
TEXAS TIER II CHEMICAL REPORTING TRAINING:
INTRODUCTION & BACKGROUND
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TOPICS COVERED

Introduction to the Tier II Chemical Reporting Program

Background on Tier II Reporting

State of Texas Environmental Electronic Reporting System 
(STEERS) information

Fee and payment information
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TEXAS TIER II CHEMICAL REPORTING PROGRAM 

 Texas Tier II program has existed >30 years 

 Largest Tier II Program in the nation
 Over 80,000 facilities storing reportable 

amounts of chemicals

 TCEQ is the state repository for  Tier II 
reports
 In Texas, Tier II reports are submitted 

using STEERS
 TCEQ retention required for 30 years
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WHAT IS A TIER II REPORT?

 Hazardous chemical report

 Required by Federal and 
State laws

 Used by emergency planning 
and response personnel to 
determine risk in their 
communities

4Because emergency responders show up to this…



Tier II chemical disasters

West, Texas 2013 – 2015 legislation

Bhopal, India 1984 – legislation

Beirut, Lebanon 2020
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Recent Chemical
  Fires in Texas 

• West, Texas
• Baytown, Texas
• Houston, Texas
• Pasadena, Texas
• Garland, Texas
• Deer Park, Texas
• Channelview, Texas 

6

West, TX 2013 Deer Park, TX 2019Baytown, TX 2019 Houston, TX 2020

Channelview, TX 2021 Pasadena, TX 2023 Garland, TX 2023



TIER II LAWS AND REGULATIONS
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• Federal Laws
• Federal Emergency Planning and Community Right-

to-Know Act (EPCRA) – 1986 
• AKA Superfund Amendment Reauthorization Act 

(SARA) Title III 
• State Laws

• Texas Health & Safety Code Chapters 505, 506 and 
507

• Texas Disaster Act (Texas Government Code 
Chapter 418)

• Rules 
• 30 Texas Administrative Code Chapter 325

laws and regulations link

https://www.tceq.texas.gov/permitting/tier2/laws-and-regulations.html


AMMONIUM NITRATE (AN) 
STORAGE FACILITY

 After West, Texas explosion in 2013 

 State 2015 HB 942 - strengthen rules for storing 
ammonium nitrate
 Authority to inspect facilities
 Require storage of AN away from combustible 

materials
 Moved the Tier II Program to TCEQ
 Reporting to TCEQ with more stringent timeframes

 Rules apply to fertilizer grade ammonium nitrate
 Agricultural Code Section 63.151
 Facilities must register with the Office of the State 

Chemist
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https://statutes.capitol.texas.gov/Docs/AG/htm/AG.63.htm


WHO NEEDS TO REPORT?

Sites/facilities storing hazardous chemicals at or 
above the reporting threshold must file a Tier II 
Report.

Subset of chemicals classified as an Extremely 
Hazardous Substance (EHS) are assigned a threshold 
planning quantity (TPQ). 

WHAT IS A HAZARDOUS CHEMICAL?

Hazardous Chemical – 29 CFR 1910.1200(c), any 
chemical which is classified as a physical or health 
hazard, a simple asphyxiant, combustible dust, or 
hazard not otherwise classified.
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SAFETY DATA SHEET (SDS)

What is an SDS?

Detailed hazardous chemical information 
prepared by the chemical manufacturer/importer.

 Describes chemical properties, health hazards, 
protective measures and safety precautions for 
handling, storing, and transporting the 
chemical.

SDSs are required to be presented in a consistent 
user-friendly, 16-section format. 
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WHO NEEDS AN SDS?

The Occupational Safety and Health 
Administration’s (OSHA) Hazard 
Communication Standard (1910.1200) and 
Lab Safety Standard (1910.1450) both 
require an SDS be readily accessible in 
employee work area(s) during all shifts.

Laboratories, facilities or shops that use 
chemicals must obtain an SDS specific to each 
chemical used in the workplace.
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PARTS OF AN SDS

Sections of an SDS:

 Sections 1-8 provide information on 
the chemical, hazards, composition, 
emergency control measures, safe 
handling practices, and identification 
of the material.

 Sections 9-11, and 16 provide 
technical and scientific information 

 Sections 12-15 provide ecological, 
disposal, transport and regulatory 
information
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CHEMICAL ABSTRACTS SERVICE (CAS) NUMBERS 

What is a CAS Registry Number?

A CAS Registry Number is used to provide a 
unique, unmistakable identifier for chemical 
substances. It is a universal standard.

 CAS numbers are a simple, consistent and 
reliable way of identifying chemical substances.

 Each CAS number is assigned to only one 
substance.

 Helpful since chemicals can be described in 
many ways. 
 Examples: molecular formula, shipping name, 

systematic name, proprietary or trade names 
etc.  

13

CAS numbers
 are included
 on all SDS



CHEMICAL CAS NUMBERS

Where is the CAS number found on my SDS?

Effective June 1, 2015, OSHA requires that manufacturers and importers 
ship SDS's in the 16-part standardized Globally Harmonized System (GHS) 
format that includes CAS numbers as a required element in Section 3.

OSHA regulations for SDS
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https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1200AppD
https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1200AppD


HAZARDOUS CHEMICALS AND EHS
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Hazardous 
chemical*

No list

Millions of chemicals

Reporting threshold 
is 10,000 or more lbs

Extremely Hazardous 
Substance

EPA LIST: 40 CFR 355, Appendix A & B

355 EHS chemicals

500 lbs. or TPQ, whichever is less

*Includes chemicals stored for recycling

https://www.govinfo.gov/content/pkg/CFR-2011-title40-vol28/pdf/CFR-2011-title40-vol28-part355-appA.pdf


EHS LISTS: 
APPENDIX A AND B
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40 CFR 355
Appendix A and B are the same 
list but are organized differently.
• A – Listed in alphabetical order
• B – Listed by CAS Number

TPQ – 500 lbs or TPQ, whichever is less

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&SID=23cf00249b1900506e81ef4fb1541855&ty=HTML&h=L&n=pt40.28.355&r=PART


COMMON EHS CHEMICALS 

Common EHS Chemicals – CAS Numbers

 Ammonia –  CAS# 7664-41-7

 Chlorine – CAS # 7782-50-5
 Gas under pressure

 Sulfuric acid – CAS # 7664-93-9
 Battery guidance

NOT EHS Chemicals

 Chlorine bleach is sodium hypochlorite 
 CAS # - 7681-52-9

 Commercial ammonia is ammonium hydroxide 
 CAS #1336-21-6
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https://www.tceq.texas.gov/permitting/tier2/am-i-regulated
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https://www.tceq.texas.gov/permitting/tier2/am-i-regulated


REPORTING GAS AND DIESEL FUEL

Retail Fuel Stations – higher reporting thresholds
 Gasoline reportable at 75,000 gallons
 Diesel reportable at 100,000 gallons

 Conditions for retail fuel stations:
 Sells to the public for motor vehicle use on land
 Must be underground, no above ground tanks 

on site
 In full compliance with UST regulations

Non-retail fuel sites - reportable at 10,000 lbs
 Gas* = ~1,600 gallons 
 Diesel* = ~1,400 gallons
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Weight Converter

https://www.tceq.texas.gov/permitting/tier2/weight-converter


WHAT IS NOT 
REPORTABLE?

• Hazardous waste – as defined by 42 US Code 6901 
(Resource Conservation and Recovery Act)

• Tobacco or tobacco products

• Wood or wood products in the same form and 
concentration as is distributed to the general public

• Articles – manufactured item formed to specific 
shape/design that has end-use functions based on its 
shape/design does not result in exposure 

• Food, drugs, cosmetics, or alcoholic beverages in a 
retail food sale establishment for consumer use

• Food, drugs, or cosmetics intended for personal 
consumption by an employee while in facility

• Hazardous Consumer Products – as defined by 15 US 
Code 2051
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WHAT IS NOT 
REPORTABLE

 Any drug, as defined by the Food & Drug 
Administration (FDA), in solid final form for direct 
administration to a patient (tablets, pills)

 In Transit – pipeline, highway, railway 

 Hazardous substance in sealed package and not in 
facility longer than 5 days (does not apply to EHS)

 Radioactive waste

 Used in a research laboratory or hospital under the 
direct supervision of a technically qualified individual 
(physician, nurse, etc.)

 Routine agricultural operations

 Fertilizer held for sale by a retailer to the ultimate 
consumer in finished form

 Ionizing and nonionizing radioactive material

 Does not meet threshold reporting amount
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Annual Initial Update Deficiency 
Correction (DCR)

Required every year 
for each facility with 
reportable chemicals 
onsite that year

Required if adding 
reportable chemical 
to facility, OR if new 
facility begins 
operation 

Required if changes 
made to previously 
reported information: 
facility, contacts, or 
chemicals 

Tier II staff review 
reports for 
compliance 

A DCR is sent when 
errors are found

Due: Jan.-Mar. 1st 
every year

Due: 90 days* 
operation start date, 
or when new 
chemical added

Due: 90 days* from 
when you store the 
chemical

Due: We request 
deficiencies are 
corrected within 30 
days of notice

22*Ammonium nitrate facilities must report within 72 hours

TYPES OF TIER II REPORTS



TIER II ANNUAL REPORTING  TIMELINE

Dec Jan. Feb. Mar. Apr. May June July Aug Sept Oct Nov Dec Jan. Feb. Mar

23

2025 20262024

2024 
Annual report due

Jan. 1- Mar. 1

2025 
Annual report 

due
Jan. 1- Mar. 1Federal Law requires that Annual Reports 

are submitted to the SERC (TCEQ), LEPC, 
and the local Fire Department between 
January 1st and March 1st of each year

Can create 
draft Nov. 1



INITIAL AND UPDATE REPORT TIMELINES

Dec Jan. Feb. Mar. Apr. May June July Aug Sept Oct Nov Dec Jan. Feb. Mar

24

2025 20262024

New chemical or 
facility added*

Initial 
Report 

(90 days)

*Ammonium Nitrate – 72 hrs

Change in 
reported 

information*

Update Report 
(90 days)

• Initial and update 
reports can be filed 
anytime of the year.

• New facilities or 
chemicals can be added 
to your annual. 

• If new facilities or 
chemicals are added 
after April 1st – an Initial 
report is required.



TIMING YOUR ANNUAL REPORT

 We highly encourage users to submit their reports 
prior to the March 1st reporting deadline.
 The Federally designated deadline cannot be 

changed.

 Multiple Agency programs share a similar reporting 
deadline which can put pressure on shared Agency 
resources like the STEERS team.

 Give yourself time to address potential reporting 
issues related to STEERS access.
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WHERE TO SUBMIT A COPY OF YOUR TIER 
II REPORTS

Tier II Reports must be submitted to: 

1. TCEQ (serves as the SERC) – the 
state repository for Tier II reports
 Reports are submitted using 

STEERS

2. The LEPC

3. Local Fire Department

26

The 
LEPC

LEPC and Fire Department Lists

https://www.tceq.texas.gov/permitting/tier2/tier-ii-reporting-to-local-emergency-planning-committees-and-fire-departments
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WHAT IS ON A TIER II REPORT?

Facility Information:

• Owner/operator info

• Facility address and 
Lat/Long coordinates

• North American Industry 
Classification System 
(NAICS)

• EPCRA 302 and Risk 
Management Program 
(RMP)

• TCEQ identifying numbers

Chemical Information:

• Chemical name, physical 
properties & health effects

• Chemical amount range, 
maximum & average

• Precise locations of 
hazardous chemicals 
within the facility

Contact Information: 

• Required contacts: 
Owner/operator, Tier II 
information contact, billing 
contact, emergency 
contact 

• Required contact only if 
subject to EPCRA 302: 
Facility Emergency 
Coordinator
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TCEQ IDENTIFYING NUMBERS

 Customer Number (CN) – assigned to the owner/operator of the facility 
 Each CN can only be affiliated with one TXT2 

 Regulated Entity Number (RN) – assigned to the facility
 Facility - all buildings, equipment, structures located on a single site or on 

contiguous or adjacent sites 
 RN is unique to the address or location – the RN is only for that address

 Texas Tier II (TXT2) Number – assigned to the owner/operator of the facility
 Each TXT2 can only be affiliated with one CN
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WHAT IS REPORTED: FACILITY INFO

 Facility owner/operator - CN

 Facility Name – RN

 Facility Address (includes street address or driving directions, city, 
county, zip code)

 Facility Lat/Long – location should match facility address

 Manned/Unmanned

 NAICS code

 Operation begin and end date
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WHAT IS REPORTED: FACILITY INFO

 Is your facility subject to Emergency Planning under EPCRA 302? 
 EHS amount at its TPQ
 Example: Chlorine TPQ = 100 lbs 

 List of EHS chemicals and their TPQ

 Is your facility subject to Risk Management Program (RMP) Section 112(r) 
Clean Air Act?
 RMP list – Chlorine = 2,500 lbs threshold
 https://www.epa.gov/rmp

31

https://www.govinfo.gov/content/pkg/CFR-2016-title40-vol30/pdf/CFR-2016-title40-vol30-part355-appA.pdf
https://www.epa.gov/rmp


WHAT IS REPORTED: CHEMICAL INFO

 Chemical name

 CAS number

 Chemical physical properties & health effects
 Solid, liquid or gas
 Mixture or pure
 Health effects and hazards

 Chemical amount range, maximum & average

 EHS – STEERS will automatically recognize a chemical as an EHS
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WHAT IS REPORTED:
CHEMICAL HEALTH EFFECTS AND HAZARDS

 Use your SDS when filling out 
your Tier II report

 Chemical manufacturers, 
distributors, or importers SDSs 
for each hazardous chemical to 
users to communicate 
information on these hazards

 OSHA Parts of an SDS

 Section 2: Hazards 
identification

33

https://www.osha.gov/sites/default/files/publications/OSHA3514.pdf


WHAT IS REPORTED: CHEMICAL MIXTURES

 40 CFR 370.14 provides the framework for reporting chemicals as a 
mixture and is accessible from our Hazardous Chemicals webpage

https://www.ecfr.gov/current/title-40/section-370.14 

 Common mixtures include lead acid batteries
 Battery Guidance document on our website for battery reporting

https://www.tceq.texas.gov/permitting/tier2/hazardous-chemical-
information

34

https://www.ecfr.gov/current/title-40/section-370.14
https://www.tceq.texas.gov/permitting/tier2/hazardous-chemical-information
https://www.tceq.texas.gov/permitting/tier2/hazardous-chemical-information


CHEMICAL 
STORAGE 

LOCATIONS

 The precise locations of reportable hazardous 
chemicals within the facility
 Acceptable descriptions: written description, 

site plan with coordinating description
 Examples covered in later training module

 The storage locations should be precise enough 
that emergency response personnel can easily 
locate the chemical.
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WHAT IS REPORTED: CONTACTS

 Emergency Contact – 2 unique phone numbers
 1 number must be a 24-hour number, cannot be 911
 Other number can be any different number
 Must be a local individual

 Tier II Information Contact

 Owner/Operator Contact

 Billing Contact

 Facility Emergency Coordinator
 If an EHS is present at its TPQ (subject to EPCRA 302)

*Phone, address, email for each contact
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TIER II REPORT FEES

 Fees for Annual and Initial reports only
 No initial fees for public employers

 Fees are based on:
 Type of facility – based on NAICS code

 Manufacturer
 Non-Manufacturer
 Public Employer

 Number of facilities
 Number of chemicals

 A paper invoice is mailed to the billing 
contact, if invoice is not paid via e-pay

Facilities that are both manufacturing &  
non-manufacturing are billed at 
manufacturing rates
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PAYMENT 
INFORMATION

E-Pay - TCEQ's online payment system
https://www3.tceq.texas.gov/epay/index.cfm

 Credit card payments have services fees 
(~2.25%) 

 Can use ACH (electronic bank transfer) with no 
service fees

 Can accept payments up to $80,000

38

https://www3.tceq.texas.gov/epay/index.cfm


FEE CONSOLIDATION

Fee consolidation for multiple facilities 
owned by one operator:

 Must have fewer than 25 chemicals

 Must be filed by single operator on 
the same report

 Manufacturer can consolidate 2 
facilities (one payment of $100)

 Non-Manufacturer can consolidate 3 
facilities (one payment of $50)

 Public Employer can consolidate 7 
facilities (one payment of $50)
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PENALTY AND INTEREST ON DELINQUENT FEES

Tier II Fees follow TCEQ rules on billing:

a) A penalty of 5.0% of the fee due shall be imposed on a person who fails to 
pay a fee required under this title when due, and, if the person fails to pay 
the fee within 30 days after the day on which the fee is due, an additional 
5.0% penalty shall be imposed.

b) Delinquent fees accrue interest beginning on the 61st day after their due 
date.

c) The yearly interest rate on all delinquent fees required under this title is 
the prime rate plus one percent, as published in the Wall Street Journal on 
the first day of each calendar year that is not a Saturday, Sunday, or legal 
holiday.

d) Penalties and/or interest under this section may be waived by the 
executive director for good cause.
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https://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=30&pt=1&ch=12&rl=Y


DEFICIENCY CORRECTION REPORTS

 Tier II Staff review submitted Tier II Reports for potential compliance issues.

 If Tier II Staff determine that your report needs additional information or 
clarification, a Deficiency Correction Report (DCR) is created.
 The Tier II contact listed in the report will receive an email listing any deficient 

items in the report. 

 Timeframe to make corrections: 30 days from deficiency correction email 
notification

o  To be considered in compliance, you must make requested corrections and 
submit the DCR.
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DEFICIENCY CORRECTION REPORTS

Deficiencies are broken down into three categories: 

1. Facility examples:
 Are the facility latitude and longitude coordinates accurate?
 If no street address, are driving directions provided?

2. Chemical examples:
 Is a map provided or if not, are precise chemical locations 

provided? Can they be used by emergency planners or response 
personnel?
 Are all EHS chemicals listed as EHS?

3. Contact example:
 Emergency contact must be an individual, not a company.
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DEFICIENCY CORRECTION REPORTS

 Click on the blue “Deficiency Correction” draft report that was created for 
you to address the deficiencies. 

 You must send a copy of the corrected report to your LEPC and local fire 
department. Deficiency Corrections do not require a fee.
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TIER II INVESTIGATIONS

Your facility is subject to investigation, per 30 TAC §325.4. 
Compliance Inspections 

 Your Tier II report should match the reportable chemicals onsite
 If you get new chemicals onsite – Initial report is required within 90 days*
 If you have a new facility – Initial report is required within 90 days*
 If you have updated or new information for your facility, contacts or chemicals - 

Update report required within 90 days*
 Chemical storage locations should match your Tier II report – investigators 

should be able to easily locate chemicals

*Ammonium nitrate facilities must report within 72 hours
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https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=30&pt=1&ch=325&rl=4


TIER II INVESTIGATIONS: 
HELPFUL TIPS

• Submit your Tier II Annual Report on time (Jan. 1 – Mar 1).
• Keep a copy of the most current report accessible on site.
• Ensure the facility information is correct.
• Ensure the chemical locations are accurate and matches what is on the report.
• Review contact information and update any contacts, if necessary.
• If new chemicals were added or a new facility opened, submit an Initial Report 

within 90 days.
• If existing report data changes, submit an Update Report within 90 days of 

the change.
• Submit a copy of each submitted Tier II report to your local fire department 

and LEPC.
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TRAINING AGENDA

 Tier II Introduction and Background

 STEERS Account Setup

 Using the Tier II Core Data Application

 Using the Tier II Reporting Application

 Open Q&A and Live Demonstrations
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STEERS ACCOUNT INFORMATION 

TIER II CHEMICAL REPORTING PROGRAM TRAINING
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TOPICS COVERED

STEERS account overview

How to create a STEERS account

Adding Tier II programs to your STEERS account

STEERS Participation Agreement (SPA) information
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STEERS ACCOUNT INFORMATION

STEERS = State of Texas Environmental Electronic Reporting System 

STEERS portal: https://www3.tceq.texas.gov/steers/

 STEERS accounts are individual accounts, not company accounts.

 STEERS accounts must be renewed every 2 years.
 An account renewal email will be sent by STEERS
 Please keep your STEERS account email current, so you can receive 

account notifications
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https://www3.tceq.texas.gov/steers/


STEERS REMINDER EMAIL EXAMPLE
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• STEERS is a system used to access 
multiple electronic reporting 
programs within TCEQ.

• STEERS accounts are created for 
individual users, not companies, 
due to electronic signatory 
requirements.

• Individuals request reporting access 
for different program areas, for 
example, Tier II. 

PST
Tier II

IHW

AEIR

The STEERS “Umbrella”
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WHO SHOULD I CONTACT FOR HELP?

Contact STEERS:

• Locked/expired STEERS 
account

• Forgot STEERS account 
number, password and/or 
answers to security 
questions

• Status of mailed paper SPA 
(processed by STEERS)

• Did not receive verification 
or password reset emails

Contact Tier II:

• Assistance adding Tier II 
applications to your active 
STEERS account

• Questions about access 
roles to Tier II applications 
(primary vs secondary, etc)

• Assistance submitting your 
drafted Tier II report
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STEERS CONTACT INFORMATION

STEERS Team Contact 
Information:

Phone: 512-239-6925

Email: steers@tceq.texas.gov

53

mailto:steers@tceq.texas.gov


REPORTING QUICK STEPS FOR NEW USERS

 Create an individual STEERS account

 Complete personal account information

 Set account security questions

 Email is sent to set up password
 Open email, set password and write it down with your Electronic Reporting 

(ER) number

 Add Tier II application(s) to your account

 Sign a SPA
 Application access is probationary until SPA is signed and approved
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GO TO THE STEERS WEBSITE
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https://www3.tceq.texas.gov/steers/


CLICK “I NEED TO CREATE A NEW ACCOUNT”
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CLICK THE BUTTON “CREATE A NEW ACCOUNT”
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COMPLETE INFORMATION AND CLICK NEXT
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*Required Field

Hint: You do not 
have to complete 
anything that is 

not required



CLICK “NEXT” AFTER REVIEWING DATA
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STEERS CHECKS FOR DUPLICATE ACCOUNTS 
CLICK “NEXT”
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SELECT STEERS ACCOUNT SECURITY QUESTIONS

61

Your user ID is your 
individual ER number. You 
will use this number to 
sign into STEERS.

The ER number is emailed 
when your account is 
created.

Write down your ER 
number.



SET YOUR STEERS PASSWORD
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• The next screen prompts you to add or modify a program
• We recommend setting your password FIRST!



SET YOUR STEERS PASSWORD:
EMAIL RECEIVED WITH YOUR ACCOUNT INFORMATION
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Click on this link to set 
your password in 
STEERS

This email contains:
• Your account number 

(ERXXXX) for STEERS
• Information on the SPA
• Online help manual



SET YOUR STEERS PASSWORD
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• Create a password 
and confirm it

• WRITE it down



STEERS PASSWORD IS SET
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STEERS HOME PAGE AFTER LOGGING IN
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REMINDER: you will not have any 
programs added to your STEERS 
account yet

Reminder that your account 
is on probation until a 
STEERS Participation 
Agreement (SPA) is 
submitted and approved



IF YOU CHOOSE TO ADD OR MODIFY A 
PROGRAM BEFORE SETTING A PASSWORD
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Your user ID is your ER 
number. You will use 
this number to sign into 
STEERS.



YOU HAVE 
CREATED YOUR 
STEERS 
ACCOUNT!

NEXT STEPS… Sign 
and 

submit

Sign and submit your STEERS 
SPA - anytime a change is 
made in your STEERS account 
• E-SPA
• Paper SPA

Add

Add Tier II Application(s) that 
you need
• Tier II Core Data Application 
• Tier II Reporting Application
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BE AWARE OF COUNTDOWN TIMER

If your STEERS session has timed out or expired, then you will need to log back 
in before adding or modifying a program.

69

20-minute countdown timer.



LOGGING INTO STEERS AFTER ACCOUNT SETUP

 Go to STEERS webpage: https://www3.tceq.texas.gov/steers/

 Log in with your user ID (ER number) and password

 Verify your account by answering a security question

70

https://www3.tceq.texas.gov/steers/


LOGGING INTO STEERS AFTER ACCOUNT SETUP

71

Verify your 
past logins



STEERS HOMEPAGE

 Go to “My Account” 
to add applications

  OR

 If you have existing 
applications added, 
they will be located 
here
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SELECT A PROGRAM TO ADD OR MODIFY
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TIER II 
APPLICATIONS

IN STEERS

1. Tier II Core Data – used to create or link 
TCEQ identification numbers 

Examples:
• Need to create a new RN for a site
• Need to create a new CN or TXT2
• Need to affiliate an RN to your existing 

CN/TXT2
*this application may not be needed

2. Tier II Reporting – use to create and submit 
your Tier II Report
 Application used for Tier II Reporting

*this application is required
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ACCESSING THE TIER II CORE DATA 
APPLICATION
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ADD THE TIER II CORE DATA APPLICATION:
LOG INTO STEERS

 Sign into your STEERS account

 Click “My Account”

76



ADD THE TIER II CORE DATA APPLICATION:
SELECT APPLICATION FROM DROP DOWN MENU
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• Tier II Core Data – 
used to create or link 
TCEQ Agency 
numbers (CN, RN, 
and/or TXT2). 

• NOT used to submit 
Tier II reports.

Select Tier II 
Core Data



ADD THE TIER II CORE DATA APPLICATION:
AUTHORIZATION PAGE
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Select access type 

Select an authorization

Select a description



ADD THE TIER II CORE DATA APPLICATION:
CHOOSE ACCESS TYPE

Available Access Types:

• Read Only – view only
• Edit – view, create, delete, modify, and pay
• Preparer – view, create, delete, modify, and submit
• Sign – view, create, delete, modify, sign, and submit

• Please Note: Someone must have “sign” authority. All Core Data 
applications must be signed before submission. 
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ADD THE TIER II CORE DATA APPLICATION:
AUTHORIZATIONS

80

Choose what best 
represents your employer’s 
relationship to the facility or 
parent company. Please 
note: the “other” option 
WILL require an 
authorization from the listed 
account holder.

This is the only authorization 
that will not require a 
different individual to 
authorize you or submit 
information.



SELECTING “OTHER”
THIRD PARTY AUTHORIZATION
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Information must match 
the authorizing STEERS 
account credentials



PROBATIONARY TIER II CORE DATA ACCESS

 Access is probationary until a SPA is signed (covered later)
 Any time an application is added to your STEERS account, a new SPA is 

required

82



NEXT 
STEPS

Sign 
and 

submit

Sign and submit your STEERS 
SPA - anytime a change is made 
in your STEERS account 
• E-SPA
• Paper SPA

Add Add the Tier II Reporting 
Application
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ACCESSING THE TIER II REPORTING 
APPLICATION

84



HELPFUL 
HINTS

 NOTE:  Before adding the Tier II Reporting 
application, your facilities (RNs) must be 
linked or associated the customer (CN) & Tier 
II Account (TXT2#)

 If you reported last year and nothing has 
changed – proceed to Tier II Reporting
 If you have not reported before – you will 

need to use the Core Data Application to 
obtain or link your CN, RN, and TXT2 numbers
 If you have a change in ownership of a facility 

- you will need to use the Core Data 
Application to link your CN, RN, and TXT2 
numbers
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ADD THE TIER II REPORTING APPLICATION

 From the STEERS homepage, click on “My Account”
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ADD THE TIER II REPORTING APPLICATION:
SELECT TIER II REPORTING

 The Tier II Reporting application is used to create and submit Tier II 
reports

87

Select Tier II 
Reporting



ADD THE TIER II REPORTING APPLICATION:
ACCESS TYPE AND 
AUTHORIZATION
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1 - Select Access Type

2 – Select Description

3 – Select Authorization

4 – Select Tier II IDs to 
add (CN numbers)



TIER II REPORTING “ACCESS TYPES”
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1. Read-Only – not a valid choice
2. Preparer – can create and edit report data only (no sign/submit authority)
3. Secondary – can create, edit, sign and submit reports
4. Primary – can create, edit, sign and submit reports, and is responsible for 

authorizing all other access types for the account



TIER II REPORTING ACCESS TYPES

Primary – there can be only ONE primary 
user per CN/TXT2. 

The Primary user authorizes all other 
access to the account. 

Secondary
Unlimited users

Preparer
Unlimited users

Read-only
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Sign/Submit

Not a valid choiceCreate/EditSign/Submit



ADD TIER II REPORTING APPLICATION:
AUTHORIZATIONS

91

This is the only authorization that will grant you the 
required access for the Primary and Secondary roles.

Select a description

Only select this option if PREPARER role was selected



ADD THE TIER II REPORTING APPLICATION:
ADD TIER II IDS
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This is used to copy IDs 
internally from employees 
within the company

Enter in the CN number(s) for 
the facilities (RN) you want 
included in your Tier II Report 
and click “Add IDs” 



ERROR: TIER II IDS TO ADD
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If you get this error, then 
your Customer Number (CN) 
does not have any Tier II 
facilities (RNs) associated to 
it.

You will need to use the Tier 
II Core Data application to 
affiliate your CN, RN and 
TXT2 numbers.



CLICK ON CONFIRM ADD
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ADD THE TIER II REPORTING APPLICATION:
PROBATIONARY ACCESS
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• Add IDs – click on this if you want to add more IDs to your account
• Modify IDs – click on this if you need to modify an ID
• Cancel – if complete, select cancel

Status is probationary until a new 
SPA is signed.



STEERS ACCOUNT SUMMARY
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Reminder that you are 
on probation until you 
submit a SPA



NEXT STEPS
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Sign and submit a SPA

• A new SPA is required any time a change 
is made in your STEERS account 
o  Electronic SPA (e-SPA)
o  Paper SPA



WHAT IS 
A SPA?

The STEERS Participation Agreement (SPA) is a 
signed document which removes probationary 
status for program areas.

The SPA is used to confirm the identity of the 
person requesting access.

By signing the SPA, you are confirming your 
signatory authority.
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SIGN THE SPA (E-SPA OR PAPER)

 Navigate to the My Account 
tab

 Select one of the SPA 
options
 Electronic SPA
 Paper SPA

99



E-SPA VS. PAPER SPA

 E-SPA: You must have a valid Texas Drivers License (TDL) for this option.
 Verifies information with TxDPS database.
 Must use most recently issued TDL as the Audit Number will be unique to it.
 Can only be submitted once within a 15-minute span, and results are 

instantaneous.

 Paper SPA: SPA must be printed, signed, and mailed in.
 TCEQ mailing addresses listed on document.
 Wait times dependent on mailing time and STEERS team processing time.
 Mail in the “wet-ink” copy, not a scanned version of your signed document.
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IN-STATE ELECTRONIC SIGNATURE OPTION
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Check 
both 
boxes



PAPER SPA OPTION
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 Complete the form, 
print, sign and date 
the SPA



SPA NOTES

 Wait to sign your SPA until you 
have added all applications in 
STEERS

 Wait to sign your SPA until you 
after you have added all Customer 
Numbers

 Any changes to your STEERS 
account require resigning the SPA
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REQUESTING PRIMARY ACCESS

 Primary users for an account are approved by 
the Tier II Team at the TCEQ. 

 Approval should be granted within one business 
day.

 If another individual is already listed as Primary 
for the account, Tier II staff may reach out to 
confirm the primary replacement.
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REQUESTING SECONDARY OR PREPARER 
ACCESS

105

 After adding a CN to the Tier II Reporting application, Secondary and Preparer 
users must wait for access approval from the Primary account holder.
 TCEQ employees cannot approve Secondary or Preparer access.

 The primary user will receive email reminders to approve these roles.
 We recommend you also contact the Primary user for faster approval.

 If there is no primary user to approve the request, you will be sent an email 
notification.
 In this case, a primary user must be added first.



USING THE TIER II CORE DATA 
APPLICATION

TIER II CHEMICAL REPORTING PROGRAM TRAINING

106



TOPICS COVERED

Revisit TCEQ Identifying Numbers 

How to create CNs, RNs, and TXT2s

Steps to create and submit a Tier II Core Data application
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TCEQ IDENTIFYING NUMBERS

 Customer Number (CN) – assigned to the owner/operator of the facility 
 Each CN can only be affiliated with one TXT2 

 Regulated Entity Number (RN) – assigned to the facility
 Facility - all buildings, equipment, structures located on a single site or on 

contiguous or adjacent sites 
 RN is unique to the address or location – the RN is only for that address

 Texas Tier II (TXT2) Number – assigned to the owner/operator of the facility
 Each TXT2 can only be affiliated with one CN
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AGENCY NUMBERS VISUAL

The Big Company 
Inc (CN123456789)

Austin Store 
(RN100000001)

Houston Store 
(RN100000002)

Dallas Store 
(RN100000003)

TXT2# 123456
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TCEQ NUMBERS AND TIER II CORE DATA

 TCEQ numbers (CN, RN or TXT2) must be 
created if they do not exist.

 TCEQ numbers are linked together to 
connect a company, its facilities, and 
associated agency programs.
 Tier II Core Data application is used to 

create and link TCEQ numbers.

 All TCEQ data is stored in the Central 
Registry Database.
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Owner/ 
Operator (CN)

TCEQ Program 
ID (TXT2#)

Facility/Site 
(RN)



 If you acquire a new facility, it may or may not have an existing RN number.
 If it has an existing RN number, then you would affiliate it to your CN and 

TXT2.
 RN numbers correlate to an address, there should only be one RN 

number per address or location.
 If you purchase or begin operating a facility that already has an RN 

number, use that number – do not create a new RN number.

 All CN, RN and TXT2 numbers will be created when you sign/certify the 
application
 Notice of Approval (NOA) is created with these new numbers – save this 

for your records

CORE DATA TIPS
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TCEQ Core Data Form and Instructions

TIER II CORE DATA APPLICATION (IN STEERS) 
VS CENTRAL REGISTRY CORE DATA FORM

112

Tier II Core Data 
application in STEERS

• Required to create and/or link 
CNs, RNs, and TXT2s for Tier 
II Reporting only

Central Registry Core Data 
Form (CDF)

• Used to update information 
for an existing CN or RN for 
other program areas

• Cannot be used to create TXT2 
numbers or associate RN and 
CN numbers to a Tier II 
Account

https://www.tceq.texas.gov/permitting/central_registry/guidance.html


TCEQ’S CENTRAL REGISTRY DATABASE

 TCEQ Central Registry (CR) Database: https://www15.tceq.texas.gov/crpub/

 Search the CR database to determine if your facility has existing agency 
numbers
 Your company/facility is searchable if it is regulated by another agency 

program
 If your company/facility is only associated with the Tier II Program, then it 

will not be found in the CR database
Note: Tier II Data is confidential and will not be displayed in CR

 The Tier II Core Data application searches for duplicate RNs and CNs

 Contact the Tier II Program for issues
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https://www15.tceq.texas.gov/crpub/


USING TIER II CORE DATA APPLICATION 

114

If the Tier II Core 
Data Program is 
not listed here, 
then it has not yet 
been added

Log back into STEERS and select the Tier II Core Data application



BEGIN A TIER II CORE DATA APPLICATION

 Select “I want to: Fill Out” button
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SELECT BUBBLE “CREATE APPLICATION”
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Click on bubble

Select Next

NOTES:
• The “Activities” button takes you back to start a new application
•  There is no fee for Tier II Core Data



APPLICATION INFORMATION
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This is for other 
STEERS account 
holders to be able to 
access and work on 
this application

Select “Next”



SEARCH FOR THE SITE
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Select one of the three 
options for RN:
• “Option 1” is used when 

you know your RN 
number

• “Option 2” is used when 
you know an 
authorization number for 
the RN (example permit 
number)

• “Option 3” is used when 
you need to create a new 
RN or when you are not 
sure if a RN exists.

• Enter the information and 
select next

Note: If you have an RN but 
cannot locate it, please 
contact the Tier II Staff for 
assistance.



CREATING A NEW RN

 REGISTRATION SITE INFORMATION 
 Ignore the “Copy RE Information” – this is 

only used when you are using a known RN 
that has information already
 Facility/Site Name – the name should not 

include organizational endings (e.g. INC, CO, 
LP, COMPANY or COMPANIES, etc)
 Once complete, click on “Copy Site 

Information” to populate the information 
under “REGULATED ENTITY SITE 
INFORMATION”
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PHYSICAL LOCATION DESCRIPTION (PLD)

 If a facility does not have a USPS-
verified address, a PLD (Physical 
Location Description) is required.

 Select “No” for “Does the site have a 
physical address?”
 You can then enter a PLD

Rules on PLD requirements
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https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=30&pt=1&ch=325&rl=3


PLD CONTINUED

 A physical location description should be driving directions from the nearest 
major intersection or town

 Please follow TCEQ Core Data Standards!
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https://www.tceq.texas.gov/assets/public/permitting/centralregistry/10400-stds.pdf


LATITUDE AND LONGITUDE COORDINATES

 For latitude and longitude 
coordinates, use at least 4 decimal 
places

 To plot the latitude and longitude 
coordinates of your facility, you can 
use the TCEQ Location Mapper
 There is a User Guide available at 

the link above!
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https://www.tceq.texas.gov/gis/hb-610-viewer


TCEQ LOCATION MAPPER

Click the “Location 
Mapper” button
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TCEQ LOCATION MAPPER

Enter the facility 
address and click the 
search button
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TCEQ LOCATION MAPPER

Click the three dots and 
“Add a marker” to 
determine latitude and 
longitude coordinates
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TCEQ LOCATION MAPPER

Click the marker to 
view the coordinates
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LOCATION MAPPER GALLERY

 To view the different map 
layers, click here to open 
the Basemap Gallery

 Click on a basemap to 
view it
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NAICS CODES

What is a NAICS Code?

• NAICS stands for North American Industry 
Classification System, and it is used 
throughout North America to classify 
businesses with a six-digit number based on 
the primary type of work the business 
performs.

How do I find my NAICS Code?

• Use the NAICS Code Lookup
128

https://www.naics.com/naics-identification-help/


IF USING AN EXISTING RN – 
COPY RE INFORMATION
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• Clicking this will copy the 
“REGULATED ENTITY SITE 
INFORMATION” from below into 
this area. 

• Check the copied data and 
make updates, if needed.

• Then click “next” at the bottom 
of the page.



COPY SITE INFORMATION
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• Select “Copy Site Information” if 
you are using Option 3 (unsure if 
there is an existing RN)

• Complete the data with red 
asterisk (*)

• Click on Next/Save to go to 
Customer Information (CN)

• You can update the facility name 
for the Tier II program, if desired

• Reminder: no organizational 
endings (LLC, LP, CO, etc.)

• Verify the latitude and longitude 
coordinates reflect the facility site 
location (required for Tier II)



CUSTOMER 
INFORMATION

131

Select one of the three options for CN:
• Option 1 is used when you know 

your CN number
• Option 2 is used when you know an 

authorization number for the CN 
(example permit number)

• Option 3 is used when you need to 
create a new CN or when you are 
not sure if a CN exists

• Enter the information and select next



STEERS CHECKS FOR POTENTIAL DUPLICATES
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If this is your company, select the 
provided CN

If not a duplicate, select New 
Customer

Select 
“Next”



COMPLETE CUSTOMER INFORMATION 
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bottom portion of pagetop portion of page



RESPONSIBLE AUTHORITY CONTACT 
INFORMATION
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Complete the contact 
info, mailing address, 
and certify the 
responsible authority 
info



TXT2 NUMBER
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Select Yes if you 
have a TXT2 number
Select No if you need 
a TXT2 number

NOTE: 
• A CN can only have one TXT2 Number and one TXT2 Number can only have one CN
• If your CN already has a TXT2 number, it should auto populate

Select “Next/Save”



THE APPLICATION IS READY TO BE SIGNED
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If you are filing multiple 
applications, then select “Fill Out” 
to create a new application that 
can be signed later

To select your 
application to sign, 
check the box 
under select

Click to sign
*If you do not see the sign button, then you do not 
have the “Tier II ePermits Sign” role



SIGNATURE PAGE
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Check certification box

Enter STEERS password

Apply Electronic Signature



SUBMIT THE CORE DATA APPLICATION
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When done, select 
the “submit 
reference 
number” bubble, 
and click Next

If creating multiple applications, 
this will allow you go back and 
create more.

Then they can all be submitted at 
one time.



SUBMIT THE CORE DATA APPLICATION
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Notes:
• Do not use the web browser back button
• Click “submit” button once on this page and wait until processing is complete 
• When processing is complete you will be on the “Authorization” page

 



CORE DATA SUBMISSION AUTHORIZED
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After saving approval letter 
below, to leave the page select 
Activities to fill out another 
application or select STEERS 
Home to return to STEERS



NEXT 
STEPS
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You’re ready to begin your 
Tier II report!



USING THE TIER II REPORTING 
APPLICATION

TIER II CHEMICAL REPORTING PROGRAM TRAINING
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TOPICS COVERED

Tier II Reporting application overview 

How to create a draft Tier II report

Step-by-step facility, chemicals and contacts walk-through

Submitting the draft report and export options
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BEFORE GETTING STARTED:
WEB BROWSER COMPATIBILITY

Important! 

The STEERS Tier II Online Reporting application is compatible with 
these web browsers: 

1. Firefox
2. Google Chrome
3. Microsoft Edge

 Internet Explorer and Safari are not compatible.
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BEFORE GETTING STARTED:
SCREEN SIZE HINT
 When you can’t scroll down to make selection – your screen size is too large to see 

the window 
 Click the “Control” button and the “-” button to reduce screen size
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ACCESSING TIER II REPORTING APPLICATION 

 Log into STEERS
 Verify your account
 Confirm logins
 Select Tier II Reporting 

application
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FILERS WITH ACCESS TO MULTIPLE 
TIER II ACCOUNTS

 STEERS accounts that have added access to multiple CN accounts will be 
redirected to your Tier II Account List. This list will include all the CNs 
that you have successfully added to your account 
 Reminder: if you do not see your CN, there is another secondary 

approval after STEERS SPA is signed and accepted

 If you only have a single CN approved on your account you will instead 
go to the default landing page, the Reports List page.
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MULTIPLE TIER II ACCOUNTS: 
SELECT THE ACCOUNT 

148

Select which CN 
you want to work 
on Click “Select”

Example of multiple Tier II accounts. After 
selecting one to work in this will go to the 

“Report List” page



REPORTS LIST PAGE
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*NEW PAGE VIEW*

If you only have one Tier II report account, when you open the Tier II 
Reporting application you will go directly to the “Report List” page



REPORTS 
LIST PAGE

150

Start new draft 
report button



REPORT LIST PAGE:
EXPORT FILES AVAILABLE

After you submit your report, a PDF and XML report will be automatically 
generated and added to this page
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TIER II REPORTING MENU

152

Export/Print Reports– 
used for creating 
customer exports or 
reports to print. 

Select Tier II Role – 
used to change between 
different CN and Tier II 
Accounts.

Start Draft Report – 
used to create a new 
report. It is a draft 
until it is submitted.

Auth Users for Acct – 
used for those with 
Primary Access to 
authorize access for  
Secondary Access.

Add Contact to Mult 
Fac – used to add 
contacts to multiple 
facilities.

Reports List – used to 
search for reports.

Facility Report Search – 
used to search for facility 
reports.



EXPORT/PRINT REPORTS
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Tier II 
Reporting 
menu

Export options



QUICK STEPS TO FILE YOUR TIER II REPORT

NOTE: Use these steps if you filed your Tier II report last year and have 
minimal changes

1. Log into STEERS and select the Tier II Reporting application

2. Start a Draft Report: choose type of report and title (optional)

3. Add existing facility(s) to the draft report

4. Review facility data – clicking on blue facility RN number to review data

5. Update any facility, contact, or chemical data

6. Validate you report

7. Submit report

8. Export or print the report

9. Send copies to LEPC and local fire station (keep a current copy accessible)
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START DRAFT REPORT
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Account 
Information

Select Report 
Type

Choose Facilities to add

Report 
Title



ADD FACILITIES TO DRAFT REPORT

 Only facilities that have been affiliated using the Tier II Core Data application 
will appear on this list.
 A facility can only be present on one draft report at a time.
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Include facilities previously 
marked as closed

Available facilities list. 
Select the facilities by 
checking the box



IF YOUR FACILITY IS MISSING

 Was the facility RN affiliated to your CN and TXT2 numbers? 
 This process only needs to be completed once.
 If you have reported this facility before then this is not the problem.

 Was the facility marked inactive on a previous report?
 Select “Yes” on the “Include Inactive Facilities” option. 
 This works on Annual or Initial reports.

 Is the facility currently on another draft report?
 A facility RN can only be present on one draft report at a time. You can 

use the Transfer Facility button to move facilities between draft 
reports.
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SAVE THE FACILITY(S) TO DRAFT REPORT
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REVIEWING FACILITIES IN DRAFT REPORT

 After you click Save, each facility turns blue. This means it has been added to the 
report and is ready to be reviewed.

 To review facility data - click on hyperlinked blue facility RN number.
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TIER II REPORTING DRAFT REPORT

160

Account 
Information

Optional report title

Facilities 
included on 
draft report



REVIEW EACH FACILITY IN THE DRAFT
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Add additional 
facilities to draft 
report

Draft Report 
Options

Access draft facility for review

• Click on the hyperlink to review the facility
• Facilities must be reviewed individually by clicking on the hyperlink

Transfer facilities 
between draft 
reports



FACILITY REPORT DETAIL PAGE: 
FACILITY TAB
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Sections of the Tier II 
Report
• Click on each section 

to view it and update 
it as needed



FACILITY LOCATION INFORMATION
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Adjust Lat/Long and address.
• Note this information may 

be locked – if locked, 
contact the Tier II Program 
for assistance.

Open a map to 
plot entered 
coordinates.



FACILITY INFORMATION:
VERIFY LATITUDE AND LONGITUDE
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Verify that the Lat/Long 
Coordinates entered 
match up with the 
entrance to your facility.

Provided Lat/Long is used 
to determine the facility’s 
relevant LEPC.
• LEPC and entered 

County info must 
match.



NEED HELP FINDING YOUR LOCAL 
FIRE DEPARTMENT?

• Click the “Texas 
Fire Department 
Directory” link in 
the Report to open 
Texas FireConnect.

• Then, click 
“Search All Fire 
Departments”



TEXAS FIRECONNECT

 Search by county or fire department

 To find substations, first search the name of the Fire Department, and then 
click the folder icon.



TEXAS FIRECONNECT

 After clicking the folder icon, scroll down and click the “Substations” tab

 This will display the substations of a particular fire department



FACILITY STATUS

 On the “Facility” tab you will find information 
on when the facility was first active for Tier 
II reporting purposes.

 You can mark the date you sold the facility 
or were no longer required to report it.
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Put the date sold 
in the 
Expiration Date

The first time a report is 
submitted for a facility you 
can modify the Activation 
Date.



CLOSED/SOLD/INACTIVE FACILITIES

 Must provide the reason that you are Inactivating the Facility.

 Inactivated facilities can be reactivated with an Initial report if needed.
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THE IMPORTANCE OF INACTIVATING 
FACILITIES

 Indicates the entity is no longer responsible for reporting on the 
facility

 Signals the facility is inactive to the SERC/LEPC/Fire Department for 
emergency planning purposes

 Prevents TCEQ from expecting future reports/ensures compliance

 Helpful for Tier II staff that review reports

 Ensures current and accurate data
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FACILITY DETAIL PAGE: 
CHEMICAL INFORMATION

171

Chemicals on 
draft  report

Add new 
chemical

Add site maps 
in the 
attachment 
section



SITE MAP EXAMPLE
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SITE MAP EXAMPLE
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SELECT CHEMICALS TO ADD TO DRAFT
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Search for 
chemicals



CHEMICAL SEARCH
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Clicking on Back will 
allow you to generate a 
blank chemical record. 
Only use this if your 
chemical’s CAS number 
cannot be located.

Search by either the CAS # (found on SDS), or chemical name.

CAS Number is the recommended search option, as it provides 
the most accurate search results.



ADD A FACILITY CHEMICAL:
SELECT ACCURATE CHEMICAL
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CHEMICAL SEARCH: 
CAS NUMBER VS. CHEMICAL NAME

chemical name search

Multiple chlorine 
options – which is 
correct?
• 4 different CAS#
• Some EHS, some not
• 62 records

CAS# search – 
found on SDS

One chemical can 
have multiple names.
• All EHS
• 9 records
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FACILITY CHEMICAL DETAILS

178

Each chemical 
requires chemical 
quantity and 
storage location 
information to be 
provided.

Recommend entering “actual max 
amount,” as it used for planning and 
response to spills.



Add chemical storage location

Constituent chemicals if 
dealing with a mixture that 
easily separates.

Stored quantity 
amounts in lbs.

Complete physical 
state section

Health effects & physical 
hazards as found on SDS.

Hint: use your 
SDS to complete 

chemical 
information
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HEALTH EFFECTS AND PHYSICAL HAZARDS
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Click on Add to expand the 
health effects and hazards 
options.



HEALTH EFFECTS AND PHYSICAL HAZARDS
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Click the boxes 
next to the health 
effect or hazard 
and select “OK”



CHEMICAL STORAGE LOCATIONS
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Click the “Add…” 
button to input 

storage locations.



CHEMICAL LOCATION DESCRIPTIONS

Chemical location descriptions should allow someone unfamiliar with the 
facility to find the referenced chemicals.
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Red asterisk “*” denotes a 
required field.

• Click on arrows for the 
drop- down menus for:

• Container Type
• Container Pressure
• Container Temperature



WHAT IS REPORTED:
CHEMICAL LOCATION DESCRIPTIONS

Acceptable Location Description

 Concise description that allows 
someone unfamiliar with the 
facility to have an idea of where 
the material is kept.

 A reference point that 
corresponds to a clearly labeled 
part of an attached site map.

Deficient Location Description

 Vague description that does not 
give first responders a clear idea 
of where on-site the material is 
kept.
 Examples: “In warehouse”, “on-

site”, “in production area”. 

 Only Lat/Long data in situations 
where this data is not useful.
 Lat/Long point in a busy facility.

184



FACILITY DETAIL PAGE:
CONTACTS
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Add a contact



ADD FACILITY CONTACT
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Search for an 
existing 
contact. Create a new 

contact.



ADD FACILITY CONTACT:
EXISTING CONTACTS LIST
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Existing contact 
records shown here



REQUIRED CONTACT INFORMATION

188

Contact Roles

Required Contact Roles:
• Owner/Operator
• T2 Info contact
• Billing contact
• Emergency contact

• 24-hour number
• 2nd different number

• Facility Emergency Coordinator (if EHS 
at or above TPQ- Subject to 302)

Note: Emergency and Facility Emergency 
Coordinator contacts require two unique 
phone numbers



BILLING CONTACT

 The billing contact must be the same contact for all facilities on a draft 
report.
 Adding a Billing Contact to a facility will automatically add that 

person to all facilities present on the draft report.

 The billing contact address is where any paper invoices will be mailed.

 Note: Federal facilities are not required to list this contact type as they 
are not billed for submission.
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ADD OR REMOVE CONTACTS/PHONE NUMBERS:
HELPFUL HINTS

 Add any new phone 
numbers before deleting 
old phone numbers

 Contact information can 
be changed in an Update 
report

 Choose phone type by 
clicking on the drop down
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MAKE CHANGES TO EXISTING CONTACT

 If changing an existing contact record, you will be asked if you want to 
apply the changes to all instances of that contact.

 Applying changes will update the contact on every facility the contact 
record is associated with.
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ADD CONTACT TO MULTIPLE FACILITIES
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Select Facilities button allows 
you to choose which draft 
facility reports you will add 
the contact to.



ADD CONTACT TO MULTIPLE FACILITIES

Facilities must be present on a draft report to appear in the Add Contact to 
Multiple Facilities function.
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VALIDATE YOUR REPORT

194

Validating the report is recommended and is completed prior to report 
submission. The validation will check for errors in your report which are 
easily verified by the system.



REPORT VALIDATION ERRORS

If errors are found:
You will get a banner notification 
and a “Report Submittal Error Log”

If no errors are found:

You will receive an “all clear” 
banner at the top of the page 
indicating the validation passed
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SUBMIT THE DRAFT REPORT

Once the report passes validation, you are ready to submit.
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ENTER CERTIFICATION DETAILS

 Check the 
certification box.

 Certification details 
at bottom of page. 
Password is your 
STEERS password.

 Note: Submission 
times can vary 
depending on the 
size of the report.
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CONFIRMATION OF SUBMITTAL
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CONFIRMATION OF SUBMITTAL

 The Confirmation of Submittal document serves as proof that the Tier II 
report was submitted.

 It includes a summary of any submission fees.

 Payments are due 30 days from the invoice date
 Waiting for the paper invoice could cause late fees

 Pay Now link in STEERS after report is submitted
 Takes you directly to the e-pay webpage 
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Accounts 
Receivable (AR) 
Number

Invoice 
Number

Mailing address 
and e-pay link for 
making payments



REPORT 
EXPORT 

OPTIONS

 Reports List page has Files column for submitted 
reports.

 Report Detail page of submitted report has links 
to download report.

 Export/Print Reports page generates custom 
export jobs by searching for specific facilities or 
locations.

 Submitted facility reports can be exported as 
either a PDF or XML file.
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REPORT DETAIL PAGE - DOWNLOAD REPORT

• Smaller reports take less 
time to create files to 
download.

• Larger reports take longer 
times to process, and an 
email will be sent when 
complete (within 24 hours).
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CREATE CUSTOM EXPORTS

Expand to search by 
RN or by location

Results listed here

Select export format
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DOWNLOAD CUSTOM REPORTS

Report exports appear after refreshing the page and can be accessed for 5 days.
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REMINDER

Tier II Reports must be submitted to: 

1. TCEQ (serves as the SERC) – the 
state repository for Tier II reports
 Reports are submitted using 

STEERS

2. The LEPC

3. Local Fire Department
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The 
LEPC

LEPC and Fire Department Lists

https://www.tceq.texas.gov/permitting/tier2/tier-ii-reporting-to-local-emergency-planning-committees-and-fire-departments


COMMON REPORTING SCENARIOS: 
MY COMPANY HAS NEVER REPORTED BEFORE

 Get STEERS account if needed

 Add Tier II Core Data and sign SPA
 Create/affiliate you TCEQ numbers (RN, CN & TXT2 numbers)
 Sign and submit

 Add Tier II Reporting and sign SPA
 Add facility, chemical, and contact data

 Validate and submit report

 Print Report – Export as PDF or XML file

 Keep a copy of the report on site and send a copy to the LEPC and local fire 
department
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COMMON REPORTING SCENARIOS:
I REPORTED LAST YEAR – SAME FACILITIES

 Log in to your STEERS account 

 Open Tier II Reporting
 Add a draft report and then add facilities to the report
 Review and update facility, chemical, and contact data for each facility

 Validate and submit report

 Print Report - Export as PDF or XML file

 Keep a copy of the report on site and send a copy to the LEPC and local fire 
department

 Pay the filing fee
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COMMON REPORTING SCENARIOS:
I REPORTED LAST YEAR & ADDED A NEW FACILITY

 Log in to STEERS account.

 New facilities must be affiliated to your TCEQ numbers (RN, CN & TXT2 
numbers) using the Tier II Core Data application.

 Add a draft report and then add facilities to the report.

 Review and update facility, chemical, and contact data for each facility

 Validate, submit and print report

 Keep a copy of the report on site and send a copy to the LEPC and local fire 
department

 Pay the filing fee
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COMMON REPORTING SCENARIOS:
I SOLD A FACILITY LAST YEAR 

 To file your report – add a draft report 

 Add existing facilities

 Select the facility that was sold 

 On the “facility” tab – enter the date you sold the facility
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Keep Tier II information up-to-date 
and have the most recent Tier II 
report at your facility

“A facility operator shall maintain… a 
copy of the facility’s most recently 
submitted Tier II Report until such 
time as the facility operator is 
required to submit another Tier II 
Report”
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ONLINE TIER II RESOURCES

Tier II Information: 

 Homepage: https://www.tceq.texas.gov/permitting/tier2/tier-2-chemical-reporting

 Extremely Hazardous Substance list: 40 CFR 355

 Statutes and Rules: laws and regulations link

Tier II Online Reporting Help:

Training documents, training videos and 
webinars available on our website!

211

https://www.tceq.texas.gov/permitting/tier2/tier-2-chemical-reporting
https://www.ecfr.gov/cgi-bin/text-idx?SID=2b4d2d375e73ebc5c93d8b2fe632cb6f&mc=true&node=pt40.28.355&rgn=div5
https://www.tceq.texas.gov/permitting/tier2/laws-and-regulations.html
https://www.tceq.texas.gov/permitting/tier2/tierii-online-help
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Training Videos

Training Webinars
• Presented by Tier II staff
• Comprehensive and 

Refresher training



HOW TO GET EMAILS FROM TIER II

 Go to the agency homepage: https://www.tceq.texas.gov/ 

 Scroll down to “Get Involved/Customer Services”

 Click on “Get email or text updates of your choice of topics” 

 This will allow you to request emails from any                                        
program area of choice 

 The bottom of emails have instructions on                                                         
how to update your subscriptions
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https://www.tceq.texas.gov/


TIER II PROGRAM 
CONTACT INFORMATION

Main Phone Line: 
512-239-5060
800-452-2791 (in Texas only)
Online Help Form: Tier II Help Form
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https://forms.office.com/Pages/ResponsePage.aspx?id=pIMah86hekuBVjvNk6CPunDGdCUY_tdBkBEeQh503BFUOVNFOFQzSklJV1ZXT0hZSjQxQkFOTzFXNS4u
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The Tier II Help Form is the fastest way to 
receive assistance from Tier II Staff

It is found on all webpages of the Tier II 
Reporting Program website

https://forms.office.com/Pages/ResponsePage.aspx?id=pIMah86hekuBVjvNk6CPunDGdCUY_tdBkBEeQh503BFUOVNFOFQzSklJV1ZXT0hZSjQxQkFOTzFXNS4u
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Thank you for attending the training today! 
A copy of the training slides will be emailed.

Please click the link in the chat to complete a training survey.
We appreciate all feedback.
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