
STEERS Air Fees Reporting Instructions 
Instructions for submitting Air Emissions and Inspection Fee basis information online 
through the State of Texas Electronic Emissions Reporting System (STEERS).   
  
 
For additional STEERS reporting information: 

Creating a user account in STEERS E-Permitting: A Guide to Creating an Account in STEERS E-
Permitting (RG-531a) 

A guide to obtaining Permits by Rule Authorizations in STEERS E-Permits: A 
Guide to Obtaining Permits by Rule Authorizations in STEERS ePermits (RG-
531b) 

 
Step 1. Access the STEERS portal. 

1. Open the STEERS welcome page at https://www3.tceq.texas.gov/steers/ 

2. On the homepage, you will see options to either log in or create a new account 

a. If a STEERS account already exists for a different program area, no need to 
create a new account. Use same log in information to report to the Air Fees 
program. Otherwise, create a new account with the STEERS portal.  

https://www.tceq.texas.gov/downloads/assistance/publications/rg-531a.pdf
https://www.tceq.texas.gov/downloads/assistance/publications/rg-531a.pdf
https://www.tceq.texas.gov/downloads/assistance/publications/rg-531b.pdf
https://www.tceq.texas.gov/downloads/assistance/publications/rg-531b.pdf
https://www3.tceq.texas.gov/steers/


Step 2. Creating a New Account. 

 
1. Click on “to create a new account.”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select “Create New Account” 

 
 
3. Follow the prompts to enter your contact information       Click “Next” 

 



 
 
**You will receive an email to verify your account. It will include an account number that 

you use in the “STEERS Account” field and a verification key URL. 
- The URL will allow you to create your password 

 
 

4. Choose security questions  Click “Save” 
 

 
Step 3. Answer Security Question. 
 

1. Enter the answer you previously provided in STEERS for the security question 
displayed on the screen.  

 
2. Click the “Go” button.  

 
**Five incorrect answers will lock your STEERS account for 24 hours. 
 

Step 4. Verify Previous Logins. 

 
Each time you login to your account, STEERS displays previous logins.  



 
 

1. Verify that you made the listed logins   Click the “YES” button  
a. If you identify a login that you did not make, contact the STEERS Help Line 

immediately at 512-239-6925 for assistance. 
 
Step 5. Select Air Emissions and Inspection Fees Program and associate IDs to the 
program area.  
 

 Note: The associated ID is the regulated entity reference number (RN) for the site.   
  
 After logging in, you will be taken to the Program Selection screen.  
 

1. Select “My Account” from the top tab menu. 
 

 
 

2. Select Air Emissions and Inspection Fees (AEIF) from the STEERS Access drop down 
and click “Go”.  Note – after IDs (RNs) are added, you will see AEIF listed under Current 
Program Area. 



 
 

3. This will bring you to your IDs (RNs) on record. If you want to add one/more IDs (RNs), 
click on “Add IDs”.  Note – if this is your first time using STEERS AEIF, there will be no 
existing IDs (RNs). 

 

 
 
 

4. This will bring you to the page below where you have the option to list other IDs under 
“Add New AEIF IDs.” 

 
5. Before you add the IDs (RNs), you must select an access type, relationship, and 



authorization to add the accounts.  Access type is described below:  
 

• AEIF Read Only – View data in the AEIF system but cannot update or submit.  
• AEIF Edit – Edit data on screen or upload delta files but cannot certify and 

submit.  
• AEIF Submit – Same as Edit but can certify and submit data. Users selecting 

Submit access will need to certify they have the authority or have been given the 
authority to submit data by an appropriately authorized person. This is a self-
certifying process, and it is the responsibility of the user to select the proper 
access and specify the proper authorization. 

 

 
 

• Since you will need to submit a STEERS Participation Agreement (See Step 6) 
every time an ID (RN) is added, it is more efficient to add multiple RNs at the 
same time. 

6. After you select the access type for each account, you may type in each ID (RN) or copy 
IDs (RNs) from another account.  

**If there is no information in connection with the RN, contact the air fees program so the 
account can be configured. 



 
 
Step 6.  Submitting the STEERS Participation Agreement (SPA) 
  
This document is used to certify that users understand and agree to all rules and requirements 
of STEERS. This must be done and submitted by:   

 
- New STEERS accounts 
- Existing STEERS accounts when adding or updating new RNs (IDs) 

 
1. If the account needs to submit an SPA, click on “My Account” on the top of the page. 

 

 
 

2. Choose if you want to sign a paper SPA or electronically sign. 
- If the user has a valid Texas driver’s license, the option to electronically sign the SPA 

may be used. 
- If the user does not have a valid Texas driver’s license, click the Paper SPA button, then 

click the Generate Your SPA button. Follow the onscreen instructions for completing and 
submitting the paper SPA. 

- Once the STEERS account is taken off probation, the user will have access to all of the 
requested functions. 
 

 
 
** The e-signature tends be approved more quickly.  
 

3. For paper SPA: 
Click on “Generate SPA” or fill out the bottom for a partial SPA. 

 



 
 

4. For e-sign SPA:  
- Fill out the information below that represents your account. 
- Once the information is entered, click “E-sign SPA.” 

 
 
 

5. You will see the following page once you are confirmed: 
 



 
 
Step 7.  Completing the Air Emissions/Inspection Fees Information. 
 
 

1. To report emissions and/or inspection fee information, go back to the STEERS home 
screen. 

a. Click on “Air Emissions and Inspection Fees.” 
 

 
 
 

 
2. Click on the RN which you would like to report fee basis information 

  

 
 

 
 
 
 
 
 
 
 



 
 
 
NOTE: In the Air Emissions and Inspection Fee form, the term “account” refers to an RN (site), 
not a STEERS account. The section “Account Information on File” lists the information that the 
program currently has on file for the RN (site).   
 

3.  Click on “Start” to begin. 
 
 

 
 

If changes need to be made to any of the information listed on “Account Information on File”, 
please update the information in the designated area by clicking the update button. 



If necessary, update the billing contact information for your account. Reminder, this email and 
address is where technical correspondence with the air fee program and invoices will be sent.  
 

 
 
Step 8. Submitting your site’s (account’s) status.  
In this section you will enter the “Account Information” that will let TCEQ know the status of the site 
(RN or account) for the reported fiscal year.   
 

1. Select the most accurate site status for the reported fiscal year. Note: in this section of 
STEERS, the RN or site status is referred to as “account” status. 

 



 

 
 
 

• Active: Site will be operational/active for any portion of this fiscal year. 
• Idle: Site will be idle for the entirety of this fiscal year 
• Sold*: If an ownership transfer has occurred and new ownership will be in effect 

during the reporting fiscal year. 
• Permanently shut down*: This site will not operate in any county in Texas and the 

site was not sold.  
• Merged: This site was merged into another site by the Air Permits Division and the 

merger will be in effect during the reporting fiscal year. 
• Does not qualify (DNQ) for either inspection or emissions fees: This site does not 

have an applicable standard industrial classification (SIC) code or SIC tier letter and 
the site is not operating under Title V conditions regardless of permit 
authorizations. 

• Not Built: This site is under construction and will not be operating during this 
fiscal year 

 
2. If the status of the site is Sold:  

• New owner information is required to continue. It is the previous owner’s 
responsibility to provide new owner information.  

• In order for the new owner information to be reflected on the invoice, the new 
company must submit a Core Data Form to Air Permits Division and Central 
Registry to officially have the name changed in the TCEQ systems. STEERS has a 
portal available to use for air permits and central registry. 

 
*Information required: Date of sale, purchasing company’s name, mailing address, contact 
person, phone number, email address, and new RN number (if applicable). Provide a new 
RN number only if the Air Permit Division issued a new RN number. Typically, when an 



ownership transfer occurs, the RN number remains the same. However, sometimes the Air 
Permits Division issues a new RN number. 

 

 
 
 
 

3. If the status of the site is Shutdown: 
• Information required: Date of shut down and the cancelled/voided air permit 

numbers corresponding to the site. 
• If the Air Permits Division have not cancelled or voided the air permit(s) for the site, 

provide an explanation why the site needs to be shut down without the permits 
being cancelled/voided. The program area will review the explanation and contact 
you with any questions. 

• For permit status: 
https://www.tceq.texas.gov/permitting/air/nav/air_status_permits.html 

• Note: Portable sites may shut down temporarily to move to another location to 
operate. If this is the case for your portable site, select another option from the drop-
down menu. “Shutdown” should NOT be selected because the site does not meet the 
definition of a permanently shut down facility.  
 

http://www.tceq.texas.gov/permitting/air/nav/air_status_permits.html


 

 
 
 

4. If the status of the site is Merged: 
• Information required: Date of merger and the RN numbers affected. 
• If the merger has not been approved by the Air Permits Division, then the site cannot 

be merged within our program area. 
• Check Central Registry to see if the merger has been processed: 

https://www15.tceq.texas.gov/crpub/ 

https://www15.tceq.texas.gov/crpub/


Step 9. Submitting Inspection Fee Basis Information. 
 

1. Use the “Select a SIC” drop down box to enter your SIC code and, if applicable, tier letter. If 
several SICs can apply to the RN, select the SIC with the highest fee rate.  

 
 
 
Step 10. Submitting the Air Emissions Fee Information. 
 

1. If the site is not operating under Title V conditions for the reporting fiscal year, then 
the answer is “No”. 

 
2. If the site is operating under Title V conditions regardless of permit authorizations 

for the reporting fiscal year, then the answer is “Yes”. 

 
 
 
 
 
 

 



If the answer is “Yes”, review the definitions below and report site-level annual 
emissions for each regulate pollutant or group of pollutants in the table below to 
establish the emissions fee basis.  Report the site’s emissions using either allowable 
emissions rates or actual emissions.  
 

a. Allowable emissions rates: Emissions limits specified in an enforceable document 
such as a permit, certified registration of emissions, or Commission Order (hereafter 
referred to as enforceable emissions limits) that are in effect during the fiscal year that 
a fee is due. This is also referred to as the site’s potential-to-emit emissions.  
 

• If a site did not submit a verifiable annual point source emissions inventory, 
then report allowable emission rates on the emissions table. 
 

b. Routine: Report actual calendar year (CY) emissions associated with planned 
activities, including routine operations, and authorized maintenance, startup, and 
shutdown activities, that occurred during the most recent full calendar year.  

 
If the site submitted a complete and verifiable emissions inventory (EI) for the 
applicable CY, then report all emissions for the last full CY in the “Actual” 
section below.  Note: If submitting an EI, emissions reported in the table below 
should be within 5 tons of the emissions reported on the EI. Any discrepancies 
between the EI and fee emissions will need to be rectified prior to the 
submission of the fee basis form. 
 

• If the site does not have enforceable emissions limits establishing allowable 
levels for regulated pollutants and the site is not required to submit an EI, then 
the site’s routine, SMSS, and EE emissions emitted during CY must be used to 
calculate the fee basis and should be reported in the “Actual” section below.  

 
• Submit actual production, throughput, or measurement records along with 

the complete documentation of the calculation methods. 
  

c. Scheduled Maintenance, Startup, and Shutdown (SMSS): Report actual emissions 
from all SMSS activities as defined in 30 TAC §101.1 that are not authorized by a 
permit and that occurred during the most recent full calendar year.  
 

• Note: Authorized MSS should be included with routine emissions, and SMSS 
should NOT be included with routine emissions. 

 
d. Emissions Events (EE): Report actual emissions from all EE as defined in 30 TAC 
§101.1 that occurred during the most recent full calendar year.  
 

 



 
 

 

IMPORTANT  

Please note the following: 
 

• Report either allowable or actual emissions. Reporting both permit allowable and actual emissions 
will result in the site being assessed a fee for the combined total of both types of emissions.  
 

Emissions Reporting Summary 

Allowable Emissions: 
 

PTE thresholds during the fiscal 
year that a fee is due. 

+ 
Emissions from all SMSS that are 

not authorized by a permit. 
+ 

Emissions from all releases due to 
EEs. 

Routine Emissions: 
 

Last full calendar year of actual 
emissions of all regulated pollutants 
from all individual emissions points 

or process units at the site. 
+ 

Emissions from all SMSS that are 
not authorized by a permit. 

+ 
Emissions from all releases due to 

EEs. 
 

• Under no circumstances may the emissions on the fee basis form be less than the actual 
emissions at the site.  
 

• A complete and verifiable annual point source emissions inventory must be submitted to 
establish the emissions fee basis using actual emissions. 

 
• The reported emissions in the emissions inventory should match the actual emissions 

reported on the fee form. 
 



Step 11. Submitting comments and attachments. 
 
 

1. Provide any comments and supporting documentation that will assist in processing and 
invoicing the site (RN) accurately. 

  
2. Use this section to upload any supporting documents.  

a. Select “Choose File” (next to “File to Upload”) to upload supporting documents such 
as the maximum allowable emissions rates table from the site’s air permit. 

b. Click “Upload File”.  

 
     
 **It will appear under the attachments section of the page at the end if uploading was successful. 

 
 
 
Step 12.  Review the site (RN) information. 
 

1. Review the site (RN) information before you submit the fee basis form. Ensure all data is 
accurate. 

 

 
 
 
 
 



 

 
 
 
 

   
Step 13. Complete the certification statement. 
 

1. Please certify that the reported fee basis information is accurate by entering your password 
and confirm the submittal.  

2. Input your password and click the “Confirm Submit” button. 
 
 
 



 
 
 
Step 14. Save the form for your records.  
 

1. Towards the end of the process, you will see a text stating to print the page.  
a. Save this page and keep for your records. This confirms the submission to TCEQ and 

the information submitted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Once a form has been submitted, the status for the site will change to “View”. 
 

 
 
 
 
 

3. By clicking on “View” you will be able to review the submitted fee basis information. 
After submitting the form, no changes can be made in STEERS. Contact the air fees 
programs if changes need to be made to the reported information. 



 

 

 
 
 

 
 
 



Step 15. Another way of viewing or retrieving the fee form for your records. 
 
STEERS stores the fee basis information reported for a site (RN) in a report called a copy of record. To 
retrieve a copy of record (COR) for a particular site go back to the “STEERS Home” and select the 
program area “Air Emissions and Inspection Fees (AEIF)”. 
 
 

 

 
 

1. Next, select “Submissions”.  
2. Enter the program area “Air Emissions and Inspection Fees”, select the Report Type 

“AEIF Fee Basis Form”  
3. Enter the ID: Enter the ‘RN number’ you would like to view. 

 

 
 



4. Select the “View COR” for the fee submittal that you would like to view. 
• If the company submitted attachments with their submittal, the attachments can also 

be viewed and obtained from this window by selecting an option from the drop-down 
menu. 
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