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Notes:  

STEERS Tier II 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 II Reporting application in STEERS  

• Go to the STEERS Portal: https://www3.tceq.texas.gov/steers/ 

• Enter your ER Account Number & Password, then select “login”. 

• 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). 

 

• The STEERS Verify Account page opens, answer your security question, and select “Go”. 

• 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 

https://www3.tceq.texas.gov/steers/
mailto:steers@tceq.texas.gov
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a breach in your account. You will be directed on how to lock your account and call for 
assistance.  

 

• Select the “Tier II 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 II Reporting Application & 
Completing the STEERS Participation Agreement (SPA)”.  

 

• Select the Tier II 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. 

 
• Select which Tier II (TXT2) Account you want to work on (if applicable). This only shows up if 

you have added multiple Tier II accounts. 
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• 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. 

 

• To open a report, click on the desired report’s blue hyperlink under “Type” within the 
Search Results Table. 

• 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. 

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

Overview of the Tier II Reporting main menu: 
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Step 2- How to add a draft report and add facilities 

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

 
 

• In the Report section you will need to select the appropriate “Report Type”. 

 

• Report Types: 

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

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 1st – March 1st). 
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• To add a title to your draft report, enter a title in the “Title” text box. 

 

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

 

• 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 II Program 
number (TXT2) must be created and affiliated for the facilities to appear. See below if you 
cannot see your facilities. 

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

 

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

 

• 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 II 
Core Data application. See “Creating/Affiliating Your TCEQ Numbers Using the 
STEERS Tier II Core Data Application” guide on how to do so. 

• Note: The Activation Date for a facility will default to the date that the Tier II 
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 1st. If a facility RN is created or affiliated after April 1st an Initial 
Report must be filed instead.  

• Example: A facility RN created or affiliated after April 1st, 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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• 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.  

 

Step 3- How to review and revise a draft report 

• 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.  

 

• 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 

 

• 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 II Program if you 
need assistance updating information. 
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Example of the Facility Report Detail page: 
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• 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 II Reporting Program, for 
example latitude and longitude, physical address, etc. 

• Update the radio button selections as needed. 

 

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

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

• After opening the facility in a draft report, select the “Chemical” tab to enter, review, and 
edit the information.   

 

Example Facility Chemicals Report Details page:  

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

the information. 

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

• Click on “Select Chemical” hyperlink. 
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• Search for your chemical by name or CAS number and “Search”. 

 

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

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

• Select the chemical in the search results list and “Select…”. 

 

• 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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• 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. 

 

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

 

• Select “Save”. 
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Contact Information Details - Reviewing and revising in a draft report 

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

 

• Note: All Tier II 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. 

 

• If you already have contacts, they will be listed. 

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

 

• To edit an existing contact, click on the hyperlinked name to open it.  
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• Make the updates or delete the contact (when deleting contacts, first “Add…” the new 
contact individual, then “Delete” the old contact individual). 

• If you need to add contacts, select the “Add…” button. 

 

• 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. 
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• Click on “Select Facilities…” hyperlink. 

 

• After adding contacts remember to “Save” your work.  

• After you have reviewed and updated, and saved your Tier II 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 II 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.  

 

• To see all your Tier II Reports, select “List All” at the top of the page. 
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• Search for Tier II 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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