. Access the STEERS Login page at http://www.tceq.texas.gov/goto/steers.

2. If you already have a STEERS account enter your ER Account Number and Password on the STEERS Login page
and press the Login button, then skip to the Requesting Tier |l Core Data Program Access in Chapter 3. If you

3 STEERS Login page - http://www.tceq.texas.gov/goto/steers

Chapter 3 — How to Get Started Page 8 of 216
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already have your numbers and only need to get access to the Tier Il Reporting Application, skip to the
Requesting Tier |l Reporting Access section of Chapter 3.

3. Otherwise, select the “to create a new account” link.

I I TEXAS COMMISSION
g ON ENVIRONMENTAL QUALITY

Questions or Comments ==

Welcome to STEERS Development, the

State of Texas Environmental Electronic Reporting System.
Here is what you can do online in STEERS:

e-Permits\ Registration:
»» Aggregate Production Operations Registration
»» Alr New Source Review Registrations
»» CAFO General Permit
Concrete Batch Plants General Permit
Municipal Solid Waste Motifications
Pesticide General Permit
Petroleumn Storage Tank (FST) Self-Certifications
Storm Water General Permits {Construction & Multi-Sector)
»» Tax Relief for Pollution Control Property
»» Tier II Core Data

»

-

»

-

»

-

¥

-

»

v

e-Reporting:
»» Annual Emissions Inventory Report (AEIR)
»» Air Emissions & Maintenance Events (AEME) Reporting
»» Emissions Banking and Trading (EET)
»» Industrial & Hazardous Waste (IHW) NOR and Summaries
»» Municipal Solid Waste (MSW) Reporting
»» Pollution Prevention Planning (P2PLAN) Reporting
»» Public Drinking Water (PDW)
»» Tier II Reporting (TIERII)
»» Training Roster Online Submittal (TROLS)

See details of what you can do.

Enter STEERS:

SY¥EERS
ER Account Number:

| (ER + & digits)

Password: h If you have a

| STEERS Account

Login'
If you need a

I need: STEERS Account
e my password

e to create a new account
e to authorize another user's account

Find Out When STEERS Will Be Offline

We do our best to ensure that STEERS is online when you need it.
But for upgrades, security measures, and other maintenance, we
must bring STEERS or one of its modules offline. We cannot predict
emergency outages, but for scheduled downtimes, see our STEERS
maintenance schedule.

Figure 1: STEERS Login page

4. When the Welcome to the Online STEERS Participation Agreement (SPA) page opens, read through the
information, and select the Create New Account button at the bottom of the page.

> The Exit Application button returns you to the STEERS Login page.

Chapter 3 — How to Get Started
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I l TEXAS COMMISSION Help == Contact Us ==  STEERS Login =>
ON ENVIRONMENTAL QUALITY

Welcome to the Online STEERS Participation Agreement (SPA)

To create a new STEERS account:

1. You need the list of program areas and/or Ids to add to the account. For instructions, please
click on the Help button at the top of the page.

2. Press the Create New Account button below.

3. A STEERS account verification email will be sent to the address you provide when the account
is created. You must use the verification link contained in this email to set your account
password.

New STEERS Account Information:

* New accounts are probationary and have limited access until STEERS receives a signed hard-
copy SPA or the SPA is signed electronically using the account holder's Texas Drivers License.
The signed SPA must be received to meet the EPA and legal requirements for electronic
signatures.

If a signed SPA is not received by the STEERS team within:
= 15 days of the creation date, the account will be locked.
= 30 days of the creation date, the account will be archived.

« Only one account may be created in a 5-minute interval and only 20 accounts may be created
in a 24-hour period

e Each STEERS account must have a unique e-mail address.

* A STEERS account is owned by an individual and not a company.

Note: To update an existing STEERS account, you must pressEﬁplication and log into
STEERS.

Create New Accountl Exit Application |

Figure 2: Welcome to the Online STEERS Participation Agreement (SPA) Page

5. The Applicant Information page opens with a blank form. Fill out the fields and select the Next button. The red
asterisk (*) indicates a required field.

a. The Clear Form button removes all the data you entered in the fields to allow you to start from the
beginning.

b. The Exit Application button returns you to the STEERS Login page.

Chapter 3 — How to Get Started Page 10 of 216
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' l TEXAS COMMISSION Help »>  Contact Us >  Logout >
ON ENVIRONMENTAL QUALITY

SYEERS

Please enter the applicant's information below and press Next button to continue.
All fields marked with * are required.

Applicant Name

First Name:* | ]
Middle Initial:

Last Name:*

Suffix: w [Name suffix if applicable.)
Company Information
Company Name:* [Applicant's company.)
Title:* [Applicant's title.)
Contact Information
Email Address:* {Email must be unique.)
Phone Number:* (555 123 4567 Farmat.)
Extension: [Applicant's extension number.)
Country Code: (Only non-US phone numbers.}
Mailing Address
Address:* (Street address or PO Box.)
Extra Line: (Mail code ar ather infarmation.)
City:*
State: Texas(Tx) ~ [Required for US Address)
ZIP Code: - [Required for US Address)

Country:* USA

Territory: (Required for nen-US Address)

Foreign Postal: [Required 'Fi; nan-US Address)

next| | ClearForm|  Exit Application |

Figure 3: STEERS Applicant Information Page

6. If there are no errors, a Review Applicant Data page displays. Review your entry, and if they are correct select
the Next button.

> The Previous button returns you to the Applicant Information page.
> The Exit Application button returns you to the STEERS Login page.

Chapter 3 — How to Get Started Page 11 of 216
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TEXAS COMMISEION Help = Conitast L == Logeut = x
O EMVIRONMENTAL SHUALITY

Rewview Applicant Data

“SY¥EERS

Plaase reviaw the appbcant’s mformation below. The data you entered has been validated and formatted to remove
special characters, You may choose te change the data, continue account creation, or exit the applcation,

(D) Click Next button to create your account. This process may take a couple of minutes,
50 please do not click the button more than once on this page.
Mame: Laura Smith
Company Name: I
Tithe: OWHNER

Email Address: [
Phone Number: [N

——

Figure 4: Review Applicant Data Page

a. Ifthere are errors, error messages display on the page. Select the Previous button to correct the errors
and Next again to continue.

i. If you no longer want to proceed with creating the account, select the Exit Application button
and the STEERS Login page display.

ii. If a STEERS Account already exists for the data you entered, the Possible Duplicate STEERS
Account Detected page displays.

Chapter 3 — How to Get Started Page 12 of 216
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l . TEXAS COMMISSION Help == Contact Us => Logout ==
ON ENVIRONMENTAL QUALITY

Possible Duplicate STEERS Account Detected 14:22

—

S$EERS

The STEERS accounts listed below have similar last names as the applicant you are attempting to add. Please review
the list and determine whether the applicant already has an existing account. If you have previously had a STEERS
account, please contact the STEERS Help Line at 512-239-6925 or by email at steersts@tceq.texas.gov for further

assistance.
User Name Company Name Company City Status
Dan Smith 7-0AKS archived
Jane Smith SMITH PRODUCTION archived
Jane Smith TCEQ AUSTIN active
Joe M Smith JOE SMITHS RANCH archived
Joe Smith TCEQ archived
Joe Smith TCEQ archived
Landan J Smith CITY OF ABILENE ABILENE active
Sherry T Smith TCEQ archived

If none of the possible duplicate accounts could be yours, continue by pressing Next. Otherwise,
please contact the STEERS Help Line at 512-239-6925 or by email at steers@tceq.state.tx.us for
further assistance.

Ne:d:l Exit Applicationl

Figure 5: Possible Duplicate STEERS Account Detected Page

NOTE: If the email address and last name are already being used by another account, and
that is not correct, you need to contact STEERS support at 512-239-6925 or
steers@tceq.texas.gov.

iii. If one of the existing accounts is your STEERS account, select Exit Application and sign in with
your STEERS ER number and Password on the STEERS Login page.
1) If you do not remember your STEERS ER Number, contact the STEERS support line at
512-239-6925 or steers@tceq.texas.gov.
iv. If duplicates were found for the last name and none of the accounts are yours, select the Next
button to create a new account or contact STEERS support for assistance.
» The Exit Application button cancels the process and returns to the STEERS Login
page.
7. If your account request passes, the STEERS Account Security Question Update page displays. An account number
is assigned beginning with “ER”.
a. Inaddition, a verification email is sent to the email address on the application with your ER Number and
a link to return to STEERS to set your password. See Setting Your STEERS Password in Chapter 3.

TIP:  Retain your ER number. It is the number you use to log into STEERS.

8. Inthe STEERS Account Security Question Update page, create your Account Security Questions and select the
Save button.
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I l TEXAS COMMISSION Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY

Edit Account Change Password Paper SPA E-sign SPA Account Summary STEERS Home

STEERS Account Security Question Update User: ER

This is your ER Number ‘-.‘.j.ﬁins

Set STEERS ER Account Security Questions

In order to increase STEERS security, we are implementing a multi-factor verification system which requires 5
security guestions. Please select and answer the following security questions. Answers must be between 3 and
20 characters. A * indicates an answered question on your account. If you wish to keep the current answer,
leave the answer box blank.

Question 1: - Select 3 Question - - Answer 1: B *

Question 2: - Select 3 Question - - Answer 2: *

Question 3: - Select a Question - - Answer 3: *

Question 4: - Select 3 Question - - Answer 4: *

Question 5: - Select a Question - ’ Answer 5: *
Save|

Figure 6: STEERS Account Security Question Update page

9. The STEERS Account Summary page opens. Your account has now been created in a probationary status.

10. After your probationary STEERS Account, has been created, you may need to establish access to the Tier Il Core
Data program area. The Tier |l Core Data program area is used to create the numbers you need for the Tier Il
Reporting Application. See What Numbers Do You Need? in Chapter 3.

NOTE: If you already have your numbers and only need to get access to the Tier Il
Reporting Application, skip to the Requesting Tier Il Reporting Access section in
Chapter 3 to register yourself and your facilities

NOTE: Every two years your STEERS account must be renewed or it will expire. If it is not
renewed within 30 days of the expiration date, your STEERS account will be
deleted. See Renewing Your STEERS Account in Chapter 3.

Requesting Tier Il Core Data Program Access

The Tier Il Core Data program is where the owner/operator is registered with TCEQ, is assigned a CN (Customer
Number), their Tier Il Account is created, and a unique TXT2 Number is assigned. This program is also where you register
your facilities and receive a unique Regulated Entity Number (RN) for each. Before you can create a report for a facility,
the Regulated Entity record for that facility must be created through the Tier Il Core Data program if the facility does not
already have this number assigned.

Important! This step is NOT needed if you have your numbers and the facilities are
associated with your Customer Account. In that case, move on to the
Requesting Tier Il Reporting Access section in Chapter 3.

NOTE: If you have reported to TCEQ previously you would have registered with TCEQ and
received a CN and possibly RNs for your facilities. If you have reported to the Tier Il
Chemical Reporting Program previously, you were assigned a TXT2 Number. Your
numbers will not have changed.
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See Getting Your Numbers Online in in Chapter 3 for further information on registering the owner/operator and
facilities.

TIP: Itis possible that the owner/operator and facilities have already been registered
with TCEQ. The CN and RN numbers can be searched for through the TCEQ
website* as long as they are associated with another TCEQ program (i.e. Air
Operating Permits or Used Qil) and not only to Tier Il. You will find a section on the
TCEQ home page for links to searches.

Contact the Tier Il Program for more information.

To request access to the Tier Il Core Data program area, open the STEERS Account Summary page:

1. If you are not already on the STEERS Account Summary page, select the My Account option from the header bar
on the STEERS Home page once you are logged in to open the STEERS Account Summary page.

I I TEXAS COMMISSION Help == Contact Us == Logout ==
B ON ENVIRONMENTAL QUALITY

My Account Submissions Activity STEERS Home

STEERS Home 54:53
g —r
S$¥EERS

Figure 7: STEERS Banner with My Account Highlighted

2. Inthe STEERS Account Summary page, select Tier Il Core Data option from the Select STEERS Program to Add or
Modify drop-down field, and select the Go button.

' I TEXAS COMMISSION Help == Contact Us == Logout ==
== ON ENVIRONMENTAL QUALITY

Edit Account Change Password Security Questions Paper SPA E-sign SPA STEERS Home
STEERS Account Summary User: ER ——— 54:38
S$EERS
Note: You have not selected any STEERS program areas for your account. You cannot generate a STEERS Participation
Agreement until you complete setting up your account by adding at least one program area below. m E
STEERS Access /
Select STEERS Program to Add or Modify: -- Select program to add or modify — M Gol
Concrete Batch Plants General Permit (EPR_TXG11) -
Discharge Monitoring Report (DMR)

Emissions Banking and Trading (EBT)

Industrial and Hazardous Waste (IHW)

Municipal Solid Waste (MSW)

Municipal Solid Waste Notifications (EPR_MSW) | _
Occupational Licensing Computer Based Testing (CBT)
Pesticide General Permit (EPR_PESTGP)

Petroleum Storage Tank (PST)

Pollution Prevention Flanning (P2ZPLAN)

Public Drinking Water - Laboratories (PDWLAB)

Public Drinking Water - Systems (PDWSYS)

Storm Water General Permits (EPR_SW) £
TEDS (TEDS)

Tax Relief for Pollution Control Property (EPR_PROP2)
Test Program (EPR_TEST

Tier II Core Data (EPR_TIERIT

Tier II Government Official (TIERIL_GOV)

Tier II Reporting (TIERII)

Training Rosters Online Submittal (TROLS) -

Figure 8: STEERS Account Summary page with the Tier Il Core Data option highlighted

4TCEQ Web Site - https://www.tceq.texas.gov/
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3. The Tier Il Core Data Access page displays. Select the appropriate Access Type in the Program Status section.
a. If you are to sign the application, be sure to select the Tier Il ePermits Sign option.

b. If you are reading, editing, or preparing the application for someone else to who will sign, select one of
the other options that best fits.

I l TExXAS COMMISSION

Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY

Edit Account Change Password Security Questions

Paper SPA

E-sign SPA

Account Summary STEERS Home

Tier II Core Data Access User: ER

Program Status
Current Status: No Access

Access Type: ** Pick Role ** b

** Pick Role ==
Authorization T?er I ePerm!ts Re.ad O.nly - view only .
Tier I ePermits Edit - view, create, delete, modify, and pay
Tier II ePermits Preparer - view, create, delete, modify, and submit
What is the best description of oLl RN e o B E O e e T

Select the appropriate relationship and

Figure 9: Tier Il Core Data Access page with the Tier Il ePermits Sign Access Type highlighted

c. Inthe Authorization section on the Tier Il Core Data Access page, select the description of your
employer’s relationship to the facility or facilities. If you are contractor hired to do the data entry for the
owner/operator, select the relationship of who hired you to the facility.

i. Select The Facility if your employer is the facility itself.

ii. Select Parent Company if your employer is the owner of the facilities that are being reported
on.

Do not Other as an option.

Authorization
Select the appropriate relationship and authorization statement below.

What is the best description of your employer's relationship to the facility or facilities?
® The Facility
O Parent Company
) Other Do not select Other

Figure 10: Tier Il Core Data Access page's Authorization - employer's relationship section

d. Inthe “Who is authorizing the access?” section select the appropriate choice for who is authorizing the
access and select the Add Access button.

i. Choose the first option if you want “Read-only, “Edit”, or “Preparer” Access Type. You will not
be able to sign and submit the application.

ii. Choose the second option if you have a “Sign” Access Type and have authority to sign and
submit the application.

iii. Choose the third option if you have the “Sign” Access Type and someone else is authorizing the

access. If you choose this option, you must complete the Authority, Title, Company, and Phone
fields.

e. Select the Add Access button.
» The Cancel button returns you to the STEERS Account Summary page.
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' I TEXAS COMMISSION

Help == Contact Us >> Logout >=>
ON ENVIRONMENTAL QUALITY

Edit Account

Change Password Security Questions Paper SPA E-sign SPA Account Summary STEERS Home

Tier II Core Data Access User: ER

Program Status
Current Status: No Access

Access Type: Tier II ePermits Sign - view, create, delete, modify, sign, and submit -
Authorization
Select the appropriate relationship and authorization statement below,

What is the best description of your employer's relationship to the facility or facilities?
O The Facility
© Parent Company
® Other

Who is authorizing the access?(Select one of the following) ]
@1, Laura M Carlson, am applying for a read, edit, or preparer role and no specific company authorization I

is required.

_OR_

©1, Laura M Carlson, am applying for a sign and submit role and have the authority to enter into this {
Agreement for the Company under the applicable standards referred to in 40 CFR 370.42(a).

I, Laura M Carlson, am applying for a sign and submit role and am authorized by the person below who i
does have the authority to enter into this Agreement for the Company under the applicable standards

referred to in 40 CFR 370.42(a).

Authority: I [[] (Mame of autharizing autharity)
Title: (Title of authorizing authority)
Company: (Authorizing company)
Phone: (999-959-5953)

Add Access| Cancel |

Figure 11: Tier Il Core Data Access page

f. If the addition of access was successful, the page refreshes with the confirmation message at the top. If
you are satisfied, select the Cancel button and the STEERS Account Summary page displays.
The STEERS Account Summary page shows your account information and lists the program areas you have

requested access to in the STEERS Access section. Note that there is a “1” in the Probationary column in this
example.

STEERS Access

Select STEERS Program to Add or Modify: -- Select program to add or modify - - Gol
Current Program Area Program #1IDs # Probationary
Tier II Core Data EPR_TIERII N/ A 1

Figure 12: STEERS Account Summary page's STEERS Access section

At this point, your access to the Tier || Core Data program area is still Probationary. To be granted access, you

need to complete the STEERS Participation Agreement (SPA). See Signing the STEERS Participation Agreement
(SPA) in Chapter 3.
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Getting Your Numbers Online

This step is necessary when the owner/operator and/or the facilities haven’t already been registered with TCEQ. You
need a CN number and TXT2 Number to request access to the Tier Il Reporting program.

What Numbers Do You Need?

This section describes what numbers you need, how to search for existing numbers, and how to get assigned new
numbers for new registrations.

To report to the Tier Il Chemical Reporting Program, you need the following numbers:
1. Customer Number (CN)
2. TXT2 Number
3. Regulated Entity Numbers (RNs)

Customer Number (CN)

At TCEQ, a Customer is a person, company, or organization that is responsible for or is associated to one or more
Facilities (Regulated Entities). For the Tier Il Chemical Reporting Program, a Customer is a person, company, or
organization who owns a facility required to submit Tier Il Account Reports.

Owners and operators are registered in the TCEQ Central Registry database and are issued a unique Customer Number,
or CN, which is the number used by TCEQ to identify a Customer. For companies, keep in mind CNs are assigned to
parent companies and not subsidiary companies.

NOTE: The Name of a company is linked to and is made to match the Legal Name as
recorded with the Texas Secretary of State or the State of Texas Comptroller’s
Office. If your registered legal name changes between submitting reports, the
updated name is what displays in the Tier Il Reporting application except when
viewing historical reports.

TXT2 Number

A TXT2 Number is a unique number assigned by TCEQ to a specific CN that has been recorded as a reporting entity for
the Tier Il Chemical Reporting Program. This is the number used by the Program to identify a Tier Il Account.

If you have previously reported to the Tier Il Program, you have already received a TXT2 Number. If you don’t have a CN
and are going through the process of registering to get your CN, you can provide your TXT2 Number.

Regulated Entity Numbers (RN)

A Regulated Entity is the “thing” that is, could be, or has been regulated. For the Tier Il Chemical Reporting program, this
would be referred to as a facility. A Tier Il Facility is the location at which the business is conducted, as defined by 25 TAC
§295.181. It is the storefront, factory, or construction site, for instance. Facilities registered in the TCEQ Central Registry

database are issued unique Regulated Entity Numbers (RN).

Where to Get the Numbers?

The STEERS Tier Il Core Data program area is where you can create a new Customer, Tier |l Account, and Regulated
Entity records. Earlier you should have requested access to the Tier Il Core Data program area through STEERS.

NOTE: This is part of a STEERS program called the Tier Il Core Data program.
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1. To begin, log into the STEERS application. The STEERS Home page opens.

NOTE: See Setting up a STEERS Account in Chapter 3 for instructions on setting up your
STEERS account.

2. Inthe STEERS Home page, there is a link for the Tier Il Core Data program area.

I l TEXAS COMMISSION Help ==  ContactUs >>  Logout ==
oM ENVIRONMENTAL QUALITY
My Account Submissions Activity STEERS Home
STEERS Home 53:40

“S$EERS

Welcome to STEERS Internet Version 6.0!

Motice: STEERS automatically logs out after 20 minutes of inactivity. Activity is defined by moving from one
page to another, not by entering information on a page.

For more information on how to navigate this site, please visit our Help section. /

Select e-Permits Program Area: Tier 11 Core Data (EPR TIERII)

STEERS News:

There are no current news items.

Figure 13: STEERS Home - Welcome to STEERS Page

3. Select the Tier Il Core Data link and the Tier Il Core Data Activities page opens. You can choose an existing
application or create a new application.

4. To create a new application, select the Fill Out button.

' l TEXAS COMMISSION Help >> Contact Us >> Logout >>
ON ENVIRONMENTAL QUALITY

Activities STEERS Home

Tier II Core Data 18:12
e g —
S$EERS
Activities
Do not use web b er back button when filling out application.

Iwantto: ® Fill Out anew, renewal, revision, or termination application

® Access an application by password

Figure 14: Tier Il Core Data Web Activities page

a. The Tier Il Core Data Select One Application Type page opens where you identify that you want to create
a new application. Select the Create a Tier Il Core Data Application radio button. Then select the Next
button.

» The Activities button returns you to the previous page.
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' l TEXAS COMMISSION Help == Contact Us >> Logout >>

B ON ENVIRONMENTAL QUALITY

Tier II Core Data 19:25
~——
S$¥EERS

Select One Application Type:

\Ter Il Core Data
@ Create a Tier Il Core Data Application /E

Activities Next

Figure 15: Tier Il Core Data Select One Application Type Page

b. The application is now created and the Application Created page displays with the Application
Reference Number and a system generated password. Take note of both as you might need them to
access the application in the future.

NOTE: If you wish to reset your password, you can, by selecting the Set Access Rights
button which opens the Application Security page. On this page, you can:

- Allow access to a specific user through their ER Number
- Remove access for a specific user to the application
- Change the password for the application

After you make your changes, select the Activities button and the Activities page
displays.

c. Atthe bottom of the page, select the Next button.
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I szxASCOMMlsSIGN Help »>  Contact Us >>  Logout >>

ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier IT Core Data - TIER II Core Data 19:03

“S$EERS

Application Created

This TIERII-N application will appear on your "Activities" page as long as it is awaiting an action that you can perform.
To track this application, you will need the following information:
* Application Reference Number:28807

s Application Password:owbx8r

About This Password

You may change this password at any time. To change it, use | Set Access Rights | now or at anytime from your

"Activities" page.
Allowing Others Access

If you want other STEERS ER account holders to be able to view or work on this application, you have two options.
= Option 1: Give Them The Reference Number and Password.

#This is the more secure choice. Users who access the application this way will not be able to change access rights to it

#Be sure that their STEERS Participation Agreement is consistent with the work they should do on this application. If their SPA
allows them to sign, pay for, and submit applications, they will be able to sign, pay, and submit this application.

# This application will not appear in the list on their "Activities” page. To get it, they will have to click the "Access” button and then
enter its reference number and password.

* Option 2: Use | Set Access Rights | to Add Their STEERS ER Account Number to The Application.

® As with Option 1, they will be able to do whatever their SPA allows. But they will also be able to use[ Set Access Rights ] to

decide whether other account holders — including you — can view or work on this application. Be sure you trust them with this role as
well as all roles available to them instead of their SPA.

Btion will appear in the list of applications shown on their "Activities” page.

«This aggl

Click

to fill out the Application Ref. Mo. 28807

Figure 16: Tier Il Core Data Application Created page

5. To open existing application, go through the following instructions and move on to the Filling out a STEERS Tier
Il Core Data section in Chapter 3.

a. Toopen an existing shared application, select the Access button.
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' l TEXAS COMMISSION Help >> Contact Us >> Logout >3

BS ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier II Core Data 17:59
~——
S$®EERS
Activities

Do not use web browser back button when filling out application.
IW ® Fill Out anew, renewal, revision, or termination application

® Access an application by password

Figure 17: Activities page

i. The Access Application by reference Number and Password page displays. Enter the Reference

Number and Password. Then choose the action you wish to take at that time.

> Edit — This button opens the application to allow you to continue to work on the application

> Sign — This button brings you to the Tier Il Core Data Signature page (see Signing the
Application in Chapter 3).

» Refresh App Status — This button returns the applications status to “Ready to Submit”, if
applicable.

» Submit — This button brings you to the Submit Completed Applications page where you can
submit your application if it has already been signed.

> Delete — This button deletes the application if you confirm that you wish to delete it

> Set Access Rights — This button opens the Application Security page where you can assign or
remove access to other users or change the password for this application.

> Activities — This button returns you to the Tier Il Core Data Activities page.

F Texas commission Help >>  ContactUs>>  Logout >>

B ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier I1 Core Data - TIER II Core Data 18:51

“S$EERS

Access Application by Reference Number and Password

Reference waer : Password :

Edit Sign Refresh App Status Submit Delete Set Access Rights

Activities

Figure 18: Access Application by Reference Number and Password page
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b. If you have an application already started, it is listed in a table at the bottom of the Activities page.
Select the application you wish to continue with by selecting the button in the Edit column for that row.
This brings you to the Site (Regulated Entity) Information page or the first in incomplete page for that
application.

Reference | App Type Status
Se"‘dit Number = i Rel?:tlif:;ed Site Location Customer Al Report

= 22310 TIERII-N In Progress [zai

10 [ (1 of 1)
Figure 19: Tier Il Core Data Activities page with an application in progress available to choose

6. The Site Information (Regulated Entity) page displays. See the next section for instructions on how to complete a
STEERS Tier Il Core Data application.

Filling out a STEERS Tier Il Core Data Application

The following walks you through the process of creating a Tier Il Core Data application. This is used when you need a
new RN, new CN, and/or new TXT2 Number. It is used when you need to associate an existing RN to your existing CN or
associate an existing RN to a new CN.

NOTE: If you are not sure whether you have RNs, a CN, or a TXT2 Number and your
searches are not returning a number, please Contact the TCEQ Tier Il Program

office.

Regulated Entity or Site Information

1. The Site Information (Regulated Entity) page is the first page that displays once you create or edit a new STEERS
Tier Il Core Data application. It has options for finding an existing Regulated Entity (i.e. Tier Il Facility) record. It is
required that you search the database first to make sure that your facility isn’t already registered. If your facility
is not found, then you can create a new facility registration and RN.

a. If you know the RN Number, enter it in the Option 1 Regulated Entity Number field.
b. If you know a Site Authorization number associated to the facility, enter that Number in the Option 2
Site Authorization field. This can be a Site Authorization Number assigned to the facility for a different
TCEQ program area.
c. Otherwise, use the fields in the Option 3 section to search for an existing Regulated Entity.
2. Select the Next button.
» The Activities button returns you to the Activities page.
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I l TEXAS COMMISSION Help => Contact Us == Logout ==

B ON ENVIRONMENTAL QUALITY
SY¥EERS

Tier II Core Data - TIER II Core Data

Task List for: @ Site Information (Regulated Entity)

@ Reference Number: 61369
Complete one of the following options

Section Status
Site Information (Regulated o Do Option 1:  Enter the Regulated Entity number of the site for this application, if known.
Entity} Regulated Entity Number : | RN399999999
Customer (4pplicant)
Information ol
Option 2:  Or enter a known authorization number already issued for the same site (Regulated
Tier | TXT2 Number To Do Entity).

Site Authorization :

Option 3:  Or enter the site information to see if the site is already registered with TCEQ.

*Name :

Physical Address :

City :

State : Texas

Zip:

*County : Select One =

* Always Required

Activities Mext

Figure 20: Site Information (Regulated Entity) page as it first opens for a new core data form

3. After selecting the Next button, one of two things could happen. Your search could result in one or more
matches and you can select one match or there could be no matches and a blank form displays ready for you to
fill out to create a new Regulated Entity record and receive the RN Number.

NOTE: Regardless of which result you get, you can return to the search page by selecting
the Search Again button at the top of the page.

4. |If there are one or more Regulated Entity records that matches some of your search criteria, a search results
page displays.
a. Use the radio button in the list to select the one that you are looking for to select a RN.
b. If you are here to create a new RN, select the radio button for New RN.
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' l TExXAS COMMISSION Help »>  Contact Us >>  Logout >>
BES ON ENVIRONMENTAL QUALITY
e g
S$¥EERS
Task List for: @ Site Information (Regulated Entity)
© Reference Number: 28807 Search Again
Section Status Potential Regulated Entity Duplicates For :
Site Information (Regulated
Entity) To Do Name -
Customer (Applicant)
Information To Do County :
Tier Il TXT2 Mumber To Do
RN Entity Hame % Street Address Location Access Description
: RN
Select a row if one of
the results is your ﬂ
facility. e —
MNew RM -
After selecting a
) ] row, select the
Select this radio / Next button
button to create a
new facility Activities Mext
registration and RN

Figure 21: Site Information (Regulated Entity) Potential Duplicates page

5. If there are no matches or you select the New RN row above, the Tier Il Core Data Site Information Site
Information (Regulated Entity) page displays with fields for Registration Site Information.

NOTE: Alternatively, if you select a Regulated Entity in the search results table and select
the Next button, the Site Information (Regulated Entity) page displays with all the
form fields. You can select the Copy RE Information button to populate the
Registration Site Information section. Then you can select the Next/Save button at
the bottom of the page.

a. Fill out the Registration Site Information and Regulated Entity Site Information fields.

You can use the Copy RE Information button to pull the data from the second half of the page
up to the Registration Site Information section.

Also, in the Regulated Entity Site Information section, you can use the Copy Site Information
button to copy the information you filled out in the Registration Site Information section.

NOTE: The Regulated Entity Site Information Name is the name of the facility NOT the
name of the Company or Owner. There should not be any Inc., LLC, or CO in a
Facility Name, for instance.

b. Select the Next/Save button.

>

The Activities button returns you to the Tier Il Core Data Activities page.
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I l TEXAS COMMISSION Help »>  Contact Us => Logout ==

Be= ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier IT Core Data - TIER 11 Core Data 6:53

Fillout
Task List for: © Site Information (Regulated Entity)
® Reference Number: 61303 Search Again
Section Status Registration Site Information
Site Information {Regulsted Comy BE Inf .
Enting To Do Copy nformation
Customer {Applicant) o ® *Whatis the name of the site to be authorized?
Infarmation
Tier 1| THTZ Mumnber To Do B

Regulated Entity Site Information
Copy Site Information

¥ =\What is the name of the Regulated Entity [RE}?

Activities Mext/Save

Figure 22: Tier Il Core Data Site Information (Regulated Entity) page cropped to show the two sections and the buttons

6. Ifthere is a Regulated Entity record that matches your entered data such as the address, a results page for
potential Regulated Entity duplicates displays.
a. Ifthe listed Regulated Entity is your facility, select the radio button for the record, and select the Accept
Central Registry Data button.
b. If the duplicate is not your Regulated Entity and you might have entered the wrong information, use the
Return to Data Entry button to return to the Site Information (Regulated Entity) data entry page.
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P ITEXASCOMHISSIGN Help =>  Contact Us >=> Logout ==

ON ENVIRONMENTAL QUALITY
Activities STEERS Home

S$¥EERS

G
Task List for: ) Site Information (Regulated Entity)
@ Reference Number: 28835 Please choose an existing Regulated Entity by selecting one of the available rows listed below and
clicking the "Accept Central Registry Data”™ button; however, if more than one row applies, you must
Section Status contact TCEQ Central Registry at 512-239-5175 prior to completing your application.
Site Informaticn [Regulated
Entitv) To Do : & : =
RN Entity Name Street Address Location Access Deseription
Customer (Applicant) AN
Information Te Do .
Tier Il TXTZ2 Number To Do

Accept Central Registry
Data

Return to Data Entry

Figure 23: Tier Il Core Data page, Site Information (Regulated Entity) page with a list of Potential Regulated Entity Duplicates

7. If there were no errors, the Customer (Applicant) Information page displays with search options.

a. If there was already an association of that Regulated Entity to a Customer record, that CN displays at in
Option 1. If that is not your Customer, then choose from one of the other three options to search for an
existing Customer record.

b. If there were no current Customer associations, there are only three search options.
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I I TEXAS COMMISSION Help ==  Contact Us == Logout ==

E= ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier IT Core Data- TIER IT Core Data 17:45

“S$EERS

W) 3Site Information (Regulated Entity) section has been saved successfully. Please continue until all sections are complete.

Task List for: & Customer (Applicant) Information

© Reference Number:

Complete one of the following options

Section Status
Site Information {Regulated Do Option 1: Choose a customer that is already doing business at this site
Entity}) = Customer Numibsr Full Nams
Customer {Applicant ) CN
Information To Do
Tier 1| TXT2 Mumber To Oio
Option 2:  If the customer (applicant) is already 8 TCEQ customer then enter the CH
What is the applicant's Customer Number{CHN}? :  CHEE222282585
Only Exists if
there isa CN SNIT-H 3:tl tEnft.E:jst;n:}:r': authorization number already issued to the same customer
Applicant) to fin e C
already P
. . Authorization from Same Company :
associated with
the RN

Option 4:  Enter the customer's (applicant's) information to see if the applicant is already &
TCEQ custormer

CustomeriChwnership

Select One -
Type :
Legal Hame :
100 characters remaining.
Federal Tax 1D :

State Franchise Tax D :

505 Filing Number :

Activities MNeaxt

Figure 24: Customer (Applicant) Information search page

c. Fill out one of the sections and select the Next button. In all cases, the Customer (Applicant) Information
page displays.
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Customer (Applicant) Information

1. If there were matches to the information you entered, a potential duplicates page displays. If one of the records
is the correct customer record, select the radio button next to the record and select the Next button. The full
Customer (Applicant) Information page displays for you to enter the details for the customer record.

> The Activities button returns you to the Activities page.

I l TEXAS COMMISSION Help > Contact Us > Logout ==
== ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier 11 Core Data - TIER II Core Data 19:56

Task List for: & Customer (Applicant) Information
& Reference Number: 28815 Search Again

Section Status Potential Customer Duplicates For
Site Information (Regulated
Entity) Dane Legal Mame
Customer {Applicant) CN Full Hame State Franchise Tax ID 505 Filing Number
Information To Do ol
Tier || THTS Number
= To Do MNew Customer
Activities MNext

Figure 25: Customer (Applicant) Information Potential Customer Duplicates page

2. If an existing Customer was selected on the previous page, the Owner Operator information is populated but
you need to fill in the Responsible Authority section.

Chapter 3 — How to Get Started Page 29 of 216



y

2l

Tier Il Reporting Application User Guide for Tier Il Account Reporters

' l TEXAS COMMISSION

ON ENVIRONMENTAL QUALITY

Help == Contact Us == Logout =>

Activities STEERS Home

Task List for:

Section

Site Information (Regulated
Entity)

Customer (Applicant)

Information

Tier || TKT2 Number

© Reference Number: 28807

Status

Done

To Do

To Do

Tier II Core Data - TIER II Core Data 18:33

@ Customer (Applicant) Information

9

9

*How is this applicant associated with this site?
OWMNER OPERATOR

* Type of Customer

Full legal name of the applicant:

*Legal Name

“S$EERS

Search Again

Figure 26: The top portion of the Customer (Applicant) Information detail page

a. Complete the fields on the page and select the Next/Save button.

» The Activities button returns you to the Tier Il Core Data Activities page.

b. Ifthere was a close match to the data you entered, a duplicate records page displays for you to choose

from. Choose the correct Customer record if it exists by selecting the radio button next to the record,
and select the Next button. If it is not a duplicate, select the Accept Current Data button.
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H TEXAS COMMISSION Help >>  Contact Us >> Logout >>
ON ENVIRONMENTAL QUALITY

Task List for:

@ Reference Number: 28815

Section Status
Site Information [Regulated
Entity} Done
Customer (Applicant]
Information To Do
Tier Il TXTZ2 Number To Do

“S$EERS

W Customer (Applicant) Information

Please choose an existing Customer by selecting one of the available rows listed below and clicking the
"Accept Central Registry Data™ buttan; however, if more than one row applies, you must contact TCEQ
Central Registry at 512-238-5175 prior to completing your application.

State Franchise T
cH Full Hame . ® Franciise 8% ¢os Filing Number

CNEB00833242 GASTON WSC

Accept Central Registry Data

Current Customer Data
If you wish to use the current customer data rather than selecting a potential duplicate customer, please
select "Accept Current Data™.

Full Hame Customer Type

Castanza, George INDIVIDUAL

Accept Current Data

Figure 27: Customer (Applicant) Information Potential Duplicates page

3. The Tier Il TXT2 Number page displays.

Tier Il TXT2 Number

1. The Tier Il Core Data tier Il TXT2 Number page allows you to identify whether you have a Tier Il TXT2 Number. If
the database has a TXT2 Number assigned to the Customer Record, then the page displays the TXT2 number for
you to see. If there is no TXT2 Number assigned to the Customer Record, then there is a choice to get a new one

or enter one that you have.

2. If you do not have a TXT2 Number assigned to your Customer account, select No in the drop-down field.
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' l TEXAS COMMISSION Help >> Contact Us >> Logout >>

ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier II Core Data - TIER II Core Data 19:45
——
S$¥EERS

Task List for: @ Tier Il TXT2 Number

© Reference Number: 28807
*1) Do you have a Tier Il TXT2 Number?

Section Status
Site Information (Requlated
Entity) Done
Customer (Applicant) Activities MNext/Save
Information Daone
Tier Il TXT2 Number To Do

Figure 28: Tier Il TXT2 Number initial page

3. If you do have a TXT2 Number, select the Yes button and a TXT2 Number field displays for you to enter your
number.

P IT!xAsCOMMISSIQN Help »>  Contact Us >>  Logout >

BE= ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier Il Core Data - TIER II Core Data 18:38

“SYEERS

Task List for: ) Tier Il TXT2 Number

@ Reference Number: 28815

*1) Do you have a Tier Il TXT2 Number?

Section Status
Site Informaticn (Requlated * 1.1, Enter the Tier ll TXT2 Humber:
Entity) Done
Customer (Applicant)
Information Deone
Tier 1| TXTZ Number To Do Activities NextiSave

Figure 29: Tier Il TXT2 Number page with the Tier Il TXT2 Number entry field option

a. If the TXT2 Number you enter matches records in the database, you can move forward. If not, then you
can reenter the number.
i. Call the TCEQ Tier Il office for further assistance if you encounter issues with your TXT2 Number.
4. In both cases, when you select the Next/Save button, the Activities page displays and the application is ready to
sign.
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Signing the Application
After you have completed your application, you need to sign it before you are assigned your numbers.

1. On the Activities page, select the checkbox on the row for the application you are ready to sign.
2. Select the Sign button at the bottom of the page.

I I TEXAS COMMISSION Help == Contact Us >3 Logout >

ON ENVIRONMENTAL QUALITY
Activities STEERS Home

— —
S$¥EERS
Activities

Do not use web browser back button when filling out application.

Iwantto: ® Fill Out a new, renewal, revision, or termination application

® Access an application by password

Or choose one or more pending applications below:

Reset Filter
Reference
App Type ¢ Status
Select = Number - Regulated
Edit Entity Site Location Customer All Report
I N S S -

10[+] = < (1of1) =

\ Sign Submit Set Access Rights Delete History

Figure 30: Activities page

3. The Tier Il Core Data Signature Page displays. Select the certification checkbox at the top of the page.
a. Read through the agreement and enter your STEERS ER Account Password at the bottom of the page.
b. To sign the application, select the Apply Electronic Signature button.
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I l TEXAS COMMISSION Help >=> Contact Us = Logout >

ON ENVIRONMENTAL QUALITY
Activities STEERS Home

S$EERS

Signature Page

Review this list to be sure that the statements at the bottom of this page are true for each application shown.

ReferencE L ﬂp?}:;::mn Regulated Entity Site Location Customer
] TIERII-N
@ You are signing on behalf of the gwner OPERATOR- Carlson Agro-Chem

Pleas nfirm you have read and agree with each of the statements below by selecting each checkbox.

| certify that | am authorized under 40 CFR 370.42(a) to sign this document and can provide documentation in proof of such
authorization upon request.

By entering my password and pressing "Apply Electronic Signature” button, I agree that:

=

. Tam the owner of the STEERS account ER

. I have the authority to sign this data on behalf of the applicant named above.

3. I have personally examined the foregoing and am familiar with its content and the content of any attachments, and based
upon my personal knowledge and/or inguiry of any individual responsible for information contained herein, that this
information is true, accurate, and complete.

4. I further certify that I have not violated any term in my TCEQ STEERS participation agreement and that I have no reason to
believe that the confidentiality or use of my password has been compromised at any time.

&. I understand that use of my password constitutes an electronic signature legally equivalent to my written signature.

6. I also understand that the attestations of fact contained herein pertain to the implementation, oversight and enforcement
of a state and/or federal environmental program and must be true and complete to the best of my knowledge.

7. I am aware that criminal penalties may be imposed for statements or omissions that I know or have reason to believe are
untrue or misleading.

8. I am knowingly and intentionally signing TIER II Core Data.

9. My signature indicates that I am in agreement with the information on this form, and authorize its submittal to the TCEQ.

;*]

| understand that by entering my ER account password below a electing the "Apply Electronic Signature” button, | am electronically

signing the application(s) identified by the reference number( played above.
STEERS ER Account Password: [
Activities Apply Electronic Signature

Figure 31: Tier Il Core Data Signature Page

4. A confirmation page displays with the option to either submit the reference number or return to the Activities
page.
a. The Reference Number is the number of the application you were assigned at the beginning of the
process.
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5. Select the Submit reference number radio button, and then the Next button.
6. The Submit Completed Applications page displays.
Submitting the Application

Before you can submit an application, you must have signed it. See Signing the Application in Chapter 3. The submission
process is done on the Submit Completed Applications page.

1. If you had just signed the application, the Submit Completed Applications page automatically opens.

a. To get to this page from the Activities page, either select the application from the table at the bottom of
the page and select the Submit button or select the Access button at the top of the page.

i. The Access Application by Reference Number and Password page displays. Enter the Reference
Number and Password and select the Submit button.

I texas commission Help >>  ContactUs >>  Logout >>

ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier I1 Core Data - TIER 11 Core Data 18:51

“S¢EERS

Access Application by Reference Number and Password

I'4 4

Reference MNumber : Passwaord :
Edit Sign Refresh App Status Submit Delete Set Access Rights
Activities

Figure 32: Access Application by Reference Number and Password Page

2. Onthe Submit Completed Applications page select the Submit button and wait for the confirmation. Do not
press the button more than once. This process submits all the applications that have been completed and
signed.
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n TEXAS COMMISSION Help >>  Contact Us >>  Logout >
OMN ENVIRONMENTAL QUALITY
“S$EERS

Submit Completed Applications

The application listed below is complete, valid, signed and paid for. It is now ready to submit

e [f you do not wish to submit the application listed here, this is your last chance to stop. To stop now, click "Activities" at the bottom o
this screen.

s If you are ready to submit the application listed below, click "Submit” now.

Reference Application

Number Type o Regulated Entity Site Location Customer Status Report

R TIERIN Ready To Submit

After you click "Submit":

* Do not leave this screen.Wait until processing is complete.
* When processing is complete, use the links provided to save your application and approval documents to your computer or

drive. /

Activities

Figure 33: Tier Il Core Data Submit Completed Applications page

NOTE: Payment is not needed for registering your company, facility, or to get your TXT2
number. It is only required at the time of submitting your actual Tier Il Account
Reports.

3. When the submission is complete, the Tier Il Core Data Congratulations page displays. From there you can
create a new application or access an existing application.

a. When a submission is completed, an email confirmation is sent to the email address you entered for the
Customer information.

4. On this page, you can choose to view the Copy of Record, or the Approval Letter for the application.
a. The Copy of Record is all the information you provided in the application.

b. The Approval letter (Notice of Approval or NOA) is a letter that identifies your TXT2 Number, CN, and
RN. These are either the numbers you provided or newly assigned numbers if you did not have one.
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I'TEXASCOMMISSIGN Help == Contact Us > Logout >>

= ON ENVIRONMENTAL QUALITY
Activities STEERS Home

Tier II Core Data - TIER II Core Data 18:02

“S#EERS

Congratulations!

You have successfully submitted the application listed below. Before you leave this page, be sure to save these
documents to your computer.

= Copy Of Record (COR) (in XML): This is the application as you submitted it.

* Approval Letter (in PDF): Read the relevant regulations or the instructions for the application you submitted to
find out how - and for how long - you must maintain your record.

Reference Application Tvpe Link to Copy of Link to Approval Confirmation
Number ¢ PP yp Record Letter Number
TIERI-N & ]
Activities

Figure 34: Tier Il Core Data - Congratulations! Page

Selecting the PDF button in the Link to Approval Letter column displays the Approval Letter in a PDF viewer

such as Adobe Viewer. An example is as follows:

Bryan W. Shaw, Ph.D., P.E., Chairman
Toby Baker, Commissioner

Jon Niermann, Commissioner

Richard A. Hyde, P.E., Executive Director

TEXAS COMMISSION ON ENVIRONMENTAL QUALITY

Protecting Texas by Reducing and Preventing Pollution

September 7, 2017
Dear Applicant:

Re: Tier Il Number Issuance
Customer:
Contact:
TXT?2 Number:
Customer Reference Number: CN
Regulated Entity Name:
Regulated Entity Number: RN

This is an acknowledgement that you have successfully been issued a TXT2 Number, a Customer Reference
Number and a Regulated Entity Number for the Tier II Reporting Program. Please be aware that this does not
submit your Tier II Chemical Report. Please return to the TCEQ Tier II Reporting Program website for
instructions on the submission of your Tier II Chemical Report.

Figure 35: Example of the Tier Il Core Data Application Notice of Approval Letter
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6. Selecting the Link to Copy of Record button, displays a report in another tab that displays all the data that you
entered in the application.

NOTE: To associate more than on Regulated Entity or create more than one Regulated
Entity for your CN/TXT2 Number, you create a new application for each Regulated
Entity and select your CN and TXT2 Number.

Getting Facility/Regulated Entity Numbers (RN)

To get a new Regulated Entity Number for a facility, you need to create a new application. As outlined above, you first
search for the facility (to make sure there isn’t a RN already assigned), and then fill out the Regulated Entity (RN)
Information page. This information is used to create a new Regulated Entity record in the TCEQ Central Registry
database. A unique RN is assigned to that record after you complete the application process as outlined above.

NOTE: If you are adding a new facility to your existing Tier Il Account, when you get to the
Customer information page, enter your CN number, and complete the page with
your Customer information.

Getting Your Customer Number (CN)

If the owner/operator is new to TCEQ, you need to register and get a Customer Number (CN) as well as a TXT2 Number
(see below). As you progress through the application process as outlined above, first you select or create a new
Regulated Entity record for your account. When you get to the Customer (Applicant) Information page, create a new
registration by entering in information in the search page and filling out the blank Customer (Applicant) Information
page that comes up if there are no matches. Complete the application as described above and a new Customer record is
created in the TCEQ Central Registry database and a unique CN created for that Customer record.

Getting Your TXT2 Number

If you are new to the Tier Il Chemical Reporting Program, you need a TXT2 Number which is assigned to your Customer
record. After you have completed the Regulated Entity and Customer pages choose the option that indicates that you do
not have a TXT2 Number and one is assigned to you by the system.

If you already have an RN and CN for your account, but do not have a TXT2 Number, go through the process described
above entering an existing RN for your account, and your CN and then indicate that you do not have a TXT2 Number.
When the application is submitted, a new Tier Il Account is created for the CN in the TCEQ Central Registry database and
a unique TXT2 Number is assigned.

NOTE: You have not submitted your TCEQ Tier Il Chemical Report. This is just a preliminary
step necessary to proceeding to the Tier Il Reporting program where you create
and submit your Tier Il Chemical Report.

Associating an Existing Facility to your Tier Il Account

If the facility already exists in the Central Registry database and you have its RN number, you submit anew Core Data
application, but enter the RN number for the facility. See Filling out a STEERS Tier |l Core Data Application in Chapter 3. If
you do not know the RN number, you should Contact the Tier Il Chemical Reporting Program staff.
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Viewing Your Numbers for Submitted Applications

Once you have submitted your application, a Copy of Record (COR) and Notice of Approval (NOA) is created. The COR
includes all the information you submitted in your application as you submitted it. The NOA is a letter that contains the
application information as well as all the numbers assigned for that application.

1. Onthe STEERS Home page for your account, select the Submissions option in the header bar.

I l TEXAS COMMISEION Halp = Contact U§ »> Légout 3=
O ERNVIROMMENTAL QUALITY

Figure 36: STEERS Home Page Menu Bar

2. The Search Submit Log — Search Submissions page displays.

3. Select the Tier Il Core Data option from the Program Area drop-down. You only need to select that to list all the
Tier Il Core Data Applications that have been submitted under your account. To further refine the results, enter
data in the other search fields.

a. Select the Search button.

' l TEXAS COMMISSION Help >  ContactUs >  Logout =>
oM ENVIRONMENTAL QUALITY
My Account Submissions Activity STEERS Home
Search Submit Log 53:22
S®EERS

— Search Submissions

Select a program area to search and provide one or more of the additional search criteria to narrow
vour results. Selecting a program and pressing Update will display the reports an for that
particular program area.

Program Area: Tier II Core Data ate

Report Type:[ | rn-sr )
Tier IT Core Data |

D { Permit, registration, =tc.)

Confirmation Number: B

ReferencefTraCklng Number: MAEME Incident or =Permits Refer=nc=

Submitted by Account:

{ER accourt)

MNarrow your search by entering a date range. This is the date the data was submitted to TCEQ.
Start Date:

(mm/fddiyyyy)
End Date: o /
(mm/ a8y,

Figure 37: Search Submit Log - Search Submissions page

4. The Search Results for Submit Log page displays with the Tier Il Core Data submissions that matched your search
criteria listed.

a. The Ref #field is the number of the application you were assigned in the Tier Il Core Data program.
5. Inthe Action column for the application you wish to view, select View NOA from the drop-down.
a. Select the Go button.
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' l TEXAS COMMISSION

Help ==  CentactUs >>  Logeout >>
OoN ENVIRONMENTAL QUALITY

My Account Submissions Activity STEERS Home
Search Results for Submit Log 12:31
= === S#EERS

Your Search Returned 1 Records

1-1 of 1 Records

Subject Submitted & Processed Conf.# Account Pgm Area ID Ref # Action /
Tier II Core Data os8/09/2017 o0g8/09/2017 45883 EROO01616 100435 51259 View NOA I

View COR
Save COR

The following search criteria was entered:
Program Areas: EPR_TIERII
Report Types: 'TIER II CORE DATA’

Save X5l

Figure 38: Search Results for Submit Log page

6. The Notice of Authorization List page displays with the NOA types available for you to view displays.

a. Select the View NOA hyperlink to display the letter on the screen or Save NOA to save the letter as a
document.

I l TEXAS COMMISSION
ON ENVIRONMENTAL QUALITY

Notice of Authorization List Confirmation Number:

Close Window ‘WEEHS

There are 1 documents for the notice of authorization for confirmation number 49883.

1-1 of 1 Records
NOA Type NOA File Name Action

TIERII-N APPROVAL LETTER epr_tieri_61299_49883_|etter.pdf View NOA | Save NOA

Az of 11/16/2006, the notice of authorizations are saved as POF documents. (Help with POF.)

Figure 39: Notice of Authorization List page

7. When you select the View NOA hyperlink, the Notice of Approval (NOA) letter displays and includes your TXT2
Number, CN, and RN associated to or created for your application.
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Bryan W. Shaw, Ph.D., P.E., Chairman
Toby Baker, Commissioner
Jon Niermann, Commissioner

Richard A. Hyde, P.E.,, Executive Director

TEXAS COMMISSION ON ENVIRONMENTAL QUALITY

Protecting Texas by Reducing and Preventing Pollution

September 7, 2017

Dear Applicant:

Re: Tier Il Number Issuance
Customer:
Contact:
TXT2 Number:
Customer Reference Number: CN
Regulated Entity Name:
Regulated Entity Number: RN

This is an acknowledgement that you have successfully been issued a TXT2 Number, a Customer Reference
Number and a Regulated Entity Number for the Tier II Reporting Program. Please be aware that this does not
submit vour Tier II Chemical Report. Please return to the TCEQ Tier I Reporting Program website for
instructions on the submission of your Tier II Chemical Report.

Figure 40: Example of the Tier Il Core Data Application Approval Letter

Requesting Tier Il Reporting Access

Who Needs Tier Il Access

In short, everyone who wants to access the Tier |l Reporting Application to submit Tier Il Account Reports needs a
STEERS account and Tier Il Reporting access. In every case, there must be an “owner/operator” account created for the
Tier Il Account and that must be the Owner and/or Operator of the reporting entity (see What Numbers Do You Need?
in Chapter 3).

The owner/operator users grant access to additional users, such as a staff member or consultant, within the Tier Il
Reporting Application. See [reference to chapter to be written]. If you are an authorized representative who represents
multiple owner/operators, you can to request access to multiple Tier Il Accounts when you request access to the Tier I|
Reporting program.

Requesting Access to Tier || Reporting and Specific Tier Il Accounts

At this point, you should have created your STEERS Account. If you have not, see Setting up a STEERS Account in Chapter
3.

To complete this process, you need the Tier Il Account’s CN. This number is assigned by TCEQ to each “customer”. If the
organization that will hold the Tier Il Account is not registered with TCEQ, you or the organization’s owner/operator
need to go through the Tier Il Core Data program to create an account. See Getting Your Numbers Online in Chapter 3.

1. Once you have created your account, the next step is to select the Tier Il Reporting program from the STEERS
Access section on the STEERS Account Summary page.

a. If you have just created your account, this page automatically opens.
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b. If you have created your probationary account but left the application before you completed this
process, you need to sign into STEERS using your new ER number and password and on the STEERS
Home page select the My Account option in the header bar to open the STEERS Account Summary page.
r-“ TEXAS COMMISSION Help ==  ContactUs >>  Laogout ==

ON ENVIRONMENTAL QUALITY

My Account Submissions Activity STEERS Home

Figure 41: STEERS Welcome Page Header

2. Onthe STEERS Account Summary page’s STEERS Access section, select Tier Il Reporting from the Select STEERS
Program to Add or Modify drop-down field and select the Go button.

l . TEXAS COMMISSION Help == Contact Us => Logout ==
ON ENVIRONMENTAL QUALITY

Edit Account Change Password Security Questions Paper SPA E-sign SPA STEERS Home

STEERS Account Summary User: ER
———
S$¥EERS
Concrete Batch Plants General Permit (EPR_TXG11) -
—Account Summary Discharge Monitoring Report (DMR)
Account: ER001501 4 Emissions Banking and Trading (EBT)
Industrial and Hazardous Waste (IHW)
Name: Municipal Solid Waste (MSW)
Company: Municipal Solid Waste Notifications (EPR_MSW) -
Occupational Licensing Computer Based Testing (CBT)
Title: Pesticide General Permit (EPR_PESTGP)
. Petroleum Storage Tank (PST)
Email: Your Account Information Pollution Prevention Planning (P2ZPLAN)
Phone: Public Drinking Water - Laboratories (PDWLAB)
Public Drinking Water - Systems (PDWSYS)
Address: Storm Water General Permits (EPR_SW) =
TEDS (TEDS)
Tax Relief for Pollution Control Property (EPR_PROP2)
Test Program (EPR_TEST) | 2 I
Tier II Core Data (EPR_TIERII)
Tier I Government Official (TIERIL_GOV
 GTEERS Access T
Training Rosters Online Submittal (TROLS) 2

Select STEERS Program to Add or Modify: Tier I Reporting (TIERII)

}d §
Current Program Area Program # IDs m

Tier II Core Data EPR_TIERIL N/ A

Figure 42: STEERS Account Summary page with Tier Il Reporting option highlighted

3. The Add New TIERII IDs page opens. In the Program Status section, select the appropriate Access Type.

a.

The Access Type choices determine what you can do in the Tier |l Reporting Application.
i. Tier Il Reporting Read-only

This option is not pertinent to the Tier Il Reporting program. Do not choose this option.
ii. Tier Il Reporting Authorized Representative

This access type is for individuals who are authorized by the owner or operator of a Tier Il
Account Reporting entity. These users are granted access to create, edit, and submit Tier Il data
on specific Tier Il Accounts. An authorized representative can have multiple Tier Il Accounts for
whom they do reporting.

Additionally, a Tier Il Account can have multiple users with this role. For instance, the owner or
operator might choose to authorize staff members as well as a contractor to submit Tier Il
reports.
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The approval is granted for this role type by the Owner/Operator user through the Tier II
Reporting Application. You will receive an email when you have been granted access or have
been denied.
NOTE: In the Tier Il Reporting Application, these users have a Tier Il Role of TIER I
ACCOUNT STAFF.
iii. Tier Il Reporting Owner Operator
An owner/operator user is the person who is representing the entity that owns or operates the
facilities that are being reported on. A Tier Il Account can only have one Tier Il Reporting Owner
Operator user at a time. However, an individual can be a representative for more than one
owner/operator and act in their stead and therefore can be a Tier Il Reporting Owner Operator
user for more than one Tier Il Account.
This Access Type is for users who needs to be able to view, edit, and submit Tier Il reports of
the reportable facilities. This role can also authorize other users to have access to their Tier Il
Account in the Tier Il Application.
The approval for this role type is granted by the TCEQ Tier Il staff and you will be notified
through email when your access is granted or if it is denied.
NOTE: In the Tier Il Reporting Application, these users have a Tier Il Role of
OWNER/OPERATOR.
NOTE: If you are a governmental official and your organization owns or operates Tier Il
Facilities you need access to both this Tier Il Reporting program as well as the Tier Il
Governmental Official program. This guide is for the reporting to the TCEQ Tier Il
Chemical Reporting Program. There is another guide for Tier Il Governmental
Official users.
” TEXAS COMMISSION Help == Contact Us >> Logout ==
= ON ENVIRONMENTAL QUALITY
Modify IDs Account Summary STEERS Home
Add New TIERII IDs User: ER001616 12:07

“SYEERS

To add IDs to the account: select a role, relationship, an authorization and either the IDs to add or
an account to copy. Press Add IDs or Copy IDs to continue. Press Cancel when done.

Program Status

Access Type:
Tier Il Reporting Read Only - view only
Tier Il Reporting Authorized Representative - view, edit, and submit report data

Authorization ) ) ) Tier Il Reporting Owner Operator - view, edit, and submit report data and authorize representatives
Select the appropriate relationship and SUTTOITESTGTT SLatETENT DRIOW.

Figure 43: STEERS Add new TIERII IDs page with Access Type drop-down field highlighted

b. Inthe Authorization section on the Add New tier Il IDs page, select the description of your employer’s
relationship to the facility or facilities. If you are contractor hired to do the reporting for the
owner/operator, select the relationship of who hired you to the facility.

i. Select The Facility if your employer is the facility itself.
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ii. Select Parent Company if your employer is the owner of the facilities that are being reported
on.

i. Then select the second option of the two options under “Who is authorizing the access?”’

Authorization
Select the appropriate relationship and authorization statement below.

What is the best description of your employer's relationship to the facility or facilities?
O The Facility Select one option
' Parent Company

Who is authorizing the access?(Select one of the following)

o1, , am applying for a read, edit, or preparer role and no specific company
authorization is required.
4{ Only select this option
-OR- Y P
OF_ , am applying for a sign and submit role and have the authority to enter into this

) Agreement for the Company under the applicable standards referred to in 40 CFR. 270.42(a).

Figure 44: STEERS Add New TIERII IDs page - Authorization section

c. Inthe Tier Il IDs to Add section, enter the different CNs you wish to access.

NOTE: If you are the owner/operator you should only have one CN that was assigned to
you when you registered with TCEQ (see Getting Your Numbers Online in Chapter
3). Use that CN to add to your Tier Il Reporting program area access.

However, if you are a representative who is acting on behalf of owners or
operators and are the Tier Il Owner Operator user for those Accounts, you can
enter the CN for each of those Accounts. Then select the Add IDs button.

NOTE: If you are an authorized representative, and will be working with multiple accounts,
you can enter multiple CNs now.

d. If you want the same access as another STEERS user with your company/organization, you can enter
their STEERS Account Number (ER#) into the Account Number field in the Copy IDs from another
account section and select the Copy IDs button. The STEERS user whose access was copied also receives
an email confirming the copy.
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TIERII IDs to Add:
You may enter each ID or copy IDs from another STEERS account.

Enter the CN Vgits) for the Tier II account.

CNO0O0OO0000

Add ID5| Cance{l
| OR |

Copy IDs from another account.

The other account holder must be employed by the same company. An account number starts with ER and is
followed by & numbers.

Account Number:

Copy IDsl Cancell

Figure 45: STEERS Add New TIERII IDs page - TIERII IDs to Add section

NOTE: If the CN you are trying to add does not have a TXT2 Number, you will receive an
error message.

In that case, you need to go through Tier Il Core Data program area to request a

new TXT2 Number for that existing CN. See Getting Your TXT2 Number in Chapter
3.

4. |If the addition is successful, the Confirm Add New Tier Il Reporting IDs page displays.
a. Review the page and select the Confirm Add button at the bottom of the page.
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I ' TEXAS COMMISSION Help == Contact Us => Logout ==
ON ENVIRONMENTAL QUALITY

Modify IDs Add IDs Account Summary STEERS Home

Confirm Add New Tier II Reporting IDs User: ER_

“S$EERS

You have requested to add the IDs listed below with the following access type and authorization
information. If this is correct, please press Confirm Add at the bottom of the page to confirm the
addition. Otherwise, press Cancel to return to the previous page.

Access and Authorization for IDs
Access Type: Tier II Reporting Authorized Representative - view, edit, and submit report data
Relationship: The Facility

Authorization Statement:I, . am applying for a sign and submit role and have the authority
to enter into this Agreement for the Company under the applicable standards
referred to in 40 CFR 370.42(a).

IDs found to be added:

D MName/Loc
CN

Confirm Add | Cancel |

Figure 46: Confirm Add New Tier Il Reporting IDs page

5. The TIER Il Reporting ID List page displays with a confirmation message that your request for access to a Tier Il
account has been submitted. Your access remains on probation until the request has been approved. How your
access is approved depends on the type of access you are requesting.

> If you requested access as a Tier || Reporting Authorized Representative your request will be
reviewed by the owner/operator user and an email will be sent to you when the request was
accepted or denied.

> If you are requesting access as the Tier Il Reporting Owner Operator, your request will be reviewed
by TCEQ staff and an email will be sent to you when the request was accepted or denied. There can
be only one Tier Il Reporting Owner Operator user per Tier Il Account.
6. On this page, you can add additional IDs by selecting either the Add IDs button, or modify your IDs by selecting
the Modify IDs button. Cancel returns you to your STEERS Account Summary page.
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I I TEXAS COMMISSION Help »>  Contact Us == Logout ==

ON ENVIRONMENTAL QUALITY

Whao Else Has Access? Modify IDs Add IDs Account Summary STEERS Horme

Your TIERII access has been updated.

You have 4 IDs for TIERII
1-4 of 4 Records

Tier IT Reporting ID List User: ER 54:56

“S¥EER

ID & Name/Location Role Authorization Status  Modified
N Tier II Reporting Authorized Self active 07 /27/2017
Representative
CN Tier II Reporting Owner Operator Self probation J08/01/2017
CN Tier II Reporting Owner Operator Self active 07/27/2017
CN Tier II Reporting Authaorized Self active 07/27/2017
Representative
Add 1ps| Modify ips| ‘Cancel|
Figure 47: Tier Il Reporting ID List page
a. From here you can select the Add IDs button to request access to more CNs.
» The Modify IDs button allows you to change your access type for the CN or remove the CN from
your list.
» The Cancel button returns you to the STEERS Account Summary page.
NOTE: Your request remains in the Status of probation until you e-Sign a new SPA. See
Signing the STEERS Participation Agreement (SPA) later in this chapter.
7. Inthe STEERS Access section of the STEERS Account Summary page, you should see that you have the Tier Il

Reporting program area listed added to the list of Current Program Areas.

STEERS Access
Select STEERS Program to Add or Modify: - Select program to add or modify — - Gul
Current Program Area Program # 1Ds # Probationary
Tier II Core Data EPR_TIERII N/A 0
Tier II Reporting TIERII 4 1

Access

Figure 48: STEERS Access section of the STEERS Account Summary Page

NOTE: This is the page where you can request access to an additional STEERS Programs.

Confirmation

When your access is approved, an email is sent to your email address letting you know that you have been granted

access.

Alternatively, if you your request was rejected an email is also sent. An example of an acceptance notification

email follows:
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This email is to inform you of the following action related to your request for access to the TCEQ’s Tier Il
Application:

STEERS User: ER###t## - NAME

Tier Il Account:  TXT2 # for Owner/Operator: CN######## - NAME
Action Completed: Access Authorized

Authorized as of: DATE

Authorized by: email address of authorizer

If you have any questions or need assistance place contact the Tier Il Chemical Reporting Program at: 512-239-
5060, tier2help@tceq.texas.gov or http://www.texastier2.org.

Requesting an Additional Tier || Account Access

If you have already requested access to the Tier |l Reporting program and you need to add an additional Tier Il Account
access for your Tier Il Account, go through the STEERS Account Summary page:

1. After logging in, select the My Account option in the header bar.

I l TEXAS COMMISSION Help »= Contact Us == Logout =>
E oM ENVIRONMENTAL QUALITY

My Account Submissions Activity STEERS Home

S#EERS

Welcome to STEERS Internet Version 6.0!

MNotice: STEERS automatically logs out after 20 minutes of inactivity. Activity is defined by moving from one
page to another, not by entering information on a page.

For more information on how to navigate this site, please visit our Help section.

Select Reporting Program Area: Tier II Reporting (TIERIT)

OR
Select e-Permits Program Area: Tier 11 Core Data (EPR_TIERII)

There are no current news items.

Figure 49: STEERS Home - Welcome to STEERS page

2. The STEERS Account Summary page displays.
3. Select the Tier Il Reporting option in the STEERS Access section of the page.
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' l TEXAS COMMISSION Help == Contact Us > Logout »=
B ON ENVIRONMENTAL QUALITY
Edit Account Change Password Security Questions Paper SPA E-sign SPA STEERS Home
STEERS Account Summary User: ER 52:01
ey g
S$EERS
—Account Summary
Account: ER Account Status: ACTIVE - unlocked
Name: Created: 06/29/2017
Company: Activated: 07/27/2017
Title: Last Renewed: 07/27/2017
Email: Your Account Information
Phone:
Address:
— STEERS Access
Select STEERS Program to Add or Modify: -- Select program to add or modify -- - E
Current Program Area Program #1IDs
Tier II Core Data EPR_TIERII N/A
Tier II Reporting TIERII 3
Figure 50: STEERS Account Summary page
4. The Tier Il Reporting ID List page displays with all the Tier Il Accounts (CNs) already associated to your account.

5. To add a new CN (for a Tier Il Account), click the Add IDs button.

a. The Cancel button returns you to the Account Summary page.

' I TEXAS COMMISSION
BE=_ ON ENVIRONMENTAL QUALITY
Add IDs

Who Else Has Access? Modify IDs

Tier II Reporting ID List User: ER

You have 3 IDs for TIERII

1-3 of 3 Records

ID & Name /Location Role

Cn Tier II Reporting Authorized Representative Self
CN Tier II Reporting Owner Operator Self
CN

Tier II?eporting Authorized Representative Self

Add I'Dsl Modify ID5| Cancell

Authorization Status Modified

Help == Contact Us > Logout ==

Account Summary STEERS Home

52:33
“S$EERS

active 07/27/2017
active 07/27/2017
active 07/27/2017

Figure 51: Tier Il Reporting ID List page

6. The Add New Tier Il IDs page displays. Complete the page in the same way that you had previously in the
Requesting Access to Tier Il Reporting and Specific Tier Il Accounts section in Chapter 3.

a. Pick the Access Type
b. Pick your employer’s relationship to the facility or facilities

c. Select who would authorize your access

Chapter 3 — How to Get Started

Page 49 of 216



y

2l

Tier Il Reporting Application User Guide for Tier Il Account Reporters

d. Enter the CNs for the Tier Il Accounts you wish to add to your STEERS Account.
e. Select the Add IDs button.

7. As before, the Confirm Add New Tier Il Reporting IDs page displays.

' l TEXAS COMMISSION Help == Contact Us >> Logout >
BE= ON ENVIRONMENTAL QUALITY

Modify IDs Add IDs Account Summary STEERS Home

You have requested to add the IDs listed below with the following access type and authorization
information. If this is correct, please press Confirm Add at the bottom of the page to confirm the
addition. Otherwise, press Cancel to return to the previous page.

Access and Authorization for IDs

Authorization Statement:I, . am applying for a sign and submit role and have the authority

IDs found to be added:

user: RN

Confirm Add New Tier I1 Reporting IDs

“S¥EERS

Access Type: Tier II Reporting Authorized Representative - view, edit, and submit report data
Relationship: The Facility

to enter into this Agreement for the Company under the applicable standards
referred to in 40 CFR 370.42(a).

ID Name/Loc l

°~ /

Confirm Add I Cancel |

8.

Figure 52: Confirm Add New Tier Il Reporting IDs Page

Select the Confirm Add button and the Tier Il Reporting ID List page displays. Note how the latest one added has
the Status of “probation”. You must submit an additional SPA before that status can be changed to “active”. See
Signing the STEERS Participation Agreement (SPA) later in this chapter.

Depending on the type of role and access you requested, your access is granted by TCEQ staff (Tier Il Reporting
Owner Operator) or by the Owner/Operator user (Tier || Reporting Authorized Representative).

I l TEXAS COMMISSION Help ==  Contact Us > > Logout ==

ON ENVIRONMENTAL QUALITY

Who Else Has Access? Modify IDs Add IDs Account Summary STEERS Home

Your TIERII access has been updated.

You have 4 IDs for TIERII
1-4 of 4 Records

Tier IT Reporting ID List User: ER 54:56

“S$EER

ID = Name /| ocation Role Authorization Status  Modified
CH Tier II Reparting Autharized Self active 07/27/2017
Representative
CN Tier II Reporting Owner Operater Self probation 08/01/2017
CN Tier II Reporting Owner Operator Self active 07/27/2017
ChN Tier II Reporting Suthorized Self active 07/27/2017
Representative
&dd 10s| Modify 10s| ‘Cancal|
Figure 53: Tier Il Reporting ID List page
10. Selecting the Cancel button opens the STEERS Account Summary page.
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a. Inthe STEERS Access section of the STEERS Account Summary page, there is a column for # IDs and one
for # Probationary. The # IDs column shows the number of Tier Il Accounts associated with the STEERS
Account. The # Probationary column only displays if there are probationary accounts.

' ' TEXAS COMMISSION Help == Contact Us >> Logout ==
BE= ON ENVIRONMENTAL QUALITY

Edit Account Change Password Security Questions Paper SPA E-sign SPA STEERS Home

STEERS Account Summary User: ER 50:39

“S$EERS

Reminder: This account has probationary program areas and/or program area IDs. These probationary IDs or
areas have limited access. To get full access, a signed copy of the STEERS Participation Agreement (SPA) must be
received by the TCEQ either by mail or electronically if you have a Texas Drivers License. If you have not sent in
the SPA already, please do so.

Account Summary

Account: ER___ Account Status: ACTIVE - unlocked
Name: Created: 06/29/2017
Company: a\"ﬂn Activated: 07/27/2017
Title: “_‘5.011“ Last Renewed: 07/27/2017
Email: Gou““
pe

Phone: N 0\_\(
Address:

STEERS Access
Select STEERS Program to Add or Modify: - Select program to add or modify — - ﬂl

Current Program Area Program # IDs # Probationary

Tier II Core Data EFE_TIERII N/A o]

Tier 11 Reporting TIERII 4 1

Figure 54: STEERS Account Summary page

Now that you have added the new Account, you need to sign a SPA. See the next section.

NOTE: Every time you either request access to a new program area, such as the Tier Il
Reporting Application, or add to a new CN to the Tier Il Reporting program, you
must sign another SPA. See Signing the STEERS Participation Agreement (SPA) in

Chapter 3.

Signing the STEERS Participation Agreement (SPA)

The STEERS Participation Agreement (SPA) is the agreement that you must sign to gain access to STEERS and any STEERS
programs such as Tier |l Reporting program as well as access to a Tier |l Account (by using the CN). You can either
electronically sign the SPA or print it out and mail it in.

NOTE: To electronically sign your SPA, you must have a Class C Texas Driver’s License that
has not been changed in the last six weeks. If you do not have a Texas Driver’s
license or you have recently changed or renewed your license, you must submit a
paper SPA. See Preparing and Printing a Paper SPA in Chapter 3.
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Every time you add new Tier Il IDs (CNs) to your STEERS account or you request access to a STEERS program you must
submit a new SPA. For example, if you come back after creating your STEERS account and requested access to the Tier Il
Reporting program and add a new Tier Il Account’s CN to your account, you must sign another SPA for that new request
to be processed. The same is true if you request a change in your level of access to a program.

Electronically Signing the SPA

Once you have created or updated your STEERS application, you need to open the STEERS Account Summary page. From
the STEERS Home page, select the My Account option in the header.

I l TEXAS COMMISSION Help == Contact Us >> Logout ==
oM ENVIRONMENTAL QUALITY

My Account Submissions Activity STEERS Home

Figure 55: STEERS Welcome Page Header

1. Inthe STEERS Account Summary page, select E-sign SPA in the header.

' l TEXAS COMMISSION Help == tact Us >>  Logout =>
B ON ENVIRONMENTAL QUALITY
Edit Account Change Password Security Questions Paper SPA E-sign SPA STEERS Home
STEERS Account Summary User: ER 54:55
Figure 56: STEERS Account Summary page header for an existing STEERS Account
' l TEXAS COMMISSION Help = Contact Us == Lo =
BE== ON ENVIRONMENTAL QUALITY
Paper SPA E-sign SPA
STEERS Account Summary User: ER 14:54

Figure 57: Example of a STEERS Account Summary page header after creating a new STEERS Account

2. The STEERS Participation Agreement — E-sign Account page displays with the SPA detailed.

3. Review the Account Information. If it is not correct, select the Cancel button at the bottom of the page and
make your changes on the STEERS Account Summary page.

4. Read through the agreement and fill out the fields at the bottom of the page and select the E-Sign SPA button.

» The Cancel button returns you to the STEERS Account Summary page and the Exit Application button
returns you to the STEERS Welcome page and you must sign back in to continue.
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Sign Electronically with Your Texas Drivers License (TDL)

All fields are required. TCEQ will not save confidential data such as TDL, audit number, birthday, and partial social security
number.

First Name: |

|‘1"our first name as it appears on your TDL.

Last Name: | |‘1"our last name as it appears on your JTDL.
Company Name: | | i
Title: | TDL = Texas Driver's License

TDL Number:| |8 to 10-digit number

TDL Audit Number: |
S5N: I:I Last 4 digits only

Date of Birth:[ | mm/dd/yyyy

1, , have the authority to enter into this Agreement for TCEQ under
the applicable standards listed below.

|The 11-, 16- or 20- digit number on vour license.

11, , certify that I am signing this document with my personal Texas
Driver's License information.

\ E-Sign SF‘AI Cancel I Exit Application I

Signature verification can take several minutes.
Please do not press the E-sign button more than once.

Figure 58: The Sign Electronically with Your Texas Driver’s License (TDL) Section
of the STEERS Participation Agreement - E-sign Account page

A Confirmation of Submittal page displays which you can print for your records. Additionally, you will receive an
email confirmation of the completion of your SPA.

Read over the page, and select the Cancel button to return to the STEERS Account Summary page or the Exit
Application button to return to the STEERS Login page.
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I ' TEXAS COMMISSION Help == Contact Uz >> Logout > >
ON ENVIRONMENTAL QUALITY

Edit Account Change Password Secourity Questions Paper SPA Account Summary STEERS Home

STEERS Participation Agreement - E-sign Account User: ERIIIEEEE

“S$EERS

This page confirms the submittal of your electronically signed STEERS Participation Agreement (SPA) to
the TCEQ. Please print this page if you would like a permanent record of this submittal. You will also
receive a confirmation e-mail.

Confirmation number: 2633

Hash Code: 0C95D36B21D6CAGCO8BYAS06ECCT1D5791454AE91D650D42FCD7D217C0B7 DCF2

Account Information

Account: | ER

Name:

Company:

Title:

Email:

Phone:

Address:

I am applying to read information electronically for the sites below for which I have the authority to enter into this
agreement:

Tier II Government Official

Access Site Relationship Authorized By Status | Last Modified

Tier II Government Official Read Only Government Official Self Active 10/24/2017

As an account holder, I agree

1. to protect my password from use by anyone except me, to maintain the secrecy of my password by not
revealing it to anyone else, and to change it if I believe it becomes known to any other person;

2. to report to the TCEQ STEERS help line, within twenty-four (24) hours of discovery, any evidence of the
loss, theft, or other compromise of my user account or password;

3. to notify the TCEQ STEERS help line if I cease to represent any of the sites named above as soon as this
change in relationship occurs.

I, 1, have the authority to enter into this Agreement for TCEQ under the applicable standards listed
below. I, Laura Carlson, certify that I am signing this document with my personal Texas Drivers License information.

582 TEST ER 10/24/3017

Signature of Account Holder Printed Name Date

— TCEQ

Title Company Name TCEQ CN
(if known)

Signature Authority Standards:

Tier II Government Official (TIERIL_GOWV)
see 40 CFR 370.42(a)

To return to the STEERS Home page H cancel| ExetAppncatioan Toreturn to the STEERS Log In page

Figure 59: STEERS Participation Agreement - E-sign Account Confirmation page
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Preparing and Printing a Paper SPA

Note that the processing time of a paper SPA is longer than an electronically signed SPA due to the mailing and
processing time.

1. Onyour STEERS Account Summary page, select the Paper SPA option from the header bar.

' l TExAS COMMISSION

Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY

Edit Account Change Password Security Questions

Paper SPA E-sign SPA STEERS Home

STEERS Account Summary User: ER

Figure 60: STEERS Account Summary page header for an existing STEERS Account

' l TEXAS COMMISSION Help =
ON ENVIRONMENTAL QUALITY

> Conta &4 Logout ==
Paper SPA E-sign SPA

STEERS Account Summary User: ER

14:54

Figure 61: STEERS Account Summary page header after creating a new STEERS Account

2. The STEERS Select SPA Type page displays. On this page, you have two options for the type of SPA to create:
a. Generate SPA
i. Select the Generate SPA to create a document that you can print, complete, and mail to TCEQ.
This option is used in all cases except when you require authorization from another person.
b. Generate SPA for Single Authorization
i. Select this option only if you need to generate a paper SPA for a single person authorizing your

access. For instance, contractors that are requesting authority to prepare and submit data for an
owner/operator.

ii. The four fields must match what you entered on the Tier Il Core Data Access page.
3. The STEERS Participation Agreement page displays.

a. Review the Account Information. If it is not correct, select the Edit Account button in the header and

make your changes.

If the information is correct, print the page and fill out the signature section at the bottom of the form in
pen. Mail the form in using the address at the top of the form.
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Setting Your STEERS Password

As soon as you request STEERS access, (see Setting up a STEERS Account in Chapter 3) you should have received an email
sent to the email address that you entered in your application. It looks something like this:

steersdv@tceq.texas.gov

This is a message from the STEERS team. Your STEERS account has been created.

Your account number: ER
Your verification key url:
http: fwww3dev tceqtexas govisandboxesitienifsteersiindex. cfm?fuseaction=login.setpwd&vk=373b2

To log into STEERS for the first time, you must click on the verification key url above. You may also copy and paste the url into your browser. The venfication
key url will take you to a page to set your account password.

This account has a probationary status, which means it has limited access to the STEERS application. To remove the probationary status and to get full
access to STEERS, you must either sign the STEERS Participation Agreement (SPA) electronically with your Texas Drivers License or a printout of the SPA
with original signatures must be mailed to:

TCEQ

STEERS MC226

PC Box 13087

Austin, TX 78711-3087

SPAs that are faxed or do not have original signatures will not be accepted.

An online help manual is available at http:/fwww3dev] tceq.texas.govisandboxesitieriilsteers/help/main.html .

If you want to see the details for this account, log onto STEERS and click on My Account. You can access STEERS at hitp:/fwww3dev tceq.texas.
gov/sandboxesfieni/steers! using your web browser. If you have any questions or comments please contact the STEERS Help Line at 512-239-6925 or by e-
mail at steersdvi@tceq.texas gov.

Thank you for using STEERS.

This e-mail fransmission and any attachments are believed to have been sent free of any virus or other defect that might affect any computer system into
which it is received and cpened. It is, however, the recipient’s responsibility to ensure that the e-mail transmission and any attachments are virus free, and
the sender accepts no responsibility for any damage that may in any way anse from their use.

Figure 62: Example of STEERS Account Creation Confirmation Email

1. Click on the link on the email and the Set STEERS ER###### Account Password page opens in your browser.
Enter your password in each Password field paying attention to the password requirements.

3. Answer the security question. The security question is one of the security questions that you selected when you
created your account.

4, Select the Set Password button.
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' l TEXAS COMMISSION Questions or Comments >

BS= ON ENVIRONMENTAL QUALITY
STEERS Login TCEQ Home
Account Password \"-E-'-E-"E/Rs

To set your account password, please enter the information below. All fields are required.

Enter New Password: | (m

Confirm New Password: |

—5et STEERS ER

Please answer the following security question: (3 incorrect answers will cause the account

to be locked) E
What is the name of your first| ’

child? m
Set Password | (
Password Requirements:

It must be between 8 and 20 characters long.

It must start with a letter.

It must centain at least one number.

It must contain letters and numbers only.

It is not case sensitive.

If this is not the first time you set your account password, it cannot match your previous password.

Figure 63: Set STEERS Account Password Page

5. If the password was accepted, an Account Password Set page displays. Select the Login button to return to the
STEERS Home page.

' I TExXAS COMMISSION
B ON ENVIRONMENTAL QUALITY

Account Password Set ID:ER

g ——r

S¥EERS

STEERS ER Account Password Set Successfully

Your account password has been set. Please press the button below to go to the

STEERS Login page.
|/

Figure 64: Account Password Set Page
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Renewing Your STEERS Account

Every two years you must renew your STEERS account. A warning message displays on the STEERS Home page and you
should receive at least two emails warning you that your account is about to expire. If you do not renew your account
within 30 days of the expiration date, your account will be deleted.

To renew your STEERS Account,

1.
2.
3.

Open the STEERS Account Summary page by selecting My Account in the STEERS Home page header.

Review your account information to make sure that nothing has changed.

To update your STEERS Account information, select the Edit Account header option, make your corrections in
the Edit Account Information page, and select the Update Account button at the bottom of the page. You are
returned to the STEERS Account Summary page.

To update the STEERS program area access, click on the program area name hyperlink in the STEERS Access
section of the STEERS Account Summary page and the program area access page displays. For instance, if you
selected the Tier Il Core Data hyperlink, the Tier Il Core Data Access page displays.

Make any necessary changes to the Access Type and Authorization and select the Save Changes button. The
STEERS Account Summary page displays.

Once your changes have been made, you must submit a new SPA to complete the renewal. See the Signing the
STEERS Participation Agreement (SPA) section of Chapter 3 for more information.
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Chapter 4 — How to Use the Tier Il Reporting Application

As mentioned earlier, the Tier Il Reporting Application is used to capture information on the storage of Tier Il reportable
chemicals at facilities and locations across Texas. In the application, the Owner/Operator of those facilities (or their
designee) creates reports where the details of their facilities are captured including the chemical storage information at
each facility as well as the facility’s contacts.

In the rest of this guide you will learn:

— How to Start the Tier Il Reporting Application

— How to Create a Draft Tier Il Account Report

— How to Complete Draft Tier |l Account Reports

— How to Add a Contact to Multiple Facilities

— How to Validate Draft Account Reports

— How to Submit Tier Il Account Reports & Make Payments

— How to Manage Your Tier Il Account

— How to Export Account Facility Reports

— How to Authorize Users to Access Tier |l Account and Reports

First, the basics of how to use the application.

Basics of the Tier |l Reporting Application

The web pages in the Tier Il Reporting Application have many similarities between them. For instance, there is a STEERS
header bar, navigation menu, and page title on all pages.

This chapter describes those common features as well as the typical page behaviors and functionality.

Using the Tier Il Reporting Application Web Pages

In general, there are two basic types of web pages in the Tier |l Reporting Application: detail web pages and list web
pages. Additionally, small pages display over the main page that are called pop-ups and are used for small tasks or
searches related to the main page.

The next sections describe each web page type and features.

General Web Page Features

All full web pages have similar key features such as a navigation menu, title, sections, etc. They are as follows:
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ORI [STEERS Header Bar | =2 Gt o

STEERS — Tier IT User: ER001501 Page Title

= Navigation Menu Add Draft Account Report
TETE = required on Tier Il Account Report submission

Account
™r2 # Active YES

B Facility Search
% Report Search
Owner{Operator

[E=] Add Draft Report CN CN Name

Read-Only Section

Type
& Add Contact to Mult Fac
& Auth Users for Acct
Report

*Type oeiact. *Year 2016

MNotes

Data Entry Section

A Facilities

{Lof1) o || <= | 25

acilif ame ]
_— | | Data Table Section | ° oD

(Lof1) a|[ < w | > 25,

No Records Found

<]

Add Existing Facility...

| Save || Reset |‘ Cam:El|

Figure 65: Example of a General Web Page with the Features pointed out

General Web Page Features and Purpose

Web Page Features Purpose

STEERS Header Bar This is a bar that displays at the top of all the STEERS applications including the Tier I
Core Data program area and the Tier Il Reporting Application. The Help, Contact Us,
and Logout options are specific to STEERS.

The STEERS Home option returns you to the main login page for STEERS.

Navigation Menu This menu contains all the options that are available to you to be used at from any
page in the application. Selecting a link from the Navigation Menu flows you to that
page within the Tier Il Reporting Application.

» Remember that flowing to another page could lose any unsaved data in the page

you are on.

Messages When the system has information, notices, errors, or other messages for you, they
display at the top of the page, above the page title on both full pages and some pop-
ups.

Page Title The title or the name of the page is displayed at the top of the page below the STEERS

header bar. In this guide, this is the title that is used to refer to the pages.

Page Body The page body is where the content of the page is displayed.

In most pages, fields and information are grouped into separate groupings, or sections,
surrounded by boxes. The boxes indicate that the information within those boxes is
related and each box has a title.
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Web Page Features Purpose

Read-Only Section This section is often displayed at the top of detail pages such as the Account Facility
Detail page. It often displays Account and Facility identifiers as well as Account Report
type and year. This is a way to verify what Account, Facility, and Report you are
viewing.

Sections and Subsections  Within page there can be groups of fields or data marked off by boxes with titles.
There are different sections for different purposes such as read-only sections, data
entry sections, and data table sections.

Within some sections fields are grouped in subsections which are also set off by a box
and a title.

Some sections, such as the Report section on the Account Facility Detail page, are
collapsed when the page loads. This is to save space for the more important
information on the page. To expand those sections, select the + symbol next to the

section title.
Data Entry Section These sections include data entry fields and are where most your work is done.
Data Table Section These sections include data tables which are often used for both displaying data

associated to the record as well as the ability to add and remove data.

Table 1: Generic Web Page Features and their Purposes

Parts of a Pop-Up

There are smaller windows that are used called pop-ups. They display over the initiating page. While they have a title
and a body like all pages, they do not have the browser header, application top panel, or navigation menu. Most pop-
ups have a Cancel button that closes the pop-up displaying the originating page from which you came. Search pop-ups,
also have Search, Reset, and Select... buttons as well as a search results data table.

There are three main uses for pop-ups: to execute searches and selections of values; data entry; and detail data view.

Search pop-ups have the search criteria at the top of the pop-up with Search and Reset buttons. Below that is a Search
Results Table where the results of the search are displayed. Below the table are the Select... and Cancel buttons. These
pop-ups are used generally to find a value for a field such as locating a NAICS code and picking one to associate to the
Account Report Search page.

Chapter 4 — How to Use the Tier Il Reporting Application Page 61 of 216



y

2l

Tier Il Reporting Application User Guide for Tier Il Account Reporters

MAICS Search Search fields l
MAICS Search

Search Reset

MAICSs
Search Results Table
{1of1) < |[ <« v || =1 | [25
Code Name
'C) 0116 Soybeans
':::' 11111 Soybean Farming | !
- | Results Data Table I
()| 111110 Soybean Farming
= . o
()] 11112 Qilseed {except Soybean) Farming
':_:' 111120 Qilseed {except Soybean) Farming
()| 2075 Soybean il Mills
oy
Py o
)| 311222 Soybean Processing
':::' 311224 SOYBEAN AND OTHER QILSEED PROCESSING

{Lof1) < || < o | | [25 V]

Figure 66: Example of a Search Pop-up

In some cases, a record is displayed on a page but the details are modified in a pop-up. The record is selected on the
main page and the update or data entry pop-up comes up. These pop-ups have entry fields and Save, Reset, and Cancel
buttons.

Update Chemical x

Chemical Search
Entry fields I
CAS# | 1066-33-7

* Name [AMMOMUM BICARBONATE ]

Extremely Hazardous YES o No

(o] [peset] ([comeet]

Figure 67: Example of a data entry pop-up

Some information is displayed on a pop-up rather than the detail page. When you select that record, a detail pop-up
displays with the information for that record. These pop-ups sometimes have a message section. They also have display-
only fields and only a Cancel button.
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Account Facility Chemical Location Detail
Info: This Tier Il Account Report has been submitted, no changes can be made to it. * Messages I
* Location within  STORED OM WEST SIDE OF CONTROL ROOM
Facility
Latitude DISpIay only flelds Longitude
* Container Type COTHER * Container Pressure  AMBIENT PRESSURE
* Container AMEIENT TEMPERATURE Actual Max Daily Amt 4000 lbs
Temperature
* Storage Location MNO
Confidential
| Cancel |
Figure 68: Example of a detail pop-up
Parts of a Detail Web Page

Detail web pages contain information specific to a record such as a Facility or Account Report. These pages are often

data entry pages

™ TEXAS COMMISSIO

which are used to capture your report details.

N Help>>  ContactUs>>  Logout >>
BE on ENVIRONMENTAL QUALITY | STEERS Header Bar |

STEERS — Tier II

user: ER I 19:47

Messages or Errors
= Mavigation Menu Page Tille
= Info: Thisiza draft Tier Il Account Report. g

& Select Tierll Role

B Facility Search

[ Add Draft Report

o Mult Fac

Account Facility Detail

Header Information

* Field iz required on Tier |l Account Report submission

CN CN ‘Owner/Operator Name TXT2 &
RN RN Facility Name Report Type ANMNUAL Report Year 2016
-
+ Report
Facility Information Identical to Previous Submission VES
Eacility
RN RN102501954 *MName | Fee
Facility Status
” Effective Date | 01/51/1500 | @ | " ExeirationDate (15313000 | m |

Figure 69: Example of a Detail Web Page

Web Page Parts and Purpose of a Detail Web Page

Web Page Part Purpose

STEERS Header Bar This uppermost top section is found on all full pages and contains Help, Contact, and Logout

functionality for STEERS.

Messages When the system has information, notices, errors, or other messages for you, they display
at the top of the page, above the page title on both full pages and some pop-ups.
Navigation Menu This menu contains all the options that are available to you to be used at from any page in

the application. Remember that flowing to another page could lose any unsaved data in the
page you are on.
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Web Page Part Purpose

Header Information  This section is often displayed at the top of detail pages such as the Account Facility Detail
page. It often displays Account and Facility identifiers as well as Account Report type and
year. This is a way to verify what Account, Facility, and Report you are viewing.

Page Body The page body is where the content of the page is displayed.

Tabs Tabs are available on the Account Facility Detail page. They open different a set of fields for
data entry or viewing. For instance, the Facility tab displays the Facility specific information
such as location and name and the Chemicals tab contains the information related to the
Chemicals at that Facility. The actual tab for the page that is currently displayed is darkened
to differentiate from the other two tabs.

To open the tab, select the title of the tab. In this case, the Facility tab is displayed.

d Chemicals H Contacts

Table 2: Detail Web Page Parts and their Purposes

Parts of a List Web Page

There are many web pages in the application that provides a list or data table of records such as the Facilities List or
Facilities List pages. At the top and bottom of the table, there are export buttons that allows you to print the results.
Then there is sometimes an option above the table for determining what which records to display such as the ability to
show draft Account Reports on the Account Reports List page.

The main section of the page is the data table. The data tables have specific functionality that is detailed later in this
chapter.

I l TEXAS COMMISSION Help >> Contact Us >> Logout >3
BE ON ENVIRONMENTAL QUALITY

STEERS — Tier IL

Facilities List | Export All Data Options |

Export Page Data Options
1;_/ e

£ Select Tier || Role
. Page Data | Data Table I o
- Include Inactive Facilities? | | ves ) No

% Report Search Column Header Row

Search Results Table

(<] L2B)E 2] B~

[EE Add Draft Report (30f5) |E
a ) A - - ~ Report
& Add Contact to Mult Fac RN = Facility Name 7 . n TXT2¢ ¥ CN e ‘Owner/Operator Name ¥ Report Type 1
=l PhysicalAddress = | | \ | || [sekct = | |'=L
& Auth Users for Acct
D RN CH INITIAL 2016
D RN CH INITIAL 2016
D RN, (=} INITIAL 2018
D RN CN INITIAL 2016
|
[ | eyi— | Page #Buitons | o . - "
Select Number of records per page |>
D RN cH 1 1
}%Eu? (2)l2 BMa)s) ()= dgfzs
- - - -
EEt | First Page | | Previous Page E“"" | | Next Page I | Last Page I p 31
Page Dsta All Data

Figure 70: Example of a List Web Page
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Web Page Parts and Purpose of a List Web Page

Web Page Part Purpose

Data Table Data tables are found throughout the application. They can be found on pages dedicated
to the data table such as the Facilities List page. They are used to display a list of records
such as Facilities that fit a set of search criteria.

See Using Common Buttons in this chapter for more details on the various common
buttons you run across.

See Using Data Tables in this chapter for more detailed information on using data tables.

Column Header Row [Elsmﬂz\'l . =i S

The top row in every table is a column header row. The header title describes the data
that is in that column. Some column headers have sorting features. You can sort the list
in ascending or descending order by some fields. Other fields also have filter fields where
you select or enter a value that the system uses to limit the list to those that fit the filter.

R LR o (e | (1] ED( 2] a)[5](6](7)[8][2)[20] [» ] =] [25 v|
Some lists are larger than what can be displayed on one page. When that happens, the
list is broken into pages.

At the top and bottom of every data table are buttons and arrows used to navigate
between pages of data. You also have the option to choose how many records to view in
a page’s list.

Print Page Data Options These buttons are found in the top and bottom left corners of list pages. They provide
- the ability to export to PDF or CSV (i.e. Excel) only the records displayed on the page.
— = These reports just include the data in the table, in table form. They do not include any
Page Data more data than what is available in the table.

See the next section for instructions on using these buttons.

Print All Data Options These buttons are found in the top and bottom right corners of list pages. They provide
- the ability to export to PDF or CSV (i.e. Excel) all records in the data table regardless of
o whether the current view is showing all the records in the table. These reports are
All Data essentially the data tables in a PDF or CSV file. They do not include any more data than
what is available in the data table.

See the next section for instructions on using these buttons.

Table 3: List Web Page Parts and their Purposes

Printing Search Results Tables

On list pages, there are two sets of printing options available: Page Data and All Data. For each, you can choose to
create a report in a PDF format or a CSV (spreadsheet table) format. The reports are essentially reproductions of the
Search Results Table and are presented in table format. No more information than what is on the Facilities List page is
included.

» The Page Data buttons take the results that are displayed on the current page and presents them in a report.

> The All Data options creates a report that includes all the results returned from your search if all the results are
on your current page display.
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For instance, if you have a search that returned 40 Facilities, but the search page is only displays 25, if you chose
to create a PDF report for Page Data, the report would only include the 25 records that were displayed. The All
Data options would include all 40 records.

1. Select the PDF or CSV icon in either the Page Data or All Data options.

FDOF Option 3V Option

N.

Figure 71: Report PDF and CSV option buttons

2. When you select an icon, the system creates a PDF or CVS report based on your choice. Your browser asks you
whether you wish to save or view the document when the file is ready. How that request is displayed depends
on your and browser settings. It might look something like this:

Do you want to open or save facility-search.pdf (2.78 KB) from tceqdsvrtier2d1.tceq.texas.gov?
Open Save |T Cancel

Figure 72: Browser confirmation for opening or saving a PDF Facility Search Report

a. Ifyou select the Open button, the PDF document should display on your computer either within your
browser or in your PDF viewer. A CSV document opens in MS Excel or your designated spreadsheet
application.

b. If you select the Save button, you are presented with the opportunity to select the location to which you
wish to save the document.

Using the Navigation Menu

On all the full pages, there is a navigation menu to the left side of the browser window. There are several options
available to you.

NOTE: Remember that if you have any unsaved data on a page and choose to flow to
another page that unsaved data could be lost.
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STEERS — Tier I

£+ Select Tier Il Role

BX] Facility Search

@ Report Search
[E5] Add Draft Report
& Add Contact to Mult Fac

& Auth Users for Acct

Figure 73: Navigation Menu

Navigation Menu Options and Description

Menu Option Page

Hide/Show Menu Button If you wish to increase the amount of space you have for your page, you can hide the

E navigation menu by selecting the button at the top of the menu.
To unhide the menu, select the button again.

Select Tier Il Role Opens the Select Tier Il Role page. This is where you can choose your role. If you are
using the Tier Il Reporting role, you can choose which Tier Il Account you want to work
with.

Facility Search Opens the Facility Search page. On this page, you search to find specific Facilities for

your Tier Il Account.

Using this search, opens the Facilities list page. From this page you can print the search
results or extract the Facility records.

Report Search Opens the Account Report Search page. On this page, you can search for any Account
Report that has been submitted on your Tier Il Account. You can open a current draft
Account Report to complete the Account Report or to view a historical Account Report.

Add Draft Report Opens the Add Draft Account Report page. This is where a new draft Account Report is
initiated.

Add Contact to Mult Fac  Opens the Add Contact to Multiple Account Facilities page. This is where you can choose
to add the same Contact to multiple Facilities on your Tier Il Account.

Auth Users for Acct Opens the Authorize Users for an Account page. This is where an owner/operator user
can grant or revoke access to a STEERS user to their Tier || Account.

This is necessary for a staff member or a contractor to act on behalf of the
Owner/Operator and manage the Tier |l Account.

Table 4: Navigation Menu Options
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Using Entry Fields

There several different field types in the application. The following table lists the field types and their usage.
Entry Field Types and Usage

Field Type Usage

Entry Fields These fields are for capturing words or numbers. The field might be limited to
Text Field numbers only if the data should only be numbers such as Latitude or Zip code.

Gity
| AUSTIN |

Numeric Field
"TP (75148 |

Drop-down Field These fields supply a list of set values to be selected from. Select the down
Region arrow to the right of the field for a small box to display with the list of options.
||..5-r—| - | Select the appropriate option and the data table closes and the chosen value

displays in the field.

Region
Ca.
UzA

International |

Radio Buttons These fields are used when there are only two options for the data. For
instance, it is used when the answer to a question is only “yes” or “no”.
Staffed I Yes n Mo

Date Field These fields allow you to enter a date using your number keys. The dates must
be entered in the dd/mm/yyyy format (i.e. 01/01/2019). You do not need to
enter slash marks (/).

* Effective Date |'.-:_ 0172017 I o |
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Field Type Usage

Calendar Button and Next to date fields, there is a small icon that looks like a calendar. Selecting this
icon brings up a calendar selector feature from which you can choose the

Calendar Picker pop-up
desired date that then populates the date field.

= Effective Date |,

The Calendar Picker pop-up has a few features:

e The Month and Year fields are drop-down lists for selecting the

1011800 |?| * Empiration Date
desired value.

[5ep wlzo1r  w| O

e The Current Date button brings the picker to the current date which
you can use to either use as the date or start from to find the correct
date from there.

1| 22| a3 sl a5 2 To use the Calendar Picker pop-up, use the calendar page, Month or Year
1| saf] o]l 2of 2] =] == drop-down fields, or the Current Date button to browse for the desired date.
Select the day button in the calendar display. That date populates the
| current pae | IEI corresponding Date field. If you are satisfied with the selected date, select the
Close button to close the pop-up.

:2.-!” a5 iﬁ” a7 zal 29| =0

Read-only Some fields are only displayed and cannot be changed. They are displayed with
Text Field only the value and the value is not surrounded by a box as entry fields are.

County HENMDERSOM
Numeric Field
Latitude 32301667

Table 5: Data Entry Fields and their Usage

Identifying Mandatory Fields

In the Tier Il Reporting Application, there are two stages at which certain data must be supplied. For instance, when
filling out a draft Account Report there are fields that required to be completed successfully before the record can be
saved. Those fields are identified by an asterisk (*) next to the field name.

* Number of Days on 5Site |

Figure 74: Example of a field required to be successfully completed before the form can be saved

Then before you can submit the Draft Account Report, for instance, not only do all the mandatory fields must be
successfully filled out but also another set of fields must be successfully completed. Those fields are identified by a high-
hat symbol (/A ) by the field name.

* Fire Department | 1.1 Fire Department

Figure 75: Example of a field that is required to be successfully completed before the form can be submitted
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Using Common Buttons

There are several buttons that are found throughout the application. The following table lists those buttons and their
usage.

‘ Important! Do not use your browser’s back button. Use the Cancel button instead. ‘

Common Buttons and Their Usage

Button Usage
Ellipses ... All buttons with ellipses indicate that selecting that button opens another page or modal pop-
Ellipses button  UP- This is used to flow to search pages, data entry pages, or detail pages. For instance, the
_ ellipses button next to the NAICS field on the Account Report Search page, opens the NAICS
| | Search pop-up.
Add... button Labeled buttons with an ellipsis such as the Add... button opens a new page or pop-up.
| add.. |
Cancel Generally, the Cancel button closes the current page and returns you to the previous window.
| — | If you are on a list page and had come from a search page, selecting the Cancel button returns
— you to the search page. Your search criteria should still be populated.
If you are on a detail page and had come from a list page, selecting the Cancel button returns
you to the list page. However, the system must repeat the search that brought you to the list
page before it can be displayed.
In some pages, the only exit from the page is by using the Cancel button. In this case, you do
the work needed on that page, save your changes, and then select the Cancel button to
return to the previous page.
Lastly, selecting the Cancel button on a pop-up closes the pop-up.
Delete This button is used on detail windows or pop-ups where a specific record is displayed. This
_— functionality removes the information from being available in the database for future use.
| Delete | This is different, for instance, from deactivating a site.
Reset The Reset button is commonly found on search pages and pop-ups. Selecting this button
— refreshes the page and returns all the fields to their default or the saved values. If it is a
| Reset | search page or section, the Reset button clears all fields the page or section. On a detail page
or pop-up, the Reset button reverts the fields to the saved values removing any changes you
had made but not saved.
Save This button saves or commits the entered or modified data to the database.
| - | NOTE: In creating a Draft Account Report, saving is not the same thing as submitting.
Search The Search button is found on search pages or pop-ups. Once you enter search criteria, you
- select the Search button and the application performs the search based on your criteria.
|5"—"h| Search results display in a Search Results Table either in a pop-up or a List page.
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Button Usage

Select The Select button is found on list pages or pop-ups. This button allows you to take a value

|T| that you had selected on the list and associate it to the record you were creating.
Select. .

For instance, when you search for a Facility and want to select a NAICS code for the search
criteria, you would open the NAICS Search pop-up, search for a NAICS code, select the option,
and use the Select... button to return that NAICS code to the Facility Search page.

Table 6: Common Buttons and their Usage

Please Wait Icon Overlay

When you execute a process such as a Search or Save, while the system performs the processing, a “Please wait...”
graphic display over the page. It indicates that the system is processing your request and you are not allowed to
continue to work in the application until that process is complete. When the process is complete, the overlay goes away
and the underlaying page or the destination page for the process displays.

1 this form, and authorizs

thel Please wait.. ,lal
¥

Figure 76: Please Wait... overlay

Using Data Tables

In the Tier Il Reporting Application, there are many places where data tables appear. These can be lists of Facilities on an
Account Draft Report, for instance, or a list of Chemicals that were found from a search you performed. As described
earlier, there are specific areas of a list page. Accordingly, there are specific areas of data tables.

In these tables, there is sorting and filter functionality to further refine the results that are displayed on the table as well
as the order in which they are displayed

Depending on how many records are in the data table, there could be more than one “page” in the data table. Just
above the actual table, is a series of buttons that provide the paging functionality.

» When there is only one page, there is a (1 of 1) followed by a single page button as in the example below.

(Lof1) 25 V]

Figure 77: Example of the paging buttons for a data table with one page

» When there is more than one page, there is a (1 of #) followed by more than one page number buttons. There
are three pages in the example below.

(10f2) B2z [~][~] 5V

Figure 78: Example of the paging buttons for a data table with three pages

Here are examples of two data tables found in the Tier Il Reporting Application. Following the examples is a table that
lists each feature and its use.
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Chemicals

[
e | Column Sort Buttons I—‘
@of2t) [va [« ] [1][B2] 2](s]6](z] a][2][20] [= ][] | 5 v
Name cas# ¥ | EHS ¥ |
o‘ ALKYL AMMONIUM METHYL CHLORIDES, CONTAINS (CORROSIVE LIQUIDS, N.0O.5.) NO ~
)| AL CORROSIVE LIQUIDS, N.0.5.) IScroIIbar I,_m.-—#
- Selection Radio Buttons | S
[ :'4 LEEN. EENZYL—CS—JB-ALFAW—.| 53445-41-2 NO
- Paging Buttons
() AMMONIUM, (2-CHLOROETHYL)TRIMETHYL-, CHLORIDE lf 999-81-5 YES
AMMOMNIUM, (2-HYDROXYETHYL)DIISOPROPYLMETHYL-, BROMIME&CARM 50-34-0 NO
AMMONIUM, (4-(P-[DIMETHYLAMING)-ALPHA-[P-(ETHYL() FOBENZYL)AMING)PHENYL)-BENZYLISGYE) CEOTES B v
-2,5-CYCLOHEXADIEN-1-YLIDENE)ETHYL{M-SULFOB )-. HYDRO!(EEENE SﬂTiO%JI\EALT
o) [ [« ] [2]EB(2]s](s](s] 2 ]8][2][20] [»][ =] [z5[¥]

Page Number

| SElECL..‘ | Cancel Buttons

Figure 79: Example of a Data Table with Radio Buttons for Selection

earch Results Tabl,
-—|Select AH Co\umn Sort Buttons M Entry Fitter Field |—| Drop-down Filter Field I_
Facility Name < r A TXT2 & O 0 ner/Operator Name Repo pe Repor:
| | | Physical Address ¥ | | | $ |Select . | |—\'ear
[ RN CN INITIAL 2016
D CN INITIAL 2018
— Selection Checkboxes I
BN cH INITIAL 2018
]| e l— cH INITIAL 2018
& Paging Buttons_l
. p—
[ cH INITIAL 2018
™
[ | pum \ N Page Number INITIAL 2016
1 Buttons
I
{Lof1) B =

Figure 80: Example of a Search Results Table with Checkboxes for Selection

Data Table Features and Usage

Data Table Feature Description

Display Options Some tables have the option to show or hide certain records. For instance, on
tables that list Account Reports, you have the option to show only submitted,

Include Inactive Facilities? \ ) Yes o N
' only draft, or all Account Reports.

Current Page of Total # of Pages On the paging row above the table, is a set of numbers such as (2 of 85). This
indicates which page of results you are (page 2) on out of the total number of

2 of 85
(2 0185) pages (85 pages).

The total number of pages changes if you select a different number of records
to show on a page.

If the data table displays 25 records on each table page and this field shows a
total number of pages of 2, there could be as many of 50 records in the list.

Page Number Buttons At the top and bottom of every data table are numbered buttons that are
—————— used to flow from one to another specific page. By selecting one of the
AEH : O BERRRE o
buttons the records for that page is displayed.
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Data Table Feature Description

Paging Buttons On either side of the page buttons, are paging option buttons that allow you
to flow from one page to the next or back again.

L]

First Page — brings you to the very first page in the data table

Previous Page — brings you to the data table page just prior to the one
displayed

|L| Next Page — brings you to the data table page just after the one
displayed.

| o | Last Page — brings you to the very last page in the data table.

Number of Results Viewed Per This drop-down allows you to select the number of to be displayed per page.
Page By selecting this drop-down field, you can choose to display 50 records

instead of 25 records per data table page, for instance.
[25 vl
NOTE: Some web pages do not have the space to display all 25 rows, for

35 example, on the page’s data table section. In that case, a scroll bar displays so
E you can scroll

Column Sort Button Some columns in a data table can be used to re-sort the data. They sort in
- either ascending or descending order based on the data in that column. For

RN ¥ instance, if it is a date column, the first time you select the button, all the

| | records in the column sorts with the oldest date first. This is done by selecting

the up/down arrows in the upper right corner of the column header cell. Each

time you select the button, the order reverses.

",

RM
‘ [ Il Before the column has been used to sort the table, the

button displays with both an up and down caret.

I I The first time you select it, the column sorts in ascending

order and the button displays as an upward pointing
triangle. Additionally, the cell darkens and has white letters.

I_I When you select it again, the column sorts in descending

order and the button displays as a downward pointing
triangle.
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Data Table Feature

Description

Column Filters
Entry Filter Field

Fa.l:ili'tEHurne

Drop-down Filter Field

Report Type
| select 1~ ]

Calendar Selection Filter Field

Certification Date
| Lo

Calendar Selector

""‘!""!""""". |?| * Empiration Date

[5ep T )

]

|

17| 18| s =of 21| 23] 23

1| a2 a3 s

24 25| 26 27| 2s][ 20| =

| Current Date | | Close |

It is possible to further refine the results in a list to certain criteria through
filters. The filters can be drop-downs, entry fields, or date fields with calendar
options. The results that display in the data table are only those that match
those criteria. For instance, if you select Annual from the Report Type drop-
down filter field on the Facilities List page, only Facilities with the Report Type
of Annual display.

Some of the filter fields are wildcard searches, such as a Name field. You can
enter a full or a partial term. The system finds exact matches as well as any
records that contain the entry anywhere in the record. For example, if you
enter “bert” you could get results with “Bert”, “Robert”, or “Bertha” in the
values for that column.

Some filters accept dates by either entering a date into the field or selecting
the calendar selector button. This button opens a small pop-up calendar that
you use to find and select a date that is used to fill in the date field

» Toremove afilter, delete the entry in the filter field.

» To clear a drop-down filter field, choose “Select” from the drop-down
filter field.

Selection Checkboxes
Individual Row Checkboxes

'

Select-all checkbox

i

Some data tables are used to pick specific or multiple records. In these cases,
the data table displays with a column of checkboxes. You select the checkbox
in the row for the records you wish to choose. The next action you take
incorporates all selected records.

> You can choose more than one record at a time by checking more than one
box.

> If you wish to select all records in the table, select the checkbox in the
column header row.

> You can select records on multiple pages of a data table if the list is long
enough to have more than one page. To select all records in the entire
Search Results Table, use the select-all checkbox on each page in the data
table.

For lists used to select options for another pate, you return to the previous
page by selecting the Select... button at the bottom of the page.
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Data Table Feature Description
Row Selection Radio Buttons Some data tables are used to select one item or record at a time for a field on
: a page. For instance, when searching for an Account Report by Chemicals, you
|¥ go through a search for Chemicals and then you can only select one Chemical

Search page.

at a time from the Chemical List pop-up to be used in the Account Report

through the remaining 15 records not initially displayed.

Scrollbar When there are more results than can be shown on the display, a scroll bar is
provided to allow you to scroll through the displayed data table.

T
Some web pages do not have the space to display all 25 rows on the page’s
data table, for example. In that case, a scroll bar displays so you can scroll
down the page to see all records on that data table page.

v If, for instance, a data table can only display 10 records at a time and you

chose to display 25 records on a page, a scrollbar is used to scroll down

Table 7: Common Table Features
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Searching the Tier Il Database

There are multiple ways to search the Tier Il database available to you. You can search for Accounts, Account Reports,
and Facilities.

NOTE: In all search pages, when the search process is kicked off the processing is done in
the background and there might not be any noticeable changes to the search page
while the processing occurs. Once the process is completed, then the results are
displayed in a Search Results Table.

Keep in mind that some searches take longer than others depending on the number of
criteria entered or the number of records to be returned. The more criteria or
matching records the longer the search takes.

Using Search Fields

There are multiple places throughout the Tier Il Reporting Application where you can search for data. There are several
different search field types which you can use. The fields, checkboxes, radio buttons, etc. that are used to enter
information used in a search are search criteria.

The following table lists the features, search fields, and criteria and how each is used.

Search Fields, Criteria and Features and their Usage

Feature Usage

Entry Fields These fields are used to enter specific data. The fields can be either text or
Numeric numeric.
Some entry search fields allow for a “wildcard” search. That is, by entering partial
Zip Code | | data, the results are those records that include the entered data. For instance, if
you search for “bert” in the first name field for a Contact, the Contact records
Text returned might have first names of Bert, Bertha, or Robert. Entering “32” would
Facility Name bring back results that have “32” only or “32” anywhere in the data such as “0032”,
[ | 1112212”' Or 11452”
Date Field Date fields are used in the same way as in data entry pages. You can enter the date

- effective pate [ into the field or use the calendar option to select a date.

The calendar button next to a date field, displays a calendar feature where you can
Calendar Selector select a date that then populates the date field.

[0 1a00l FLA00 |?| * Expiraticn Date

[sep vz v| @

1| 1z sl ] a5 1

11'|| 18 13" 20 21| 2| 2=

24| 35| 28] 27] 2a|| =a] =

| Current Date | | Close |
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Drop-down In search pages, you choose a single value using a drop-down field. This limits the
County [cer | = search results to those records that contain t.hat value. For instance, if you choose
“Archer” for the county drop-down for a Facility search, only those Facilities in
Eelestls A Archer County show in the search results data table.
ANDERSON
ANDREWS
ANGELINA
ARAMSAS
ARCHER |
ARMSTRONG |
ATASCOSA "
Radio Buttons Radio buttons are used when there are only two choices for a field such as a Yes or
Faciities Only () ves (@ No No choice. They always have a default which does not affect the search unless you
- select the other radio button.
For instance, when searching for a Facility, you can choose Yes instead of No for
“Include EHS Storage Facilities Only” and the resulting list of Facilities are only
those that store EHS designated Chemicals.

Table 8: General Search Terms and their Usage

Using Search Pages and Page Sections

As mentioned in the earlier section, the Tier Il Application pages have divisions and groupings called sections. This is
particularly important in search pages. In a search page, there can be more than one set of allowable search criteria that
cannot be searched together. For instance, on the Facility Search page, there are criteria in a section called “Detailed
Search”, and other criteria in another section called “Facility Search”. Each section has its own set of Search and Reset
buttons. For instance, if you are searching by criteria in the Detailed Search section, you must use the Search button in
that section.

Within each of these sections, there are subsections where sets of fields are grouped together. These groupings assist in
determining what search criteria combinations are allowed. There are some criteria that cannot be searched in
combination with other criteria.

In general, to use a search page, you enter the criteria you want the search to use to filter the results that come back.
Once you have entered your criteria, select the Search button for the section you are in. The system first determines if
your search criteria is allowed. If it is then the system takes that information and matches it with the data in the
database and pulls back all records that fit the criteria. Once the search is complete, a list of results displays whether it
be in a new list page or in the search pop-up.

If there are no records that match your criteria a “no results found” message appears in the data table or the data table
might display without any values. Select the Cancel button to return to the search page and try different criteria.

In this guide, when a search is described, the search criteria is listed along with what combinations are allowed.

Printing Search Results Tables

After executing a search, the results display in a list page such as the Facilities list page. On list pages, there are two sets
of printing options available: Page Data and All Data. For each, you can choose to create a report in a PDF format or a
CSV (spreadsheet table) format. The reports are essentially reproductions of the Search Results Table and are presented
in table format. No more information than what is on the Facilities List page is included.
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» The Page Data buttons take the results that are displayed on the current page and presents them in a report.

> The All Data options creates a report that includes all the results returned from your search if all the results are
on your current page display.
For instance, if you have a search that returned 40 Facilities, but the search page is only displays 25, if you chose
to create a PDF report for Page Data, the report would only include the 25 records that were displayed. The All
Data options would include all 40 records.

' l TEXAS COMMISSION Help >> Contact Us >> Logout >>
== oN ENVIRONMENTAL QUALITY

Print or extract the list records - -
STEERS — Tier IT (24T | displayed on the current data Print or extractall of the list
table page to a PDF or CSV file | . iiities List

Page Data

All Data
Include Inactive Facilities? () Yes @) No
Search Results Table

Figure 81: Top section of the Facilities List page with the printing buttons pointed out

1. Select the PDF or CSV icon in either the Page Data or All Data options.

FPDF Qption C3V Option

-
i =

Figure 82: Report PDF and CSV option buttons

2. When you select an icon, the system creates a PDF or CVS report based on your choice. Your browser asks you
whether you wish to save or view the document when the file is ready. How that request is displayed depends
on your and browser settings. It might look something like this:

Do you want to open or save facility-search.pdf (2.72 KE) from tcegdsvrtier2dl.tceg.texas.gov?

Open Save | ™ Cancel

Figure 83: Browser confirmation for opening or saving a PDF Facility Search Report

a. Ifyouselect the Open button, the PDF document should display on your computer either within your
browser or in your PDF viewer. A CSV document opens in MS Excel or your designated spreadsheet
application.

b. If you select the Save button, you are presented with the opportunity to select the location to which you
wish to save the document.
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Chapter 5 — How to Start the Tier || Reporting Application

At this point, you should have a STEERS Account, access to the Tier Il Reporting program area, and access to at least one
Tier Il Account. See Chapter 3 — How to Get Started.

Launching the Tier |l Reporting Application

1. Open the STEERS website and log in.
2. Onthe STEERS Home page, select the Tier Il Reporting (TIERII) program area hyperlink.

' l TEXAS COMMISSION Help =>  ContactUs >>  Logout >>
oM ENVIROMMENTAL QUALITY
My Account Submissions Activity STEERS Home
STEERS Home 3447
o —
S$¥EERS

Welcome to STEERS Internet Version 6.1!

Reminder: This account has probationary program areas and/or program area IDs. These probationary IDs or
areas have limited access. To get full access, a signed copy of the STEERS Participation Agreement (SPA) must
be received by the TCEQ either by mail ar electronically if you have a Texas Drivers License. If you have not
sent in the SPA already, please generate vour SEA and mail it to TCEQ or sign electronically .

MNotice: STEERS automatically logs out after 20 minutes of inactivity. Activity is defined by moving from one
page to ancother, not by entering information an a page.

For more information on how to navigate this site, please visit our Help SEV
Select Reporting Program Area: Tier II Reporting (TIERIT)

OR
Select e-Permits Program Area: Tier II Core Data (EPR._TIERII)

Figure 84: STEERS Home page

Upon launching the Tier Il Reporting Application,

> If you are an Owner/Operator user or an Authorized Representative user with only one Tier Il Account, the
Account Report Search page displays after launching the Tier Il Reporting Application. Move on to the Finding
and Managing a Tier Il Account Report in Chapter 7.

» If you are an Authorized Representative user with more than one Tier Il Account, the Select Tier Il Role page
displays with the Tier Il Role of Tier Il Reporting selected. From there you select the Tier Il Account you wish to
work on. The next section describes how to select a Tier Il Account.

Selecting a Tier Il Account for Tier Il Reporting

1. Onthe Select Tier Il Role page, select the Tier Il Account Reporting radio button in the Tier Il Role section.

Note: The Tier Il Report Viewing Tier Il Role option is only for Governmental Officials who
have been granted access to view all Tier Il data.

2. The Tier Il Accounts data table displays with all the Tier Il Accounts associated to your STEERS Account.

a. If the expected Tier Il Account does not appear, see Requesting an Additional Tier Il Account Access of
Chapter 3 for further information.
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3. Using the table’s sorting and filters as needed, locate the Tier Il Account you wish to work with and select the
radio button to the left of the appropriate TXT2 #.

' l TEXAS COMMISSION Help >> Contact Us >> Lagout =
S ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier IT 9:06

£¥ Select Tier Il Role Tier Il Role
Tier Il Reporting O Tier Il Report Viewing

Tier Il Accounts

Select Tier Il Role

TAT2 # 4 cN < Owner/Qperator Name <

[ l [ Facilities ¥
O ch 1A

O cH 1

CN 10
O ] cN d i

Figure 85: Select Tier Il Role page with the Tier Il Account Reporting Role selected
4. Select the Select button and the Account Report Search page displays.
n TEXAS COMMISSION Help >> Contact Us > Logout =

E= ON ENVIRONMENTAL QUALITY

STEERS — Tier IT

Select to create a new
draft Account Report

Account Report Search

4 Select Tier I| Role Detailed Search
Industrizl Classification

NAICS [:] I:I

Phyz=ical Location

City County | cojace - Zip Code

LEPC [ l Fire Department [ l

B Facility Search
% Report Search

=] Add Draft Report

& Add Contact to Mult Fac

Chemical Details

Chemical(s)

]

E——
pr— Include EHS Storage Facilities Only () ves @ No

Include AN Storage Facilities Only O Yes ° No

Enter Detailed
Search or Facility

Search criteria to
find an existing draft Search Reset

Account Report
Facility Search
RN | Mame | ]
Phyz=ical Address
Street Address l City | l
Search Resat .
I—I Select to list all Account

. . Repaorts for the Tier Il

List All Tier Il Account Reports Account

List All

Figure 86: Account Report Search Page
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5. From here you can choose to:
a. Create a new draft report

i. Select the Add Draft Report from the Navigation Menu. Continue to Chapter 6 — How to Create
a Draft Tier Il Account Report for instructions.

b. Continue working on an existing draft Report
i. Enter search criteria on the Account Report Search page in either the Detailed Search or the
Facility Search sections and selecting the Search button.
ii. See Finding and Managing a Tier |l Account Report in Chapter 7 for details on how to search for
a report.

6. After entering search criteria, the Tier Il Account Reports List page displays with the Tier Il Account Reports that
match your search criteria. If you selected the List All button all Account Reports created for your Tier Il Account

displays.
7. To choose the report you wish to work with select the Report Type hyperlink.
NOTE: Both submitted and draft reports are listed. If there is a date in the Certification
Date column, that report has been submitted and cannot be edited.
n TEXAS COMMISSION Help >> Contact Us >> Logout >>
B oN ENVIRONMENTAL QUALITY
STEERS Home
STEERS — Tier 11 User: ERIN 19:36
Account Reports List
4 Select Tier Il Role =k | This is a submitted Account Report T
Page Data All Data
Bxd Facility Search rd —
Scarch ResultsTable / J. This is a draft Account Report I_
% Report Search [Lofy) |« |« o |[ ]| J5 [V
= . Report Type Report Year < Certification Datg z Date Reviewed 4 ——
N = ~ A ST Te
Lo il o NTIA 2016 02/18/2017 / 08/31/2017 10
& Auth Users for Acct ANMUAL 2015 1
INITIAL \ 2016 2
> [1af1) o [ < s || >
Select a Report Type hyperlink
mHel to open the Account Report. — Select to return ta the Account Report b3
Page Data Search page AllData

Figure 87: Account Reports List page

8. The Account Report Detail page displays for the selected Report.

a. See Chapter 7 — How to Complete Draft Tier Il Account Report for instructions on completing an Account
Report.

Switching Tier Il Accounts for Tier Il Reporting

If you have a Tier Il Reporting role and have access to multiple Tier Il Accounts (see Requesting Access to Tier |l
Reporting and Specific Tier Il Accounts in Chapter 3), you might want to switch to a different account to do reporting for
that Account.

Choose the Select Tier Il Role option on the Navigation Menu.

The Tier Il Role page displays.

Select the Tier Il Reporting radio button on the Tier Il Role section of the page.
Select the desired Tier Il Account from the Tier Il Accounts section of the page.

il
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5. Choose the Select button and the Account Report Search page displays.
6. From here, as described previously, you can create a draft Account Report, continue to work on a draft Report,

or view a submitted Account Report

Chapter 5 — How to Start the Tier Il Reporting Application Page 82 of 216



Y
~
TCEQ Tier Il Reporting Application User Guide for Tier Il Account Reporters

Chapter 6 — How to Create a Draft Tier Il Account Report

To create a new draft Report, you must first log into STEERS, select Tier Il Reporting and select the Tier Il Account you
wish to work with in the Tier Il Reporting Application’s Select Tier Il Role page. See Selecting a Tier Il Account for Tier Il
Reporting in Chapter 5.

Starting a Draft Account Report

The first step to creating a Tier Il Account Report is to create a draft Account Report. You can create a draft Account
Report and come back to it later to enter the details by searching for the draft Account Report (see_Finding and
Managing a Tier Il Account Report in Chapter 7).

Automatic Setup

The Tier Il Reporting Application is built with functionality to help with quick set up for new reports. When you create a
new draft Account Report, and associate Facilities to that report, all the submitted data on that exiting Facility is pulled
into the new draft Account Report. If this is the first Account Report for your Tier Il Account or for the selected Facility,
all the data needs to be created when you complete the report.

1. To start a draft Report select Add Draft Report from the navigation menu to the left side of the page.

STEERS — Tier IT

£ Select Tierll Role

B Facility Search

% Report Search /

B2 Add Draft Report

& Add Contact to Mult Fac

& Auth Users for Acct

Figure 88: Navigation Menu with the Add Draft Report option pointed out

2. The Add Draft Account Report page displays. On this page, you perform the following:
a. Select a Type and enter any Notes.
b. Select Facilities to include in the Report.
c. Save the draft Account Report.
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I l TEXAS COMMISSION Help >> Contact Us >> Lagout >3
g ON ENVIRONMENTAL QUALITY
STEERS Home
STEERS — Tier IT user: RN 18:13
Add Draft Account Report
 Field is required on Tier Il Account Report submission

4+ Select Tier || Role
Ex Facility Search AL

TXT2# Active YES
% Report Search

Owner/Operator
E8 Add £ CN CN Name
T CORPCRATION

& Add Contactto Mult Fac AL
& Auth Users for Acct

Report

“TYPE [ select... v | *¥ear 2016
Notes
A Facilities
(1of1) «|[ < [ 1| [25 v
Facility Name ¢ n
Physical Address v Remove
No Records Found
(1of1) < [ = > [ > 25 hd
[ addedstingFacility... |
[ Save ] [ Reset ] [ Cancel ]

Figure 89: Add Draft Account Report page

The basic layout of the page is as follows:

e The Account section displays the Tier Il Account information that is being worked on. That is the account that
was selected in the Select a Tier Il Role page.

NOTE: The Owner/Operator Name field displays what is currently stored in TCEQ’s Central
Registry database as the Legal Name. If you had changed your legal name with the
Secretary of State, for instance, this new name displays rather than the name that
you used in the previous report.

e The Report section is used to identify the type of Account Report you are submitting.
0 The Year field is set to the current reporting year (typically the year prior to the current year).

NOTE: To create a report for a previous reporting year, you must contact the Tier Il
Chemical Reporting Program who can start a draft Account Report for a previous
reporting year.

0 The Notes field is open for comments needed for the processing of the report.
e The Facilities data table contains all the Facilities that are associated to this draft Account Report.
0 This data table is initially blank. Part of the process is to select the Facilities you wish to report.
0 For ease of finding a Facility in this table, there are filter or search fields at the top of both the RN and
the Facility Name columns.
= Enter full or partial information in the filter field press Enter. The Facilities that match the search
criteria are listed.
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0 You can also re-sort by the RN, Facility Name, or Physical Address by using the double arrows in the
column name. ¥

0 Toremove a Facility on the list, select the red X in the Remove column.

0 The Add Existing Facility... button allows you to select Facilities that are already associated to the Tier Il
Account. If the Facility does not appear, it is possible that it hasn’t been associated to the Tier Il Account
through the Tier Il Core Data program. See Associating an Existing Facility to your Tier Il Account in
Chapter 3.

e The Save button saves the work you have done so far and brings you to the Account Report Detail page where
this draft Account Report is available for further editing.

0 If there are errors in the entry such as a missing Report Type, a modal pop-up displays with the details
of the error.

0 After a successful save, the Account Report Detail page opens where you can continue with your report
entry.

e The Reset button reloads the page reverting it to the way it was the last time it was saved. For instance, if you
had added a filter to the RN column, the filter would be removed, and the list returned to the default display.
Any Facilities added are removed.

e The Cancel button returns you to the page from which you came. The system lets you know if you have any
unsaved changed and give you the chance to save them before exiting otherwise all the data changes will be
lost.

Choosing a Report Type

To start a draft Annual Report, you set the Report Type and add existing Facilities to the Facility list. Remember that an
existing Facility is a Facility that has already been associated to your Tier |l Account through the Tier Il Core Data

program. New Facilities can only be created through the Tier Il Core Data program. In either case, see Getting Your
Numbers Online in Chapter 3.

1. If you have more than one Tier Il Account assigned to you, verify that you have selected the correct Account by
reviewing the Account data group box.
a. To switch accounts, select the Select a Tier Il Role choice on the navigation menu on the left side of the
page. This opens the Select Tier Il Role page where you can select a different Account. See Selecting a
Tier Il Account for Tier Il Reporting in Chapter 5.
2. Inthe Report data group box, select a Type from the Type drop-down field. There are three Report Types:
a. Annual

i. Annual Account Reports is the report that is submitted every reporting year. This report
contains your Facilities that store Chemicals above the reporting threshold. This report type is
assessed a fee.

TIP:  Filing fees are assessed per Tier Il Account Report as each Account Report is
assessed its own fee. Therefore, it is to your advantage to submit a single Account
Report for all your reportable Facilities.

b. Initial

An Initial Account Report needs to be filed whenever a Facility acquires a new Chemical above the
reporting threshold or you have a new Facility to file. You have 90 days in which to file the Initial
Account Report and submit the filing fee with the TCEQ after obtaining the Chemical at the Facility. This
report type is assessed a fee.
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c. Update

An Update Account Report is used to submit new information on a previously reported Chemical such
as a new Average Daily Amount Reporting Range or storage location or you need to update the Facility
details. There is no filing fee associated with an Update Tier Il Account Report.

d. Deficiency Corrections

You cannot create a Deficiency Correction Report; it is only available to TCEQ Tier Il staff. When Tier Il
Chemical Reporting Program staff reviews the report and if deficiencies or errors are found, the staff
member creates a new draft report called a Deficiency Correction report. You will be notified of the

deficiency and you will submit the corrections using the draft Deficiency Correction Report created by
the Tier Il Chemical Reporting Program staff.

NOTE: If you have been notified that you must submitted a Deficiency Correction Report,
you search for that Deficiency Correction Account Report in the Account Report

Search page and open the draft. See Finding and Managing a Tier Il Account Report
in Chapter 7.

3. Enter any Notes that are appropriate for the Report.
4. Add any Facilities you wish to start with as detailed in the next section.
5. Once complete, select the Save button. The Account Report Detail page displays.

Adding an Existing Facility to a Draft Tier || Account Report

NOTE: It is not mandatory that you add any Facilities to create a draft Account Report.

You can add, remove, and transfer Facilities from the Account Report Detail page
after saving the draft Account Report.

1. To add a Facility, select the Add Existing Facility... button on the Add Draft Account Report or the Account Report

Detail page.
* Facilities
Select the X to remove the Facility
= )
ReE] m |E | from the draft Account Report
Facilil:x MName <
| | Physical Address R Remove
RMN102503216 TURLINGTON #1 32.100135 -96.152T778 - 75148 x
(10f1) g] [25 v|
fSeIect to choose Facilities
Add Existing Facility... |

Figure 90: Facilities section on the Add Draft Account Report page

2. The Account Facilities Available to be Added to a Draft Tier Il Account Report page displays.

The default is to list only the Facilities that are currently active. To show the inactive Facilities on your Account,
choose the Yes option of the Include Inactive Facilities radio buttons at the top of the page.

The Report Type and Report Year columns reflect the last Account Report upon which the Facility was included,
if any.

Using the checkboxes in the first column to select the Facilities you wish to add to your draft Account Report.
The checkbox in the header selects all the Facilities in the list.
5. Use the Select button at the bottom of the page.
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» The Cancel button returns you to the Add Tier Il Account Report page without adding a Facility
to the Report.

Account Facilities Available te be Added to a Draft Tier Il Account Report

Include Inactive Facilities? The Report that the Facility
(O ves © no was last submitted on

This check box selects all of the Search Results Table
Facilties in the list T oo (25 7] J

’ RN ¢ Facility Name s | ReportT T
| ru Select the checkbox for each Facility INITIAL 2016
you wish to include
RN INITIAL 2016
[ ]| ru INITIAL 2016
RN When the Facilities are chose, use the INITIAL 2018
Select button

K. T—T— (=3 (] B
[ Select l [ Cancel l

Figure 91: Account Facilities Available to be Added to a Draft Tier Il Account Report pop-up

NOTE: Only the Facilities that have been associated with your Account appear on this list.

If you have a Facility to report on that has not been added to your Account, go to
the Tier Il Core Data program in STEERS to create and associate the Facility
(Regulated Entity/RN) to your Tier Il Account (Customer/CN). See Getting Your
Numbers Online in Chapter 3.

6. If you wish to add a Facility that had been inactivated previously, select the Yes option for the Include Inactive
Facilities radio buttons. Select the checkbox for the desired Facility and use the Select button.

Account Facilities Available to be Added to a Draft Tier Il Account Report

Include Inactive Facilities? @ ves () No

\ Search Results Table |

[1of1) 14 |[ <4 s || e | [25 V] ‘

RN < Facility Name ] . Report Re porlc
L] | ] | Physical Address 3 Type Year
RN INITIAL 2018
O K ' UPDATE 2016

| (Lof1) | 1= | <= P | (25 ] ‘

T Lomal]

Figure 92: Account Facilities Available to be added to a Draft Tier Il Account Report showing inactive Facilities

7. The Add Draft Account Report page displays with your selected Facilities in the Facilities data table.
8. A confirmation pop-up displays asking you to confirm that you want to reactivate that Facility.
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Confirmi
Tier Il Facility RN i is currently inactive, do you want to re-activate it?

|¢‘fe5||#ﬂn|

Figure 93: Confirmation pop-up for reactivating a Facility

a. Select the Yes button, and the Reactivate Inactive Facility pop-up displays.
9. Enter the date that the Facility became reportable by you again or choose that date by using the calendar
button.
a. Select the OK button.

Reactivate Inactive Facility

RM R Name .
bhysical Address Select or enter new effective date

* Effective Date 02/01,2017 I =

| OK | | Reset | | Cancel |

Figure 94: Reactivate Inactive Facility pop-up

10. You are returned to the Add Draft Account Report or Account Report Detail page where the selected Facilities
are added to the Facilities data table.

NOTE: If a Facility has never been reported on previously, you can only add that Facility to
an Account Report with the Type of Initial or Annual.

a. If the Facility is “inactive”, the process of adding the Facility to a draft Tier Il Account Report activates
the Facility if the Tier Il Account Report is not a Type of “Update” or “Deficiency Correction — Update”.

Removing a Facility from a Draft Account Report

If you have added a Facility that you do not want on this Account Report, you can remove that Facility from the Facilities
data table. Once removed from an Account Report, the Facility remains available to be selected for another Account

Report.
If you are on the Add Draft Account Report page, simply select the red X in the Remove column in the Facilities data
table for the Facility you wish to remove.

1. Select the red X in the left-hand column for the Facility you wish to remove.

A Facilities
Select the X to remave the Facility
lofl < > V]
o) [« B~ n] 5 [M from the draft Account Repart
Facility Name ¢ ‘g
Physical Address v \Remove
RMN102503216 TURLINGTON #1 32.100135-96.152778 - 75148 x
{10f1) 14 || < E] [ | E

[ Add Existing Facility... l

Figure 95: Facilities section of the Account Report Detail for a draft Account Report

2. A confirmation pop-up displays asking you to confirm that you want to remove that Facility.
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Remowe Tier Il Facility - Confirmation x

& Do you want to remove the selected Tier || Facility?

| v Yes || x No |

Figure 96: Remove Tier Il Facility - Confirmation pop-up

3. Select the Yes button and the Facility is removed from the list of Facilities from that draft Account Report.

Saving the Draft Account Report

1. After your Report Type has been selected and the Facilities have been added to the Facilities List, select the
Save button.

» The Reset button clears returns the page to the initial state.
» The Cancel button returns you to the previous page.

NOTE: Saving only creates a draft Account Report. The Account Report must be completed
through the Account Report Detail page. See Chapter 7 — How to Complete Draft
Tier Il Account Report to continue the process of creating and submitting an
Account Report.

2. If there were any errors, an error message modal pop-up displays giving you the details of the error and giving
you an opportunity to make fixes.

3. When everything has been saved, the draft Account Report has been created. The Add Draft Account Report
page closes and the Account Report Detail page opens.

You are now ready to continue with the entry of the details for your report including the Facility details, Chemical
details, and Contact details for each Facility on the Tier Il Account Report. Continue to Chapter 7 — How to Complete
Draft Tier Il Account Report.
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Chapter 7 — How to Complete Draft Tier || Account Reports

At this point, you have created a draft Account Report and are already on the Account Report Detail page or need to find
the Account Report (see Finding and Managing a Tier Il Account Report in this chapter).

This chapter walks through the steps required to submit the relevant Tier Il data for each of your Facilities on the
selected draft Account Report.

Overview of a Tier |l Account Report

As described earlier in the guide, a Tier Il Account Report is a report designed to meet the goals of the Tier Il Chemical
Reporting Program. TCEQ receives reports from the regulated community regarding the storage of hazardous Chemicals,
their Facilities, and their Contact information. This data is submitted through Tier Il Account Reports through the Tier Il
Chemical Reporting Application.

Essentially, a Tier Il Account Report is made up of Facility reports which include details on the Facility, its Chemicals, and
its Contacts.

You can find more questions and answers regarding the submittal of Tier Il Account Reports on the Tier Il Chemical
Reporting Program® web page.

> www.TexasTier2.org
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Account Report Detail page

The Account Report Detail page provides information on the Account, the Report itself including types, notes,
certification details and attachments, the Fees assessed, and the Facilities associated with the Account Report. Selecting
the RN number hyperlink on the Facilities data table, the Account Facility Detail page opens.

' l TEXAS COMMISSION Help >> Contact Us »» Logout >
ON ENVIRONMENTAL QUALITY
STFERS Homa

STEERS — Tier II User: ER! 9:02
Account Report Detail
U Info: This isa dralt Tier Il Account Report.

Account
TXTZ # Active YES

Owner/Operator
CN CN Name

Type SOLE PROPRIETORSHIP

& Auth

Report
Type ANNUAL Year 2017 Last Updated Date 10/17/2018
Notes
Certification Details
Date Title
Signature
Attachments
File Name Type
Facilities
; — = S
| {1of1) B 25 ~
Facility Name 2 =
[ Physical Address >
N
Bl v
i (Lofy) - B - M
| addexstingracitity... | | Transferfacility .. |
)
| save | [ Reset | | cancet | | submit| | validate | Delete... |
=Back To Top>

Figure 97: Account Report Detail page for a draft Tier Il Account Report
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Account Facility Detail page

The Account Facility Detail page is comprised of a header with the Account information and three tabs: Facility,
Chemicals, and Contacts.

NOTE: The Chemical and Contact data is always associated to the specific Facility on the
Facility tab. If you wish to document a Chemical that is stored on a different
Facility, for instance, you must return to the Account Report Detail page by
selecting the Cancel button and selecting the pertinent Facility.

m TEXAS COMMISSION Halp 3> ContactUs>>  Logout >>
ON ENVIRONMENTAL QUALITY
STEERS Home

STEERS — Tier IT User: EREIEN 19:18
Info: Thisisa draft Tier Il Account Report.

Account Facility Detail
A Field 1s required on Tier || Account Report submission
% Report Search CN cN Owner/Operator Name ™@T2 #

RN RN Facility Name Report Type ANNUAL Report Year 2017

B o

+ Report

Add Draft Report

& Add Contact to Mult Fac

& Auth Users for Acct

Fa ion Identical to Previ

cility

Figure 98: Account Facility Detail page - top section of a draft Account Report

Account Facility Detail page - Facility Detail Tab

The Facility tab contains Facility information such the physical location information but not the Chemicals and Contacts.
All the location information is for the Facility itself and not the location of where the Chemicals are stored. That is done
on the Chemical tab.

Account Facility Detail page - Chemicals Detail Tab

The Chemicals tab on the Account Facility Detail page contains the list of Chemicals you are reporting. Through this tab,
you can review the Chemicals already associated with the Facility, add new Chemicals, or remove Chemicals.

On this tab, there is a place to store attachments. This is where you would upload your site plans or other
documentation detailing the locations of your Chemicals or specifics about your Facility.
Account Facility Detail page - Contact Detail Tab

The Contacts tab contains the list of the Contacts that have been added to that Facility. Through this page, you can view
the details of the existing Contacts, add new Contacts, or delete Contacts.

Checklist for Completing a Draft Tier Il Account Report

To complete an Account Report, proceed through the following general steps:

v’ Create Draft — Create draft Account Report
see Chapter 6 — How to Create a Draft Tier Il Account Report)

4 Open Draft — Open the Account Report Detail page. This page automatically opens when you save a draft
Account Report. Alternatively, you can search for an Account Report through the Account Report Search option
on the navigation menu.
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see Finding and Managing a Tier Il Account Report in Chapter 7

v' Add Facilities to Report — Add or remove Facilities from the Account Report until all Facilities you wish to report
on are included.

see Adding, Removing, and Transferring Facilities in Chapter 7

4 Complete Facility Details - Flow to Account Facility Detail page by selecting the RN number hyperlink for a
Facility in Account Report page. Complete the following information that Facility:

> Facility details,
see Managing Facility Details

» Chemical details for each Chemical at that Facility,
see Managing Facility Chemicals

» Contact details.
see Managing Facility Contacts

> Then return to Account Report Detail page, select another Facility, and repeat the data entry until the
report for all Facilities have been completed.

v’ Validate Report — Once all Facilities have been entered and their Chemical and Contact data entry is completed,
you can validate the Report which gives you the ability to identify and correct any errors in the report before
submission. Note, while the validation process is running, you will be unable to make changes to the draft
Account Report.

see Chapter 9— How to Validate Draft Account Reports

V' Submit Report — When you are satisfied with the Account Report and it has cleared the validation, you can
submit the Account Report. Once you have selected the Submit button, the draft Account Report can no longer
be modified, unless the validation process finds an error, at which time, the submission procedure stops, an
error log is produced, and the draft Account Report is made available for modification again.

see Chapter 10— How to Submit Tier Il Account Reports & Make Payments
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Finding and Managing a Tier Il Account Report

The first step in completing an Account Report is to open the Account Report, if it is not already open. If you have just
created the draft Account Report, then the Account Report Detail page opens for you and you can continue to manage
the Facilities for that Account Report.

Searching for an Account Report

1. If you are just logging into the system, the first page you see the Account Report Search page. If you are on
another page, you can select the Report Search option from the Navigation Menu.

STEERS — Tier IT

[E5] Add Draft Report

& Add Contact to Mult Fac

& Auth Users for Acct

Figure 99: Report Search option on the Navigation Menu
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2. The Account Report Search page displays.

' ‘ TEXAS COMMISSION Help >>  ConlactUs>>  Logout >>
%- ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier IT user: ERIN 19:29
Account Report Search
£+ Select Tier |l Role Detailed Search
B Facility Search Industrial Classification
=
2 Add Draft Report Physical Location
_Add Draft Report
. — e R " —
& Add Contact to Mult Fac
LEPC [ ] Fire Department [ I

& Auth Users for Acct

Chemical Details

= e e T
Detailed Search Include EHS St Facilities Only (~
e nclude orage Facilities Only \) Yes o No
Include AN Storage Facilities Only () Yes o No
Search by
one
secion
Facility Search
RN I Name I I
Facility Search
section o ol Address
Street Address J City I J
Use to show all List All Tier Il Account Reports
Account Reports Y
—

Figure 100: Account Report Search Page

There are three search sections from which you can choose to use for your search: Detailed Search, Facility Search, and
List All Tier Il Account Reports.

NOTE: You can only use search criteria in one section at a time. Notice that there are
Search and Reset buttons for the Detailed Search and Facility Search sections. As in
all search pages, some fields in these sections can be used alone or must be used in
combination.

The List All section only contains the List All button which will return all Account
Reports for the Tier Il Account.

The searches return all Account Reports that match the search criteria whether
they are in draft or have been submitted.

The following sections provides details on running a search using the Detailed Search section, the Facility Search
section, or the List All Tier Il Account Reports section.

Running a Detailed Account Report Search

The Detailed Search section allows for single and combination searches. Within the Detailed Search section there are
subsections for Industrial Classification (NAICS), Owner/Operator, Physical Location, and Chemical Details.

To search using the Detailed Search section, choose a valid set of search criteria, enter your values, and select the
Search button for that section. The following describes the search subsections and fields followed by a list of the
available search combinations.
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Industrial Classification Subsection

This subsection allows you to search by the industrial classification (NAICS) of the Facility. This is the North American
Industry Classification System (NAICS) code selected by the Owner/Operator for their Facility. All Account Reports that
contain Facilities with that NAICS code displays in the Account Reports List page.

1. To search for a NAICS code, first select the ellipses button next to the NAICS field.

Industrial Classification
NAICS | | |

Figure 101: NAICS field in the Account Report Search page with the ellipses button pointed out

2. The NAICS Search pop-up displays.
3. Enter a complete NAICS Code or a full or partial Name.
a. The NAICS field looks for a complete match.

b. The Name field is a wildcard search field and you must enter at least two characters.

BRIESSear: b I Enter full NAICS Code I or I Enter full or partial Name I

NAICS Search — ,
Code |—( Name | |

IThen select Search H Search | | Reset |

MNAICSs
Search Results Table
(1of1) |25 VI
Code | Name
He records found. :
(tof1) s M
| select.. | | cancel |

Figure 102: NAICS Search pop-up

4. Select the Search button and the matching NAICS results displays in the NAICSs Search Results Table.

NAICS Search
MAICS Search
Code Name | o nferrous metals
| Search | | Reset |
MAICSs . -
_I Choose the correct NAICS by selecting the radio button |
Searc! a
(10f1) n |25 [w
Name |
Primary Smelting and Refining of Monferrows Metals
‘ '\" 3341 ‘ Secondary Smelting and Refining of Nonferrous Metals |
{10 1) 1] [25 [+
Use the Select... button to add the NAICS - Select Cancel to close the pop-up
to the Facility Select... | | Cancel without choosing a NAICS Code

Figure 103: NAICS Search pop-up with results
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5. Select the radio button to the left of the desired NAICS code and use the Select... button to choose that NAICS.
> The Cancel button returns you to the Account Report Search page without selecting a NAICS code.

6. The NAICS Search pop-up closes and the selected NAICS code displays in the NAICS field on the Account Report
Search page.

Account Report Search

Detailed Search

Industrial Classification

NAICS (311222 || . |

Figure 104: Account Report Search page with the NAICS Code field populated

NOTE: You can only search by Industrial Classification (NAICS) by itself. It cannot be used
in combination with any other search criteria.

Physical Location Search Subsection

This subsection allows you to search for Facilities based on their physical location information such as City, TCEQ Region,
LEPC, etc. For instance, you can enter a LEPC name in the LEPC field and receive all the Facilities that fall within that
LEPC's jurisdiction. All Account Reports that include a Facility that matches that physical location search criteria are
listed.

NOTE: Searches by Physical Address for a Facility, the search looks at the current
Additional ID Physical Address stored in Central Registry which might not be the
same as it was at the time of the Account Report submittal.

Physical Location

Gty | CO'-""‘Yl Select ... | = | Zip Code |

LEPC | | Fire Department | |

Figure 105: Physical Location search subsection of the Account Report Search page

Search by City alone (must be the full City name)

Search by County alone

Search by Zip Code alone

Search by LEPC alone
a. Thisis the name of the Local Emergency Planning Committee (LEPC) that the Facility reports to.
b. The LEPC field is a wildcard search field and you must enter at least two characters.

5. Search by Fire Department alone

P wnN e

a. Thisis the name of the Fire Department whose jurisdiction includes the location of the Facility.

b. The Fire Department field is a wildcard search field and you must enter at least two characters. Because
this field is a free-form data entry field, the actual entries might vary from one Facility to the next for the
same Fire Department. It is best to search using the wildcard feature and not enter the full Fire
Department name. For instance, you could enter “Travis” for all Fire Departments that have “Travis” in
their name.
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NOTE: You can only search by one Physical Location criteria at a time. Combinations are
not allowed. For instance, you can search by County but not by County and Fire
Department together.

Chemical Details Search Subsection

This subsection allows you to search for Facilities based on the chemicals that are stored there. For instance, you can
search for all Facilities that store a specific chemical as well as to specify the maximum storage amount.

NOTE: This search looks for Chemical records that are associated to Facilities on Account
Reports. This includes both individual Chemicals associated to the Facility as well as
the Constituent Chemicals of a Facility Chemical.

The Tier Il Reporting Application has an official table of Chemicals (Tier Il
Chemicals Table) that stores Chemicals that were approved by the Tier Il
Program. All Chemical searches only look at the Tier Il Chemical Table records
and does not see any Chemicals that were created in an Account Report.

If a Chemical record is in the Tier Il Chemical table but not associated to any
Account Reports, no results will be found.

On the other hand, if a new Chemical has been created in an Account Report that
Chemical will not be found in this search.

Chemical Details
Chemical(s) [ ] Chem Max Daily Amt Range [ 5ojoct .. |- |

Include EHS Storage Facilities Only () yes @ nNo

Remove
|7| Include AN Storage Facilities Only Yes o No

Figure 106: Chemical Details search subsection of the Account Report Search page

1. Search by one or more Chemicals

To search by specific Chemicals, first search for and select the Chemicals to add to the Chemical(s) data table.
The ellipses button next to the Chemical(s) data table opens the Chemical Search pop-up where you search for
and select a Chemical for the search criteria.

a. Select the ellipses [...] button next to the Chemical(s) data table.

Chemicammils;l Opens the Chemical Search pop-up h|_|

Chemical(s)

| Remowve |

Figure 107: Portion of the Chemical Details group box with the ellipses button pointed out
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b. The Chemical Search pop-up displays.

Chemical Search . .
I Enter a full CAS # I or I Enter a full or partial chemical name I
Chemical Search —

CAS # | | Mame | |

I Then select the Search button Hﬂ| | Reset |

Chemicals

Search Resulis Table

{10f1] |25 VI
D CAS # ¢ EHS ¢
Ne records found. :
(tof) s M
| setect..| | cancer |

Figure 108: Chemical Search pop-up

a. Enter either a full CAS # or a full or partial Chemical Name.
Select the Search button.
» The Cancel button closes the Chemical Search pop-up without selecting a Chemical record.

c. All Chemical records that match your selection display in the Chemicals Search Results Table. Select a
Chemical you wish to add to the Report Search page by selecting the radio button for that row and using
the Select... button.
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Chemical Search

Chemical Search

CAS # Name | .nrce
Search | | Resat
Chemicals
Search Results Table |
taofen) [ e |[ o] [2][2] 2|05 6] 7][2](2][20] [= ] =] [25 V] |
. o~ el
[Seoc cromce [ o |
[ 306-37-6 NG
— Ny
_' 132 AMEDIAMINE, M N-DIMETHYL-M -{PHENYLMETHYL}-N"-2-PYRIDINYL-, MONOHYDROCHLORIDE 154-55-8 l[a]
-ETHANEDIAMINE, N,N-DIMETHYL-N'-2-PYRIDINYL-N'-[2-THIENYLMETHYL)-, MONOHYDROCHLORIDE 133238 l[a]
o 1,2-ETHYLEME DICHLORIDE 107-06-2 WO
()| 1,2-PHENVLEMEDIAMINE DIHYDROCHLORIDE 615281 NGO
()| L,3-BENZENEDIAMINE, 4,4'-{1,3-PHENYLENEBIS(AZG)|BIS-, DIHYDROCHLORIDE NG
()| L,3-PROPANEDIAMINE,N-{2-CHLOROETHYL)-N"-[6-CHLORO-2-METHOXY-8-ACRIDINYL)-, DIHYDROCHLORIDE 17070-45.0 NG
y 1 3-PROPANEDIAMINE, N-I:Z—CHLORUEI'H\'L:]-N'-[E-CHLURD—Z-MI:—I'HU)W-B'-\ACRIDIN\'L}-N-ETH‘I’L—,DIH\'DRDCHLUHIDE, 146-59.8 NGO
el HYDRATE
L
] 1 4-AFMFFHFNIIAMINFE RIHYTYROCHI ORINFE e - =L IEE-Eal ATat
|[a)2)z /B0 s)s) 7] a2 10] e
| Use Select_ button to add selected Pl H - Hounn __ Return to the Facility List page

Chemical to the search list box h| === |ﬂ without a Chemical

Figure 109: Chemical Search pop-up with search results

d. The pop-up closes, and the selected Chemical is listed in the Chemical(s) Search Results Table.

To add another Chemical run another search and selection as above. Repeat this until you have selected
all Chemicals you wish to be included in the search.

f. Toremove a Chemical from the Chemical(s) list, select the checkbox for that Chemical and select the
Remove button.

Chemical Details [
micat et Select to add a new Chemical N—
Chemical(s) ‘:\ aT - | =

CITRIC ACID, DIAMMONIUM SALT - 2012-65-5

| Remaove |

To remove a chemical,
select the check box and
then the Remove button

Figure 110: Chemical Details section of the Account Report Search page

2. Search by Include EHS Storage Facilities Only alone

a. An EHS Storage Facility is a facility that stores chemicals marked as an “extremely hazardous substance”
in the Tier Il Chemical Table.

3. Search by Include AN Storage Facilities Only alone

a. This option allows you to search only for Facilities that store ammonium nitrate (AN). A facility is flagged
as an AN Storage Facility after each Account Report is reviewed by Tier Il Staff.
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4. Search by one or more Chemicals and Chem Max Daily Amt Range

a. The Chemical Maximum Daily Amount Range is a value reported by the Owner/Operator as the range
of the greatest amount of a chemical stored on daily basis.

5. Search by Include AN Storage Facilities Only and Chem Max Daily Amt Range

Available Detailed Search Combinations

In the Detailed Search section, the combinations are looked at by the system as “and/or” meaning that if there are two
criteria used, the system finds matches that have at least one of the criteria or both.
1. Industrial Classification (NAICS Code) can be searched for by
a. ltself
b. With one option from the Physical Location section
c. With one option form the Chemical Details section
d. Or with one options from each the Physical Location section and the Chemical Details section.
2. Physical Location Section can be searched by each option separately, or
a. One option and NAICS code
b. Or one option with NAICS and one option from the Chemical Details section
3. Chemical Details Section can be searched by
a. One or more Chemicals alone
Include EHS Storage Facilities Only alone
Include AN Storage Facilities Only alone
One or more Chemicals and Chem Max Daily Amt Range
Include AN Storage Facilities Only and Chem Max Daily Amt Range
One option with one option from the Physical Location section

m "o oo0 T

One option with NAICS and one option from the Physical Location section

Running a Detail Account Report Search

When you select the Search button in the Detailed Search section, the system first looks to see what options have
values and whether the selection or the combination of selections are acceptable. If there is something wrong, an error
message displays letting you know what is wrong. You can modify your search and select the Search button again.

The system performs the search in the background. Once the search is complete, the Account Report List page displays
with the matching Account Reports. If there are no matches, the data table displays “No records found”
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Running an Account Report Search by Facility

To search by Facility, you can search by RN or Name by themselves or by Street Address and City. If you want to search
by Facilities within a specific City, County, TCEQ Region Zip Code, LEPC, or Fire Department use the Physical Location
search options in the Detailed Search section. The Facility Search returns any Account Reports that have at least one
Facility that matches the search criteria on the Account Report.

Facility Search

RN | | Name | |

Physical Address

Street Address | City | |

|5ear|:h| |Reset|

Figure 111: Facility Search section of the Account Report Search page

Facility Search Combinations

The valid search combinations for the Facility Search section are as follows:

1. Search by RN alone

a. The RN can be the full RN number with the preceding RN (RN123456789) or just the nine-digit numeric
part of the number (123456789).

2. Search by Name alone
a. The Name field is a wildcard search field and you must enter at least two characters.

NOTE: The Facility Name might have been modified in the Central Registry database since
the Account Report was submitted. The Facility Name search looks for the current
Central Registry name (Additional ID Alternate Regulated Entity Name).

3. Search by Physical Address alone

NOTE: Searches by Physical Address for a Facility, the search looks at the current Physical
Address stored in Central Registry which might not be the same as it was at the
time of the Account Report submittal.

a. You must enter both a Street Address and City
i. The Street Address field contains the street number and the street name, such as 123 MAIN ST.
1) Street Address is a wildcard search field and you must enter at least two characters.

NOTE: When addresses are entered in Tier Il, the system runs the address through a
service that validates the address against USPS approved addresses. This ensures
that the address itself is valid; it is punctuated and abbreviated correctly; and is
changed to all caps. For instance, “123 South Main Street” is changed to “123 S
MAIN ST”.

ii. City is an exact match search field and must be in all caps (i.e. AUSTIN).

Running a Report Search by Facility

When you select the Search button in the Facility Search section, the system first looks to see what options have values
and whether the selection or the combination of selections are acceptable. If there is something wrong, an error
message displays letting you know what is wrong. You can modify your search and select the Search button again.
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The system performs the search in the background. Once the search is complete, the Account Report List page displays
with the matching Account Reports. If there are no matches, the data table displays “No records found”.

List All Tier Il Account Reports

You can choose to list all the Tier Il Account Reports for the Account. Selecting the List All button in the List All Tier Il
Account Reports section returns all Account Reports on your Tier || Account and lists them on the Account Reports List

page.
\{ List All

Figure 112: List All Tier Il Account Reports section of the Account Report Search page

List All Tier Il Account Reports

Using the Account Reports Results List

1. After you enter valid search criteria, select the Search button in the Detailed Search or Facility Search section
or select the List All button. The Account Reports List page displays with the Account Reports that match your
search criteria.

a. If the search did not match any records, the Account Reports List page displays with the message that

there were “No Records Found”. Select the Cancel button to return to the Account Report Search page
to modify your search.

I l TEXAS COMMISSION Help >> Contact Us >> Logeout >>
= ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier IT User: ERIIIEEN 15:11

Account Reports List

£ Select Tier Il Role s -
Page Data All Data
B Facility Search
= = Search Results Table
(1of1) n ‘ 25 vI
Report ~ ificati s - P
Add Draft Report eport Type - Report Year v Certification Date v Date Reviewed v e
elect | | [ | |o]
& Add Contact to Mult Fac [ 018 T TR "
& Auth Users for Acct ANNUAL 2016 0
(10f1) 1] (25 [¥]
Select the Report Type to
- T — - i
! open the Report details " cancel H Select to return to the Search page e
Page Data - All Data

Figure 113: Account Reports List page

2. There are four columns in the Account Reports List data table.

a. Report Type — lists the type of the report for that Account Report. They are hyperlinks that open the
Account Report Detail page for that Account Report.

b. Report Year — lists the reporting year of the Account Report. It is not necessarily the calendar year at
the time of the submission. You can enter a year into the filter field to display only the records that
have that exact Report Year.

c. Certification Date - lists the date that the Account Report was certified as part of the Report
submission process. You can enter or select a date in the filter field to display records that have a
Certification Date less than or equal to the date entered.
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NOTE: If there is no date in the Certification Date column, that report is in draft mode and

hasn’t been submitted.

e.

Date Reviewed - lists the date that the Account Report was marked as reviewed by Tier Il Program
staff. If there is no date, then this Account Report has not been reviewed. You can filter the list by
entering or selecting a date in the filter field for the column to display records that have a Date
Reviewed less than or equal to the date entered.

Facilities — lists the number of Facilities in the Account Report.

3. Tosee open an Account Report to see the details of an Account Report, select the Report Type hyperlink for the
desired Account Report.

>

The Cancel button returns you to the Account Report Search page.

4. The Account Report Detail page displays.

Entering and Updating Account Report Details

The Account Report Detail page is where the Report Notes can be entered, attachments uploaded or viewed, the Fee
Details populated (after the Report was submitted), and the list of Facilities for the Account Report maintained. Through
this page is how you go to the Account Facility Detail page to enter your Facility details and each Facility’s Chemical and
Contact information.

The Account Report Detail page has four sections:

e Account — This section contains the account information including the TXT2 # and the Owner/Operator CN,
name, and organization type for reference. The fields are all read-only.

e Report — This section contains the information specific to the Report.

o
o

The Type and Year were created when you created the draft Account Report.

The Certification Details populate after the Account Report has been successfully submitted. This is the
date of the Account Report was certified, the title of person who certified it and their signature.

The Attachments section is where error log reports and Confirmation of Submittal reports are placed by
the system during the submittal process.

NOTE: Attachments can be uploaded for each Facility on the Chemical tab of the Account

Facility Detail page. See Attaching Site Plans and other Chemical or Facility
Documents section later in this section for more details.

o Fee Details — This section only displays after the Account Report has been submitted. It contains the Total Fee
amount assessed for your Account Report.

e Facilities — This data table contains the list of Facilities that have been selected for the Account Report. It is in
this section where you add or remove additional Facilities.

e Buttons — There are six major buttons on this page to note:

0}
(0}
(0}

Save — This button saves the data and any changes made to the Account Report.
Reset — This button returns all fields to the latest saved values, removing any newly entered data

Cancel — This button closes the Account Report Detail page, returning you to the previous page. If there
are any unsaved changes, you will be asked whether you wish to save those changes.

Submit — This button starts the process of submitting the Account Report.

Validate — This button runs the Account Report through the validation process that is run when a Report
is submitted giving you the opportunity to make any changes before you submit
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0 Delete ... — This button is used to delete an Account Report. There are limitations to what can be
deleted.

Halp >> Contact Us >3 Logout >3

' l TEXAS COMMISSION
BE= ON ENVIRONMENTAL QUALITY

STEERS Home

This message indicates that this is a draft Account Report

e —— - This information line indicates if the Report is instead submitted. -

Account Report Detail

& Select lier Il Role U Info: Thisis a draft Tier || Account Report.
ity Saarch [ i 1
B Facility Search T 1Account Section |
™XT2 # Active YES
'0wner/Operefor l
Owner/Operator —_——
€N CN Mame
Type SOLE PROPRIETORSHIP
[y T—"
Report |Report Section |
Type ANNUAL Year 2017 Last Updated Date 10/17/2018
Notes
I rs3 ) n 1
Certification Details | Certification Details |
Date Title
Signature
Attachments ]Arrachmenrs |
File Name | Type
The RN numbers are
hyperlinks that open the [Faciitics l Facilities section and data table |
Account Facility Detail page
for that Facility {10f1) B8 25 v
- Facility Name 2 .
| Physical Address >
~
RO v
(10f1) n 25 v
| Add Existing Facility ... ] | Transfer Facility ... ]
[ save | [ Reset | | cancet | [ submit| [ vatidate | Delete...
=Back To Top=

Figure 114: Account Report Detail page for a draft Account Report

Adding, Removing, and Transferring Facilities

Adding an Existing Facility to an Account Report

NOTE: For a Facility to be available to report on, it must have been associated with your
Account and CN. This can be done through the Tier Il Core Data program area in
STEERS. See Filling out a STEERS Tier Il Core Data Application in Chapter 3 for
further instructions.

To add a Facility to a draft Account Report, select the Add Existing Facility... button in the Facilities group box of the
Account Report Detail page.
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e Hyperlink opens the Account Facility
Detail page for that Facility B (25 7]
RN v Facility Name ¢

|— |—| Physical Address ~

B

{1of1) n [25

Add Existing Facility... | | Transfer Facility... |

Select to choose Facilities

Figure 115: Facilities section of the Account Report Detail page

1. The Account Facilities Available to be Added to a Draft Tier Il Account Report pop-up displays. This Results Table
automatically populates with all the Account Facilities that can be attached to your Account Report.

NOTE: Facilities that are currently attached to another draft Account Report cannot be
added to this Account Report and must be transferred if it belongs on this Account
Report. See Transferring a Facility from one Draft Account Report to Another in this
chapter.

a. You can use the column filters and sorting buttons to locate specific Facilities.
2. Select the Facilities you wish to add by checking the checkboxes in the left-hand column for each Facility. Then
select the Select button.
a. The Report Type and Report Year are for the last Account Report that the Facility was submitted on.

Account Facilities Available to be Added to a Draft Tier |l Account Report
The last Report Type and Year that
_ — the Facility was submitted on
Use to select all listed Facilities Search Results Table
(1of1) (1] [25
RM Z Facility Name < Report Type Repnrﬁ
R Physical Address ¢ |— |Yﬁ;
IMITIAL 2016
IMITIAL 2016
IMITIAL 2016
W
Select checkbox for every (1of1) 1] 25 v
Facility to add [ setect | [ camest |

Figure 116: Account Facilities Available to be Added to a Draft Tier Il Account Report pop-up

3. The Account Report Detail page displays with your selected Facilities added to the existing list of Facilities.

NOTE: When you have added a Facility that had been reported on before, the latest
submitted data automatically populates the Facility, Chemical, and Contacts tabs
on the Account Facility Detail page for that Facility. You then just must verify that
the information is correct, make any changes, additions, or deletions and the
Facility report is complete.

Creating a New Facility for Tier Il Account

If you have a new Facility that has not be registered with TCEQ or have purchased or taken over control of a Facility that
has not been associated to your Tier Il Account with the TCEQ you must go through the Tier |l Core Data program area to
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either create a new Facility or associate an existing Facility to your Account. See Filling out a STEERS Tier Il Core Data
Application in Chapter 3. If you are not sure whether your Facility has been registered with the TCEQ, you can Contact

the Tier Il Program Support staff.

Removing a Facility from a Draft Account Report

Once you have saved the draft Account Report, the Account Report Detail page displays with the Facilities you had
selected on the Add Draft Account Report page.

1. Toremove a Facility from a draft Account Report, select the Facility’s RN number hyperlink in the Facilities data

table.

Hyperlink opens the Account i) a (s [¥]
Facility Detail page for that RN ¢ Facility Name = ] .
Facility [ BlnaicL ke d
BN
RN
| B
(10f1) 1] 25 [¥]
| addexistingFacility... | | TransferFacility... |

Figure 117: Facilities section of the Account Report Detail page

2. The Account Facility Detail page opens for the chosen Facility.
3. At the bottom of the page, select the Delete button.

| Save | | Reset | | Cancel | | Delete |

Figure 118: Buttons at the bottom of the Account Facility Detail page

4. A modal pop-up displays asking “Do you want to remove the selected Tier Il Account Facility and all of its
associated Chemicals and Contacts?”

Delete Tier Il Facility - Confirmation

£ Do you wantto delete this Tier |l Facility and all of its associated Chemicals and Contacts?

|¢‘t'es||xhlo|

Figure 119: Delete Tier Il Facility - Confirmation pop-up

NOTE: This action only removes the Facility from the draft Account Report. It does not
delete the Facility record from the system. That Facility remains available for
reporting on in other Reports.

If you want to remove the Facility from your Account because you are no longer in
possession of it or it is no longer storing reportable chemicals, for instance, you

need to mark the Facility as inactive as part of an Account Report. See Marking an
Existing Facility as Inactive in Chapter 7.

5. Selecting the Yes button returns you to the Account Report Detail page where that Facility has been removed

from the list of Facilities.
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Transferring a Facility from one Draft Account Report to Another

The system allows you to have more than one draft Account Report open at one time. However, a Facility can only be on
one draft Account Report at a time. It is possible that you could have a Facility on one draft Tier Il Account Report which
you would rather on a different draft Tier Il Account Report. To do this, you need to transfer the Facility from the draft
Account Report to the draft Account Report you want it on.

NOTE: Particularly for Annual Tier Il Account Reports, it is to your advantage to create a
single report for all your reportable Facilities as the fees are calculated per Tier Il
Account Report.

To perform a transfer, start on the Account Report Detail page for the Account Report you are working on. This is where
you are transferring the Facility to.

1. Inthe Facilities section of the Account Report Detail page, select the Transfer Facility ... button.

Facilities
(o2 1] B~
RN < Facility Name <
] Physical Address <
BN -
(1of1) n [25 [¥] Select to transfer a Facility from
another draft Account Report |~
| AddExistingFacility... | | Transfer Facility...

Figure 120: Facilities section of the Account Report detail page

2. The Account Facilities Available to be Transferred to a Draft Tier Il Account Report pop-up displays.

NOTE: The Facilities that are listed are only the Facilities that are currently associated with
other draft Account Reports.

3. Check the checkbox for the Facility you wish to transfer and select the Select button.
a. The Report Type and Report Year columns display the Type and Year for the draft Account Report the
Facility is currently on.

Account Facilities Available to be Transferred to a Draft Tier 1l Account Report

The Report Type and Year for the
Use to select all listed Facilities draft A.t:count Reporft that the
— Facility was submitted an —

(aafs (1] s M %
Report

Facility Name < " Report Type v a
Physical Address ~ | |L
UPDATE 2016
UPDATE 2016
UPDATE 2016

Select checkbox for every (1of1) \ a l2s_[v]
Facility to transfer

| Select | | Cancel |

Figure 121: Account Facilities to be Transferred to a Draft Tier Il Account Report pop-up

4. The pop-up closes, and the Facility appears in the Facilities section of the Account Report Detail page for your
draft Account Report. Those Facilities are no longer on the draft Account Report they were on before the
transfer.
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Managing Facility Details

Once you have created your draft Account Report, the next step is to update the Facility, Facility Chemicals, and Facility
Contacts information. From the Account Report Detail page for your draft Account Report, select the hyperlink for the
Facility RN number in the Facilities section.

Hyperlink opens the Account (Lo a 25 [¥]
Facility Detail page for that RN & Facility Name & e "
Facility | PRt S

RN
RN

|Rh

TR a =M

| AddExistingFacility... | | Transfer Facility... |

Figure 122: Facilities section of the Account Report Detail page

The Account Facility Detail page opens. This page has two main sections: the account information header and the body.
The header includes the Account information including the CN, Owner/Operator Name, TXT2 #, RN, and Facility Name. It
also includes the Report Type and the Report Year that the Facility record is on. The body is comprised of three different
tabs:

e Facility Tab — this is where the Facility details are maintained including the Physical Location and Mailing
Address.

NOTE: The Physical Location information is read-only for all Facilities that have been
reported on previously, except the Fire Department field which is always
updateable. To update the Physical Location information on those Facilities,
contact the Tier Il Chemical Reporting Program staff to request that they set the
Physical Location Updateable switch to Yes allowing you to update that
information.

e Chemicals Tab — this is where the Chemical data for that Facility is maintained. See Managing Facility Chemicals
in this chapter.

e Contacts Tab — this is where the Contacts for that Facility are maintained. See Managing Facility Contacts in this
chapter.

' ' TEXAS COMMISSION Help ==  Contact Us == Logout >>
ON ENVIRONMENTAL QUALITY

STEERS — Tier I

Info: This iz a draft Tier Il Account Report. L]
Account Facility Detail

B Facility Search 4 Field iz required on Tier Il Account Report submission

% Report Search Active Tab CN CN Owner/Operator Name L TXT2 &
B2 Add Draft Report RN RN Facility Name Report Type ANMUAL Report Year 2016

R | e | s | e Faciity Dt Tabs |

Figure 123: Top portion of the Account Facility Detail page

& Auth Users for Acct
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Updating Facility Details

When a draft Account Report is created, and Facilities are associated, the Facility data is automatically populated based
on existing data. The most current Facility (i.e. Name and Physical Location) and Account data is pulled from TCEQ’s
Central Registry database. This is noticeable if the Facility Address is updated through a Core Data Form submitted to the
Agency since the last Account Report was submitted. In this case, when the Facility details are viewed, the Central
Registry version of the Address is used and not the one that was in the submitted Account Report. The rest of the data
such as the Chemical and Contact data is pulled from the latest submitted Account Report with that Facility.

There are two main sections in the Facility tab: Report and Facility. The Report section is expandable and provides the
Report Type, Year, Total Fee, Last Updated Date, and Notes.

NOTE: The next section is for the Facility Information Identical to Previous Submission
field which is populated by the system once the report has been submitted the first
time for that Facility. It defaults to No once the Facility has been previously
reported on.

The last section is for the Facility itself. Some of the information is populated by the database from the information
gathered when the Facility was registered with TCEQ and the data that was in the last submitted Account Report for that
Facility. You need to go through each section to make sure that the fields are all filled out and accurate as appropriate.

NOTE: If the Facility is new then the Physical Location information is available to be
updated. However, if the Facility has been submitted on your Account previously
(that it is, it is an existing Facility) the Physical Location information is not
updateable except for the Fire Department field.

If you need to update the Physical Location information on an existing Facility
contact the TCEQ Tier Il Program office for assistance.
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TEXAS COMMISSION
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Figure 124: Account Facility Detail Page Facility tab for a new Facility
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Account Facility Detail — Facility Fields and Definitions

Field Definition

Report Section

Type In the Tier Il Chemical Reporting Program there are four basic types of reports: Annual,
Update, Initial, and Deficiency Corrections.

Annual Report: Every owner/operator is required by statute to submit an annual Tier ||
Account Report for all their Facilities that store Tier ll-reportable chemicals. These Annual
Reports are currently submitted between January 1 and March 1.

Initial Report: If a Facility starts to store a new chemical or an owner/operator obtains a
new Facility, they must submit an Initial Report within 90-days of custody.

Update Report: If an owner/operator just needs to make changes to their existing
chemical, contact, or some facility data, they can submit an Update Report.

Both Annual and Initial Reports are assessed a fee based on the number of Facilities and
Chemicals reported.

Deficiency Corrections: After the Tier Il Account Report is submitted by the
owner/operator, the TCEQ staff reviews the report. If errors or deficiencies are found, the
staff creates a Deficiency Correction report that the owner/operator then completes with
the corrected information.

Year This is the reporting year designation for an Account Report. A Reporting Year is the period
of January 1 — December 31 of one year and the Annual Account Reports are submitted
between January 1 — March 1 of the following year. All Account Reports are assigned the
Reporting Year of the current year minus one year. That is, any report received between
January 1 and December 31 of 2016 would receive a Reporting Year of 2015.

Total Fee Every Account Report is assessed a fee based on number of Facilities and the number of
Chemicals reported. Each Facility is assessed an individual fee. This field is the total fee
assessed for the entire Report.

Last Updated Date This is the date that the Account Report was last modified.

Notes This field is used by the reporter to relay comments or notes to accompany the Account
Report.

Facility Section

RN Regulated Entity Number — This number was assigned to the Facility when it was registered
with the TCEQ. It is stored in the TCEQ's Central Registry database.

Name This is the name of the Facility. It is initially captured when the Facility is registered and
receives its RN. It can be updated overtime. It is also stored in the TCEQ’s Central Registry
database.
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Field

Definition

Facility Section

Facility Status

Effective Date

This required field defaults to 01/01/1800 in the database but displays a blank or
“Unknown” unless a date has been picked. It is used to capture the date at which the
Facility came under your control.

Expiration Date

This field is also required; however, it defaults to 12/31/3000 in the database but displays
as a blank. It does not need to be updated while the Facility is still reportable by you. Once
the Facility is no longer under your control, enter that date into this field. This marks the
Facility as “Inactive”. An Inactive Reason field displays when you enter a new date into the
Expiration Date field.

When there is an Expiration Date, there must also be an Inactive Reason chosen.

Inactive Reason

This drop-down field only displays when a current or past date has been entered in the
Expiration Date field. It is required in that case. It is used to capture the reason that the
Facility is no longer reportable by you.

Inactive Reason
“Other” Description

This field displays and is required if you selected “Other” in the Inactive Reason drop-
down. It is used to capture the reason that the Facility is no longer an active Facility for

you.
Inactive Ileasnn|GTHER | v!

nactivation reason description

Figure 125: Inactive Reason fields on the Account Facility Detail page

Facility Section

Department This optional field is used to capture the department in the company in which the Facility
belongs.

Staffed This radio button is used to indicate whether the Facility has staff on site.

Maximum Number of
Occupants

This field is to capture the greatest number of people at the Facility at one time. This field
is only displayed when the Staffed radio button is set to Yes.

AN Storage Facility

This field is used to indicate whether the Facility has been determined to fit the criteria for
an Ammonium Nitrate (AN) Storage Facility. This determination is made by the TCEQ Tier Il
program staff.

Subject to Risk
Management Plan

This field is used to indicate whether the Facility is required to provide a Risk Management
Plan to the EPA.

Risk Management
Plan #

This field is used to capture your Risk Management Plan number that was submitted to the
EPA. If you selected Yes for the Subject to Risk Management Plan field, this field displays
and you must enter the Plan number.
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Field

Definition

Subject to 302

This is used to indicate whether the Facility is subject to Section 302 of the U.S. Emergency
Planning and Community Right-to-Know Act (42 U.S.C. 11002) (EPCRA).

Toxic Release
Inventory #

This field is used to capture the Toxic Release Inventory (TRI) number for the Facility.

Facility Section

NAICSs

NAICSs data table

This data table is used to track the NAICS codes applicable to the Facility.

To add a new NAICS code, select the Add... button.

The NAICS Search pop-up displays.

Enter a full Code or a partial or Name and select the Search button.
The results of the search display in the Search Results Table.

Locate the Code you wish to use and select the radio button to the left of the
record then use the Select... button.

o> BN

The Cancel button returns you to the Account Facility Detail page without
choosing a NAICs code.

[RRiE Search I Enter full NAICS Code I or I Enter full or partial Name I

MAICS Search l ? 1

Code | Name | |

IThen select Search H Search | | Reset |

Choose the correct

MNAICSs

NAICS by selecting the Search Results Table
radio button e n = v
G Name |
= Primary Smelting and Refining of Nonferrous Metals
| I | 3341 | Secondary Smelting and Refining of Nonferrous Metals |
[10f1) n |£ﬂ
Use the Select... button to add the NAICS — — Select Cancel to close the pop-up
to the Facility Select... | | Cancel without choosing a NAICS Code

Figure 126: NAICSs Search pop-up

6. The pop-up closes and the selected NAICS code displays in the NAICSs data table.
7. Repeat the process to add additional NAICS codes.

Facility Section

Physical Location

Physical Location
Information
Updateable

This radio button is used by TCEQ staff to allow you to update physical location
information. It must be set to Yes to allow those fields to be updatable. If No is displayed,
you need to contact the Tier Il Chemical Reporting Program to request that they flip the
switch to Yes.

If this is the first time you have reported on a Facility, the physical location information is
updatable.

If you have reported on this Facility in another report, this field is set to NO and you need
to contact the Tier Il Chemical Reporting Program who can set the field to YES to allow you
to make changes to the physical location.
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Field Definition

Latitude This field is used to capture the latitude of the Facility’s location in decimal degrees. It
allows up to six decimal points. This is required if you have entered a Longitude.

This field is updateable only if the Facility has not been reported on for the Account
previously or the Tier Il staff has set the Physical Location Updateable field to Yes.

Longitude This filed is used to capture the longitude of the Facility’s location in decimal degrees. It
allows up to six decimal points. This is required if you have entered a Latitude.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier Il staff has set the Physical Location Updateable field to Yes.

County This field is to capture the county in Texas where the Facility sits. If the Facility’s location
crosses County lines, use the County of the Facility Address or main entrance.

The Facility Zip must lie within the County.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier |l staff has set the Physical Location Updateable field to Yes.

LEPC This read-only field is populated based on the Latitude and Longitude that is entered. It is
for the name of the Local Emergency Planning Committee for that area.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier |l staff has set the Physical Location Updateable field to Yes.

Fire Department This field is used to capture the name of the Fire Department that services the Facility.

This field is always updateable.

Texas Fire This hyperlink opens a new tab in your browser for a Fire Department Directory for the
Department Directory State of Texas® provided by Texas A&M.
hyperlink

5 http://tfsfrp.tamu.edu/fdd/directory/
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Field Definition
Facility Section Physical Location — Physical Address
Physical Address This group box is used to capture the physical address of the Facility if there is one. If you

have an address the Street Address, City, State, and Zip are required. If you do not have a
street address for the Facility, you must submit a Physical Location Description that can
tell a responder how to reach the Facility.

If the Physical Location Information Updateable field says “No” the Physical Location
information is mostly read-only; If you wish to update this information, you need to
contact the TCEQ Tier Il Program staff who can make that information available to be
updated. The Fire Department field and the Mailing Address information remain
updateable in all cases.

If this is the first time you have reported on a Facility, the physical location information is
updatable (the Physical Location Information Updateable field says “Yes”).

1. To enter an address,

a. Select the Region. This is most likely to be the USA. If the address is
international, select International from the drop-down.

i. The International Region option simply adds fields for
Territory/Region, Country, and Postal Code and removes State
and Zip.

b. Inthe Street or PO Box field, enter the street number and name for the
address or the PO Box number. Punctuation is not needed and is removed
during the validation step.

NOTE: Address information such as building numbers or
suites should be included in the Street or PO Box field
not the Internal field. For example, enter 1234 Main
St Bld A or PO Box 123456.

c. The Internal field is used to capture the mail code or other mail routing
information internal to the location.

d. Enter the city name in the City field.
Select the state from the State drop-down field. This field defaults to TX
but any other state can be selected.

f. Inthe Zip fields, enter the 5-digit Zip Code for you address. If you know the
four-digit extension you can enter that in the Zip field, however, the
address validation populates the four-digit extension if found.

See A Note on Entering Addresses for some tips on entering addresses.
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Field Definition
Facility Section Physical Location — Physical Location Description
Description This field is mandatory and is used to capture a description of the location of the Facility.

This is particularly useful when there is no physical location address. In that case, this field
should include detailed descriptions of the location of the Facility. It could also include
access information. This field is what is used by responders when trying to get to your
Facility.

If you have entered a Description, a Zip is still required.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier Il staff has set the Physical Location Updateable field to Yes.

Zip This field is used to capture the Zip Code for the location of the Facility. The Latitude and
Longitude point must lie within the Zip Code boundary or you will receive an error
message. Additionally, the Zip must be within the County selected.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier Il staff has set the Physical Location Updateable field to Yes.

Facility Section

Mailing Address Selecting the Yes radio button copies the Physical Location address information to

Same as Physical populate the Mailing Address information. If you select NO, the Mailing Address fields are
Address cleared allowing you to enter an address.

Chapter 7 — How to Complete Draft Tier Il Account Reports Page 117 of 216



IS

TCEQ Tier Il Reporting Application User Guide for Tier Il Account Reporters
Field Definition
Mailing Address This group box is used to capture the mailing address for the Facility. The Street Address,
Subsection City, State, and Zip are required.

1. To enter an address,
a. Select the Region. This is most likely to be the USA. If the address is
international, select International from the drop-down.

i. The International Region option simply adds fields for
Territory/Region, Country, and Postal Code and removes State
and Zip.

b. In the Street or PO Box field, enter the street number and name for the
address or the PO Box number. Punctuation is not needed and is removed
during the validation step.

NOTE: Address information such as building numbers or
suites should be included in the Street or PO Box field
not the Internal field. For example, enter 1234 Main
St Bld A or PO Box 123456.

c. The Internal field is used to capture the mail code or other mail routing
information internal to the location.

d. Enter the city name in the City field.

e. Select the state from the State drop-down field. This field defaults to TX
but any other state can be selected.

f. Inthe Zip fields, enter the 5-digit Zip Code for you address. If you know the
four-digit extension you can enter that in the Zip field, however, the
address validation populates the four-digit extension if found.

See A Note on Entering Addresses for some tips on entering addresses.

Buttons

Save Button The Save button sends your entered data to the database. If there are any required fields
that are not filled out or fields filled out incorrectly, error messages are displayed. Those
errors must be corrected before a Save can be completed.

Reset Button The Reset button returns all the fields to the state that they were when you first loaded
the page.

Cancel Button The Cancel button returns you to the page you came from when you opened the Account
Facility Detail page. A message pop-up displays if there are changes to the page that have
not been saved asking if you wish to exit without saving the data.

Delete Button The Delete button is available for Facility records that are on draft Account Reports.

Selecting this button removes the Facility from the draft Account Report but does not
remove it from the database. It remains available for future Account Reports.

Table 9: Facility Details fields and definitions

Next is a screenshot of the Physical Location section of the page for an existing Facility. As you see, the Physical Location
information is mostly read-only, and the Physical Location Information Updateable field says “No”. If you wish to
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update this information, you need to contact the TCEQ Tier Il Program staff who can make that information available to
be updated.

However, the Fire Department field and the Mailing Address information remain updateable in all cases.

N Physical Location | Physical Location Section
A Facility that has been * physical Location Information Updateable NO
reported on previously, the
Physical Location ' » Latitude * Longitude * County

information is read-only. To
make changes to this

information, contact the “ Fire Department

TCEQ Tier Il Program

LEPC

Texss Fire Depsrtment Directory

| I—
Physical Address { Physical Address Section

Region Street (33 Ozk 5t Ste 1) City

State Zip

Physical Location Description | Physical Location Description Section |

Description

Zip
Mailing Address Same as Physical Address () vee @) No
T : Mailing Address Section |—
Region Street or PO Box (39 0=k 5t Ste 1) City State Zip
usa | I (= 1= Jf sz ]
| save || Reset || cancet | | Delete |

Figure 127: Account Facility Detail - Facility Tab Physical Location Section for an existing Facility

Chapter 7 — How to Complete Draft Tier Il Account Reports Page 119 of 216



2l

Tier Il Reporting Application User Guide for Tier Il Account Reporters

A Note on Entering Addresses

When you enter an address into the application, when you save your entry, the system uses a verification system that
runs the entered address against a database of valid addresses as recognized by the USPS (United States Postal Service).

Some guidelines on entering street addresses:

e The street address should be in ALL CAPS.

e Directional words should be abbreviated such as “WEST” TO “W” or “NORTH” to “N”.

e Street types should also be abbreviated such as “LANE” to “LN”, “Avenue” to “AVE”, or “STREET” to “ST”.

If there are insubstantial differences between your entered address and the USPS version such as changing the entry
into all caps or changing “Avenue” to “AVE”, the system makes that change for you automatically.

If the address is found but there is a variation recognized by the USPS, a pop-up displays giving you the option of
choosing the USPS recommended address or the version you entered (i.e. “west parmer lane” to “W PARMER LN").

Select the radio button next to the version you wish to use and select the OK button. In most cases, the Recommended
Address is the correct address.

U5PS Recommended Physical Address

The address you entered has been validated and changed to the recommended physical address below.
Please select which address you want to use.

The validation updated the case,
abbreviated the street name and
corrected the zip code

Original Address
Street or PO Box: 3401 west parmer lane

Addr. Internal:

City: AUSTIN State: TX Zip: 78759 - 6933

Recommended Address
Street or PO Box: 3401 W PARMER LM

o Addr. Internal:

City: AUSTIN State: TX Zip: 78727 -4153

|JOK||SCancel|

Figure 128: Example of the USPS Recommended Address pop-up

If the entered address is not found in the USPS database, a Confirm pop-up displays stating that the address could not
be validated and asking you whether you wanted to override the USPS address validation and accept the address as
entered. This means that the address as you entered it is not recognized by USPS. First verify that you entered it
correctly by selecting the No button and returning to the Account Facility Contact Detail page. If you are confident that
you entered a valid address that is entered in appropriate format (see above), select the Yes button to accept your
entry.

Address Validation Override - Confirmation

The Address cannot be validated. Do you want to override the USPS address validation
and accept the Address as entered?

|v"|’es||RNu|

Figure 129: Example of an Address Validation Override - Confirmation pop-up
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After you have entered the Facility Details, select the Save button. This commits the data to the database and the
system runs a check to make sure that all the required fields are populated, and the correct type of data is entered in all
the fields. If there are errors, the error messages display at the top of the page or, if a mandatory field is missing, they
display beneath the field.

> The Reset button resets all the fields to the value they were when the page loaded.

» The Cancel button returns you to the Account Report Detail page. If there is any unsaved data, a confirmation
message displays asking if you want to exit the page without saving the data. If you select the Yes button, the
unsaved data will be lost.

» The Delete button is used to delete a Report. This is only possible on draft Account Reports. Keep in mind that
deleting a draft Account Report removes all the new data you had entered for that draft Account Report.

NOTE: You must successfully save the Facility Details before you can move on to entering
Chemical or Contact information.

Marking an Existing Facility as Inactive

A Facility may no longer be under your control because you sold it, it is no longer in business, no longer stores
reportable Chemicals, or some other reason.

1. To mark a Facility as Inactive, in a draft Account Report, enter the Expiration Date on the Facility tab of the
Account Facility Detail page.
2. An Inactive Reason drop-down field displays. You must select an option.

a. If you select Other from the Inactive Reason drop down, a comment box displays. Complete the field
with the reason that the Facility is no longer active.

I ' TEXAS COMMISSION Help >> Contact Us >> Logout >
ON ENVIRONMENTAL QUALITY

STEERS — Tier 1T User: E 14:45

Info: This is a draft Tier || Account Report. (

Account Facility Detail

A Field is required on Tier Il Account Report submission
CN CN Owner/Operator Name TXT2 #

EE Add Draft Report RN RN Facility Name Report Type ANMNUAL Report Year 2016

. [P

=+ Report

& Add Contactto Mult Fac

& Auth Users for Acct

Facility Information Identical to Previous Submission YES

Facility

RN RM102504297 "NamE| \ | Fee
Facility Status

* Effective Date |W|E‘ * Expiration Date |WIE| Inactive Reason | qpen | - |

~a

Figure 130: Account Facility Detail page with Expiration Date, Inactive Reason, and comment fields pointed out

Facility no longer stores reportable chemicals ‘

Deleting a Facility from a Draft Account Report

You might have added a Facility to a draft Account Report in error and want to remove it from the Account Report. To
do so, you use the Delete button on the Account Facility Detail page.
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1. Onthe Account Report Detail page, select the Facility you wish to delete from the Account Report in the
Facilities data table.

The Account Facility Detail page displays.

Select the Delete button at the bottom of the page.

| Save ||ngset||cancel|\(nelete

Figure 131: Buttons on the bottom of the Account Report Detail page

w N

4. This opens a Delete Tier Il Facility - Confirmation pop-up.
a. Select the Yes button to continue with the deletion and the Account Report Detail page displays with the
Facility no longer displayed in the Facilities data table.

b. Select the No button to back out and not delete the Facility.
Delete Tier Il Facility - Confirmation x

£ Do you want to delete this Tier Il Facility and all of its associated Chemicals and Contacts?

Figure 132: Delete Tier Il Facility - Confirmation pop-up

Important!

If you proceed with the deletion, any Facility information you have entered for this
Facility on the selected Account Report including Chemical and Contact data will be
deleted. This will not, however, affect the Facility’s information submitted on previous
reports and the Facility remains on the list to be chosen for another Account Report.
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Managing Facility Chemicals

On the Account Facility Detail page, the Chemicals tab contains a list of the Chemicals for the Account Report as well as
a section for Attachments.

™Y rexas commission Help >>  ContactlUs >>  Logout >>
= ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier II User: ER001501 19:48
U Info: This is a draft Tier || Account Report. (~
Account Facility Detail
 Field is required on Tier Il Account Report submission

CN CN Owner/Operator Name TXT2 #
RN RM Facility Name Report Type ANNUAL Report Year 2016
ray | [[comsmcn |

* Chernicals

ot B B
cAs# J EHS ¥
Produced Hydrocarbons NO
| ftor2 (1] B
| Add... ‘ YES * = Indicates that the Facility Chemical has
— one or more EHS Constituent Chemicals.
Attachments.
|| + ChooseFile |
File Name Type Delete
Site-Plans,DOCX SITE PLAN - x
‘ Save | | Reset ‘
| Cancel |
L¥]

Figure 133: Account Facility Detail page - Chemicals tab

The Chemicals data table in the Chemicals section contains three columns:

e Name — This is the name of the Chemical from the existing database of Chemicals or a new one that you created.
e CAS#-This is the CAS (Chemical Abstracts Service) Registration Number assigned to that Chemical.
e EHS - This column indicates whether the Chemical has one or more EHS (Extremely Hazardous Substance)
Constituent Chemicals as part of its mixture.
When a Facility has been added to a draft Account Report all the submitted Facility data including Chemical data is
pulled forward. This means that the Chemical information previously reported is populated automatically in your draft

Account Report. The first step is to review each Chemical record to update the data. Then you can add any additional
Chemicals that need to be added.
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Viewing and Updating Existing Chemical Information

To view and update information for a Chemical already associated to the Account Facility, select the Chemical Name
hyperlink.

[t | R e

Chemicals

CAS# ¢ EHS ¥
PRODUCED HYDROCARBONS NO
{Lof1) n [25 -]
| Add... | YEZ * =Indicates that the Facility

Chemical haz one or mare EHS
Constituent Chemicals.

Figure 134: Chemicals section of the Account Facility Detail page - Chemicals tab

The Account Facility Chemical Detail page displays with the saved information for that Chemical. On this page, the first
five sections are displayed for informational purposes only.

Account — This section shows your Tier Il Account information.

Report — This section displays the Type, Year, and Last Updated Date of the report that you are working on. It
also includes any Notes that were entered.

Facility — This section displays the basic Facility information for the Facility you are working with. In this page,
there is a link to the Site Plan that was attached on the Chemical tab of the Account Facility Detail page.

Chemical Information Identical to Pervious Submission indicator — This indicator is populated by the system
depending on whether the Chemical information has been updated for this Account Report compared to the
previous submitted Account Report.

Chemical Name — This section displays the CAS # and Name of the Chemical you selected to update. The
Extremely Hazardous Substance field indicates whether the Chemical is considered an extremely hazardous
substance as defined by the Tier Il Chemical Reporting Program guidelines.

The bottom half of the page is for capturing the Chemical details. Instructions on updating the Chemical details
are in the Entering Chemical Details section of this chapter.
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™ TEXAS COMMISSION Holp == ContackUs > Logaut =
ON ENVIRONMENTAL QGUALITY
QA w0.0.35 STEERS Home

User: ERD01501 16230

W Imfo: This is a draft Tier Il Account Repart.

Account Facility Chemical Detail

A Field is required on Tier |l Account Report submission

Account
5 Add Draft Report TXTZ2 # Active 25
& Add Contact to Mult Fac B e
CN CH Name

& Auth ot

Type CORPORATICN

+ Repart

Facility
RN RM MName

Physical Address

Site-Plans.DOCK

Chemical Information Identical to Previous Submission YES

Chemical Name

cas# *Name Produced Hydrocarbons Extremely Hazardous Substance NO

Chemical Details

Mauimum Daily Amount Aumrage Daity Amaunt
|- |Ihs Actual |Lbs ‘""‘W'|1|30a:-2499»9 |- |lbs Adml| |Ihs

“Range | 5 000 - 24,955

Trade Secret () yer () No Actusl MaxAmt in I.nrg::ll:mrtul'ncr| * Number of Days on Site [50c

Chemical Stetus
Inactive Date | I o |
4 Health Effects A Hazards
Delete Delste
" "
Na Records Faund % Mo Records Found %
[ ade... |
4 Physical States Constituent Chemicals
Deicte case ¥ | EHs ¥ "“['::“;"’"‘Wg Percent &
LIQUID %
Mo Recerds Found
MIXTURE %
| ada.. |
| nda... |
* Lacations
i ActuslMax | Location
Location = Container Type ¥ | Container Pressure ¥ EEETE DailyAmt | Confidential
Temperature ¢ t il
bz} ¢ =
ABOVE GROUNDTANK | AMBIENT PRESSURE AMBIENT TEMPERATURE | 400 o ~
GREATERTHAN GREATER THAN
ABDVEGROUNDTANK. |, ieienT pRESSURE AMBIENT TEMPERATURE | *00 e
TOTE BIN AMEIENT PRESSURE AMBIENT TEMPERATURE | 18000 N
W
GREATERTHAN GREATER THAN
TOTE EIN AURIFNT DOFCTIDF SMPIFUT TEMOFDATIIDF 1ano0 L]
[ add... |
| save | [ Reset | [ concet | | petete |

Figure 135: Account Facility Chemical Detail page
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Adding and Creating New Chemical Information

If the Chemical you need to report is not already in the Account Report, you need to add that Chemical. The first step is
to search the database for your Chemical and then if the Chemical does not exist, then you can create a new Chemical
record.

NOTE: You can only add a Chemical new to a Facility on an Initial or Annual Account
Report. You cannot add a Chemical to an Update or Deficiency Correction —
Update Account Reports.

1. Onthe Account Facility Detail page — Chemicals tab, select the Add ... button in the Chemicals section.

Chemicals

[Lof1) |25 : I |
CAS # ¢ EHs %
PRODUCED HYDROCAREONS N
[Lof1) |25 ; I |
Add | YES * = Indicaies that the Facility Chemical
has one or mare EHE Constituent
Chemicals.

Figure 136: Chemicals section of the Account Facility Detail page - Chemicals tab

2. The Add Account Facility Chemical page opens. The top of the page repeats the Account, Report, Facility, and
Chemical Information Identical to Previous Submission indictor sections as on the Account Facility Detail page.

3. Inthe Chemical Name section, select the ellipses button next to the CAS # field.
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STEERS Home

! I TEXAS COMMISSION
18:52

ON ENVIRONMENTAL QUALITY
user: er [N
A

Info: The Chemical Details cannot be entered until the desired Chemical is searched for on the Chemical Search pop-up.

Add Account Facility Chemical

STEERS — Tier II

¥ Select Tier Il Role

Exd Facility Search  Field is required on Tier Il Account Report submission

: Account
E8 Add Draft Report TXT2 # Active YES
& Add Contact to Mult Fac TR Sy
CN CMN Name
bl
@ Auth Users for Acct Type CORPORATION
+ Report
Facility
RN RM MName .
Physical Address

Site-Plans.DOCX

Chemical Information Identical to Previous Submission NO

Chemical Name
Extremely Hazardous Substance

CAS#

| save || Reset | | cancel |
v

=BackTo Top>
Figure 137: Add Account Facility Chemical page when adding a new Chemical

4. The Chemical Search pop-up opens.
Enter either a full or partial CAS # or full or partial Name and select the Search button.

Enter a full or partial chemical name

Chemical Search Enter a full CAS # or
Chemical Search g /

CAS # | | Mame |

| Then select the Search button H Search | | Resst |

Search Results Table

[10f1) |2s V|

= =

Ho records found.
[1of1) |2= V|

| setect..| | cancet |

Chemicals

(43

(4]

EHS

{2

Figure 138: Chemical Search pop-up before a search

6. The results display in the Search Results Table. The Chemicals displayed are those that are in the official Tier Il
Chemicals table. That means that if you had created a new Chemical in another Account Report, it might not
come up in this search if it had not been entered into the Tier Il Chemicals table by the Tier Il Program staff.

Page 127 of 216

Chapter 7 — How to Complete Draft Tier Il Account Reports



(>

Tier Il Reporting Application User Guide for Tier Il Account Reporters

g
>

7. To select a Chemical, select the radio button to the left of the Chemical and then select the Select ... button at
the bottom of the pop-up.

Chemical Search

Chermical Search

cas# | | Name | higrine cyanide

Search | | Reset

. Choose the correct Chemical

Search Results Table

[10f1) n Iﬁ
CAS# & | EHS ¥ |
CHLORIME CYANIDE 506-T7-3 HO
‘ ‘ CHLORINE CYANIDE [(CLCH) SDE-TT-4 | NO |

[10f1) n [25 [w
Use the Select... button to add the ———— ———— Select Cancel to close the pop-up
Chemical to the Facility ﬂl |ﬂ| without choosing a Chemical

Figure 139: Chemical Search pop-up

NOTE: If the Chemical you are looking for does not exist in the database, select the Cancel.
This returns you to the Add Account Facility Chemical page with the Chemical
details ready to be completed for a new Chemical.

a. If you selected a Chemical that had been reported on previously but was inactivated, a pop-up displays

notifying you that you are adding an inactive Chemical. If you proceed, the Chemical data is populated
with the previous submitted data.
8. When you select a Chemical, the Chemical Search pop-up closes, and the Add Account Facility Chemical page
displays ready for you to enter the rest of the Chemical details.
a. Ifyou selected a Chemical, the Chemical Name section displays the values from the database for the

selected Chemical.
b. If you had not selected a Chemical, the CAS # and Name fields are blank and must be completed.

9. Complete the data entry for the page as described in the next section.

Entering Chemical Details

If you are adding a new chemical, once you have searched for your Chemical and either selected one or returned
without selecting one, the Add Account Facility Chemical page displays with the Chemical Details section available.

To edit an existing Chemical record, you need to be on the Account Facility Chemical Detail page. The Chemical Details
are the same as when you add a chemical.

1. If you had selected a Chemical from the Chemical Search pop-up, that Chemical’s Name and CAS # displays in
the Chemical Name section of the page. Otherwise, you can enter a new CAS # and Chemical Name.
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Chemical Name

CAS & |—|_| * Name | | Extremely Hazardous Substance MO

Chemical Details

Maximum Daily Amount Average Daily Amount

* Range |D|Ibs Actual —|lbs * Range |D|lbs Actual |—|Ihs

Trade Secret () yes o Mo Actual Max Amt in Largest Container | | * Number of Days on Site | |
Chemical Statuz
Inactive Datel | @ |
* Health Effects * Hazards
Remove Remove
Mo Records Found c Mo Records Found 3
| add... | | Add... |
A Physical States Conztituent Chemicals
Remove cas# ¢ | Ews © "“(::"; Ranee | percent ©
< <
Mo Records Found c
Mo Records Found c
| Add.. | N

* Locations

n " " Actual Max Location

Container Type = Container Pressure e Container Temperature ~ Daily Amt (lbs) Confidential
A ry
= *

Mo Records Found

<>

Figure 140: Chemical Name and Chemical Details sections of the Add Account Facility Chemical page for a new Chemical

2. Enter or update the data into the fields and data tables. The following is a guide to the fields used to maintain
the details about a Chemical on a Facility.

Chemical Details Fields and Definitions

Field Definition

Chemical Name Section

CAS # This field is available when a new Chemical record is being created. It is to capture the
Chemical Abstract Service number.

If the Chemical is selected from the Chemical list, the CAS # field is populated with the
CAS # of the Chemical as it is in the list.

Name This required field is available when a new Chemical is being created. It is used to
capture the complete name of the Chemical.

If the Chemical is selected from the Chemical list, the Name field is populated with the
name of the Chemical as it is in the list.

Chemical Details Section Maximum Daily Amount

Range This is a required field used to capture the maximum amount of Chemical is stored
daily in pounds. It is a drop-down field with set choices.
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Field

Definition

Actual

This is the actual amount of Chemical that is stored at the most, in pounds.

Chemical Details Section

Average Daily Amount

Range This is a required field used to capture the amount of Chemical is stored daily in
pounds on average. It is a drop-down field with set choices.
Actual This is the actual amount of a Chemical that is stored daily on average in pounds.

Chemical Details Section

Trade Secret

These Yes/No radio buttons are used to identify when a Chemical record should be
considered a trade secret for the company. This limits the visibility of the Chemical
information.

Actual Max Amt in Largest
Container

This field is used to capture the actual amount of the Chemical stored at the most in
the largest container on the Facility.

Number of Days on Site

This required field is used to capture the number of days this Chemical has been on
site.

Chemical Details Section

Chemical Status

Inactive Date

This field is used to capture the date at which a Chemical is no longer reportable at the
Facility. This might be because the Chemical is no longer stored at all or is stored at a
guantity below the reportable quantity, for instance. If you enter an Inactive Date, an
Inactive Reason must be supplied.

If this Chemical has been reported on a previous submitted Account Report, this date
must be greater than the date set for this Chemical on that submitted Account Report.

If you have added a Chemical that had been reported on a previous submitted Account
Report and it was set with an Inactive Date, the Chemical is added to your new draft
Account Report with the previous Chemical data so that you can reactivate it by
resetting the Inactive Date.

If you are working on a draft historical Account Report (that is the Report Year is prior
to the current Reporting Year) this date cannot be set.

Inactive Reason

This field only displays if a date is entered in the Inactive Date field. This field is used to
identify the reason why the Chemical is no longer reportable and is therefore inactive.

Inactive Reason “Other”
Description

This field only displays if a date is entered in the Inactive Date field, and “Other” is
selected from the Inactive Reason drop-down field. This field is used to capture the
reason why the Chemical is no longer reportable at the Facility.

Chemical Status

Inactive Date

W]E\ *Inactive Reason | oy eg =]

Figure 141: Chemical Status section showing Inactive Date, Inactive Reason, and Description
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Field

Definition

Chemical Details Section

Health Effects

Health Effects

This table lists all the health effects associated with the Chemical.

NOTE: Health Effects are required to submit an Account
Report but the draft can be saved without them.

1. To add a new Health Effect, selected the Add... button in the Health Effects
section.

2. Inthe Add Account Facility Chemical Health Effects pop-up, scroll down the list
and select all the Health Effects that are appropriate for the Chemical. Then
select the OK button.

» The Reset button removes the checks from all the checkboxes.
» The Cancel button closes the pop-up without making any selections.

Add Account Facility Chemical Health Effect

L+

Health Effect

ACUTE A

ASPIRATION HAZARD

CARCINOGENICITY

CHRONIC

GERM GELL MUTAGENICITY
OK | | Reset | | cancel

Figure 142: Add Account Facility Chemical Health Effect pop-up

ais
L4

3. The pop-up closes and the selected Health Effects are listed in the Health
Effects table.

4. To remove a selected Health Effect, select the red X in the Remove column.
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Field Definition

Chemical Details Section Hazards

Hazards This table is used for tracking the hazard types for your Chemical.

1. To add a new Hazard, selected the Add... button in the Hazards section.

2. Inthe Add Account Facility Chemical Hazard pop-up, scroll down the list and
select all the Hazards that are appropriate for the Chemical. Then select the
OK button.

» The Reset button removes the checks from all the checkboxes.
» The Cancel button closes the pop-up without making any selections.

Add Account Facility Chemical Hazard

[]| comeusTiELE DUST ~
[ | CORROSIVE TOMETAL

[ | exprosne

]| Fre

| rramgaete ¥

0K | | Reset || Cancel

Figure 143: Add Account Facility Chemical Hazard pop-up

3. The pop-up closes and the selected Hazards are listed in the Hazards table.
4, To remove a selected Hazard, select the red X in the Remove column.
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Field

Definition

Chemical Details Section

Physical States

Physical States

This table is for tracking the physical states in which you are storing the Chemical.
1. To add a new Physical State, selected the Add... button in the Physical States
section.

2. Inthe Add Account Facility Chemical Physical State pop-up, scroll down the list
and select all the Physical States that are appropriate for the Chemical. Then
select the OK button.

» The Reset button removes the checks from all the checkboxes.
» The Cancel button closes the pop-up without making any selections.

Add Account Facility Chemical Physical State

O Physical State s |
"I F
LIQUID
| |:|| MIXTURE |
FURE

|v

| |:|| 50L
\ 0K | | Reset | | cancel

Figure 144: Add Account Facility Chemical Physical State pop-up

3. Toremove a selected Physical State, select the red X in the Remove column.

Chemical Details Section

Constituent Chemicals

Constituent Chemicals

This data table is used when the Chemical you are report is a mixture of other
Chemicals. This table lists those Chemicals and their storage information. See Adding
Constituent Chemicals in this chapter for details on entering this information.

The names in the Name column in the data table are hyperlinks and open the
Constituent Chemical Detail pop-up for that Constituent Chemical.

Chemical Details Section

Locations

Locations

This data table is used to record the various locations at which the Chemical is stored
at the Facility. See Adding Chemical Locations in this chapter for details on entering
this information.

The locations in the Location column in the data table are hyperlinks and open the
Account Facility Chemical Location Detail pop-up.

Table 10: Chemical Details fields and definitions

4. When you have entered all the data for the Chemical, select the Save button.

NOTE: You cannot add the same Chemical to a Facility more than once.
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NOTE: You cannot change an existing Chemical to a Chemical that was inactivated on that
Facility through a submitted Account Report. To reactivate that Chemical, see the
next section.

Inactivating a Chemical

You might need to inactivate a Chemical at your Facility because it is no longer reportable due to the amount stored or
the fact that it is no longer stored, for instance.

1. First, locate your Chemical on the Chemicals tab of the Account Facility Detail page, and select the Chemical
Name hyperlink.

=

* Chemicals

(10f1)

<&
o

CAS # EHS

Produced Hydrocarbons NO

ot Fr—

| Add... | YES *=|ndicates that the Facility Chemical haz one
— ormore EHS Constituent Chemicals.

Figure 145: Chemicals data table on the Account Facility Detail - Chemicals tab

2. The Account Facility Chemical Detail page displays.

3. Set the Inactive Date to the current or a previous date. You can hand enter the date into the field or use the
calendar button.

Chemical Details

Maximum Daily Amount Average Daily Amount

* Range 10,000 - 24,999 | - |lbs Actual | |lbs * Range | 10,000 - 24,988 | - |lb5 Actual | |II:s
Trade Secret | yoo o No Actual MaxAmtin Largest Container | | * Number of Days on Site | 365 |

Chemical Status

Inactive Date | 10/16/2017 | B | " Inactive Reason  qrpep -

Figure 146: Chemical Detail section of the Account Facility Chemical Detail page

4. An Inactive Reason drop-down field displays. Select the appropriate value from the drop-down list. This is
required if an Inactive Date is entered.

5. If youselect “Other”, a comment field displays. You must enter a reason for the inactivation if you selected
Other.

6. When you select the Save button a confirmation message displays at the top of the page stating that the save
was successful. If there were errors, those errors display instead.

7. If you proceed, the Chemical is considered inactive. When that Facility is reported on in future Account Reports
that Chemical does not appear in the list of Chemicals at the Facility.
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Reactivating a Chemical

There might be a Chemical that you had inactivated on a previous submitted Account Report and you wish to report on
it again as it became reportable during the interim.

1. To do this go through the process of adding a new Chemical as described above and select the Chemical that you
wish to reactivate.

NOTE: You must select the exact Chemical (i.e. same Name and CAS#) you had used in the
submitted Account Report to pull the previous data.

2. When you do that, the system recognizes that the Chemical was reported on previously and a confirmation pop-
up displays notifying you that you are reactivating an Inactive Chemical.

3. If you proceed, the Chemical is added to your draft Account Report with the Chemical data prepopulated with
the previously submitted Chemical data. Review that data and make updates as necessary.

4. To reactivate, delete the date in the Inactive Date field by selecting the X next to the date when you select the
date field. This also clears the Inactive Reason fields.

Adding Constituent Chemicals

When a Chemical at your Facility is a mixture of other reportable Chemicals, you need to report each of those
constituents. To do so, you add each to the Constituent Chemical data table in the Add Account Facility Chemical page.

1. Onthe Add Account Facility Chemical page, select the Add... button in the Constituent Chemicals section.

Constituent Chemicals

L4

Max Amt Range

~ Percent *
{Ibs) ¢ =

CAS # EHS ~

Mo Records Found

<>

Figure 147: Constituent Chemical section of the Add Account Facility Chemical page

2. The Add Constituent Chemical pop-up displays. Select the ellipses button.

Add Constituent Chemical

Info: The Constituent Chemical detsils cannot be entered until the desired Chemical is searched for on the Chemical Szarch pop-up.

CAS # \_7| * Name

| OK | | Reset | | Cancel

Figure 148: Add Constituent Chemical pop-up

3. The Chemical Search pop-up opens. Search for a Chemical by CAS # or Name by entering a full or partial value
and selecting the Search button. The results display in the Search Results Table.
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4. Select the desired Chemical by choosing the radio button next to the Chemical record and use the Select...
button. If you cannot find the Chemical you wish to use, use the Select... or Cancel button without choosing an
option.

Chemical Search

Chemical Search

CAS # |—] Name |ammonium | | Search || Reset |

. Locate your chosen chemical: Select pages Scroll through results on
-~ : each page

Search neauuﬂ{ \

(10f21) B)(2)(z)(a](s)(s](7)(8][a)[20] [~ (=] [z5]¥]
2-BENZHYDRYLOXYETHYL-N,N-DIMETHYLAMMOMNIUM CHLORIDE 147-24-0 MO
Select chemical |gromipe 2576-47-8 MO
-METHYLPHEMNYLAMMOMNIUM CHLORIDE 636-21-5 NO
4-METHYLPHENYLAMMOMNIUM CJ 540-23-8 NO

Use Select ... button to choose the selected
ACETIC ACID, AMMONIUM SALT chemical 631-61-8 NO
() | ACETICACID, MERCAPTO-, MONA ‘ 5421-46-5 NO v
(10f21) 2 )(2)(s)(s)(z)(2)(2](20] [=][=] [z5]¥]

Figure 149: Chemical Search pop-up

5. The Chemical Search pop-up closes opening the Constituent Chemical Detail pop-up with the CAS # and Name
populated or ready to fill if you didn’t select a Chemical.

6. Choose a Max Amt Range, enter the percentage the constituent Chemical is of the Chemical mixture, and
choose the UOM (unit of measure).

a. If Chemical is not chosen from the Chemical list, a Name is required.
b. If a Percentage is entered, then a UOM is required.

Add Constituent Chemical

v Info: The Constituent Chemical details cannot be entered until the desired Chemical is searched for on the Chemical Search pop-up.

CAS # 7547-14-5 | » | *MName SODIUM CHLORIDE
Max Amt Range | colact | - | Ibs Percerﬂage| | uoM | Select.. | - |
| OK | | Reset | | Cancel |

Figure 150: Add Constituent Chemical pop-up ready for the details of the constituent Chemical
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NOTE: The UOM must be the same for all Constituent Chemicals for the Facility Chemical.

The same Chemical cannot be added as a Constituent Chemical more than once to
the same Facility Chemical.

The sum of the percentages of Constituent Chemicals associated with a Facility
Chemical must not exceed 100%.

7. Then select the OK button. The Add Account Facility Chemical page reopens with the new Chemical displayed in
the Constituent Chemical data table.

» The Reset button clears the modified fields. If the Chemical was selected the CAS # and Name remains.

> The Cancel button closes the Constituent Chemical Detail pop-up returning you to the Add Account
Facility Chemical page.

Constituent Chemicals

CAS # ¢ | gys & | MaxAmtRange | o @ cent ©
Ibs) ¢
SODIUM CHLORIDE ‘ 764T-14-5 NO 1,000 - 4,359 15 by VoL

Select Name to open the details
on the Constituent Chemical | LT |

Figure 151: Constituent Chemicals data table in the Add Account Facility Chemical page

TIP:  To view the details of an entered Constituent Chemical, select the Constituent
Chemical name in the Constituent Chemical data table. It opens the Constituent
Chemical Detail pop-up.

8. If you need to modify the details for the Constituent Chemical, select the Name of the chemical in the data table
and the Constituent Chemical Detail pop-up displays.

Deleting a Constituent Chemical

1. If you want to delete a Constituent Chemical, select the Chemical Name hyperlink in the Constituent Chemicals
data table.

2. The Constituent Chemicals Detail pop-up opens with details of the chosen Chemical. Select the Delete... button.

Constituent Chemical Detail

CAS # TE4T-14-5 | . | *Name SODIUM CHLORIDE
Max Amt Range 1,000 - 4,999 | - | ks Percentage| 15 | oM |‘u"DLL|I'~"IE | - |
| 0K | | Reset | | Cancel | Delete... |

Figure 152: Constituent Chemical Detail pop-up

3. The Delete Constituent Chemical — Confirmation pop-up displays. Select the Yes button to delete the Chemical or
the No button to back out without deleting the Chemical. If you proceed, you are returned to the Add Account
Facility Chemical page with the Constituent Chemical no longer listed in the Constituent Chemical data table.
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Adding Chemical Locations

Every location at your Facility where the Chemical is stored needs to be captured. To capture those locations, add
records to the Chemical Locations data table in the Add Account Facility Chemical page.

1. At the bottom of the Add Account Facility Chemical page, select the Add... button in the Locations section.

# Locations
. . . Actual Max Y=
Location - Container Type > Container Pressure > Container Temperature ~ Daily Amt (Ibs) Confidential &
ABOVE GROUND TANK AMBIENT PRESSURE AMEIENT TEMPERATURE 400 NO
GREATER THAN AMBIENT GREATER THAN AMBIENT
ABOVE GROUND TANK SRESSURE TEMPERATURE 400 NO
TOTEBIN AMBIENT PRESSURE AMBIENT TEMPERATURE 18000 NO
Figure 153: Locations section on the Account Facility Chemical Detail page
2. The Account Facility Chemical Location Detail pop-up opens.
Add Account Facility Chemical Location
* Location within
Facility
Latitude | Longitude | |
® = & -
Container Typa |SElE'Ct... | = | Container Pressure |S»e|ect... =
* Container | Salect... | = | Actual Max Daily Amt | |lb5
Temperature
* Storage Location | ) yag o Mo
Confidential
| OK | | Reset | | Cancel |

Figure 154: Account Facility Chemical Location Detail pop-up

3. Fill out the fields in the pop-up. The following fields are required:
a. Location within Facility — This is a description of a single location where the Chemical is stored at the
Facility
b. Latitude and Longitude is optional, but if one is entered, the other must be as well. They are to pinpoint
one location of the chemical.
c. Container Type — this is the type of container in which the Chemical is stored

Container Pressure — This is the type of pressure at which the chemical is stored such as ambient
pressure.

e. Container Temperature — this is the temperature at which the Chemical is stored.
f.  Actual Max Daily Amt - this is the greatest amount at which the Chemical is stored at that location.

g. Storage Location Confidential — this is used when it is necessary that the location of the Chemical be
kept confidential.

4. Enter the appropriate data and select the OK button, to save your entry and close the pop-up.
» The Reset returns the fields to their initial settings.
» The Cancel button closes the pop-up without saving any changes.
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» The Delete... button allows you to delete the Chemical Location.

5. The new Chemical Location displays in the Chemical Location data table on the Add Account Facility Chemical
page.
» The Reset button clears all the fields.

» The Cancel button closes the pop-up. If there were changes made, a confirmation pop-up displays
confirming that you want to leave the pop-up without saving the changes.

Updating a Chemical Location

1. To update a Chemical Location, select the Chemical Location hyperlink in the Chemical Location data table. The
Account Facility Chemical Location Detail pop-up displays.

A Locations
. " " " Actual Max lacation
Location = Container Type ~ Container Pressure ~ Container Temperature ~ Daily Amt (“,51 Confidential &
ABOVE GROUND TANK AMBIENT PRESSURE AMEBEIENT TEMPERATURE 400 NO
GREATER THAM AMBIEMT GREATER THAM AMBIENT
- ABOVE SROUND TANK PRESSURE TEMPERATURE 400 no
TOTE BIN AMBIENT PRESSURE AMEIENT TEMPERATURE 18000 NO
Select the Location hyperlink to view/modify details I | Add... |
Figure 155: Locations section of the Add Account Facility Chemical page
NOTE: If the Location details included latitude and longitude, the Location column in the
data table displays those values; otherwise, it displays the information included in
the Location within Facility field.

2. The Account Chemical Location Detail pop-up displays.

Account Facility Chemical Location Detail

- Info: This is a draft Tier Il Account Report.

*Locationwithin ¢y 200 ched to the north of building A
Facility
Latitude | 35 3403989 Longitude | 5033775 |
" Container Type | \BOVE GROUND TANK | o " Container Pressure | s \BIENT PRESSURE -
* Container |AMBIENTTEMF‘ERATUF'.E | - | Actual Max Daily Amt | 400 |“,5
Temperature -
* Storage Location | ) ya. o Mo
Confidential
| oK | | Reset | | Cancel | Delete...

Table 11: Account Facility Chemical Location Detail pop-up

3. Make the updates necessary to the record following the same guidelines as for adding a new Chemical Location.
See Adding Chemical Locations in this chapter.
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Deleting a Chemical Location

1. To delete a Chemical Location, select the Chemical Location hyperlink in the Chemical Location data table. The
Account Facility Chemical Location Detail pop-up displays.

A Locations
Actual Max .
" . . . Locati
‘ Location = Container Type & Container Pressure & Container Temperature ¥ Daily Amt (lbs) r‘:::“:.'; o
=
ABOVE GROUND TANK AMBIENT FRESSURE AMEIENT TEMPERATURE 400 NO
GREATER THAN AMBIENT GREATER THAM AMEBIENT

ABQVE SROUND TANK PRESSURE TEMPERATURE 400 Ne
TOTEBIN AMBIENT FRESSURE AMEIENT TEMPERATURE 18000 NO

| Select the Location hyperlink to view/modify details I | Add... |

Figure 156: Locations section of the Add Account Facility Chemical page

NOTE: If the Location details included latitude and longitude, the Location column in the

data table displays those values; otherwise, it displays the Location with Facility
field.

2. Select the Delete... button.

Account Facility Chemical Location Detail

v Info: This is a draft Tier Il Account Report.

* Location within

o Storage shed to the north of building A
Facility

Latitude

| 32,3403989 Longitude | -95.233775

* Container Type

|AerE GROUND TANK | - | * Container Pressure |AMB|ENT PRESSURE -
" Container | p\BIENT TEMPERATURE 1= | el 400 bs
Temperature
* Storage Location | oo o Mo
Confidential

| oK | | Reset | | Cancel

Figure 157: Account Facility Chemical Location Detail pop-up

3. The Delete Tier Il Facility Chemical Location — Confirmation pop-up displays. Select the Yes button to delete the
location or the No button to back out.
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Delete Tier Il Facility Chemical Location - Confirmation x

B Do you want to delete thiz Tier Il Facility Chemical Location?

|+.f‘fe5||ﬂﬂn|

Figure 158: Delete Tier Il Facility Chemical Location - Confirmation pop-up

4. The Add Account Facility Chemical page displays with the deleted location no longer listed in the Chemical
Locations data table.
Attaching Site Plans and other Chemical or Facility Documents

The system allows you to attach documents and files to support your Account Report for each Facility such as site plans
and site photos. This is done on the Chemicals tab of the Account Facility Detail page.

NOTE: The system only allows certain attachments: DOC, DOCX, PDF, XLS, or XLSX

1. On Account Facility Detail page, select the Chemicals tab. At the bottom of the page, there is the Attachments
section. Select the + Choose File button to add a new attachment.

Attachments
| | + Choaose File f |
b e |

Fila Mama Type Dalete

€2

No Records Found

| Save || Reset |

Figure 159: Attachments section of the Chemicals tab of the Account Facility Detail page

2. A browser pop-up displays where you can search your computer for the file. Locate the document and select the
Open button.

NOTE: You can only add one attachment at a time.

3. The pop-up closes, and the new file is included in the Attachments data table on the Chemicals tab of the
Account Facility Detail page.

4. Select a Type from the Type drop-down field in the data table.

Attachments

|| * ChooseFile | ‘
| |

File Name Type Dalete

Site Plan_FDF ISITE PLAN =

Site Photos fSelect-- od x
Save || Reset |

Figure 160: Attachments section of the Chemicals tab of the Account Facility Detail page adding a new attachment
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5. After selecting the Type, select the Save button and the file is uploaded and attached to the Account Report for
the selected Facility. Note that the File Name of that new attachment is now a hyperlink in the Attachments

data table.
Attachments
| | # cnoaseFite | |
File Name Type Delete
Site Plan PDF rSITE PLAM = x
Bt o | =me PLan . x
| Save | | Reset |

Figure 161: Attachments section of the Chemicals tab of the Account Facility Detail page with a new attachment

6. Toremove an attachment, select the red X in the Delete column for the attachment.

Agtachments
|| + ChooseFile | |
File Name Type \glete
Site-Plans DOCX SITE PLAN - x

| save || Reset |
Figure 162: Attachments section of the Chemicals tab of the Account Facility Detail page

7. A pop-up displays asking you to confirm that you wish to delete the attachment. Select the Yes button to
continue. The pop-up closes and the Account Facility Details - Chemical page displays with the attachment no
longer in the Attachments data table.

Delete Facility Attachment - Confirmation x

£ Do you want to delete the selected Attachment?

| v Yes || % No |

Figure 163: Delete Facility Attachment - Confirmation pop-up

Deleting Chemicals

If you had added a new Chemical in error, you can delete the record from the Facility for the Account Report. Keep in
mind that deleting a Chemical from a Facility removes that Chemical data including the associated Health Effects,
Constituent Chemicals, Locations, etc. as well from the Facility for that Report.

NOTE: If you are no longer storing the Chemical, you cannot delete it. Instead, open the
Chemical record and enter an Inactive Date in the Chemical Status section of the
Account Facility Chemical Detail page. See Inactivating a Chemical.

1. Todo so, select the Chemical from the Chemicals section of the Chemicals tab on the Account Facility Detail
page.
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e R e |

* Chemicals

{10f1)
cAs # ¢ EHs ¢
Produced Hydrocarbons NO
(10f1) 25
| Add... YES * =Indicates that the Facility Chemical haz one

or more EHS Constituent Chemicals.

Figure 164: Chemicals data table on the Account Facility Detail - Chemicals page

2. The Account Facility Chemical Detail page displays. Select the Delete button at the bottom of the page.

|5m||nm||mm.|‘nm|

Figure 165: Delete button at the bottom of the Account Facility Chemical Detail page

3. The Delete Facility Chemical — Confirmation pop-up displays. Select the Yes button to delete the Chemical or No
to back out. If you selected Yes, the pop-up closes, and you return to the Account Facility Detail page with the
selected Chemical no longer listed in the Chemicals data table.

Delete Facility Chemical - Confirmation

Do you want to delete this Tier || Facility Chemical and zll of its associated Health Effects, Hazards,
Physical States, Constituent Chemicals, and Locations?

uf‘l"ﬁ||ﬂlln|

Figure 166: Delete Facility Chemical - Confirmation pop-up
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Managing Facility Contacts

The system captures Contacts for each Facility. The Contacts are kept by Facility rather than by Account. You manage
Contacts on the Contacts tab of the Account Facility Detail page. On this tab, all the Contacts associated with the Facility
with the Account are listed in the data table as well as the Billing Contact. Remember, that the Billing Contact is
associated to the Account and if you update it on one Facility, it is updated for all Faciliites.

I . TEXAS COMMISSION Help >>  ContactUs >>  Logout >>
ON ENVIRONMENTAL QUALITY
STEERS Home
STEERS — Tier I user: ERIIN 19:06
- . ~
Info: Thisis a draft Tier || Account Report.
Account Facility Detail
CN CN Owner/Operator Name TXT2 #
RN RN Facility Name Report Type ANNUAL Report Year 2016

53 Add Draft Report

Facility

=

* Contacts

Role
OWMER OPERATOR CONTACT
EMERGENCY CONTACT

& Add Contact to Mult Fac

& Auth Users for Acct

<>

Select Mame for details on an

existing Contact. TIER Il INFORMATION CONTACT

— Select Add... to search for a Contact to add or
‘ e P to create a new Contact

| Cancel |

Figure 167: Contacts tab of the Account Facility Detail page

Contact Types

Every Account Report must have certain Contacts before it can be submitted. One person can be the Contact for
different Contact Types for a Facility.

Contact Types and Their Definition

Contact Type Definition

Emergency Contact One local individual must be designated who can act as a referral if responders need
assistance in responding to the Facility. Every Emergency Contact must have two phone
numbers and one of those phone numbers must be identified as available 24-hours a
day.

Owner/Operator This is a person who is the owner or operator of the Facility or the contact for the
Owning/Operating company.

Facility Emergency An individual must be designated if the Facility is subject to Emergency Planning under
Coordinator Section 302 of the U.S. Emergency Planning and Community Right-to-Know Act (42 U.S.C.
11002) (EPCRA).

Tier Il Contact This is the person that should be contacted regarding information contained in the Tier I
Account Report.
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Contact Type Definition

Billing This is a unique Contact Type. There is only one Billing Contact for a Tier Il Account. If
you add or change a Billing Contact on a Facility, it applies to the Account and to all
Facilities on that Account.

Table 12: Contact Types and Definitions

Viewing Contact Details

To view the details of a Contact, select their Name from the Name column. The Account Facility Contact Detail page
displays. Like other pages, this page includes the Account, Report, and Facility sections for reference.

The Contact Name section includes the Contact’s Name, Organization, and Title. Following that are the Contact Details.
These can be modified on a draft Account Report.

I ' TEXAS COMMISSION Bl = Contact Us > Logent ==
E= oN ENVIRONMENTAL QUALITY
STEERS Homa
STEERS — Tier IT user: Er NN 18155
info:  This is a draft Tier 1 Account Report.
Account Facility Contact Detail
Azcount
TXTZ Active (ES
Cuner/Cperstar
€N CH Mame
& Add Contack tn Mult Fac
Type CORFORATION
& Auth Users for Aoct
+ Repart
Facility
RN RN Hame
Physical Addiress
Contact Hame
Prefix First Name Middle Hame Last Name Suffix
[setect..| = | | | | | | [setect.. | -
Organization | |

Tille| |

Contact Details

Rale: W) CWNER OPERATOR CONTACT
[] BiLLING CONTACT
[ ] EMERGENCY CONTACT
[] FACILITY EMERGENCY COORMMATOR v

Address
Region Street or PO Box (52 Oak St St= 1) Internal [Mail Cod= ate ) City State Zip

wn - | ! Il =] |- |

Electronic Communicaticns

Email

Fhone

Type Region Country Code = Phone Ext Delete

MOBILE PHONE USAJCANADA 1 -] ]

WORK FHOME USA/CANADA, 1 -] x

| sawe | | meset | [ camcet | | betete_.

Figure 168: Account Facility Contact Detail page
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Adding a Contact
1. To add a Contact to a Facility, select the Add... button on the Contacts tab.

2. The Add Account Facility Contact page opens.

Help>>  ContactUs >>  Logout>>

I ' TEXAS COMMISSION
ON ENVIRONMENTAL QUALITY
STEERS Home
19:33

STEERS — Tier II vser: er

Info: The Contact Details canneot be entered until the desired Contact is s2arched for on the Contacts List pop-up.

Add Account Facility Contact

Bx Facility Search

Account
% Report Search TXT2 # Active YES
55 Add Draft Report Owner/Operator
CN CMi Name
& Auth Users Type CORPORATIOM
+ Report
Facility
The first step is to search for an RN RN Name
existing Contact Record by .
. . Physical Address
selecting the Find_.. button. The =
Contact Search popup displays.
Contact Name
Prefix First Name Middle Name Last Name Suffix
Find ...
Organization Clears all entry fields Returns you to the Account Facility
Detail - Contact page

Title

| Save | | Reset | |Cam:\el

Figure 169: Add Account Facility Contact page before searching for a Contact

3. The first step is to search for an existing Contact by selecting the Find... button in the Contact Name section.

Contact Mame
Last Name Suffix

Prefix First Name Middle

Organization

Title

| save | | Reset | | cancel |

Figure 170: Contact Name section of the Contacts tab of the Add Account Facility page when adding a new Contact

4. The Contacts List pop-up opens and displays all the Contacts available to be chosen from. To filter the results,
you can enter a full or partial Last Name or Organization. If you find the Contact you wish to use, select the

radio button for that record. Then select the Select button.

NOTE: The Contacts listed are only Contacts that are associated with Facilities on a draft

Account Report.
If the Contact you wish to add is not in the list, then select the Cancel button and the pop-up closes

a.
without a Contact being chosen.
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Contactz Lizt

Can enter value to filter list | Search Results Table

11ef1) - B s V]
' Lazt Hame ' [ Cirganization
! - First Hame Middle Hame N Physiesl Addiress

Choose a Contact by selecting the
radio button, the use the Select
button

<l

B s

| Belect | Cancel

Figure 171: Contacts List pop-up

5. The Add Account Facility Contact page displays with the Contact Name and Contact Details completed for that
selected Contact. Here you review the data to make sure that it is all correct. If it is, simply select the Save
button to add that Contact to the Facility. Otherwise, make changes as outlined in the upcoming steps.
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Contact Name
Prefix First Name Middle Name Last Name Suffix
Find ... |
Organization
Title Field Supervizor
] When adding an existing Contact, the
BRI Contact Mame information is read only
Role | WA EMERGENCY CONTACT ~
DBILLINE CONTACT
DFACILIT‘:’ EMERGEMCY COORDIMNATOR
DOWNER OPERATOR CONTACT v
Address
Region Street or PO Box 82 Oak 5t 5t= 1) Internal (Mail Code stc.) City State Zip
vsh |7 | | | [ L= i
Electronic Communications
Email
FPhone
Type Region Country Code + Phone Ext Delete
24-HOUR USA/CANADA 1 o ®
HOME FHONE USA/CANADA i (1] x
WORK PHONE USA/CANADA 1 L] ®
Add... | Select X to delete a phone number
| Save | | Reset | | Cancel |

Figure 172: Contact Name and Contact Details section of the Add Account Facility Contact page for an existing Contact

6. If you had selected the Cancel button, the Contact Details section expands with fields for the Contact Name and

the Contact Details ready for you to complete.
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Contact Name
Prefix First Name Middle Last Mame Suffix
Find... | [select..| ~ || | | | | | |select. | = |
Organization | |
Title | |
Contact Details
Role | [ piLLinG conTacT ~

[ |JemERGENCY CONTACT
[_|FACILITY EMERGENCY COORDINATOR

D OWNER OPERATOR CONTACT v

Address
Region Street or PO Box (22 Oak St Ste 1) Internal (Mail Code etc.) City State Zip
|usa =] | | |EEE) |
Electronic Communications

Email

| |

Phone

| Type Region | Country Code + | Phone | Ext | Delete |

I < >

[ nda. |
| save | | Reset | | Cancel |

Figure 173: Contact Name and Contact Details sections of the Add Account Facility Contact for a new Contact

7. Inthe Contact Name section, enter the Name (First and Last are required) and/or the Organization name.
Depending on the Contact Role, a First and Last Name is required (i.e. Emergency Contact, Facility

a.
Emergency Coordinator, and Tier Il Information Contact). For others, just an Organization name is
sufficient.

b. The Prefix, Suffix, and Title fields are optional.

NOTE: If the Role of OWNER OPERATOR CONTACT or Tier Il Contact is selected, the
Organization field is automatically populated with the owner/operator’s name

when the Contact is saved.

8. Select one or more Roles from the Role list by checking the check box by each pertinent Role.

Contact Details

Role | [ |miLLing conTacT n
EMERGENCY CONTACT
FACILITY EMERGENCY COORDINATOR
[ OWNER OPERATOR CONTACT
—

Figure 174: Role list field on the Account Facility Detail - Contact page

9. Enter an address for the Contact. This is required for communications for certain Contact Roles.
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a. Select the Region. This is most likely to be the USA. If the address is international, select International
from the drop-down.

i. The International option for the Region drop-down simply adds fields for Territory/Region,
Country, and Postal Code and removes State and Zip.
b. Inthe Street or PO Box field, enter the street number and name for the address or the PO Box number.
Punctuation is not needed and is removed during the validation step.

NOTE: Address information such as building numbers or suites should be included in the
Street or PO Box field not the Internal field. For example, enter 1234 Main St Bld A
or PO Box 123456.

c. The Internal field is used to capture the mail code or other mail routing information internal to the
location.
Enter the city name in the City field.

e. Select the state from the State drop-down field. This field defaults to “TX” but any other state can be
selected.

f. Inthe Zip fields, enter the 5-digit Zip Code for you address. If you know the four-digit extension you can
enter that in the field after the Zip field, however, the address validation populates the four-digit
extension if found.

Address
Region Street or PO Box (99 Dak St. Stel) Internal (Mail Code etc.) City State Fip
v | | | =] ]

Figure 175: Address section on the Account Facility - Contact page

TIP:  See A Note on Entering Addresses for some tips on entering addresses and any
potential errors you might receive.

10. Enter an Email address in the Electronic Communications section. This email address is used for communications
for certain Contact Types.

11. Add phone numbers for the Contact.
a. To add a phone number, select the Add... button in the Phone section.

Phone

Type Region Country Code + Phone Ext Delete

24-HOUR USA/CANADA 1 o x
HOME PHONE USA/CANADA 1 o x
Select to delete a phone number
WORK PHONE USA/CANADA 1 o x
Select to add a new
phone number | Add...

Figure 176: Phone section of the Add Account Facility Contact page

b. The Add Phone pop-up displays. Select the Type and enter the phone number. Certain Types are
required depending on the Role of the Contact.

NOTE: Two phone numbers are required for Emergency Contacts and one must have the
Type of 24-Hour.
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Add Phone

"TYPE select T

Region | js/CANADA

= *Country Code + * Phone | | Ext | |

Save | | Cancel

Sawves the phone number allowing

Select when d ddi h b
you to add another phone number ° et WIEn done adeing phone numoers

Figure 177 Add Phone pop-up:

c. Select the Save button. The fields clear but the pop-up remains open ready for you to enter another
phone number.

d. When all phone numbers are entered for that Contact, select the Cancel button.
e. The new phone numbers display in the Phone data table on the Add Account Facility Contact page.
f. To delete a phone number, select the red X in the Delete column for the entry in the Phone data table.

12. When all the data has been entered, select the Save button at the bottom of the page. The system verifies your
entry and let you know if there were any errors or omissions. If there were no error encountered, a confirmation
message displays at the top of the page and the page remains open to allow you to continue working on the
report for that Facility.

a. The address validation messages are detailed in the A Note on Entering Addresses section on page 120.

Editing an Existing Contact

You may wish to make updates to a Contact already associated with a Facility. To do this select the Contact’s Name
hyperlink in the Contacts data table on the Contacts tab of the Account Facility Detail page.

NOTE: Updates to Contacts can only be made in a draft Account Report.

' l TEXAS COMMISSION Help>>  ContactUs >>  Logout>>
= ON ENVIRONMENTAL QUALITY

STEERS — Tier IT

| Info: Thisisadraft Tier |l Account Report.

&
Account Facility Detail

B Facility Search CN CN Owner/Operator Name TXT2 #

% Report Search RN RN Facility Name Report Type ANNUAL Report Year 2016

Facility || Chemicals |

* Contacts

O] Add Draft Report

& Add Contact to Mult Fac

& Auth Users for Acct

<

Role

OWNER OPERATOR CONTACT
EMERGENCY CONTACT
TIER ININFORMATION CONTACT

Select Name for details on an
existing Contact

| ada... |

| Cancel ‘

Table 13: Contacts tab on the Account Facility Detail page

1. The Account Facility Contact Detail page displays with the information of the selected Contact.
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2. Make the necessary changes to that Contact. The previous section details how the data is entered.

a. On this page, you can not only add a new phone number but you can remove or delete an existing
phone number by selecting the red X in the Delete column for the phone number you wish to delete.

NOTE: If a phone number is incorrect, you must delete the incorrect record and create a
new one with the correct phone number.

Phone
Type Region Country Code + Phone Ext Delete
24-HOUR USA/CANADA 1 o x
HOME FHONE USA/CANADA 1 o ]
WORK PHOME USA/CANADA 1 [+] x
Add... | Select X to delete a phone number

Figure 178: Phone section in the Account Facility Contact Detail page

3. If you have added a Contact as a Billing Contact where your Tier || Account already has another Contact as a
Billing Contact, a message displays asking if you want to replace the existing Billing Contact with the new one.

Confirm

An Active Billing Contact already exists for this Tier || Account, are you sure you want to
update/replace it?

f'l'E-ll#Hﬂ

Figure 179: Confirmation Message for Replacing Billing Contact

4. If you make changes to a Contact that had been added to other Facilities on your account, you will receive a
confirmation message asking if you wish to update all the Facilities that have that Contact. If you choose to

proceed, that change is applied to that Contact on all associated Facilities. This is pertinent to all the Contact
data other than Role which is specific to that Facility.

NOTE: If a Contact has been modified on one Facility and that change was not made to
other associated Facilities, then that Contact record becomes independent of
changes made to that Contact on the other Facilities.

Deleting a Contact

Sometimes a Contact no longer should be associated with a Facility. That Contact can be deleted from that Facility. This
is done through the Facility on an Account Report.

NOTE: If a Contact is on multiple Facilities, you must delete the Contact record in each
Facility.

1. Open the Contacts tab on the Account Facility Detail page for the Facility and Report you want to modify.
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L s comummen . . L EmOrE Lo

STEERS — Tier II

U Info: This is a draft Tier |l Account Report.

# Select Tier Il Role . .
Account Facility Detail

B Facility Search CN CN Owner/Operator Name TXT2 #

RN RN Facility Name Report Type ANMNUAL Report Year 2016
8 Add DraftReport /

e | oo | [N
& Add Contact to Mult Fac

Figure 180: Contacts tab on the Account Facility Detail page
2. Select the Contact you wish to delete from the list of Contacts by selecting the Contact’s name which is a
hyperlink.

[ || e |

" Contacts

Select the hyperlinked Name to open
the details for the Contact

Rola ~

BILLING CONTACT

OWNER OPERATOR CONTACT, PARENT COMPANY COMTACT

SUBMITTER, TIER Il INFORMATION CONTACT

EMERGENCY CONTACT, FACILITY EMERGENCY COORDINATOR

| Add... |

| Cancel |
Figure 181: Contacts data table on the Account Facility Detail page
3. The Account Facility Contact Detail page displays.
4. Scroll down to the bottom of the page and select the Delete button.

| save | | Reset | | Canr_em Delete...

=Back To Tope>
Figure 182: Delete button at the bottom of the Account Facility Contact Detail page

5. A confirmation pop-up displays asking you to confirm that you do want to delete the Contact.

Delete Tier Il Contact - Confirmation

Do you want to delete this Account Facility Contact?

|J‘i’es||lhlu

Figure 183: Delete Tier Il Contact - Confirmation pop-up

6. Upon selecting the Yes button, the pop-up closes and the Account Facility Detail page displays on the Contacts
tab. The deleted Contact is no longer listed among the other Contacts for that Facility.

a. The No button closes the pop-up and returns you to the Account Facility Contact Detail page.

NOTE: The Facility is still required to have certain Contacts, so if you had deleted a
mandatory contact, you must replace it with another one before you save your
changes.
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Deleting a Draft Account Report

There may be times when you have a draft Account Report that was created in error or you need to replace it with the
correct Type of Account Report, for instance.

NOTE: You cannot delete a submitted Account Report. If you had made a mistake in a
submitted Account Report, you must submit an Update or Initial report to make
those corrections.

To delete a draft Account Report

1. Inthe Account Report Detail page for the Account Report, select the Delete button at the bottom of the page.
To search for a draft Account Report, see Finding and Managing a Tier || Account Report in Chapter 7.

| Save | | Reset | | Camcel | | Submit | | Validate | x Delete... |

Figure 184: Buttons available at the bottom of a Draft Account Report

2. A Delete Draft Report — Confirmation pop-up displays. Select the Yes button.
» The No button returns you to the Account Report Detail page without deleting the Account Report.

Delete Draft Report - Confirmation x

A
Do you want to delete this draft Tier Il Account Report and all of its associated Tier ||
Facilities, Facility Chemicals, Facility Contacts, and Attachments?

|¢‘H’£-_1| |an|

Figure 185: Delete Draft Report - Confirmation pop-up

Important! Any data that had been entered for the draft Account Report will be lost if
you proceed with the deletion.

3. When the Account Report is deleted, the Account Report Search page displays. That deleted Account Report no
longer appears in the list of Account Reports for your Tier Il Account.
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Chapter 8 — How to Add a Contact to Multiple Facilities

It is possible to add a Contact to multiple Facilities at one time. This is done through the Add Contact to Multiple Account
Facilities page.

1. Select the Add Contact to Mult Fac option in the navigation menu.

STEERS — Tier IT

¥ Select Tier Il Role

B Facili

Search

% Report Search

[E5 Add Draft Report

a AddC ct to Mult Fac

& Auth Users for Acct

Figure 186: Navigation Menu with the Add Contact option pointed out

2. The Add Contact to Multiple Account Facilities page opens. The Facility section at the top of the page allows you
either to enter multiple RN numbers separated by a comma or to select from a list of available Facilities.

I l TEXAS COMMISSION

Help>>  ContactUs >>  Logout >3
ON ENVIRONMENTAL QUALITY
STEERS Home
STEERS — Tier IL User: _ 19:50
You can...
O Info: The Contact Details cannot be entered until the desired Contact is searched for on the Contacts List pop-up.

£ Select Tier || Role

Add Contact to Multiple Account Facilities

B Facility Search

enter a list of RMs seperated by commas then
select the Check RN button

or, select from a list of available
Facilities by selecting the ellipses
buttan

Suffix

Facility
% Report S
Report rch RN | Check RN
[ Add Draft Report Selected Facilities
& Auth Users oot
Select Find ... to open the
Contact Search pop-up Contact Name
Prefix First Name Middle Name Last Name
Find ...
Organization
Title
| Save | | Reset | | Cancel |

Figure 187: Add Contact to Multiple Account Facilities page
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3. You can type in the RN numbers of Facilities you wish to use by entering the numbers separated by commas

into the RN field, and select the Check RN button.

a. The system checks each RN to see if it is a valid RN and it belongs to a Facility on the Account and it is

also in a draft

b. If the RN passes those checks, that Facility displays in the Selected Facilities data table. Any that do not

Account Report.

pass are listed in an error message and are not listed.

NOTE: Only Facilities that are on a draft Account Report can be included.

4. To choose from a list of available Facilities, select the ellipses button next to the Selected Facilities data table.
a. The Account Facilities That Can Have a Contact Added to Them pop-up displays. Go through the list and

select the Facilities you wish to update.
b. Select the Select button.

Account Facilities That Can Have a Contact Added to Them

This is the draft Report that

choose to select all Facilities Search Results Table Facility is currently on
(1of1) n |25 |v
RN < Facility Name & " Report Type Report Year <
| Physical Address > | |
] RN ANNUAL 2018
or select individual Facilities by checking the UFDATE 2016
checkboxes for those Facilities
] ANNUAL 2018
RH UFDATE 2016
] RN ANNUAL 2018
L] RM UPDATE 2018
UJ RH ANNUAL 2016
] RN AMNUAL 2018
[ RN ANNUAL 2018
{1of1) ﬂ |25 |v
lUse Select to add the Facilities to the list
Select | | Cancel |

Figure 188: Account Facilities That Can Have a Contact Added to Them pop-up

c. The selected Facilities display in the Selected Facilities data table.
5. You can remove Facilities from the Selected Facilities data table by selecting a Facility’s checkbox and selecting

the Remove button. The selected Facility is removed from the list.

Facility

|| checkrn |

RN
[ | ru
[] mu
[] =
[
[ mu

=

==

Figure 189: Facility section of the Add Contact to Multiple Account Facilities page
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6. Once the Facilities have been selected and are listed in the Selected Facilities data table, you may add an
existing or new Contact in in the second half of the page the same way you would on the Add Account Facility
Contact page. See Adding a Contact in Chapter 7.

7. When you have finished entering the Contact data, select the Save button. The system reviews the data to make
sure there are no errors.

a. Iferrors are encountered, they are displayed. Correct for the errors and select the Save button again.

b. If there are no errors, a background process starts to associate the Contact with all the selected
Facilities. A message displays to this effect. An email is sent to you when the process has finished.

i. When the process is completed, the RN field and Selected Facilities data table are cleared so
that you can add another set of Facilities and Contacts, if needed.

c. Anerror occurs if the Contact you selected already exists with that exact Name and Role on any of the
selected Facilities. If you wish to proceed, just remove that Facility from the Selected Facilities data
table, and select the Save button again.

d. Once you have completed creating Contacts for multiple Facilities, select the Cancel button and you are
returned to the previous page you were on. Alternatively, select another choice from the Navigation
Menu.

8. When the processing is completed, an email is sent confirming the addition of the Contact listing the Facilities it
was added to.
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Chapter 9 — How to Validate Draft Account Reports

After completing the Tier Il Account Report and capturing all the Facility, Chemical, and Contact information the next
step is to validate your Account Report. Remember, as you went through creating the Account Report, that there are
fields that are mandatory at the time of entry or are required before it the Account Report is validated or submitted. If

any of these fields are missing, they will be identified during the validation process and listed for your information in its
Error Log attachment.

NOTE: The fields required to save an entry on a page are identified by a red asterisk (*)

next to the field name. The mandatory fields for submissions but are not required
at the time of data entry are the ones marked by a red high-hat symbol (I ). All

these fields must be completed before a validation can pass or you can submit the
report.

Validating a Draft Account Report

1. Open your Account Report in the Account Report Detail page.
2. At the bottom of the page, select the Validate button.

‘: Save | | Reset | | Cancel | | Submit]\

Figure 190: Account Report Details page buttons with the Validate button highlighted

Va@ate Delete...

3. What happens next depends on the number of Facilities and/or Chemicals in the Account Report. Smaller
Account Reports will process within the application and your results will be displayed on the Account Report

Detail page. For the larger Account Reports, the processing occurs behind the scenes, and you will be emailed
the results when they are completed.

Running Validation on Small to Medium Account Reports

1. For small to medium Account Reports, the validation process runs immediately, and the results are displayed in
the system.

2. When the validation finds no errors, an information message displays at the top of the Account Report Detail
page that states “Validation passed with no errors.”

' l TEXAS COMMISSION

Help => Contact Us >> Logout =>
ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier II 19:48

Validation passed with no errors.

& Select Tier Il Role .
Account Report Detail
X3 Facility Search

Info: This is a draft Tier Il Account Report.

% Report Search

Account

Figure 191: Account Report Detail page with a “Validation passed with no errors” Information Message
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3. However, if the validation process finds errors, a message displays at the top of the Account Report Detail page
stating that errors were found. The error message reads, “This Tier |l Account Report has errors. Please click the
Report Submittal Error Log attachment to view the errors.”

STEERS — Tier IT user: ER[IIIEN

8 This Tier Il Account Report has errors. Please click the Report Submittal Error Log attachment to view the errors. x

£+ Select Tier Il Role .
Account Report Detail
B Facility Search

Info: This is a draft Tier Il Account Report.

X Report Search

Account
Figure 192: Account Report Detail page with a “This Tier Il Account Report has errors.” Information Message

4. That error log is found in the Attachments section of the Account Report Detail page

Running Validation on a Large Account Report

1. On larger Account Reports, the process is run through batch processing (might take a few hours) and you will
receive an email with the validation results when the process is completed.

2. When you select the Validate button, if your Account Report is considered large, a notice displays on the top of
the page explaining that your Tier Il report validation has been submitted and may take up to four hours to
process. An email will be sent to you when it has been processed. The email that is displayed in the system is the
email address set for your STEERS Account.

This is the email
address set on your

STEERS Account
Your Tier Il report validation has been submitted and may take up to 4 hours to process. An email will be sent to .com when it has been x
processed and will have further instructions for you. If you do not receive this email within 4 hours, please contact the TCEQ Tier Il Program at 512-239-5060,

or tierzhelp@tceq.texas.gov
Account Report Detail

Info: Thisis a draft Tier Il Account Report.

Figure 193: Account Report Detail page with the Tier Il report validation has been submitted and will the results will be sent out in an email.
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a. When the validation finds no errors, the validation email states that the validation passed without
encountering errors. The email appears similar to:

From: doNotReply@tceq.texas.gov <doNotReply@tceq.texas.gov>
Sent: Monday, December 10, 2018 11:43 AM

To: < @ >
Subject: DEV: Tier Il Chemical Inventory Reporting Validation Successful Notification Qil Company, 12/10/2018
Dear .

The validation of vour Tier 1T Chemical Inventory Report data was successful.

Customer Number (CN): CN
Organization Name: Qil Company
TXT2 Number:

You can now submit your Tier II draft report to TCEQ or continue to add or update report data.
If you have any questions please contact either:
Tier 11

Tier II Chemical Inventory Reporting submission questions can be directed to the Tier II Chemical Reporting
Team at 512-239-5060 or by email at tier2help@tceq.texas.gov.

OR

STEERS
the STEERS Help Line at 512-239-6925 or by email at steersdv@tceq.texas.gov.

Figure 194: Example of a Tier Il Chemical Inventory Reporting Validation Failed Notification Email

3. If errors were found, you will be notified in the email that directs you to the Report Submittal Error Log Error
Log attachment on the Account Report Detail page. The email appears similar to:
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From: doNotReply @tceq.texas.gov <doNotReply@tceq.texas.gov>
Sent: Monday, December 10, 2018 11:44 AM

To: < @ =
Subject: Tier || Chemical Inventory Reporting Validation Failed Notification Oil Company, 12/10/2018
Dear

The validation of your Tier I Chemical Inventory Report data failed.

Customer Number (CN): CN]
Orgamization Name: 01l Company
TXT2 Number:

You will need to review and fix the data errors before you can submjt the report. You can access the
"Report Submittal Error Log" in the Tier T Reporting application by following these steps:

1. Login to STEERS.
2. In the Tier Il Reporting application select your TXT2 number, which will direct you to the Account
Report Search page.

3. Scroll to the bottom of that page and select "List All", which will direct you to the Account Reports
List and vou can choose the most recent report based on Certification Date.

. Choose the desired report and you will be directed to the Account Report Detail page.

. On this page is a section called "Attachments’ the Error Report will be displayed and you will be
able to open the PDF report to view the details.

[N

If you have any gquestions please contact either:

Tier I
Tier II Chemical Inventory Reporting submission questions can be directed to the Tier Il Chemical
Reporting Team at 512-239-3060 or by email at tier2help@tceq.texas gov.

OR

STEERS
the STEERS Help Line at 512-239-6925 or by email at steersdv@tceq.texas.gov.

Figure 195: Example of a Tier Il Chemical Inventory Reporting Validation Failed Notification Email Example
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a. The errors found in the validation are put into an Account Report Submittal Error Log, as described
next. That error log is found on the Account Report Detail page

Viewing Validation Error Log

1. For all Account Reports, the validation error log report is placed in the Attachments section of the page. This
document is where you will find the specific errors that were found.

2. Inthe Attachments section of the page, select the Account Report Submittal Error Log hyperlink which is the
filename of the PDF document.

a. The filename follows the following convention:
[Tier Il Number]-Report-Submittal-Error-Log-[YEAR]-[MO]-[DAY].pdf
i.e. 100955-Report-Submittal-Error-Log-2018-10-29.pdf

& Add Contact to Mult Fac

Attachments

& Auth Users for Acct

File Name Type
100058 Report-Submittal-Error-Log-2018-10- 25 pdl TIER [ SUBMITTAL ERROR LOG

Facilities
The hyperlink in the
Attachments section is (aof2) B8 2

i Facility N
the Report Subml!:tal Eaclityame Physical Address @
Error Log. Select it to
access the report Rim—
(1of1) 1] 25
Add Existing Facility ... Transfer Facility ...
Save Reset Cancel Submit Valldate Delete...

Figure 196: Bottom of the Account Report Detail page displaying the Attachments section with the Error Log file pointed out

3. The PDF document opens in your browser or you are prompted to download it to your computer depending on
your browser settings.

4. The Draft Tier Il Account Report Submittal Error Log document has three sections:
a. Owner/Operator Information — This section identifies the Owner/Operator for the Account Report by
displaying the CN, Name, and Tier Il Account number.
b. Tier Il Account Report Information — This section identifies the Tier Il Account Report by displaying the
Report Type, Report Year, and any Notes entered for the Account Report.
c. Tier Il Account Report Issues — This section is where the errors are listed. It is organized by Facility and
displays the Facility’s RN and Facility Name. Below that are listed the errors.
i. The error messages identify the record such as the “Tier Il Facility”, “Facility Chemical”, or
“Facility Contact”. For Chemical and Contact errors, an identifier is listed if the error is with a
specific Chemical or Contact.
ii. Following the identifier, the issue is described. For instance, a missing mandatory field would
have an error like, “The Tier Il Facility must have a Fire Department”, or
1. “Facility Chemical: ALUMINAT(1-), TETRAHYDRO-, SODIUM
The Facility Chemical must have one Physical State of Pure or Mixture.”
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Draft Tier II Account Report Submittal Error Log

Owner/Operator Information
CN: CN
Name:
Tier II Account:

Tier II Account Report Information

Type: ANNUAL
Year: 2017
Notes:

Tier II Account Report Issues

RN: RN Facility:
The Tier II Facility must have a Fire Department.
The Tier II Facility must have at least one Owner/Operator Contact.qFac“'ty Contact

Facility erroZl

The Tier II Facility must have at least one Emergency Contact. errors
Facility Chemical: ALUMINATE(1-), TETRAHYDRO-, SODIUM
The Facility Chemical must have one Physical State of Pure or Mixture.

Facility Chemical
error

Figure 197: Example of a Draft Tier Il Account Report Submittal Error Log pdf document

d. Inthe above example, this Account Report was missing the Fire Department for one of the Facilities. It
was also missing a Contact for the Owner/Operator Contact type and Emergency Contact type. Lastly,
the Facility Chemical identified did not have the required Physical State selected of either Pure or
Mixture.

5. The next step is to take the Error Log information to make corrections in the draft Account Report and run the
validation again, repeating until you receive a “Validation passed with no errors” information message as shown
above.

6. You can now proceed to submitting the Account Report.
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Chapter 10 — How to Submit Tier Il Account Reports & Make
Payments

Once the draft Account Report is complete and you have run a validation without an error you can start the submission
process. A final validation is run behind the scenes when you submit the Account Report. If errors are found, the
submittal process stops, and you are returned to the Account Report Detail page with a new Tier Il Account Report
Submittal Error Log document. Using the Error Log, make your corrections and you can attempt the submittal again.

At the end of the submission and certification process, you can choose to visit the ePay website to pay your fees.

NOTE: The submission process captures your electronic signature and uses that as the
certification of submittal for the Account Report. When you created your STEERS
account and signed the STEERS Participation Agreement, you agreed that your
name and password would constitute a legal signature when submitting data
through STEERS/Tier Il. This is covered in Chapter 3 — How to Get Started.

Submitting a Tier || Account Report

1. Open your Account Report in the Account Report Detail page.

a. See Searching for an Account Report in Chapter 7 for instructions on how to find and open your Account
Report.

2. At the bottom of the page, select the Submit button.

| save | | Reset | | Cancel | Submit || Validate | | Delete...

Figure 198: Account Report Detail page buttons with the Submit button pointed out

3. If no errors were found, the Submit Draft Tier Il Account Report page displays. This page contains your Account
and Report identifiers followed by a legal statement. Read it carefully before signing.
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4. Before you kick off the submission process, there is an option to produce a PDF report to review the Account
Report data which includes all the Account Report’s Facilities, Facility Contacts, and Facility Chemicals all on one
document.

a. Thisis the only opportunity to print this report. Other than this report, the only way to extract the data
is by searching for and selecting specific Facility records rather than selecting an Account Report.

b. To create this report, select the Review Report Data button in the Report section of the Submit Draft
Tier Il Account Report page. The system creates a PDF report that is provided to be downloaded and
viewed.

Submit Draft Tier Il Account Report

Do you want to submit the following draft Tier Il Account Report with its current list of Tier Il Facilities?

Account
TKT2 # Active YES

Owner/Operator
CN CN Name Qil Company

Type CORPORATION

Report
Type INITIAL Year 2017 Last Updated Date 10/31/2018

Notes

Select this button to create a PDF report
for the full Tier Il Account Report

Review Report Data

Figure 199: Top section of the Submit Draft Tier Il Account Report page with the Review Report Data button pointed out

5. Back on the Submit Draft Tier Il Account Report page, select the authorization checkbox and complete the
Certification Detadils fields at the bottom of the page.

a. Authorization Checkbox — Selecting the checkbox is your confirmation that you are authorized to sign
and submit this document. Note that by selecting this checkbox, you are agreeing that you can provide
proof of your authorization upon request.

b. Signature — Enter your legal name here: First Middle Last. Notice that your first and last names are in the
agreement statement as they are stored in your STEERS Account.

c. Title—This is the title that you have with the Owner/Operator or Company of the Tier Il Account. For
instance, if you are the owner of the company, enter “Owner”, or if you are a contractor retained to
submit the Tier Il Account Reports, enter “Contractor”.

d. Password — This is your STEERS password.
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| Review Report Data |

[ This checkbox is your confirmation that you are authorized to submit the Tier Il Account Report ]

You are signing on behalf of the Owner/Operator listed above.

Please confirm you have read and agree with the statement below by selecting the checkbox.

| certify that | am authorized under 40 CFR 370.42(a) to sign this document and can provide documentation in proof of such authorization upon request.

By entering my password and pressing the "Submit" button, | agree that:

-

| am Laura Carlson, the owner of STEERS account ER

. I have the authority to sign this data on behalf of the applicant named above.

| have personally examined the foregoing and am familiar with its content and the content of any attachments, and based

upon my personal knowledge and/or inquiry of any individual responsible for information contained herein, that this

information is true, accurate, and complete.

4. | further certify that | have not violated any term in my TCEQ STEERS participation agreement and that | have no reason to

believe that the confidentiality or use of my password has been compromised at any time.

| understand that use of my password constitutes an electronic signature legally equivalent to my written signature.

.l also understand that the attestations of fact contained herein pertain to the implementation, oversight and enforcement of a
state and/or federal environmental program and must be true and complete to the best of my knowledge.

.l am aware that criminal penalties may be imposed for statements or omissions that | know or have reason to believe are
untrue or misleading.

.lam knowingly and intentionally signing TIER Il ACCOUNT REPORT.

My signature indicates that | am in agreement with the information on this form, and authorize its submittal to the TCEQ.

(SRS}

@

-1

oo

| understand that by entering my ER account password below and selecting the "Submit” button, | am electronically signing the Tier Il Account Report referenced above.

Enter your legal name: Enter your title with the Tier || Account Owner/Operator ]
First Middle Last

» Title | |

Certification Details
Date 10/31/2018

» Signature | » Password | ‘ ! This is your STEERS passwol’d |

By clicking on submit, you will begin the data validation process required for submission. If your submission is deemed large, the validation process will run in the
background and if the data validation fails you will receive an email with additional instructions on how to view those errors. If the data validation succeeds the submission

of data to TCEQ will begin automatically. | Reset clears the fields |

- — . Cancel exits the page and returns to
I Submit starts the submission processing H Submal] | Reset | ‘ — | the Account Report Detail page without
submitting the report

=Back To Top=

Figure 200: The bottom portion of the Submit Draft Tier Il Account Report page

NOTE: The combination of the Signature, Title, and Password fields is your official, legal
signature as you agreed to when you created your STEERS Account and signed the
STEERS Participation Agreement. Entering your information and selecting Submit is
your legal consent and confirmation to the statements.

6. Select the Submit button. The system starts by running the validation process again.

a. Once you select the Submit button, the Account Report is marked as submitted, and you can no longer
make any changes to that Account Report.

b. On the larger Account Reports, the Account Report is locked down during the batch processing and will
be released to editing if errors are found. Otherwise, the Account Report is considered Submitted and is
no longer editable.

7. Onthe larger Account Reports, after selecting the Submit button, and there were no page entry errors, the top
of the page displays with a message stating that:
Your Tier Il Report has been submitted and may take up to 24 hours to process. An email will be sent to
[your email] when it has been processed and will have further information for you. If you do not receive
this email within 24 hours, please contact the TCEQ Tier Il Program
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Your Tier Il report has been submitted and may take up to 24 hours to process. An email will be sent to x
laura@jetssi.com when it has been processed and will have further instructions for you. If you do not receive this
email within 24 hours, please contact the TCEQ Tier Il Program at 512-239-5060, or tier2help@tceq.texas.gov

Figure 201: Information Message stating that the Tier Il Report has been submitted and is being processed

a. When the processing is complete, an email is sent confirmation that the submittal has completed.
Additionally, if a validation error is found, an email is sent informing you of the error and instructing you
to make the corrections in the Account Report.

FROM donotreply@tceq.texas.gov
RE: Tier II Chemical Inventory Reporting Submission Notification Mewbourne Oil Company, 11/01/2018
To

Dear

This confirms the submittal of vour Tier II Chemical Inventory Report to the State Emergency Response
Commission.

Customer Number (CN):

Organization Name:

TXT2 Number:

Confirmation Number: 1421

Hash Code: 0BADB535814FA5A73C2B11C/68423166EE5974385F45280A0FBF/7528EF24318
Date and Time Received: 11,/01/2018 01:02 PM

You may view the record of this submission from the home page of STEERS.

. Login to STEERS.

. Press the Submissions button in the navigation menu.

. Select Program Area "Tier II Reporting” from the drop down and enter your Confirmation Number.
. Press the Search button.

T

If vou have any questions please contact either:

Tier I

Tier II Chemical Inventory Reporting submission questions can be directed to the Tier I Chemical Reporting
Team at 512-239-3060 or by email at tierZhelp@tceq.texas.gov.

OR

STEERS
the STEERS Help Line at 512-239-6925 or by email at steersdv@tceq.texas.gov.

Figure 202: Example of the Account Report submittal confirmation email

b. Return to the Tier Il Application and open this Account Report in the Account Report Details page and
proceed with submitting the payment as instructed in the next section if the submission was successful.
If errors were found, you need to correct for those errors so that it passes validation and completes the
submission process.

8. If the Account Report is not large, and if no errors are found, the Confirmation of Submittal page displays with
the Conformation of Submittal letter in PDF as well as the Fee Details for the Account Report.
a. The Confirmation of Submittal letter contains a summary of the Account Report as well as details for
each Tier Il Chemical Inventory Report for each Facility on the Account Report.
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l l TEXAS COMMISSION

Help >> Contact Us >> Logout =3
ON ENVIRONMENTAL QUALITY

STEERS — Tier II

Confirmation Of Submittal

1 of138
& Select Tier Il Role i

% Report Search

Jom Niermann, Chairran
Add Draft Re Emily Lindley, Commissioner

Toby Baker, Execttive Director

& Add Contact to Mult Fac

TEXAS COMMISSION ON ENVIRONMENTAL QUALITY

Protecting Texas by Reducing and Preventing Pollution

10/12/2018
0il Company
X
Re: Confirmation of Tier II Chemical Inventory Report Submittal for 0il
Company
Dear

This letter and enclosure provide confirmation of Tier II Chemical Inventory Report
submittal to the State Emergency Response Commission associated with the customer
referenced above. The first page of the enclosure will provide an overall summary of the
submission and includes filing fee pa\ment information. All 'subsequent pages will

mvardda Aaraile Far aacrhh Tiar T Clhamicral Trcanrare: Nanave cudmairrad Far Aaas Namalarad

Fee Details
(Previous Invoice TTEETITE
ee nvoice Amourn u ceivable ePay Total Due
F: Sub Total Amount) 1 ice Am t Accounts Receivabl Pay Total D
(AR} Balance
TIERII .
5535.00 A 5535.00 50.00 5535.00
MANUFACTURING D
TIER Il NON .
55,350.00 A 55,350.00 516,550.00 521,90:0.00
MANUFACTURING ’ D ’ ’ .
| Pay Now... | | Cancel |

=Back To Top>

Figure 203: Confirmation of Submittal page with the Confirmation of Report Submittal letter and the Fee Details displayed

9. Following the completion of the submittal, the Confirmation of Submittal letter is attached to the Account

Report and can be viewed by selecting the hyperlinked filename in the Account Report Detail page for the
submitted Account Report along with the Certification Details, and Fee amount.
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TEXAS COMMISSION Help >>  Contact Us >>

ON ENVIRONMENTAL QUALITY

STEERS — Tier IT User: ER/

Account Report Detail

Select Tier || Role W Info: ThisTier Il Account Report has been submitted, no changes can be made to it,

Account
TXT2 # Active YES

Add Draft Report

Cwner/Operator

& Add Contact to Mult Fac ehEt Name Gil Company

Type CORPORATION

Report
ype ANNUAL Year 2017 Last Updated Date 11/01/2018
Certification Details htes
signature information collected
during the submission process
Certification Details
Date 11/01/2018 Title Tier Il Submitter
Signature Laura Carlson R
Hyperlink to open or download the
Confirmation of Submittal PDF file
Attschments
r
Fee Details section | File Name | Drpe
Fee Details
Total Fee $5350.00 Confirmation of i -Tier-ll-Repart-Confirmation-of-Submittal-2017- -Qil-Company.pdf
\ The fee for the entire
Facilides Account Report
{10f5) BRGEE ] BT
Facility Name - -
B ] Physical Address =
RN
RN
RN
RN
RN
RN
RN
RN
il Pay Now... button
RN i i
Sy B opens the Confirmation of
f | = (25 .
et B2z el (=) 25 Al s pmittal page to pay for _—
Account Report
| Cancel ‘ | Pay Now...
<_BzckToTop>

Figure 204: Account Report Detail page for a submitted Account Report

10. This Account Report is now ready to receive payment.
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Submitting Payments for a Tier Il Account Report

After completing the Submit Draft Tier Il Account Report page, the Confirmation of Submittal page displays the
Confirmation of Submittal letter PDF document in a viewing panel which is followed by a Fee Details data table.

I l TEXAS COMMISSION Help == Contact Us >> Logout >3
ON ENVIRONMENTAL QUALITY

STEERS — Tier IT

= Confirmation Of Submittal

1 of 138
¥ Select Tier Il Role of 13

BA Facility Search

% _Report Search

Jon Niermann, Chairan

Add Draft Report

Emily Lindley, Commissioner

Tolyy Baker, Executive Divectoy
& Add Contact to Mult Fac

TEXAS COMMISSION ON ENVIRONMENTAL QUALITY

Protecting Texas by Reducing and Preventing Pollution

10/12/2018
0il Company
TX
Re: Confirmation of Tier II Chemical Inventory Report Submittal for 0il
Company
Dear

This letter and enclosure provide confirmation of Tier II Chemical Inventory Report
submittal to the State Emergency Response Commission associated with the customer
referenced above. The first page of the enclosure will provide an overall summary of the
submission and includes filing fee pa\‘ment information. All 'subsequent pages will

mrartdda Aaraile Far aacth Tiar T Chamical Tncantars: Danare cnthsaitead

nnnnnn Tamalarad
Fee Details
(Previous Invoice OQutstanding
Fee Sub Total Amoani] Invoice Amount Accounts Receivable ePay Total Due
(AR) Balance
TIER I -
MANUFACTURING S N/A §535.00 50.00 $535.00
TIER Il NON -
MANUFACTURING SEERT N/A $5,350.00 516,550.00 521,900.00
| Pay Now... | | Cancel |

<Back To Top=

Figure 205: Confirmation of Submittal page with the Confirmation of Submittal Letter PDF document viewer and the Fee Details

The Confirmation of Submittal letter contains a summary of the Account Report as well as details for each Tier Il

Chemical Inventory Report for each Facility on the Account Report. You can view it in the panel as well as download or
print it.
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The Fee Details data table includes the fees for the Account Report as well as previous invoice amounts and outstanding
balances. The columns in the Fee Details data table contains the following information:

1.

w N

Fee — This column identifies whether the row contains the fee information for the Manufacturing or the Non-
Manufacturing Facilities in the Account Report. The NAICS codes selected for that Facility determines whether a
Facility is a manufacturing or non-manufacturing Facility.

Sub Total — This column displays the amount of fees dues for this Account Report and the Fee type.
(Previous Invoice Amount) — This column displays the amount of fees due for previous invoices still due.

Invoice Amount — This column displays the sum of the first two columns and represents the amount due for
each Fee type for all unpaid charges for Tier Il Account Report submissions.

Outstanding Accounts Receivable (AR) Balance — This column displays any overdue charges owed by you to any
Program at TCEQ.

ePay Total Due — This column is the total amount due to TCEQ and is the sum of the Invoice Amount and the
Outstanding Accounts Receivable (AR) Balance charges.

Fee Details

(Previous Invoice OQutstanding
Fee Sub Total Invoice Amount Accounts Receivable ePay Total Due
Amount)
(AR) Balance
nT~1 A S l |F SEUELTE 553500 N/A 553500 50.00 553500
nT~1 A S l |;19: EE $5,350.00 N/A $5,350.00 $16,550.00 $21.900.00
| Pay Now... | | Cancel |

Figure 206: Fee Details section on the Confirmation of Submittal page
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How Fees are Calculated

The Tier Il Chemical Reporting Program fees details
are published on the Tier Il Chemical Reporting” web page.

Keep in mind that fees are only assessed on Annual, Initial, Deficiency Correction — Annual, or
Deficiency Correction — Initial Account Reports. Update Account Reports are not assessed a

fee.

Tier Il Chemical Reporting Program fees are based on statute. In general, fees are calculated
based on the number of Facilities reported and the number of Chemicals reported for each
Facility for a specific Account Report. The sum of those fees constitutes the Account Report fee
as see on the Account Report Details page. The fee amount assessed is in part determined by
whether the Facility is a manufacturing, or a non-manufacturing Facility based on the NAICS
codes.

In the Fee Details table (as shown above), the fees for the Tier Il Non-Manufacturing facilities
are on a separate row for the fees for the Tier I| Manufacturing Facilities in the Account
Report. That means that a manufacturing Facility would be assessed a different fee from a
non-manufacturing Facility with the same Chemical reported.

Paying a Tier Il Account Report

1. If you had just signed the submission, the Confirmation of Submittal page should be displayed. Otherwise, select
the Pay Now... button on the Account Report Details page for the submitted Tier Il Account Report.

I I TEXAS COMMISSION Help > Contact Us >3 Logout >3

E= ON ENVIRONMENTAL QUALITY

STEERS — Tier II User: ER/

= Account Report Detail

% Select Tier Il Role | Info: ThisTier Il Account Report has been submitted, no changes can be made to it.

B Facility Search Account

TXT2 # Active YES
F;q
. Pay Now... button
RNEEEEEN 0 | S—— ! — opens the Confirmation of
ozl BBl (=] 5 A sypmittal page to pay for |

/ Account Report
| Cancel ‘ | Pay Now...

=Back To Top>

Figure 207: Top and bottom of the Account Report Detail page for a Submitted Account Report with the Pay Now... button highlighted

a. When you select the Pay Now ... button on the Account Report Detail page, the Confirmation of
Submittal Page displays.

7 www.TexasTier2.org
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! l TEXAS COMMISSION Help == Contact Us => Logout =3
ON ENVIRONMENTAL QUALITY
STEERS — Tier IT User: ER 18:19

= Confirmation Of Submittal

1 of138
 Select Tier I Role i

B Facility Search

% _Report Search

Jom Niermann, Chairman
Add Draft Report

Emily Lindley, Commissioner

Toby Baker, Execetive Director
& Add Contact to Mult Fac

TEXAS COMMISSION ON ENVIRONMENTAL QUALITY

Protecting Texas by Reducing and Preventing Pollution

10/12/2018

0il Company

TX

Re: Confirmation of Tier II Chemical Inventory Report Submittal for
Company

Dear

This letter and enclosure provide confirmation of Tier II Chemical Inventory Report
submittal to the State Emergency Response Commission associated with the customer
referenced above. The first page of the enclosure will provide an overall summary of the
submission and includes filing fee payment information. All subsequent pages will

mvnarHdda Aaraile Far aacdh Tiav IT Fhamicral Trnranrare: Nanave cualmaitrrad Far Aaas TAamalarad

Fee Details
(Previous Invoice Outstanding
Fee Sub Total Invoice Amount Accounts Receivable ePay Total Due
Amount)
(AR) Balance
TIERI -
MANUFACTURING S Hi $535.00 50.00 $535.00
TIER Il NON -
MANUFACTURING SEEMD N/A $5,350.00 516,550.00 $21,500.00

Select Pay Now... to continue to the
Agency's ePay system  PayNow.. | | cancel |

=Back To Top=

Figure 208: Confirmation of Submittal page

b. The Confirmation of Submittal page includes the Confirmation of Submittal Letter attachment in a PDF
window and a Fee Details table that shows the amount owed.

2. To submit a payment, select the Pay Now... button at the bottom of the page. The system verifies that you have
an amount due and if so a Transfer to the ePay Web Site — Confirmation pop-up displays.
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Transfer to the ePay Web Site - Confirmation

You are about to be transferred to the ePay web site.

Each Fee assocdated with the submitted Tier |l Account Report will be listed in ePay. The
amount for each Fee will include any outstanding unpaid balance for that Fee for your Tier Il
Account.

ePay will allow you to remowe from your total any Fees you do not wish to pay right now.

Please note that any changes made to the Billing Contact as part of this Tier Il Account
Report will not show up in ePay for one to two days.

When ready, press "Go to ePay” once and only once.

You will be transferred to the ePay web site. (This might take a few minutes.Do not press "Go
to ePay” again.)

When your payment is complete in ePay, press "Return to STEERS" and vou will be taken to
the Account Report Detail web page in the Tier || Application.

\J Go To ePay | | ® Cancel | P

Figure 209: Transfer to the ePay Web Site - Confirmation pop-up

a. If you do not have an amount due a message, displays letting you know that your account does not have
an outstanding balance to be paid.

3. After reading the confirmation message on the pop-up, select the Go To ePay button.
> Selecting the Cancel button closes the pop-up.

4. The ePay web site opens and the ePay shopping cart automatically includes your account information and the
amount of the Account Report fees.

NOTE: If your account currently owes TCEQ for this or another program, those charges will
also be in the shopping cart. You can choose not to pay any fee on the shopping
cart at that time.

5. Proceed through the payment process in the ePay website. When you have completed the payment process
successfully, there a link or button to return you back to STEERS on the final page. You are returned to the
Account Report Detail page for the Account Report you are working on.
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After Submission: Agency Review of Account Reports & Deficiency
Correction Reports

After you have submitted your Account Report, it is made available for the Tier Il Program staff to review. When the
TCEQ Tier Il program staff reviews a submitted Account Report, they may run across errors or deficiencies. These are
called “deficiencies” and are viewable in the Agency Review Details section at the bottom of the page of the Account
Facility Detail page.

As the Tier Il staff reviews a Facility’s information and discovers a deficiency, they select a category for the type of
deficiency that was found. Then they capture further information about the deficiency. These deficiencies are captured
by Facility on an Account Report, not by the whole Account Report.

When deficiencies are found, the system emails you to let you know that deficiencies were found on your Account
Report. The Tier Il Program staff also creates a new draft report on your account with the Report Type of Deficiency
Correction specific to the type of the original report (i.e. Deficiency Correction — Initial). This Deficiency Correction
Account Report contains all the information from the submitted and reviewed Account Report and is where you make
the necessary corrections. You go through the same process as you had when creating and submitting an Account
Report.
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! I TEXAS COMMISSION

E ON ENVIRONMENTAL QUALITY

STEERS — Tier IL

Add Draft R

& Add Contact

User: ER!

1 Info: This Tier Il Account Report has been submitted, no changes can be made to it.

* Field is required on Tier || Account Report submission

Help =>

Account Facility Detail

ContactUs >>  Logout >=

List of Deficiencies
found during the TCEQ
review of the related
Tier Il Account Report

CN CN Owner/Operator Name Qil Company TXT2 # 31874
RN RN Facility Name FACILITY Report Type ANNUAL Report Year 2017
‘ Chemicals | | Contacts ‘

*+ Report Fee assessed

Facility Information Identical to Previous Submission YES

Facility

RN RN FACILITY

* Name

Facility Status

* Effective Date Unknown Expiration Date

Department

* staffed NO

* Subject to Risk Management Plan NO
* Subject to 302 NO

Toxic Release Inventory #

A NAICSs

for this Facility

Fee $50.00

Maximum Number of 0
Occupants

Risk Management Plan #

* AN Storage Facility NO

Name

2111 Oil and Gas Extraction

Physical Location
* Physical Location Information Updateable NO

A Latitude A Longitude -
LEPC

* Fire Department not provided

Physical Address

Region
UsA

Street (93 Oak St. Ste 1)

Physical Location Description

Description

Mailing Address Same as Physical Address NO

Wailing Address

Region
UsA

Street or PO Box (92 Oak St Ste 1)

A County

Texas Fire Department Directory

City State Zip
X

City State Zip
X

Agency Review Details
\ B

Deficiency Description

FACILITY LOCATION

The facility location must be complete and accurate

CHEMICAL LOCATION

The chemical location must be complete and accurate

Cancel

<Back To Top>

Figure 210: Account Facility Detail page with Deficiencies
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In the Agency Review Details data table, the Deficiency Category column identifies the general type or category of the
deficiency or issue. The Deficiency Description column details what the issue was and how it needs to be corrected. For
further information, contact the TCEQ Tier Il Program.

Selecting the Deficiency Category name hyperlink the Account Facility Deficiency Detail pop-up displays where you can
view the Category and Description in full. Select the Cancel button to return to the Account Report Detail page.

Account Facility Deficiency Detail

* Category FACILITY LOCATION
Mailing Address Same a
. Description The facility location must be complete and
Mailing Address _

accurate
Region

UsA

| Save || Reset ||Canuzl|

Agency Review Details

Deficiency Catego

Selecting the Deficiency Category |
name, opens the Detail pop-up

FACILITY LOCATION

Figure 211: Account Facility Deficiency Detail pop-up

Agency Review Details Section Fields and Definitions

Field Definition

Deficiency Category When the TCEQ Tier Il program staff reviews a submitted Account Report, they may run
across errors or deficiencies. As they review a Facility’s information and discover a
deficiency, they select a category for the type of deficiency that was found.

The Deficiency Category name is a hyperlink that opens the Account Facility Deficiency
Detail pop-up where you can view the Category and Description in full.

Deficiency Description This captures further information about the deficiency found by the TCEQ Tier Il program
staff.

Table 14: Agency Review Details Section fields and definitions

Submitting Deficiency Correction Reports

As described above, when the TCEQ Tier Il staff reviews your submitted Account Report and finds deficiencies, they
create an Account Report in your Tier Il Account with the Account Report Type of “Deficiency Correction” that matches
the original Account Report Type (i.e. Deficiency Correction — Annual). To submit corrections, search for and open the
Deficiency Correction Report that was created by the Tier Il staff, and make the corrections that are required in that
Account Report. When done, submit that Deficiency Correction Report which in turn is reviewed by the Tier Il Program
staff.

See for Finding and Managing a Tier |l Account Report in Chapter 7 details on how to search for and open Account
Reports.
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Chapter 11 — How to Manage Your Tier |l Account

Viewing Account Reports

You can view your Tier |l Account Reports and Facility details at any point using the navigation menu Report Search or
Facility Search options.

NOTE: At the top of most detail pages a message displays that letting you know whether
the Account Report is in draft or has been submitted. Only information on draft
Account Reports can be modified.

Info: This Tier Il Account Report has been submitted, no changes can be made to it.
Figure 212: Information Message for a Submitted Account Report

Info: This is a draft Tier Il Account Report.

Figure 213: Information Message for a Draft Account Report

The Account Report Search page is the first page that displays after you have selected the account you are working on.
At any point, you can flow to this page by selecting the Report Search option in the navigation menu.

' l TEXAS COMMISSION Help >> Contact Us == Lagout >3
B= ON ENVIRONMENTAL QUALITY
STEERS Home
STEERS — Tier 11 User: ERIN 19:02
= Account Report Search
#* Select Tierll Role Ditailed Search
B Facility Search Industrial Classification
T
% Fepo ch
[ Add Draft Report ghy=ical Location
& Add Contact to Mult Fac
LEPC | l Fire Department ‘ I
& Auth Users for Acct
Chemical Details
Chemical(s) E Chem Max Daily Amt Range | gajact .. :
Include EHS Storage Facilities Only ‘_) Yes o No
Include AN Storage Facilities Only ‘:) Yes o Ne
Facility Search
RN l Name | l
Phyzical Address
Street Address Fity | ]
List All Tier Il Account Reports

Figure 214: Account Report Search page
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After running an Account Report search (see the Finding and Managing a Tier Il Account Report in Chapter 7), the
Account Reports List page displays with your search results. On that page, select the Account Report Type for the
Account Report you wish to view to open the Account Report Detail page opens for that Account Report.

' l TEXAS COMMISSION Help => Contact Us >> Logout >>
= ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier 1T user: ERIINEGE 15:11
Account Reports List
% Select Tierll Role =k ®e
Page Data All Data
Search Results Table
(1of1) 1] (25 [v
Report E sficati E = 2
Add Draft Report eport Type Report Year v Certification Date v Date Reviewed i g —
! [select -] | [ o] (o]
s 1 . v
& Add Conta > Mult Fac T e T T o
& Auth Users for Acct ANNUAL 2018 10
(10f1) n |25 v|
Select the Report Type to
- K . _ -
= f ) \ open the Report details = H Select to return to the Search page I e
Page Data - All Data

Figure 215: Account Reports List page

On the Account Report Detail page for a submitted report, there are two sections that are completed that were blank on
the draft Account Report.
e Certification Details in the Report section
0 Date - This is the date that the Account Report was submitted and certified.
0 Title — This is the title of the person who submitted the Account Report.
0 Signature — This is the name of the person that submitted the Account Report.

e Fee Details — This section displays the total fee assessed for the Account Report. It also includes the
Confirmation of Submittal attachment.
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TEXAS COMMISSION Help >>  ContactUs>>  Logout >>

o | Bl

ON ENVIRONMENTAL QUALITY

STEERS — Tier IT User: ER/

= Account Report Detail

% Select Tier |l Role Info: This Tier Il Account Report has been submitted, no changes can be made to it.

Account

™2 # Active VES
Add Draft Report OwnerfOperator
& Add Contact to Mult Fac ehEt Name Gil Company

Type CORPORATION

Report
ype ANNUAL Year 2017 Last Updated Date 11/01/2018
Certification Details tes

signature information collected
during the submission process

Certification Details
Date 11/01/2018 Title Tier Il Submitter

Signature Laura Carlson

Hyperlink to open or download the
Confirmation of Submittal PDF file

Attachments

r
Fee Details section | File Name | Drpe
Fee Details /
Total Fee $5350.00 Confirmation of Submittal -Tier-ll-Repart-Confirmation-of-Submittal-2017- -Qil-Company.pdf
\ The fee for the entire
Facilides Account Report
{1ofs) BRGEE ] BT
Facility Name - -
B |—| Physical Address =

RN

RN

RN

RN

RN

RN

RN

RN

Gl Pay Now... button

R Sy B opens the Confirmation of

(tofs) B2z (> 5~ - |
— " Submittal page to pay for |
Account Report
| Cancel ‘ | Pay Now...

<Back To Top>

Figure 216: Account Report Detail page for a submitted Account Report

On a submitted Account Report, a Pay Now... button is displayed. This button allows you to submit payment for that
Account Report if you had not already submitted payment previously or during the submission process. See Paying a Tier
I Account Report section in Chapter 10 for more details.

NOTE: The Pay Now... button always displays even if you have already paid. When you
select the button, the Confirmation of Submittal page displays where you can see
what is owed.
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Searching for Facilities

You can search for a specific Facility on your Account whether or not it is in an active Account Report. This is done
through the Facility Search page. However, if you want to view the Facility details on a specific Account Report, you
should go through the Account Report Search page instead of the Facility Search page.

To begin a search for a Facility or set of Facilities, select the Facility Search option from the navigation menu. The
Facility Search page opens.

‘ l TEXAS COMMISSION Help >> Contact Us >> Legeut >3
ON ENVIRONMENTAL QUALITY

STEERS Home

STEERS — Tier IT User: ERINIIEN 19:23
o Facility Search
| I 1 L
& Select Tie / R 1 Detailed Search Section F
B Fa ch Industrial Classification I Industrial Classification I
NAICS | H =)
A R Sy L)
|
& Add Draft Report Physical Location Physical Location
Ade ep
City | elect ... = Zip Code |
& Add Contactto Mult Fac T S
LEPC | | Fire Department | ‘
& Auth Users for Acct
Chemical Details | Chemical Detailsgl
Chemical(s) ‘ 2 Chem Max Daily Amt Range ‘Seted.__ - |

Include EHS Storage Facilities Only ! Yes o No

‘ Remove |
EE— Include AN Storage Facilities Only () Yes @ No
Detailed Search Section
buttons
| Search ‘ ‘ Reset
Facility Search | Facility Search Section
RN | Name [ |
[ Physi L
ysical Address
flriieiees | A— | Facility Search Section
Street Address ‘ City | buttons
| Search ‘ ‘ Reset ‘
| 5 s
Export all Tier Il Facilities to XML | Export all Tier Il Facilities to XML
ot |

Figure 217: Facility Search page

There are three main search sections: Detailed Search, Facility Search and Export all Tier Il Facilities to XML.
» The Detailed Search section allows you to search by NAICS code, physical location of the Facility, and/or
Chemical details.
» The Facility Search section allows you to search by the RN, Facility name, or physical address.

» The Export all Tier Il Facilities to XML section contains an Export button if you have set up an FTP account with
the Agency. See Chapter 12 — How to Export Account Facility Reports for instructions on exporting Facility
information.

Export all Tier Il Facilities to XML

=

Figure 218: Export all Tier Il Facilities to XML section of the Facility Search page with the Export Button
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Until you have an FTP account, a message displays instead of the button, stating that you need to sign up for
an account at the TCEQ’s FTP web site® before you can export data. It is at that web site where all your XML
or PDF reports will be made available for you to download.

Export all Tier Il Facilities to XML

1
1
i Inorderto export data from Tier [l you must first sign up foran account at the TCEQ's FTP web site . All exports of data, XML
| or PDF Report, will be made available to download from this web site.

1

1

Figure 219: Export all Tier Il Facilities to XML section of the Facility Search page with instructions

A Note on Search Criteria

There are specific search criteria combinations that are allowed within each search section. Some search fields

can be used alone for searches and some must be used in combination with other specific fields. Additionally,

only searches within the major sections are allowed at one time. Finally, there are Search and Reset buttons
dedicated for each section and you must use the buttons for the section you are using.

See the next sections for specifics on each search section.

Using the Detailed Search Section

The Detailed Search section allows for single and combination searches. Within the Detailed Search section there are
subsections for Industrial Classification (NAICS), Physical Location, and Chemical Details.

To search using the Detailed Search section, choose a valid set of search criteria, enter your values, and select the
Search button in the section. The following describes the search subsections and fields followed by a list of the available
search combinations.

Industrial Classification Subsection

This subsection allows you to search by the industrial classification (NAICS) of the Facility. This is the North American
Industry Classification System (NAICS) code selected by the Owner/Operator for their Facility.

1. To search for a NAICS code, first select the ellipses button next to the NAICS field.

Industrial Classification
MAICS | | |

Figure 220: NAICS field in the Facility Search page

2. The NAICS Search pop-up displays.
3. Enter a complete NAICS Code or a full or partial Name.
a. The NAICS field looks for a complete match.
b. The Name field is a wildcard search field and you must enter at least two characters.

8 TCEQ’s FTP web site: https://ftps.tceg.texas.gov/help/
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AR Enter full NAICS Code or Enter full or partial Name
Code |—( MName | |
Then select Search Mﬂ| | Reset |
NAICSS
Search Results Table
(10f1) [2s V]
Code | Hame
Mo records found. c
(10f1) 25 M
| Select.. | | Cancel |

Figure 221: NAICS Search pop-up

4. Select the Search button and the matching NAICS results displays in the NAICSs Search Results Table.

HAICS Search

MAICS Search

Code

Name | o nferraus metals

[ Search | [ Reset

Choose the correct NAICS by selecting the radio button

MAICSs

Search Results Table

i n - 25 | W

{10f1) -

Name

Primary Smelting and Refining of Monferrous Metals

3341

Secondary Smelting and Refining of Monferrous Metals

| [1 of 14
1In 1)

Use the Select... button to add the NAICS
to the Facility

.en.... z;l

|-N i | (ot

Select Cancel to close the pop-up
without choosing a NAICS Code

Figure 222: NAICS Search pop-up with results

5. Select the radio button to the left of the NAICS code you wish to use, and use the Select... button.

> The Cancel button returns you to the Facility Search page without selecting a NAICS code.
6. The NAICS Search pop-up closes and the selected NAICS code displays in the NAICS code field on the Facility

Search page.

Facility Search
Detailed Search

Industrial Classification

NAICS | 311222 [E

Figure 223: Facility Search page with the NAICS Code field populated
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Physical Location Subsection

This subsection allows you to search for Facilities based on their physical location information.

NOTE: Searches by Physical Address for a Facility, the search looks at the current Physical
Address stored in Central Registry which might not be the same as it was at the
time of the Account Report submittal.

Physical Location
City | | County [select .. -]
TCEQ Region ISE lect . | - ] Zip Code D
LEPC [ l Fire Department [

Figure 224: Physical Location search subsection of the Facility Search page

Search by City alone (must be the full City name)
Search by County alone
Search by Zip Code alone
Search by LEPC alone
a. The LEPC field is a wildcard search field and you must enter at least two characters.

P wnN e

b. Thisis the name of the Local Emergency Planning Committee (LEPC) that the Facility reports to.
5. Search by Fire Department alone
a. The Fire Department field is a wildcard search field and you must enter at least two characters.

b. This is the name of the fire department whose jurisdiction includes the location of the Facility. Because
this field is a free-form data entry field, the actual entries might vary from one Facility to the next for the
same Fire Department. It is advisable to search using the wildcard feature and not enter the full Fire
Department name. For instance, you could enter “Travis” for all Fire Departments that have “Travis” in
their name.

Chemical Details Subsection

This subsection allows you to search for Facilities based on the chemicals that are stored there. For instance, you can
search for all facilities that store a specific chemical as well as to specify the maximum storage amount.

NOTE: This search looks for Chemical records that are associated to Facilities on Account Reports.
This includes both individual Chemicals associated to the Facility as well as the Constituent
Chemicals of a Facility Chemical.

The Tier Il Reporting Application has an official table of Chemicals (Tier 1| Chemicals Table)
that stores Chemicals that were approved by the Tier Il Program. All Chemical searches only
look at the Tier Il Chemical Table records and does not see any Chemicals that were created
in an Account Report.

If a Chemical record is in the Tier 1| Chemical table but not associated to any Account
Reports, no results will be found.

On the other hand, if a new Chemical has been created in an Account Report that Chemical
will not be found in this search.
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Chemical Details
Chemical(s) |—| Chem Max Daily Amt Range [5cicct . | -]

Include EHS Storage Facilities Only () ves @ no

Remove
|7| Include AN Storage Facilities Only () yes o No

Figure 225: Chemical Details search subsection of the Facility Search page

1. Search by one or more Chemicals

To search by specific Chemicals, you must first search for and select the Chemicals to add to the Chemical(s)
data table. The ellipses button next to the Chemical(s) data table opens the Chemical Search pop-up where you
search for and select a Chemical for the search criteria.

a. Select the ellipses button next to the Chemical(s) data table.

Chemical Details

Chemical(s)

| Opens the Chemical Search pop-upk|_|

| Remowve |

Figure 226: Portion of the Chemical Details group box with the ellipses button pointed out

b. The Chemical Search pop-up displays.

s I Enter a full CAS # I or I Enter a full or partial chemical name I

Chemical Search T —
CAS # | ‘ Name | z |
I Then select the Search button Hﬂ/ | Reset |

Chemicals

Search Results Tablz |
por) ][] [=][=] 5[4 |
L CAS # ¢ EHS ¢
o records found. :
oty [a ][] []=] 5[V |
E=s =

Figure 227: Chemical Search pop-up

a. Enter either a full CAS # or a full or partial Chemical Name.
Select the Search button.
» The Cancel button closes the Chemical Search pop-up without selecting a Chemical record.

c. All Chemical records that match your selection display in the Chemicals Search Results Table. Select the
Chemical you wish to add to the Facility Search page by selecting the radio button for that row and using
the Select... button.
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Chemical Search
Chemical Search
CAS # Name | :jgrige
Search | | Reset
Chemicals
Search Results Table |
(aofen) [ ][] (o[22 |Q0 567 ]2 o)[20] [ ] =] [25[¥] \
[Seecicremca | Y c: | o
[ F08-37-6 4]
Tl
f ~ ; AMEDIAMINE, M, N-DIMETHYL-N-{PHENYLMETHYL}-N"-2-PYRIDINYL-, MONOHYDROCHLORIDE 154-653-8 ]
-ETHANEDIAMINE, N,N-DIMETHYL-HN -2-PYRIDINYL-N'-[2-THIENYLMETHYL)-, MONOHYDROCHLORIDE 133-23-8 NGO
o 1 2-ETHYLEME DICHLORIDE 107-06-2 MO
)| 1,2-PHENVLENEDIAMINE DIHYDROCHLORIDE 615-28-1 O
()| 1,3-BENZENEDIAMINE, 4,4"-{1,3-PHENYLENERIS(AZO))EIS-, DIHYDROCHLORIDE HO
()| 1,3-PROPANEDIAMINEN-(2-CHLOROETHYL)-N " -(6-CHLORO-2-METHOXV-3-ACRIDINYL)-, DIHYDROCHLORIDE 17070-45-0 HO
') 1,3-PROPANEDIAMIME, N-(2-CHLOROETHYL)-N'-(5-CHLORO-2-METHOXY-3-ACRIDINYL)-H-ETHYL-, DIHYDROCHLORIDE, 146-59.8 NO
— HYDRATE v
"] 1 4-AFNZFNFDIAMINF DIHYDIROCHI ORINDF e - el lin [ATal
NEVENEY « BN R EEY(ETY it |
| Use Select_ buttonto add selected |2 H - oo — Return to the Facility List page

Chemical to the search list box h| g — |ﬂ without a Chemical

Figure 228: Chemical Search pop-up with search results

d. The selected Chemical is listed in the Chemical(s) Search Results Table.

e. To add another Chemical to further refine your search, go through the Chemical search again and select
the second Chemical.

f. Toremove a Chemical from the Chemical(s) list, select the checkbox for that Chemical and select the
Remove button.

pu—T— ;
Chemical Detal Select to add a new Chemical N—
Chemical(s) | — opr - -

CITRIC ACID, DIAMMONIUM SALT - 2012-65-5

| Remove |

To remove a chemical,
select the check box and
then the Remove button

Figure 229: Chemical Details section of the Facility Search page

2. Search by Include EHS Storage Facilities Only alone

a. An EHS Storage Facility is a facility that stores chemicals marked as an “extremely hazardous substance”
in the Tier Il Chemical Table.

3. Search by Include AN Storage Facilities Only alone

a. This option allows you to search only for Facilities that store ammonium nitrate (AN). A facility is flagged
as an AN Storage Facility after each Account Report is reviewed by Tier Il Staff.
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4. Search by one or more Chemicals and Chem Max Daily Amt Range

a. The Chemical Maximum Daily Amount Range is a value reported by the Owner/Operator as the range
of the greatest amount of a chemical stored on daily basis.

5. Search by Include AN Storage Facilities Only and Chem Max Daily Amt Range

Available Detailed Search Combinations

Only certain fields can be combined to create a search. The following are the combination searches that are allowed for
the fields in the Detailed Search section.

1. Search by NAICS and one option from the Physical Location search section

2. Search by NAICS and one option from the Chemical Details search section

3. Search by NAICS, one option from the Physical Location search section, and one option from the Chemical
Details search section

4. Search by one option from the Physical Location search section and one option from the Chemical Details
search section

Using the Facility Search Section

The Facility Search section also allows for single and combination searches. This section allows you to search for a
specific Facility based on the Regulated Entity Number (RN), Facility Name, and/or physical address.

Facility Search

o lm— |

Physical Address

Street Address | City [ |

| search | | Reset |

Figure 230: Facility Search section of the Facility Search page

NOTE: You can use search criteria from the Detailed Search section or the Facility Search
section but not both. Each section has its own Search and Reset buttons

Facility Search Combinations

The valid search combinations for the Facility Search section are as follows:

1. Search by RN alone

a. The RN can be the full RN number with the preceding RN (RN123456789) or just the nine-digit numeric
part of the number (123456789).

2. Search by Name alone
a. The Name field is a wildcard search field and you must enter at least two characters.

NOTE: The Facility Name might have been modified in the Central Registry database since
the Account Report was submitted. The Facility Name search looks for the current
Central Registry name (Additional ID Alternate Regulated Entity Name).

3. Search by Physical Address alone
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>

NOTE: Searches by Physical Address for a Facility, the search looks at the current
Additional ID Physical Address stored in Central Registry which might not be the
same as it was at the time of the Account Report submittal.

a. You must enter both a Street Address and City
i. The Street Address field contains the street number and the street name, such as 123 MAIN ST,
and is a wildcard search field where you must enter at least two characters.

NOTE: When addresses are submitted in Tier Il, the system runs the address through a
service that validates the address against USPS approved addresses. This ensures
that the address itself is valid; it is punctuated and abbreviated correctly; and is
changed to all caps. For instance, “123 South Main Street” is changed to “123 S

MAIN ST”.

ii. City is an exact match search field and must be in all caps (i.e. AUSTIN).

Running a Facility Search and Using the Facilities list page

1. Torun asearch, enter valid search criteria as described above in either the Detailed Search or the Facilities
Search section.
2. Select the Search button for that section.
» The Reset button refreshes the section removing any field entries or selections.

3. If valid search criteria are entered, the Facilities List page displays with a separate row for each Facility that
matched your search criteria. Each matching Facility is listed once for every Account Report on which it was

included.

4. Toinclude Facilities that are no longer active, select the Yes radio button for the Include Inactive Facilities? field
just above the data table.

5. The data table can be restored by any of the columns in ascending or descending order by using the sorting
button in each column header cell.

NOTE: The Facility List Search Results table defaults to sorting by RN ascending. Then
each RN is sorted by the Report Year descending. If there is more than one Account
Report in the same Report Year, it sorts by the Certification Date (or Last Updated
Date in draft Account Reports) descending so that the most recently updated
report is listed first.
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TEXAS COMMISSION Help == Contact Us > Logout =3

= ON ENVIRONMENTAL QUALITY

STEERS — Tier IT User: ER H
= Select to include Facilities Facilities List
— considered inactive - -
£ Select Tier |l Role 2 TXT2# CN, and Owner/Operafor Name e
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. ’ ’ '
O | aumsie | 28 1 T, 79070 3181 CHB0DE T Jil Company UPDATE 2017
0 1 1 -
[ | ruuissioo | Aw—i T 318 CHB0OZ 7 2il Company UPDATE 2017
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[ | Ruutbosdzo | w1 79070 318 CHEDOL 07 0il Company UPDATE 2017
/i - ' 22 0 . .
(Lof51) B(2)(z)(2)(=)(s)(z])(e](2](2e] [ ][ =] [100~]
- -
Page Data All Data

Export all Tier || Facilities to XML

Options for exporting Export Selected

e . Export Selected
Facility information Facilities to XML

Facilities to One PDF

Export each Selected
Facility to a PDF

| Cancel |

=Back To Top=

Figure 231: Facilities List page

Facilities List Page Search Results Table Columns

Column Definition

RN This is the TCEQ Regulated Entity Number for the Facility. You can filter the results list by RN
entering in a RN in the field under the column title.

This is a hyperlink field when selected opens the Account Facility Detail page for that Facility
displaying the information from the most current submitted Account Report.

Facility Name This field displays the current Additional ID Alternate Regulated Entity Name in Central
Registry. This might not be the same as what it was at the time of the Account Report
submittal. You can filter the results list by Facility Name by entering in by entering in a full or
partial Name in the field under the column title.
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Column

Definition

Physical Address

This is the address of the physical location of the Facility and displays the current Additional
ID Physical Address stored in Central Registry. That means that the Physical Address
displayed might not be the same as what it was at the time of the Account Report
submission.

If there is not a street address, the Physical Description is displayed instead. The Physical
Description is entered by the submitter and should include specifics of the location of the
Facility when there is no physical address.

TXT2 #

This is the Tier Il Account number for the Owner/Operator. It is issued to the
Owner/Operator when they registered with the TCEQ as a Tier Il Account.

You can filter the results list by TXT2 # entering in a TXT2 # in the field under the column
title.

CN

This is the Customer Number for the Owner/Operator. It is issued to the Owner/Operator
when they register as a customer with the TCEQ. It is stored in the Central Registry database.

You can filter the results list by Owner/Operator Name by entering in a full CN in the field
under the column title.

Owner/Operator
Name

This column displays the current Principal Name in Central Registry for the Owner/Operator
and might not be the same as what it was at the time of the Account Report submittal.

You can filter the results list by Owner/Operator Name by entering in a full or partial Name
in the field under the column title.

Report Type

This is the Report Type of the Account Report for that Facility record. This page lists each
Facility that matches the search criteria once for every Account Report that it was included
on. The Report Types are: Annual, Initial, Update, or a Deficiency Correction Report.

You can sort by Report Type by selecting a specific Type from the drop-down field in the
header cell.

Report Year

This is the reporting year of the Account Report.

You can filter the results list by Report Year entering in a full or partial year in the field under
the column title. For instance, if you entered “15” in the field, all records with the Report
Year of “2015” would display.

Table 15: Facilities List page and data table columns and definitions

6. To view the details of the Facility, select the RN hyperlink for the desired Facility record. The Account Facility
Detail page displays the most recent submitted Account Report which included that Facility.

7. The Cancel button closes the Facilities List page returning you to the Facility Search page allowing you to modify

your search.
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Viewing Facility Details on a Submitted Report

On a submitted Account Report, a new section displays; the Agency Review Details section is where deficiencies are
listed by the Tier Il Program staff.

The rest of the page displays the information that was submitted on that Account Report.

To see the definitions of the fields on this page, to go the

Updating Facility Details in Chapter 7.

NOTE: At the top of most detail pages a message displays that letting you know whether
the Account Report is in draft or has been submitted. Only information on draft
Account Reports can be modified.

Info: This Tier Il Account Report has been submitted, no changes can be made to it.

Figure 232: Information Message for a Submitted Account Report

Info: This is a draft Tier Il Account Report.

Figure 233: Information Message for a Draft Account Report

If you select a Facility record for a submitted report, you see mostly what was
submitted at the time of that Report. However, the Facility Name and
Owner/Operator Name fields display the current value in the database and not
necessarily what was used at the time of the submittal. You can only view
submitted Account Reports.

If you select a Facility record that is on a draft Account Report, you see the record
with the data as it has been entered so far. You can edit the record from there.

NOTE: If the Facility was inactivated in a later Account Report, the Facility Status section
displays an Expiration Date even though that Facility was active at the time of this
submission.
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F ¥ rexas commission
B ON ENVIRONMENTAL QUALITY

STEERS — Tier IT

-

user: ER NN

Help>>  ContactUs>>  Logout >>

STEERS Home

18:52

Info: This Tier Il Account Report has besn submitted, no changes can be made to it

Bxd Facility Search  Field i required on Tier Il Account Repert submission

%5 Add Draft Report

Account Facility Detail

& Add Contact to Mult Fac

& Auth u:

CN CN Owner/Operator Name TXT2 #
RN RN Facility Name Report Type INITIAL Report Year 2016
.. [
+
| Repart | Expand to see Report Type and Date
Facility Information Identical to Previous Submission NO
Facility
RN RN * Name Fee $100.00
Facility Status Facility Status
* Effective Date Expiration Date
11/09/2017
Department
* staffed NO Maximum Number of 0 * AN Storage Facility NO
Occupants
* Subject to Risk Management Plan NO Risk Management Plan #
* Subject to 302 NO
Toxic Release Inventory #
* NAICSS I ICSs |
Code Name
32592 Explozives Manufacturing
Physical Location i Physical Location |
* Physical Location Information Updateable NO
~ Latitude # Longitude  County
LEPC

“ Fire Department

Texas Fire Department Directory

Physical Address
Region Street (95 Oak St Ste 1)
UsA
State Zip
™ -

i Physical Address |

City

Physical Location Description

Description

Physical Location Description

Zip

Mailing Address Same as Physical Address YES

Mailing Address

usa

State Zip
X

| Mailing Address |
Region Street or PO Box (35 Oak St Stei) City

'| Agency Review Details i

Deficiency Category Deficiency Description
POLUTANT This is a description of the deficiency
FACILITY LOCATION This iz 3 description of the deficiency

| cancet |

Figure 234: Facility Tab of the Account Facility Detail page
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Facility Details Section — Fields and Definitions

Field

Definition

Report Section

Type

In the Tier Il Chemical Reporting Program there are four basic types of reports: Annual,
Update, Initial, and Deficiency Corrections.

Annual Report: Every owner/operator is required by statute to submit an annual Tier Il
Account Report for all their Facilities that store Tier ll-reportable chemicals. These Annual
Reports are currently submitted between January 1 and March 1.

Initial Report: If a Facility starts to store a new chemical or an owner/operator obtains a
new Facility, they must submit an Initial Report within 90-days of custody.

Update Report: If an owner/operator just needs to make changes to their existing
chemical, contact, or some facility data, they can submit an Update Report.

Both Annual and Initial Reports are assessed a fee based on the number of Facilities and
Chemicals reported.

Deficiency Corrections: After the Tier Il Account Report is submitted by the
owner/operator, the TCEQ staff reviews the report. If errors or deficiencies are found, the
staff creates a Deficiency Correction report that the owner/operator then completes with
the corrected information.

Year

This is the reporting year designation for an Account Report. A Reporting Year is the
period of January 1 — December 31 of one year and the Annual Account Reports are
submitted between January 1 — March 1 of the following year. All Account Reports are
assigned the Reporting Year of the current year minus one year. That is, any report
received between January 1 and December 31 of 2016 would receive a Reporting Year of
2015.

Total Fee

Every Account Report is assessed a fee based on number of Facilities and the number of
Chemicals reported. Each Facility is assessed an individual fee. This field is the total fee
assessed for the entire Report.

Last Updated Date

This is the date that the Account Report was last modified.

Notes

This field is used by the reporter to relay comments or notes to accompany the Account
Report.

Facility Section

RN

Regulated Entity Number — This number was assigned to the Facility when it was
registered with the TCEQ. It is stored in the TCEQ’s Central Registry database.

Name

This is the name of the Facility. It is initially captured when the Facility is registered and
receives its RN. It can be updated overtime. It is also stored in the TCEQ's Central Registry
database.
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Field

Definition

Facility Section

Facility Status

Effective Date

This required field defaults to 01/01/1800 in the database but displays a blank or
“Unknown” unless a date has been picked. It is used to capture the date at which the
Facility came under your control.

Expiration Date

This field is also required; however, it defaults to 12/31/3000 in the database but displays
as a blank. It does not need to be updated while the Facility is still reportable by you. Once
the Facility is no longer under your control, enter that date into this field. This marks the
Facility as “Inactive”. An Inactive Reason field displays when you enter a new date into the
Expiration Date field.

When there is an Expiration Date, there must also be an Inactive Reason chosen.

Inactive Reason

This drop-down field only displays when a current or past date has been entered in the
Expiration Date field. It is required in that case. It is used to capture the reason that the
Facility is no longer reportable by you.

Inactive Reason
“Other” Description

This field displays and is required if you selected “Other” in the Inactive Reason drop-
down. It is used to capture the reason that the Facility is no longer an active Facility for

you.
Inactive Hea'm"|CITHER | - ’

nactivation reason description

Figure 125: Inactive Reason fields on the Account Facility Detail page

Facility Section
Department This optional field is used to capture the department in the company in which the Facility
belongs.
Staffed This radio button is used to indicate whether the Facility has staff on site.

Maximum Number of
Occupants

This field is to capture the greatest number of people at the Facility at one time. This field
is only displayed when the Staffed radio button is set to Yes.

AN Storage Facility

This field is used to indicate whether the Facility has been determined to fit the criteria for
an Ammonium Nitrate (AN) Storage Facility. This determination is made by the TCEQ Tier
Il program staff.

Subject to Risk
Management Plan

This field is used to indicate whether the Facility is required to provide a Risk Management
Plan to the EPA.

Risk Management Plan
#

This field is used to capture your Risk Management Plan number that was submitted to
the EPA. If you selected Yes for the Subject to Risk Management Plan field, this field
displays and you must enter the Plan number.
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Field Definition

Subject to 302 This is used to indicate whether the Facility is subject to Section 302 of the U.S. Emergency
Planning and Community Right-to-Know Act (42 U.S.C. 11002) (EPCRA).

Toxic Release Inventory This field is used to capture the Toxic Release Inventory (TRI) number for the Facility.
#

Facility Section =~ NAICSs

NAICSs data table This data table is used to track the NAICS codes applicable to the Facility.

8. To add a new NAICS code, select the Add... button.

9. The NAICS Search pop-up displays.

10. Enter a full Code or a partial or Name and select the Search button.

11. The results of the search display in the Search Results Table.

12. Locate the Code you wish to use and select the radio button to the left of the
record then use the Select... button.

The Cancel button returns you to the Account Facility Detail page without
choosing a NAICs code.

[BALCS Seairhy I Enter full NAICS Code I or I Enter full or partial Name I

MAICS Search I .’ 1

Code | Name | |

IThen select Search M Search | | Reset |

NAICSs
Choose the correct

NAICS by selecting the Search Results Table
radio button g n |ﬁ
[ Name |
38 Primary Smelting and Refining of Monferrous Metals
| )| 5341 | Secondary Smelting and Refining of Nonferrous Metals |
[10f1) n |£ﬂ
Use the Select... button to add the NAICS — — Select Cancel to close the pop-up
to the Facility Select... | | Cancel without choosing a NAICS Code

Figure 126: NAICSs Search pop-up

13. The pop-up closes and the selected NAICS code displays in the NAICSs data table.
14. Repeat the process to add additional NAICS codes.

Facility Section  Physical Location

Physical Location This radio button is used by TCEQ staff to allow you to update physical location
Information information. It must be set to Yes to allow those fields to be updatable. If No is displayed,
Updateable you need to contact the Tier Il Chemical Reporting Program to request that they flip the

switch to Yes.

If this is the first time you have reported on a Facility, the physical location information is
updatable.

If you have reported on this Facility in another report, this field is set to NO and you need
to contact the Tier | Chemical Reporting Program who can set the field to YES to allow
you to make changes to the physical location.
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Field Definition

Latitude This field is used to capture the latitude of the Facility’s location in decimal degrees. It
allows up to six decimal points. This is required if you have entered a Longitude.

This field is updateable only if the Facility has not been reported on for the Account
previously or the Tier Il staff has set the Physical Location Updateable field to Yes.

Longitude This filed is used to capture the longitude of the Facility’s location in decimal degrees. It
allows up to six decimal points. This is required if you have entered a Latitude.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier Il staff has set the Physical Location Updateable field to Yes.

County This field is to capture the county in Texas where the Facility sits. If the Facility‘s location
crosses County lines, use the County of the Facility Address or main entrance.

The Facility Zip must lie within the County.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier Il staff has set the Physical Location Updateable field to Yes.

LEPC This read-only field is populated based on the Latitude and Longitude that is entered. It is
for the name of the Local Emergency Planning Committee for that area.

This field is updateable only if the Facility has not been reported on for the Account or the
Tier |l staff has set the Physical Location Updateable field to Yes.

Fire Department This field is used to capture the name of the Fire Department that services the Facility.

This field is always updateable.

Texas Fire Department  This hyperlink opens a new tab in your browser for a Fire Department Directory for the
Directory hyperlink State of Texas provided by Texas A&M.
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Field Definition

Facility Section  Physical Location — Physical Address

Physical Address This group box is used to capture the physical address of the Facility if there is one. If you
have an address the Street Address, City, State, and Zip are required. If you do not have a
street address for the Facility, you must submit a Physical Location Description that can
tell a responder how to reach the Facility.

If the Physical Location Information Updateable field says “No” the Physical Location
information is mostly read-only; If you wish to update this information, you need to
contact the TCEQ Tier Il Program staff who can make that information available to be
updated. The Fire Department field and the Mailing Address information remain
updateable in all cases.

If this is the first time you have reported on a Facility, the physical location information is
updatable (the Physical Location Information Updateable field says “Yes”).

2. To enter an address,

a. Select the Region. This is most likely to be the USA. If the address is
international, select International from the drop-down.

i. The International Region option simply adds fields for
Territory/Region, Country, and Postal Code and removes State
and Zip.

b. In the Street or PO Box field, enter the street number and name for the
address or the PO Box number. Punctuation is not needed and is removed
during the validation step.

NOTE: Address information such as building numbers or
suites should be included in the Street or PO Box
field not the Internal field. For example, enter 1234
Main St Bld A or PO Box 123456.

c. The Internal field is used to capture the mail code or other mail routing
information internal to the location.

d. Enter the city name in the City field.

e. Select the state from the State drop-down field. This field defaults to TX
but any other state can be selected.

f. Inthe Zip fields, enter the 5-digit Zip Code for you address. If you know
the four-digit extension you can enter that in the Zip field, however, the
address validation populates the four-digit extension if found.

See A Note on Entering Addresses for some tips on entering addresses.

Chapter 11 — How to Manage Your Tier Il Account Page 197 of 216



2l

Tier Il Reporting Application User Guide for Tier Il Account Reporters

Field

Definition

Facility Section

Physical Location — Physical Location Description

Description

This field is mandatory and is used to capture a description of the location of the Facility.
This is particularly useful when there is no physical location address. In that case, this field
should include detailed descriptions of the location of the Facility. It could also include
access information. This field is what is used by responders when trying to get to your
Facility.

If you have entered a Description, a Zip is still required.

This field is updateable only if the Facility has not been reported on for the Account or
the Tier Il staff has set the Physical Location Updateable field to Yes.

Zip

This field is used to capture the Zip Code for the location of the Facility. The Latitude and
Longitude point must lie within the Zip Code boundary or you will receive an error
message. Additionally, the Zip must be within the County selected.

This field is updateable only if the Facility has not been reported on for the Account or
the Tier Il staff has set the Physical Location Updateable field to Yes.

Facility Section

Mailing Address Same
as Physical Address

Selecting the Yes radio button copies the Physical Location address information to
populate the Mailing Address information. If you select NO, the Mailing Address fields are
cleared allowing you to enter an address.
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Field Definition
Mailing Address This group box is used to capture the mailing address for the Facility. The Street Address,
Subsection City, State, and Zip are required.

2. To enter an address,

a. Select the Region. This is most likely to be the USA. If the address is
international, select International from the drop-down.

i. The International Region option simply adds fields for
Territory/Region, Country, and Postal Code and removes State
and Zip.

b. Inthe Street or PO Box field, enter the street number and name for the
address or the PO Box number. Punctuation is not needed and is removed
during the validation step.

NOTE: Address information such as building numbers or
suites should be included in the Street or PO Box
field not the Internal field. For example, enter 1234
Main St Bld A or PO Box 123456.

c. The Internal field is used to capture the mail code or other mail routing
information internal to the location.

d. Enter the city name in the City field.

e. Select the state from the State drop-down field. This field defaults to TX
but any other state can be selected.

f. In the Zip fields, enter the 5-digit Zip Code for you address. If you know
the four-digit extension you can enter that in the Zip field, however, the
address validation populates the four-digit extension if found.

See A Note on Entering Addresses for some tips on entering addresses.

Buttons

Save Button The Save button sends your entered data to the database. If there are any required fields
that are not filled out or fields filled out incorrectly, error messages are displayed. Those
errors must be corrected before a Save can be completed.

Reset Button The Reset button returns all the fields to the state that they were when you first loaded
the page.

Cancel Button The Cancel button returns you to the page you came from when you opened the Account
Facility Detail page. A message pop-up displays if there are changes to the page that have
not been saved asking if you wish to exit without saving the data.

Delete Button The Delete button is available for Facility records that are on draft Account Reports.

Selecting this button removes the Facility from the draft Account Report but does not
remove it from the database. It remains available for future Account Reports.

Table 16:Facility Detail page fields and definitions

Chapter 11 — How to Manage Your Tier Il Account Page 199 of 216



(>

TCEQ Tier Il Reporting Application User Guide for Tier Il Account Reporters

Agency Review Details Section — Fields and Definitions

Field Definition

Deficiency Category When the TCEQ Tier Il program staff reviews a submitted Account Report, they may run
across errors or deficiencies. As they review a Facility’s information and discover a
deficiency, they select a category for the type of deficiency that was found.

Deficiency Description This captures further information about the deficiency found by the TCEQ Tier Il program
staff.

Table 17: Agency Review Details Section fields and definitions

Updating Facility and Chemical Details

You can make changes only to a Facility that is in a draft Account Report. If a Facility is not on a draft Account Report,
you need to add it to or create a new draft Account Report. Remember, if you are modifying existing Facility, Chemical,
or Contact (new and existing) information you can do so through an “Update” Account Report.

For details on the how to update Facility and Chemical details, see Chapter 7 — How to Complete Draft Tier Il Account
Report.

If you need to make changes to the Facility’s Name, you need submit a new Core Data form. The form and instructions
can be found on the Core Data Form and Instructions® TCEQ web page.

To update the Physical Location Information on a Facility that had been previously submitted, you must contact the
TCEQ Tier Il Program who can change the setting that allows you to make those changes.

Reporting New Facilities or New Chemicals

If you have a new Facility or new Chemical to report on an existing Facility, you can only submit that information on an
“Initial” or “Annual” Account Report.

To report on a Facility that has not been registered with TCEQ previously and you do not have a RN for the Facility, you
must register the Facility. See Getting Your Numbers Online in Chapter 3 for instructions on registering Facilities.

For details on how to report new Facilities or new Chemicals, see Chapter 7 — How to Complete Draft Tier Il Account
Report.

Viewing and Updating Facility Contacts
Once you have searched for your Facility and selected the record for the Account Report you want to view, the Contact
information is found on the Contacts tab on the Account Facility Detail page.

If you want to update or add a new Contact to a Facility, you must be in a draft Account Report. This can be any Account
Report Type including an “Update” Account Report.

See Managing Facility Contacts for further information.

Updating Your Tier Il Account Details

Your Tier Il Account is a record in TCEQ's Central Registry as a Customer (CN). At the top of the Account Report Detail
and Account Facility Detail pages, there is a section that displays your Account information including your TXT2 #, CN,

% Core Data Form and Instructions page - https://www.tceq.texas.gov/permitting/central registry/guidance.html
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and Customer Name. This information is pulled from the Central Registry database and if your Customer Name
(Owner/Operator Name) has been changed in the Central Registry database that new Name is shown in the Tier Il
Application. Keep in mind that your Customer Name is verified against the Secretary of State’s and State Comptroller’s
Office’s databases so that the Customer Name always reflects the legal name as it was registered with those entities.
That update is automatically made by the Central Registry system.

If you need to make changes to your name, address, account contact information, etc. you need submit a new Core Data
form. The form and instructions can be found on the Core Data Form and Instructions® TCEQ web page.

10 https://www.tceq.texas.gov/permitting/central registry/guidance.html
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Chapter 12 — How to Export Account Facility Reports

As Tier Il Account Owner/Operators you may need to provide your Tier Il reporting data to external agencies such as Fire
Departments and Local Emergency Planning Committees (LEPCs). In the Tier Il Reporting Application, you can export
your Facility-specific data into XML or PDF reports. The export includes the information specific to the selected Facility,
the Facility Chemicals, and the Facility Contacts as they were submitted on the Account Report selected.

Facility information is tied to Account Reports

When you export Facility information, the associated Account Report is used to determine what
information is exported. When you run a Facility Search, each matching Facility record will be listed once
for each Account Report on which it was included.

If you choose the Export button on the Facility Search page, the Facility information produced will be from
the most recent submitted Account Report.

Note that the following details are not tied to the individual Account Report.
Only the most recent submitted data will be displayed and extracted.
Owner/Operator Name
Facility Name
Facility Physical Address

The export functionality collects and collates the selected Facility information and produces a file in either an XML or
PDF format. This file is then posted on a TCEQ FTP site in a Zip folder for you to download. These Zip folders also include
any attachments associated to the Facilities such as Site Plans that were attached on the Facility Chemicals page.

IMPORTANT! The extract files are only available on the server for 7 days. After that
they will no longer be available, and you will have to run the extract
process again.

A Note on Exports and FTP Accounts

You must have a TCEQ FTP web site account before you can run an export. Until then a message stating
that you need to sign up for an account at the TCEQ’s FTP web site'! before you can export data will be
in the Export section of the page. It is at that web site where all your XML or PDF reports will be made
available for you to download. Remember that the email address you use for the FTP account must be
the same as your STEERS account or the Tier Il system will not be able to connect.

In order to export data from Tier Il you must first sign up for an account at the TCEQ's FTP web site . All exports of data, XML
or PDF Report, will be made available to download from this web site.

Figure 235: Export all Tier Il Facilities to XML section if no FTP Account was found

1 TCEQ's FTP web site: https://ftps.tceq.texas.gov/help/
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Exporting All Facilities to XML

At the bottom of the Facility Search page, is an Export button that produces an XML export of all Tier Il Facilities on your
Account. This XML report will include the Facility information from the most recent submitted Account Report. You do
not have the option to choose which Account Report's information to use.

Export all Tier Il Facilities to XML

| Export ‘
Figure 236: Export all Tier Il Facilities to XML section of the Facility Search page with the Export Button

Selecting the Facility Search option on the navigation menu opens the Facility Search page.
There is no need to use any of the search fields to export all your Account Facilities.

At the bottom of the page, in the Export all Tier Il Facilities to XML section, select the Export button.

P W NP

A confirmation pop-up displays, asking, "Do you want to create an XML file containing the report data for all Tier
Il Facilities?"

Confirm x

Do you want to create an XML file containing the report data for all Tier |l Facilities?

|v’\"es ||X ND|

Figure 237: XML Export Confirmation pop-up
5. Select the Yes button to continue with the export. The No button closes the pop-up returning you to the Facility
Search page.

6. The Facility Search page displays with an information message at the top announcing that "A background job has
been initiated to create an XML file containing the report data for all Tier Il Facilities. You will receive an email
once the job has finished."

Wl  Abackground job has been initiated to create an XML file containing the report data for all Tier |l Facilities. You will receive an email once the job has E
finished.

Figure 238: An example of the message on the Facilities Search page that the extract background job has been initiated

7. That email will contain instructions and a link to the FTP site where you will be able to download the file. For
example,
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FROM: donotreply@tceq.texas.gov
RE: TCEQ Tier II XML File Extract Job Completed

The TCEQ Tier II XML file extract job has completed and you may retrieve the
XML file: 43285-Tier-II-XML-for-All-Facilities-for-2019-01-25-1548435221579.zip
from the TCEQ’s FTP web site at https://ftps.tceq.texas.gov/help/.

If you have any questions or need assistance please contact the Tier II Chemical
Reporting Program at: 512-239-5060, tier2help@tceq.texas.gov, or
http://www.texastier2.org.

8. Use the link in the email to go to the FTP web site and sign in.

a. Select the folder for “Files_from_tier2”. A list of the Zip folders on your account display.

b. Select the link for the report’s Zip folder.
» The XML files have a file name like: 12345-Tier-1I-XML-for-Selected-Facilities-for-2018-03-13.zip
» The PDF files have a file name like: 12345-Tier-1I-Paper-Report-for-2018-03-13.pdf
where the “12345” is your TXT2 # and the date is the date the export was completed.

c. Choose to either open or save the file.

d. Then download the Zip folder and extract the contents to your computer.

Exporting Selected Facilities to XML or PDF

On the Facilities List page, there are three options for exporting Facility information. All are available as buttons at the
bottom of the Facilities List page.

Export all Tier |l Facilities to XML

Facilities to XML

Export Selected
Facilities to One PDF Facility to a PDF

Export Selected ‘ ‘ Export each Selected

Figure 239: Export Buttons on the Facilities List page

> Export Selected Facilities to XML — This export collates the information for each selected Facility and creates
an XML file for that information.

> Export Selected Facilities to One PDF — This export collates the information for each selected Facility and
creates a single PDF file for all selected Facilities.

» Export each Selected Facility to a PDF — This export collates the information for each selected Facility and
creates an individual PDF file for each selected Facility.

NOTE: The PDF extracts are called “Paper Reports".
The XML file is compatible the CAMEQ/Tier2Submit software.

1. To perform an export, first run a Facility search through the Facility Search page as described in the Searching
for Facilities section of this chapter.

2. Onthe Facilities List page, choose the Facility records you wish to use by selecting its checkbox in the first
column of the Search Results Table. The checkbox in the header cell selects all Facilities displayed on the
displayed list page.

> See Using Data Tables in Chapter 4 for more details on using data tables.
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NOTE: This Facilities List includes a record of each Facility for every associated Account Report including draft
Account Reports. Carefully choose the Facility records to extract the correct Facility details which are
dependent on the Account Report for that Facility record.

a. You can identify the associated Account Report by the Report Type and Report Year columns in the
Search Results Table.
i. Using the filter and sorting capabilities of the data table makes finding specific Facility records
easier. For instance, select Update from the Report Type drop down and enter 2017 in the
Report Year field the list automatically filters to show all Facilities that were in an Update
Account Report in 2017.

TIP:  The default sort on the Facility List page puts the Facility record with the most recently submitted or
updated Account Report first regardless of Report Type.

user: ERJIIIEN 10:01
Facilities List

This list is fiftered to show
ks Update Accotnt Reports in the 2017 Report Year

Page Data

Include Inactive Facilities? | _ ) Yes o No

Search Results Table

(1of1) B 5 ¥
RN ° Facility Name ¢ . . ™28 % Owner/Operator Name Report Type ‘ vR:aprMG
D | Physical Address & | | ‘@E|
2017
[ | en N UPDATE 2017
O | &N o UPDATE 2017
O | &N o UPDATE 2017

Figure 240: Example of Facilities list page with table filters used

b. Choose individual Facilities by selecting the checkbox on the row for each Facility. Choose to extract all
Facilities by using the select-all checkbox in the header row of the Search Results Table. If there are
multiple pages of results, go through each page to choose more Facilities either individually or using the
select-all checkbox.
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TEXAS COMMISSION
ON ENVIRONMENTAL QUALITY

Help ==

ContactUs =>  Logout =

STEERS — Tier IT User: ER B
Select to include Facilities Facilities List
P considered inactive P
Page Data / All Data
Include Inactive Facilities? |‘: Yes ° No
Search Results Table |
porsy |~ Ealallalls)lsllz)s]ls)x0] [=][=) (o] |
Facility Name i TATZ # i (=} < Owner/Operator Name  ~ Report Type VR:::R.
T 7| | Physicalnddress ¢ = | v
@ | || | il | | upoare|
Use this checkbox to
select all Facilities RN . ' 75070 BN | CNEOOMNOT J il company UPDATE 2017
currently displayed in - I ]
RN e — 318 CNBOOY b7 Joil company ANNUAL 2017
RN x ST 1 z1800 CNBOOS 7 Joil company UPDATE 2017
Step 1 Step 2 N
Select the checkboxes Select the checkboxes for the Facilities on all
for the Facilities to ! pages to include in the export. The selections
include in the export [J)a | 4] are retained as you change pages i OilCompany | ANNUAL 2017
RN \ 3180 CNEOOS T 2il Company ANNUAL 2017
v D \ 318 CNBO0L . 207 0il Company UPDATE 2017
— e | - ! @0l . .
Step 3 s | BB e R ) (2] e
Choosre the export typ_)e by -
selecting the appropriate button s
Export all Tier |l Facilities to XML
Export Selected Export Selected Export each Selected
Facilities to XML Facilities to One PDF Facility to a PDF
| Cancel |
=Back To Top=

Figure 241: Facilities list page with instructions for selecting records for exports
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Which Facility Record?

On the Facility List page, you only have the Report Type and Report Year to help identify the correct Facility
record. It is possible that a Facility is included in more than one Account Report of the same Type and Year.
You will need to verify which Facility record to choose, from seemingly identical information.

If you are not sure whether a Facility record is from the right Account Report,
check the Facility Details:
Try looking at the Facility Details for each listed Facility record: Select the RN on the row for the Facility
record for that Account Report to open the Facility Detail page.

- \
Select the RN

hyperlink to open

the Facility Detail

]| e

Figure 242: RN Hyperlink on the Facilities list page

On the Facility Detail page, select the + symbol to expand the Report section. The Report Type, Report
Year, and Last Updated Date fields are for the specific Account Report that the displayed Account
Facility Detail is attached to.

| Chemicals | Contacts |
i iﬁREpurl;

|= Repurtj
'i'ypE UPDATE Year 2017 Total Fee Last Updated Date
06/19/2018 [

Figure 243: Examples of the Report section header collapsed and expanded in the Account Facility Detail page

Notice the message at the top of the page which identifies whether the Account Report was submitted
or is in draft. In submitted Account Reports, the Report section will display the Total Fee and the Last
Updated Date. The Last Updated Date will display the submittal or Certification date. In draft Account
Reports, the Report section will not display the Total Fee and the Last Updated Date is the last saved
date of the draft Account Report.

Using the information on this page, determine if this is the correct Facility record, taking note of the
Report Type, Year, and Last Updated. Select the Cancel button at the bottom of the Account Facility
Detail page to return to the Facilities list page.

If you are unsure of the Account Report, search for the Account Report first:

Try starting with running a Report Search (see Searching for an Account Report in Chapter 7 for
details). When you find the correct Account Report on the Account Reports List page, take note of the
Account Report’s Type, Report Year, and Last Updated Date or Certification Date. Then use this
information when you are in the Facility List page to select the correct Facility records.

If there are two Account Reports of the same Type and Report Year, the Last Updated Date should
help you determine which Account Report Facility record you are looking for.
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3. After selecting the Facilities on the Facilities list page, select the appropriate Export button at the bottom of the
page for the specific export you wish to run.

Export all Tier |l Facilities to XML

Export Selected
Facilities to XML

Export Selected Export each Selected
Facilities to One PDF Facility to a PDF

Figure 244: Export Buttons on the Facilities List page

o

If you have not signed up for an FTP account, you will see a note to that affect instead of the Export
buttons.

Export all Tier Il Facilities to XML

1 1
1 1
) In order to export data from Tier Il you must first sign up for an account at the TCEQ's FTP web site . All exports of data, XML :
| orPDF Report, will be made available to download from this web site. 1
1 1

Figure 245: Export all Tier Il Facilities to XML section if no FTP Account was found

4. Depending on which choice you make, a confirmation pop-up displays asking you to verify that you wish to run
the extract. The following are the Confirm pop-ups for each Export button.

Export Selected Facilities to XML

confirm ]

Do you want to create an XML file containing the report data for the selected Tier |l Facilities?

| + Yes | | % HNo
4
Figure 246: Confirm pop-up to create an XML file for all selected Facilities
Export Selected Facilities to One PDF
Confirm ®

Do you want to create one PDF file with the Tier Il Report for all of the selected Tier Il Facilities?

|¢‘Fes||XHu|

Figure 247: Confirm pop-up to create one PDF file for all selected Facilities

Export each Selected Facility to a PDF

Confirm ®

Do you want to create a POF file for each Tier 1| Report for the selected Tier 1| Facilities?

| v Yes | | x No |

Figure 248: Confirm pop-up to create one PDF file for each selected Facility

5. To kick off the export process select the Yes button on the Confirm pop-up. The No button closes the pop-up
returning you to the Facilities List page.

6. If there are no errors, the Facilities List page displays a message at the top stating that a background job has

been initiated and that you will receive an email once the job has finished. The following is an example of the
message for the XML file extract.

Chapter 12 — How to Export Account Facility Reports Page 208 of 216



(>

TCEQ Tier Il Reporting Application User Guide for Tier Il Account Reporters
f.  Once you kick off the export process, you can continue to work in the Tier Il Reporting Application or
close it.
W) Abackground job has been initiated to create an XML file containing the report data for all Tier Il Facilities. You will receive an email once the job has x
finished.

Figure 249: An example of the message on the Facilities List page that the extract background job has been initiated

7. When the extract has completed, and the file is available on the FTP site, an email is sent to your email address
which includes a link to the FTP web site. For example,

FROM: donotreply@tceq.texas.gov
RE: TCEQ Tier II Paper Report PDF Job Extract Job Completed

The TCEQ Tier II Paper Report job has completed and you may retrieve the
[12345-Tier-II-Paper-Report-for-2018-03-13.pdf] from the TCEQ’s FTP web site at
https://ftps.tceq.texas.gov/help/.

If you have any questions or need assistance please contact the Tier II Chemical
Reporting Program at: 512-239-5060, tier2help@tceq.texas.gov, or
http://www.texastier2.org.

8. Use the link in the email to go to the FTP web site and sign in.
g. Select the folder for “Files_from_tier2”. A list of the Zip folders on your account display.
h. Select the link for the report’s Zip folder.
» The XML files have a file name like: 12345-Tier-1I-XML-for-Selected-Facilities-for-2018-03-13.zip
» The PDF files have a file name like: 12345-Tier-1I-Paper-Report-for-2018-03-13.pdf

where the “12345” is your TXT2 # and the date is the date the export was completed.

i. Choose to either open or save the file.
j- Then download the Zip folder and extract the contents to your computer.

IMPORTANT! Download the extract files soon, as the extract files are only available
on the server for 7 days. After that they will no longer be available, and
you will have to run the extract process again.
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Chapter 13 — How to Authorize Users to Access Tier Il Account and
Reports

In the Tier Il Reporting Application, if you are the Tier Il Reporting Owner Operator (Owner/Operator) user for the Tier
Il Account, you are responsible for maintaining access for other STEERS users to your Tier Il Account (Tier Il Authorized
Representative/Tier Il Account Staff). The application displays all the users that you have granted access to as well as
new users requesting access.

As described in Requesting Tier Il Reporting Access in Chapter 3, new users go through STEERS to request access to your
Tier Il Account as a Tier Il Reporting Authorized Representative by specifying the CN for the Tier Il Account. That user
appears in the Authorize STEERS Users for an Account page in the Users Requesting Access section.

NOTE: All users must have their access renewed on a yearly basis.

' l TEXAS COMMISSION Help >> Contact Us >> Logout >>
E= oN ENVIRONMENTAL QUALITY
STEERS Hame
STEERS — Tier II User: ERIN 19:53
= Authorize Users for an Account
3 Select Tier |l Role
Account
B Facility Search T2 # Active YES
% Report Search Ouwiner/Operator
CN CH Mame
Add Draft Report
Type CORPORATION . 0 . -
elect Yes to see Users whose access is no
& Add Contact to Mult Fac
longer active
& Auth \cct Authorized Users
Include Inactive Users (7 yqq No
] STEERS User ID STEERS User Name & STEERS User Email & Tier Il Role ¢ | EffectiveDate ¢ | FExpirationDate
- &
’D ER OWNERfOPERATOR 10/04/2017 1231f2018
To renew or revoke access for
S J ERI TIER Il ACCOUNT STAFF 10/10/2017 12/31f2018
existing user(s), select user(s) —
an choose the action button
——_* | Renew Users | | Revoke Users | ‘ Reset ‘
Users Requesting Access
Ol STEERS UserlD = STEERS User Name k4 STEERS User Email L Request Status &
l O ER b PENDING
To authorize or deny access
to new user(s), select user(s}
an choose the action button | At e | | T | | faa |

Figure 250: Authorize Users for an Account page

There are three sections to the page: Account, Authorized Users, and Users Requesting Access.

» The Account information section is read-only and reminds you which Account you are working with.

> The Authorized Users section lists all the users that have been granted access to your Tier Il Account.

> The Users Requesting Access section lists all the users that have requested Tier Il Reporting program area access
to this Tier Il Account through STEERS and they are requesting access as an authorized representative.

As the Owner/Operator of the Tier Il Account, you are responsible for maintaining access to all users who are requesting
access as an Authorized Representative. As the Owner/Operator user, your access is only granted by the TCEQ Tier Il
Chemical Reporting Program.
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A Note on Tier Il Roles and STEERS Access Types

While requesting access to a Tier Il Account in STEERS, the users had selected their
Access Type. That Access Type is used to set their Tier Il Role in the Tier Il
Reporting Application. However, the Tier Il Role names are different in the Tier I
Reporting Application from the Access Types in STEERS:

The Tier Il Reporting Owner Operator Access Type in STEERS is shown as the
OWNER/OPERATOR Tier Il Role in the Tier Il Reporting Application.

The Tier Il Reporting Authorized Representative Access Type in STEERS is shown as
the TIER Il ACCOUNT STAFF Tier Il Role in the Tier Il Reporting Application.

Renewing or Revoking Authorized Users

1. For existing Authorized Users, you can either renew or revoke their access. First select checkbox next to the user
name for the user or users you wish to work with. Then select one of the buttons.

NOTE: Once a user’s access has passed its expiration date it drops off the list. To view
those accounts, select the Yes radio button for Include Inactive Users above the
data table.

a. Renew Users resets that user’s access expiration date to December 31°* of the following calendar year
and after the processing is complete that user remains in the Authorized Users data table.
b. Revoke Users removes the user from the list of Authorized Users.

i. When you select the Revoke Users button, a pop-up displays asking you to confirm that you
wish to revoke the access of the selected users.

Confirmation
Do you want to revoke the access of the selected users to Tier 1l Account in the Tier |l Application?
= =
Figure 251: Confirmation pop-up for revoking a user’s access

ii. If you select the Yes button, the user record moves to the Users Requesting Access data table
with the Status of REVOKED.

1) The No button closes the pop-up without revoking the user’s access.
iii. You can select that user later and choose to authorize them.
c. Reset clears any unsaved action taken on the page.

Authorizing or Denying User Access Requests

1. For Users Requesting Access, you can either authorize or deny access. First select checkbox next to the user
name for the user or users you wish to work with. Then select one of the buttons.
a. Authorize Users grants access to the Tier Il Account, and when the process is complete, that user
displays in the Authorized Users data table. Their access effective date is set to the current date and the
expiration date is set to December 31 of the following calendar year.

i. A message displays at the top of the page stating that the save was completed successfully.
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b. Deny Users sets the Status of the request to DENIED. Both the effective and expiration dates for that
user’s access is set to the current date.

i. When you select the Deny Users button, a pop-up displays asking you to confirm that you wish
to deny access to that user.

Confirmation
Do you want to deny access for the selectad uzers to Tier Il Account “in the Tier Il Application?
= =
Figure 252: Confirmation pop-up for denying an access request

ii. If you select the Yes button, the user record remains in the Users Requesting Access data table
but with the Status of DENIED.

1) If you select the No button, the pop-up closes without denying the access.
iii. You can choose that user later and authorize them.
c. Reset clears any unsaved action taken on the page.

NOTE: When a user’s access has been modified, that user receives an email letting them
know that the action had taken place.
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Appendix A: Glossary

Term Definition

302 “302” in the Subject to 302 field references the Section 302 of the U.S. Emergency
Planning and Community Right-to-Know Act (42 U.S.C. 11002) (EPCRA).

Account Report An Account Report is comprised of a list of Facilities with details on that Facility, its
location, its Contacts, and its Chemicals.

AN Ammonium Nitrate, as defined by Section 63.151, TX Agriculture Code
Authorized This term refers to an individual who has been approved by an owner or operator of a
Representative Tier Il Account to work with their account and to either view or submit Tier Il Account

Reports. This person can be a staff member of the Owner/Operator’s company or could
be a contractor with whom the company has contracted to perform their Tier Il reporting.

CAS # Chemical Abstracts Service (CAS) number assigned to chemicals

Central Registry The Central Registry is the application and database used by TCEQ to track all companies,
individuals, entities as well as Facility information. The data is used across the TCEQ as
well as by the Tier Il Reporting Application.

The customer (Owner/Operator)) and Regulated Entity (Facility) information is stored in
Central Registry for the Tier Il Reporting Application.

Each Owner/Operator registers with TCEQ and a Customer record is created in Central
Registry for them. They receive a Customer Number (CN) through Central Registry.

They also request a TXT2 # when they register. For the purposes of the Tier Il Chemical
Reporting Program, a Tier Il Account has one CN and a CN can only have one Tier Il
Account and TXT2 Number.

Every Facility is issued a Regulated Entity Number (RN).

Certification This is the final step in the submittal of a Tier Il Account Report. Once the Tier Il Account
Report has been completed and verified, then the Reporter goes through the process of
certifying and signing the submission. The Account Report is then considered submitted
and certified. If changes need to be made, then they are made by submitting a new
Account Report.

CN Customer Number — this is the number that is assigned by the Central Registry application
for companies, individuals, or other entities tracked by TCEQ. In this case, the
Owner/Operators receive CNs.

Constituent Chemical A Chemical that is listed as part of a Chemical mixture or compound.
Customer In this guide, the customer is the owner or operator of the Tier Il Account.
External Agency Staff Those users that have been granted view only access to the application and the full data

set are considered “external agency staff”. When they create their account through
STEERS and requested access to Tier |l they requested access as a “Government Official”.
Then when they log into the Tier Il Reporting Application through STEERS they would
select the Tier Il Report Viewing option.
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Extremely Hazardous Certain substances are deemed extremely hazardous by the EPA are they are listed in the
Chemical (EHS) Section 302 of the U.S. Emergency Planning and Community Right-to-Know Act (42 U.S.C.
11002).

In the application, the EHS fields are populated based on the information stored for each
Chemical in the database. Whether a Chemical is an EHS is assigned by the Tier Il
Chemical Reporting Program.

Facility For the TCEQ in general, this is the location at which the business is conducted, as defined
by 25 TAC §295.181. It is the storefront, factory, or construction site, for instance.
Facilities are registered in the Central Registry application are issued Regulated Entity
Numbers (RN). They can be registered through the STEERS Tier Il Core Data program.

For the Tier Il Chemical Reporting Program, a Facility is the location where reportable
amounts of hazardous chemicals are present.

Facility Report The information entered for a Facility, its Chemicals and Contacts could be considered a
Facility Report. However, a Facility Report could be grouped with other Facility Reports
within an Account Report.

In previous applications (i.e. Tier2Submit), the reports that were submitted were focused
on Facilities and the information about that Facility was called a Facility Report. In the Tier
Il Reporting Application, the Tier Il Account Report is focused on the Owner/Operator’s
Tier Il Account the data is reported on Facilities for that Tier Il Account.

Government Official These are the users that have requested and were granted access to the Tier Il Reporting
User Application through the role of a Government Official in STEERS. The Tier Il Staff are
responsible for confirming that the requester is eligible for such access.

Those users are granted the Tier Il Role of “External Agency Staff” within the Tier Il
Reporting Application.

Governmental Agency In this guide, a governmental agency refers to city, county or State governments; fire
departments; Local Emergency Planning Committees (LEPCs); or other agencies. In this
context, users from these agencies can be granted view only access to the entire set of
Tier Il data for all Tier Il Accounts.

A governmental agency can also operate a Tier Il Facility, and therefore also has access to
the Tier Il Reporting Application as an Owner/Operator. This user would have a Tier ||
Role of Owner/Operator as well as External Agency Staff.

Industrial Classification  This is the identification of the main economic activity of the Facility. It is tracked by the
NAICS (North American Industry Classification System) code.

NAICS North American Industry Classification System — it is the standard used to classify
business establishments. It replaced the Standard Industrial Classification (SIC) system.

Further information on NAICS codes can be found on the United States Census Bureau’s
website: https://www.census.gov/eos/www/naics/.

Owner/Operator This is the person, business, or company that owns or operates a Facility or group of
Facilities. This entity is responsible for submitting the Tier Il information for each
applicable Facility that they own or operate.
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Term

Definition

Pop-up

A mini-page that is brought up by another page typically for doing a discrete action such
as modifying a Chemical record, confirming an action such as a deletion of a record, or to
view details of a record.

A pop-up is easily identified by the fact that it is overlaid over a full page, and does not
have the navigation menu, full-page headers, or a tool bar. They typically only have the
relevant fields and buttons such as Save, Cancel, or Delete.

Regulated Entity

A Regulated Entity is a person, organization, place, or thing that is of environmental
interest to the TCEQ where regulatory activities of interest to the agency occur or have
occurred in the past.

In terms of the Tier Il Chemical Reporting Program, a Regulated Entity is the location at
which Tier ll-reportable Chemicals are stored. In this guide, Regulated Entities are
referred to as Facilities.

Reporter

In this guide, the term “reporter” is used to refer to the person who is in the Tier II
Reporting Application and is creating, updating, and submitting the Account Report. This
user could be the actual Owner/Operator, an employee of the company, or an authorized
representative hired by the Owner/Operator for the purposes of submitting their Tier Il
reports.

RN

Regulated Entity Number — this is the number that is assigned by the Central Registry
application for Regulated Entities, and in this case, Facilities.

SOs

Texas Secretary of State — Data from the SOS is used by the TCEQ to verify the legal
names of Companies and other entities.

STEERS

The State of Texas Environmental Electronic Reporting System. STEERS is a web portal
that provides access to certain TCEQ on-line applications to the public such as ePermits or
the Tier Il Reporting Application.

Submitted Tier Il
Account Report

An Account Report that was successfully completed, and certified.

TCEQ

Texas Commission on Environmental Quality

Tier ll

This refers to the Texas Tier Il Chemical Reporting Program.

Tier Il Account

Every Owner/Operator that has facilities with hazardous chemicals to report must have a
Tier Il Account. That Owner/Operator is registered with the TCEQ through the Central
Registry database and is issued a Customer Number (CN). Additionally, they are assigned
a TXT2 Number when they register as a Tier Il Account.

The Tier Il Account is identified by the TXT2 number as well as the Owner/Operators CN
number.

Each Tier Il Account is associated with at least one Facility which has also been registered
with the TCEQ and received a Regulated Entity Number (RN).

The Tier Il Reports are based on the Tier Il Account and its associated facilities.
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Term Definition

Tier Il Account Facility This is a Facility where reportable amounts of hazardous chemicals are present. Each Tier
Il Account Facility is assigned its own Regulated Entity Number (RN) in the TCEQ Central
Registry application when the Facility is registered with TCEQ.

Tier Il Account Report This is the collection of Facilities for which the reporter is submitting Tier Il data. It
contains the type of Report as well as the list of Facilities for that Report.

Tier Il Account Reporter This term refers to the user that is performing the entry of the Tier Il reporting data.

Tier Il Viewer This term refers to a user that only has access to view Tier Il data. They do not have rights
to enter, edit, or modify data.

TXT2 Number (TXT2 #) This is the number assigned by the Texas Tier |l Program to a reporting company or entity.
There can only be one TXT2 Number per company (CN).

Wildcard A search or filter field that allows partial information to be entered and used to find
matches. The match can have the entered data in any part of the data. For instance,
entering “32” could return values such as “32”, “320”, “032”, and “0320” for a numeric
field or “32 Main Street” for an address field.

All wildcard searches require at least 2 characters to be entered.

Table 18: Glossary
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