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Notes:

STEERS Tier Il Online Application is compatible with these web browsers: Google Chrome,
Mozilla Firefox, or Microsoft Edge. The use of the Internet Explorer web browser is not
recommended.

You have 20 minutes time allotted to work on a page. The application does not automatically
save your data, you click the “Save” button.

Step 1- Access the Tier Il Reporting application in STEERS

e Go to the STEERS Portal: https://www3.tceq.texas.gov/steers/
e Enter your ER Account Number & Password, then select “login”.
e If you are locked out of your account or if your account needs reactivation, contact STEERS

via phone (512-239-6925) or email (steers@tceq.texas.gov).
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e The STEERS Verify Account page opens, answer your security question, and select “Go”.

e The STEERS Login Confirmation page opens. Review if the listed logins were made by you, if
logins are yours, select “Yes”. Only select “No” if you did not make these logins and there is
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a breach in your account. You will be directed on how to lock your account and call for
assistance.

Were these logins made by you? Yes| No|

Select the “Tier Il Reporting (TIERII)” link. If the link is not on your screen, then you need to
add the application — see training for “Adding the STEERS Tier Il Reporting Application &
Completing the STEERS Participation Agreement (SPA)”.
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My Account Subesissions Activity STEERS Home

“S¢EERS

Welcome to STEERS Internet Version 6.1!

Reminder: This account has probationary program areas and/or program area IDs. These probationary 105 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 generate your SPA and mail it to TCEQ or sign electronically .

Notice: 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 infarmation on how to navigate this site, please visit our Help section.
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Select Reporting Program Area: Tier Reporting (TIERI]) +———— | P . ”
Tier Il Reporting (TIERII)

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

Select the Tier Il Role (if applicable). This only shows up if you have signed up for more than
one role. Most users do not have more than one role.
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Select which Tier Il (TXT2) Account you want to work on (if applicable). This only shows up if
you have added multiple Tier Il accounts.
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e The system will open to the Reports List page is the default opening view. This page allows
you to see all completed reports and drafts reports in progress for your Customer Number
(CN)/TXT2.

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

STEERS — Tier IT User: ER001900 11/02/2021 01:40:18 PM
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Advanced Search
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e To open areport, click on the desired report’s blue hyperlink under “Type” within the
Search Results Table.

e To search for a specific report, select “Advanced Search” hyperlink at the top of the page.
See the Advanced Report Search section of this guide.

e To search for a specific facility, use the “Facility Report Search” on the left-hand side main
menu.

Overview of the Tier Il Reporting main menu:

SelectTier Il Role —used to
Start Draft Report — used © Ties I} Account/Role change between different
to create a new report. It Sty CN and Tier Il Accounts.
is a draft until it is _
submitted. [ Start Draft Report Reports List — used to search

for reports. Can search by

_Export/Print Reports
Export/Print Reports— . . year, report type, etc.

used for creating
customer exports or
reports to print.

= Reports List Facility Report Search —
used to search for facility
B3 Facility Report Search reports.

Add Contact to Mult Fac — & Add Contact to Multiple Facilities Auth Users for Acct — used
used to add contacts to for those with Primary

& Authorize Users for Account Access to authorize access

multiple facilities.
for Secondary Access.




Step 2- How to add a draft report and add facilities

e Select “Start Draft Report” from the menu on the left. This will take you to the Add Draft
Account Report page.

Select “Start Draft Report”
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e Inthe Report section you will need to select the appropriate “Report Type”.

Report

TType | select... | - | *Year (2020 | + |

Select...
ANNUAL *—— |

* Facilities i
INITIAL +— ————— Select desired Report Type
‘.———"'""-___—-

UPDATE

Add Mote

e Report Types:

o Select “Annual” if you are submitting your annual report for the previous calendar
year. The Annual reporting period occurs January 15t — March 1.

o Select “Update” if you are revising or updating a previously submitted report due to
significant changes in your report.

o Select “Initial” if, this is the first time you are filing a report for facility or if you are
adding new chemicals to a facility during the reporting year — you have a new
reportable chemical or if you have a new facility to report.

= New chemicals or new facilities must be reported within 90 days of meeting
reporting thresholds, except for reportable amounts of ammonium nitrate
which must be submitted within 72 hours.

= New chemicals or new facilities can be included on an Annual Report if

submitted during the Annual reporting period (January 1t — March 1%).
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e To add a title to your draft report, enter a title in the “Title” text box.

Report

* Type |Select.., | = | * Year |@E| Title |

Add Mote

e To add a note to your draft report, select “Add Note”.

TIT:— -&.dd Note
Notes
Repa
3 Add Your Notes Here
* Facl
E 4000 charscters rem aining
= oK Back

e To add facilities to your draft report, select the “Add Existing Facility...” button. NOTE: Your
TCEQ numbers for the facility (RN), company or organization (CN), and Tier Il Program
number (TXT2) must be created and affiliated for the facilities to appear. See below if you
cannot see your facilities.

* Facilities
0-0 of 0 records Page 1 of 1 ‘10 w
Facility Name %+ Physical Address ¢ Remove
No records found.
0-0 of 0 records Page 1 of 1 10 v
| AddBdistingFacility..

e The list of facilities pop-up appears; check the facilities you want to add to your draft report
and then click on the “Select” button.

User: ERDD1665

o4
Account Facilities Available to be Added to a Draft Tier Il Account Report
include inactive Facilities? Ye: O No
Search Results Table
{1af1) 25 ~|
- - Report Report
RH *  Fachlity N e a %
— | T Physical Address ¢ | Tmme | Yewr -
RN999123001 Bedrock Wastewater Treatment Plant 1313 Mockingbird Ln Bedrock TX 78745
123002 Bedrock Water Supply Plant 7 Rockbottom Pass Bedrock TX 78745

Check individual box(s) for desired Facility(s)

(1ef1) (1 ] ETC]

Salact Cancal




You can select all facilities by checking the box on top above the boxes for each facility.

Check top

box to select |- AN
all facilities L

% Facility Name

RN999123001 Bedrock Wastewater Treatment Plant

RN999123002 Bedrock Water Supply Treatment Plant

Physical Address

1313 Mockingbird Ln Bedrock

7 Rockbottom Pass Bedrock|

To save the selected facility/facilities, click on the “Save” button.

1-2 4 2 recoeds Page 1of1

2 Physical Address

E Faciity Name

RNS99123001 Bedrock Wastewaler Treatment Plant
RN%99123002 Bedrock Water Supply Treatment Plant

Select “Save” _

Save Reset Back

1313 Mockingbird Lane
7 Rockbottom Pass

12 642 records Pagetof1

Start Submission... Review Report Data Validate Report Data

Delete Dralt Repeet...

Cannot find your facilities: If you are unable to find one of your facilities to add to a draft
report, there are several possible reasons why:

Your facility RN has never been affiliated to your CN/TXT2 numbers using the Tier Il
Core Data application. See “Creating/Affiliating Your TCEQ Numbers Using the
STEERS Tier Il Core Data Application” guide on how to do so.

Note: The Activation Date for a facility will default to the date that the Tier Il
Core Data application was submitted. This date can be changed the first time
the facility is reported on. If it is not changed, the default date will be used.
Facilities can only be added to that year’s Annual report if they were affiliated
prior to April 1. If a facility RN is created or affiliated after April 1% an Initial
Report must be filed instead.

Example: A facility RN created or affiliated after April 1%, 2023 will not show
up in the list of facilities able to be added to a 2022 Annual report. An Initial
Report must be filed instead for this site.

Your facility RN was previously inactivated. If you need to reactivate a facility you will
need to select “Yes” on the include Inactive Facilities prompt.

Your facility is already added to another draft report. Each facility RN can only be
present on one draft report at a time, so check to make sure that your facility was
not already added to another draft report or that it is not on a Deficiency Correction
report.

If your facility is on a Deficiency Correction report you will need to make all
necessary corrections and then submit this report prior to adding it to another
report.

The “Transfer Facility...” button allows you to move facilities currently in one

draft report into another. Click “Save” again.
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e Once your facilities have been saved to the draft, the RN numbers will turn to have blue
hyperlinks. To open each facility, you click on the RN hyperlink.

TEXAS COMMISSION ON wp mn Comtact Logomt 5
ENVIRGNMENTAL GUALITY
! Er—
STEERS — Tier IT Usir: EROO1SSH 12/ 1 15:35
o This s a i Tiar | Acsount Repart.
& Report Detail

= Aanust

TATZ 123456 Active VES CN CNTOS1Z3002 Mame City of Bedrock Type O7

= Bepert

Tree & Year 2020 Report Title Last Update 12212021

Feport Atachments
[ Type
aRan-Record: Revien: 2022:13-23-13-53. 0 TIER: REPORT REVEW
1204 2 recards Page 10f1 a 3~
Faclliby Mame 2 Physical Address 8
RNS99123001 Bedrock Wastewater Treatment Plant 1313 Mockingbird Lane Bedrock TX 78745
RN999123002 Bedrock Waler Supply Treatment Plant 7 Rockbottom Pass Bedrock TX. 78745
SE|ECt to Dpen FrETe—— Pageiofi a s~
Save Beset Back
Start Submission... Revicw Report Data
BaskTaTon

Step 3- How to review and revise a draft report

e After you have created a draft report and added facilities, open the facility you want to

review and revise by clicking on the RN hyperlink.

Select to open

3

E —

1204 2 records Page1of1

S Physical Address

RNS99123001
RN999123002

Bedrock Wastewater Treatment Piant
Bedrock Water Supply Treatment Plant

1313 Mockingbird Lane
7 Rockbottom Pass

1] P

Bedrock TX 78745
Bedrock TX 78745

12 ¢4 2 records

Page1of1
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e After opening the facility, you will want to review the three parts of the report: 1) facility, 2)
chemical, and 3) contacts. The information for these parts are found under the “Facility”,
“Chemical”, and the “Contact” tabs.

Facility Report Details - Reviewing and revising in a draft report

‘ Chemicals H Contacts ‘

e Select the “Facility” tab to open the Facility Report Detail page to review and edit the

information. Note: Not all information is editable. Please contact the Tier Il Program if you
need assistance updating information.




Example of the Facility Report Detail page:
0 Info: Thisis a draft Tier Il Account Report.
Facility Report Detail

= Account

TXT2123456 Active YES CN CN705123002 Name City of Bedrock Type OTHER GOVERNMENT

#+ Report

RN RN999123001 RE Name City of Bedrock

Chemicals l Contacts

* Field is required on Tier I Report submission

Facility Information Identical to Previous Submission NO

Facility
RN RN101458628 * Facility Name | Boqrock Wastewater Treatment Plant | Fee
Department [ ]
* Staffed o Yes C) No Maximum Numberof | 5 * AN Storage Facility NC
Occupants —————————
* Subject to Risk Management Plan 1:) Yes ° No Risk Management Plan #
* Subject to 202 K:/' Yes o No
Toxic Release Inventory #
A NAICSs
I soe |
221310 Water Supply and Irrigation Systems x
Physical Location
* Physical Location Information Updateable VES
* Latitude |y 19345 * Longitude | yy 19345 Show Facility on Map  * County [Travis I = ]
LEPC Cochran LEPC
A Fire Department [Bedrock ED l Texas Fire Department Directory
Physical Address
Region Street (99 Oak St. Ste 1) City State Zip
[usa | ~ |[1313 Mockinabird Lane || |[Bedrock |[mx | - |[78745 || |
Physical Location Description
Description | . Zip | 78745
Building located to the east of City Hall
Mailing Address Same as Physical Address o Yes C) No
Mailing Address
Region Street or PO Box (99 Oak St. Ste 1) City State Zip
[Usa - |[1313 Mockingbird Lane || |[Bedrock  |[ | - ]|[78745 | |
Facility Status
The date on which the facility opened or was acquired or started to store Tier Il chemicals? 01/01/2019
The date the facility was closed, sold or stopped storing Tier Il Chemicals? @ |
| save | | Reset | | Back | | Delete |
Back To Top




e Enter or revise the information in the text entry boxes as needed. Note: The Physical
location fields are not editable unless you contact the Tier Il Reporting Program, for
example latitude and longitude, physical address, etc.

e Update the radio button selections as needed.
Yes o No

e After completing any needed revision/updates to the Facility Location information, select
“Save”

Facility Chemical Report Details- Reviewing and revising in a draft report

e After opening the facility in a draft report, select the “Chemical” tab to enter, review, and

edit the information.
‘ Facility ‘M‘ Contacts ‘

Example Facility Chemicals Report Details page:

Thin i o deat Tiewr 1l Accownt Bapart

Facility Chemicals Report

THTT I Active 71 N ONMNSI00R Hama City ol Bediccit Typa OTHA

RN RN 001 RE Hame Ciry of Bedrock

= - =
* Fipie i mpgpasredl oo Tipr 0 Bippoort pubrming

Click on the Chemical Hyperlink
| to view and edit the information

1-1l 1 ey Fageiofl n ki ] bl

R

T

Select "Add..." to

+ Chemmse ke add a new Chemical

ﬁ Added Attachment L
Top it

Warstswater Trestmant Plamt

Select “Choose File” to
add an Attachment et

e If you already have chemicals listed, you can click on the hyperlinked chemical name to edit
the information.

e Adding a new chemical: If you need to add a chemical, click on the “Add...” button.

e Click on “Select Chemical” hyperlink.



Chemical Information Identical to Previous Submission MO

Chemical Details

CAs# Select Chemical ...
* Physical State * Hazards
: Pure Mixture Hea

— PR B P S | Mo records frnnd swith

e Search for your chemical by name or CAS number and “Search”.

Chemical Search

Chemical Search

CAS & |— Name

N 7

Cas# or Name

Search | Reset

¢ You will find that searching for a chemical by CAS # is more accurate and focused than
searching by the chemical name.

e Always refer to your supplied SDS (Safety Data Sheet) provided by your chemical supplier
for information regarding your chemical.

e Select the chemical in the search results list and “Select...”.

Chemical Search
Chemical Search
case [ Name | ... .
Search Reset
Chemicals
Search Results Table
(10f3) Bz (=] ~] [z ~
BLEACHING POWDER, [WITH <= 339 AVAILABLE CHLORINE] NO
CALCIUM HYPOCHLORITE MIXTURE, [DRY, WITH > 10%: BUT «= 353 AVAILABLE CHLORIME] TT78:54-3 MO
CALCIUM HYPOCHLORITE MIXTURE, [DRY, WITH >39% AVAILABLE CHLORINE] T778-54-3 NO
CHLORINATED PARAFFINS (C12, 60%& CHLORINE) 108171-26-2 NO
CHLORINATED: PARAFFINS (C23, 433 CHLORINE) HO
o CHLORINE = Desired Chemical T782-50-5 YES
CHLORINE CYANIDE S06-T7-4 NO
CHLORINE CYANIDE [CLCN 508-77-4 MO
{10f3) Bz (-]~ =~
Select... Back

e Fill in the Physical State, Hazards, Days on Site, Chemical Ranges etc. and “Save”. Required
information is indicated with an asterisk *.
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Chemical Details

cas#[ | Select Chemical .. " Name | | Extremely Hazardous Substance MO
* Physical State * Hazards
.'::. Pure .:. Mixture Health Effects Hazards
D Solid D Liquid D Gas Mo records found. No records found.
| Add. | | Add. |

D Hazard not Otherwise Classifisd

Trade Secret () Yes @) No  AllYear? [ ] *Number of Days on Site | ‘ Actual Max Amt in Largest Container ‘ ‘lbs

Maximum Daily Amount Average Daily Amount

* Range ‘D‘lhs Actual |—|lhs * Range | Select... | - |Ihs Actual | |lhs

The date on which the Tier Il Chemical was no longer stored at the Facility | | ® |

+ Mixture Components

e Add a chemical location by selecting “Add...” For each separate location the chemical is
located on the facility, must be entered as separate descriptive entries.

* Lecations

Container Type % Container Pressure ¢ Container Temperature & Actual Max Location
Daily Amtat  Confidential
Loc(lbs) = -]

Mo records found.

Each precise chemical /

location is a separate entry

e Fill in the Facility Chemical Location information. Required information is indicated with an
asterisk *. Once information is filled in, select “OK”.

Add Facility Chemical Location
* Location within o
NW corner of facili
Facility © v
Latitude | Longitude | |
* ContainerType |y nper |~ " Container Pressure | GppaTER THAN AMBIENT PRESSURE | = |
* Container |AMBIENTTEMPERATURE | - ‘ Actual Max Daily Amt at Location | |th
Temperature T —
* Storage Location () ves @) no
Confidential
| 0K | |Reset| |Back|
€ V4
e Select “Save”.
T
Combalngy Tyrpst [ P — 8 s B
EYUNDER GREATER ThAH ANESENT PRESSAE AMSENT TEUPERATLRE
A

Entered Precise ——plitmn] (] e
chemical location
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Contact Information Details - Reviewing and revising in a draft report

e Select the “Contacts” tab to add, review, and edit the information.

‘ Facility H Chemicals ‘m

e Note: All Tier Il Reports need at least 4 contacts: emergency, owner/operator, Tier II
Information, and Billing. If an EHS (Extremely Hazardous Substance) is reported, a facility
emergency coordinator is required.

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

Coordinator Planning under Section 302 of the U.S. Emergency Planning and Community
Right-to-Know Act (42 U.5.C. 11002) (EPCRA).
Tier Il Contact This is the person that should be contacted regarding information contained in

the Tier Il Account Report.

Billing This is a unique Contact Type. There is only one Billing Contact for a Tier 1l
Account. If you add or change a Billing Contact on a Facility, it applies to the
Account and to all Facilities on that Account.

e |f you already have contacts, they will be listed.

Example of main Contact tab page for a selected Facility Record:

Info: Thisis a draft Tier Il Account Repart.
Facility Contacts Report
= Account
THT2123456 Active VE5 €N CNTOS123002  Name City of Bedrock Type OTHER GOVERNMENT
# Repos
RN RN999123001 RE Mame City of Bedrock
raciity || cnemicas | Click on the Contact Hyperlink to
* Fild s requined on Tier | Repoet submission view and edit the information
* Cantacts
Type
Tammy Rigdefiel OWNER OPERATOR CONTACT
John Seymore TIER |1 INFORMATION OONTACT, BILLING CONTACT
Frank Benjamin EMERGENCY CONTACT
i n
- le— Select “Add...” to
N add a new Contact
ek

e To edit an existing contact, click on the hyperlinked name to open it.

12



* secount

# fegont

RN RN110748878

Contact Name

Prefix

Facility Contact Detail

Facility Mame DOGZ NW AUSTIN

First Name

|+ 78745 | [ gt Update address and

// email here

Add or delete phone
: numbers here

Save changes BN ) ) [

Delete the contact by
selecting delete

— tapams sutc
Select. Tammy Rigdefield Salact.
Organization City of Bedrock
P
Change the contact
* types by checking or
unchecking the boxes
Ragon St o PO B 04550 et ) iy PR
UsA 1313 Mockingbird Ln Bedrock ™

e Make the updates or delete the contact (when deleting contacts, first “Add...” the new
contact individual, then “Delete” the old contact individual).
e |f you need to add contacts, select the “Add...” button.
Facility Chemicals m
A Field is required on Tier |l Report submission
A Coantacts
Type
Tammy Rigdefield CWNER OPERATOR CONTACT
John Seymore TIER 11 INFORMATION CONTACT, BILLING CONTACT
Frank Benjamin EMERGENCY CONTACT -
Back
[ J

Fill in the information for the new contact and “Save”.

To add a contact to multiple facilities. Select “Add Contact to Multiple Facilities” from the
main left-hand side menu.

Add Contact to
Multinle Facilities
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Click on “Select Facilities...” hyperlink.

Usar EROO 7T PN 1019 1030040 AM |
Irif: T ooneact Details casrot b etteed snti s setived Comtat |y sare bl for e the onteets Lat pog-up.
Add Contact to Multiple Facilities
AN Gheck AN
Selecied §acibEien
st Har
siect L " i o A o e O
Prelin First Hame Middle Hame Last Mame Sl
alect
Organirstion
Thie
sct Datahy
Type
DRDMATOR
hrdray
Reglon Street o PO o (0 Cisk 52, Ste 1) Intermsal (Ml Sk et Ciry State Tip
A . : =

After adding contacts remember to “Save” your work.

After you have reviewed and updated, and saved your Tier Il report, select “back” to return
to the main Report Detail page. To submit your report and pay for fees please see
“Validating, Signing, Submitting, and Paying Fees for your Tier Il Report” guidance.

Advanced Report Search

The Advanced Report Search page allows you to search for reports by various parameters.

On the main Reports List page, to search for a specific report, select “Advanced Search”
hyperlink at the top of the page.

& Tier Il Account/Role —
<Reports Lust>
oE| Advanced Search

= Account

TXT2 Type CORPORATION

Search Results Table

1-5 0f S records Page 10f 1 s v

& Add Contact to Multiple Facilities Titte ¢ Certified & MNumberof Files
y Facilities ¢
8 Authorize Users for Account -4 x ‘

ANMNUAL 2020 2020 £x 23794 03/18/2021 T '

INITIAL 2020 1

To see all your Tier Il Reports, select “List All” at the top of the page.
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ENVIRONMENTAL QUALITY
UAT: v3.3.0.31 p—
STEERS — Tier IT Usar: ERO155E 12[I0/2071 1121724 AM 18:29
Report Search
Lint A Tier 1l Acccunt Reports
Listan
Detailed Seareh
Fhysical Lacation
ity County | coiact . - Zip Code
LEPC Fire Depariment
Chemical Dutails
Chemicalis) Select Chamcal Cherm Max Duaily At Range | o000 -
Remaove Imchusle EHS Starage Facilities Only ves 0 No
Include AN Storage Facilities Only ves O No
Indhestria| Classitostion
Search b " —
Y 9 NAICS et NASCS
various
Search Rrurt
parameters A
BN Hame
Phiysical Addeess
Sereet Addrers City
Search Aeset
k. Ta Tow

Search for Tier Il Reports by entering data into any of the text entry boxes

o To search for a specific Facility Record Report, enter the RN (ex: RN123456789) and
select the “Search” button

o To search for a report by facility name, enter the part or all of the facility name and
select the “Search” button

o To search for a report by location, enter the facility street address and city name and
select the “Search” button
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