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How to Add the TCEQ Lab ID in STEERS 

Adding a new lab ID 
This section shows how to add a new lab ID to the STEERS account that will be used for 
reporting in E2. 

1. Log into your STEERS account. 

2. Once logged in the STEERS homepage will appear.  

Click My Account, located in the menu group above the timer bar, see figure 1. 

Figure 1. STEERS homepage header and menu bar. 

3. The STEERS Account Summary page will open, showing the STEERS Access programs for the 
account.  

4. Click on the Public Drinking Water – Laboratories link under Current Program Area, see 
figure 2. 

Figure 2. STEERS Account Summary and STEERS Access. 

5. The Public Drinking Water – Laboratories ID List page will be displayed. The lab IDs that are 
registered to this account will be listed. 

6. Click Add ID at the bottom, see figure 3. 
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Figure 3. Public Drinking Water – Laboratories ID List page. 

7. The Add New PDW Lab IDs page will be displayed, see figure 4. 

 

Figure 4. Add New PDWLAB IDs page header. 

8. Select PDW Laboratories Sign and Submit from the Access Type drop-down menu in the 
Program Status section. See figure 5.  

o NOTE: There are three Access Types but selecting the PDW Laboratories Sign and Submit 
will grant the most access. This access type grants view, create, delete, modify, sign, and 
submit. 

o Other Access Types are: PDW Laboratories Read – view only and PDW Laboratories Edit – 
view, create, delete, and modify 
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Figure 5. Program Status and Authorization sections of the Add New PDWLAB IDs page. 

9. Complete the Authorization section. See figure 5. 

10. Enter the TCEQ Lab ID for the lab in the PDWLAB IDs to Add section. See figure 6. 

o TCEQ Lab ID is the truncated accreditation number. Starting with the letter T and the 
nine digits after but leaving off everything after the first dash. 

o Example: Accreditation Certificate Number is T123456789-21-20, the TCEQ Lab ID is 
T123456789. 
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Figure 6. PDWLAB IDs To Add Section. 

11. Click the Add IDs button at the bottom, see figure 6. 

12. The Confirm Add New Public Drinking Water - Laboratories IDs will display. 

13. Review the information on the page to confirm it is accurate, see figure 7. 

Figure 7. Confirm Add New Public Drinking Water - Laboratories IDs 

14. Click the Confirm Add button at the bottom, see figure 7. 

15. The Public Drinking Water – Laboratories ID List will display, see figure 8. 

a. A message in red text will be displayed: Your PDWLAB access has been updated. 
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b. The new lab ID will be listed with the following items: the Status column will show 
probation and the Modified column will show the date the new lab ID was added. 

Figure 8. Public Drinking Water – Laboratories ID List page. 

16. Click Account Summary in the top menu bar above the timer bar, see figure 8. 

17. The STEERS Account Summary page will display, see figure 9 

18. Under the STEERS Access section, the # Probationary column will show 1. See figure 9. 

Figure 9. STEERS Account Summary page. 

19. Click E-sign SPA in the top menu bar, above the timer bar, see figure 9. 
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20. The STEERS Participation Agreement – E-sign Account page will display, see figure 10. 

21. Review the account and current lab information on the page, see figures 10. 

Figure 10. STEERS Participation Agreement – E-sign Account page. 

22. Review the new lab information and the agreement terms, see figure 11. 



Laboratory ID Update Guidance – 06/2022   Page 7 of 10 

Figure 11. New Lab Information and Agreement terms section. 

23. Complete the required information and select the checkboxes, see figure 12. 
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Figure 12. Sign Electronically with Your Texas Driver’s License (TDL) section. 

24. Click the E-Sign SPA button at the bottom, see figure 12. 

25. The STEERS Participation Agreement – E-sign Account page will display, see figure 13. 

a. Print this page if a copy of the agreement is needed. 

Figure 13. STEERS Participation Agreement – E-sign Account 

26. The TCEQ Lab ID newly added will now be ready for use. 

27. Click STEERS Home to return to the STEERS Homepage. 

28. This is the end of the process for adding the new TCEQ Lab ID. To see the newly added 
TCEQ Lab ID in E2, please continue to the next section. 
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Selecting the TCEQ Lab ID in E2 
This section is a brief preview of how to select the TCEQ Lab ID in E2 when reporting microbial 
data through the online entry form or .csv file uploads. 

29. On the STEERS homepage, click on Public Drinking Water – Laboratories (PDWLAB) to open 
E2. See figure 14. 

Figure 14. STEERS Homepage. 

30. The E2 Reporting home page will display, see figure 15. 

Figure 15. E2 Reporting Homepage 

31. Click on Laboratory, see figure 15. 

32. The Create New Reports page will display as default, see figure 16. 

a. If the lab submits microbial data using the online entry form, continue to step 34. 
b. If the lab submits microbial data by uploading a csv file, continue to step 35. 
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Figure 16. Laboratory Create New Reports page. 

33. Use the drop-down menu to select the TCEQ Lab ID to report microbial data, see figure 16. 

34. On the left side menu, select Upload Reports. See figure 17. 

Figure 17. Laboratory Upload Reports page. 

35. Use the drop-down menu to select the TCEQ Lab ID to report microbial data, see figure 17. 

o NOTE: the new TCEQ Lab ID will only show the lab name not the actual TCEQ Lab ID 
number (T123456789). 

36. This is the end of the guide. 
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