
Annual Waste Summary 
Annual Preparation File 
Generation Instructions

for STEERS

This file contains instructions for using Annual Preparation Files to 
compile data for an Annual Waste Summary.  Click on the following link 
to view alternative instructions for direct entry of data for the Annual 
Waste Summary: AWS Direct Entry. 

View the Annual Waste Summary Instructions for more detailed 
information about how to compile the data for the Annual Waste 
Summary.
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https://www.tceq.texas.gov/assets/public/permitting/rrr/forms/aws_direct_entry.pdf
https://www.tceq.texas.gov/goto/rg151.html


Background
• The Annual Preparation File (APF) tab in STEERS allows you to enter 

Uniform Hazardous Waste Manifest information throughout the year for 
waste you generate and ship off site.  

• TCEQ recommends regularly entering waste manifest and on-site 
treatment/disposal information into the APF in order to evenly distribute 
work throughout the year. Doing so will prevent having to do all data 
entry and error correction in a rush before the March 1st deadline.

• At the end of the report year, you can use the APF data to help compile the 
Annual Waste Summary and submit it to the TCEQ.

• Only "Valid" Annual Preparation File data will be used to create your 
Annual Waste Summary.

• Once a record has been submitted to the TCEQ, it cannot be edited in 
STEERS. Changes to submitted records must be done on paper. Use Form 
00436 to submit updates to the AWS. Alternatively, you can print the " 
View Annual Waste Summary Records in Work Area" page and make the 
applicable changes on the page. Have an authorized signer sign and date 
somewhere on the page, and mail or fax the page to:
TCEQ
Registration and Reporting MC-129
PO Box 13087
Austin, TX 78711-3087
Fax: 512-239-6410
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https://www.tceq.texas.gov/assets/public/permitting/rrr/forms/00436.pdf


Navigate to STEERS 
Go to the STEERS login page at https://www3.tceq.texas.gov/steers/. If 
you do not have a STEERS account, go to “I need:” and choose “to create 
a new account.”
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https://www3.tceq.texas.gov/steers/


Verify Account
Answer the security question that you established when you set up your 
STEERS account, then click the “Go” button.
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Help
If you need help, click on “Help” link at the top of the screen. This will 
open another window of STEERS IHW Help and will list topics to choose. 
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Choose IHW Program Area
Click the link for the Industrial and Hazardous Waste (IHW) Program 
Area.
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Select Facility 
STEERS will automatically take you to the facility page if you only have 
one IHW facility on your account. If you have multiple sites, click the 
link for the SWR ID for the facility for which you are submitting an 
annual report.
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Navigate to AWS
Click the “AWS” tab at the top of the screen. The "Annual Waste 
Summary" screen display.
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Create New AWS
Click the “Create New AWS” button on the “Annual Waste Summary” 
screen. The "Select Year for AWS Record" screen will display.  
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Select Reporting Year
In the "Create New Annual Waste Summary" section of the screen, select 
the year for which you wish to report. Click the “Create New AWS” 
button. The “Create Annual Waste Summary for YYYY Using Valid APF 
Data” screen will display.
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Confirm Use of APF Data. 
On the “Create Annual Waste Summary for YYYY Using Valid APF Data” 
screen, click the “Proceed” button to use the APF data to create your 
Annual Waste Summary.
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Verify Records and Enter TQG
The Annual Waste Summary records based on the APF data will appear in the 
"Records with Errors" section of the screen. STEERS cannot calculate the Total 
Quantity Generated for you. You will need to enter the Total Quantity Generated 
into the Annual Waste Summary records in order to submit the Annual Waste 
Summary. Click the Texas Waste Code link to go to the data entry screen.
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Add Required Information for Each Waste Stream
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Add the following information: 
• Total Quantity Generated. The units for the Total Quantity Generated will 

automatically be entered for you based on the APF data.
• The Waste Minimization Code and Comment for any hazardous wastes.
• Any applicable fee codes if the waste is eligible for a fee exemption.
• Any waste in storage as of 12/31 on one of the Quantity Handled lines.
Click the “Save and View Pending Records” button to go back to the "View 
Pending Annual Waste Summary Records" screen.



Correct Remaining Errors
If other errors need correction, look for linked error messages either 
below the Waste Minimization Comment or at the bottom of the screen. 
Edit the record to correct the error(s). After correcting the record, click 
the “Save and View Pending Records” to ensure the record with errors 
is now in the “Valid Records” section.
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Repeat for Each Record With Errors
Repeat the correction process for each waste stream listed in the 
“Records with Errors” section. Click on the Texas Waste Code link to 
view any errors and make changes accordingly.
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Verify Valid Records
Once you complete correcting your AWS information, make sure that all 
the records that you want to submit appear in the “Valid Records” 
section of the screen. Records in the “Records with Errors” section 
cannot be submitted until the errors are corrected and the record 
appears in the “Valid Records” section.
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Submit All Valid Records
Click the “Submit All Valid Records” button at the bottom of the "View 
Pending Annual Waste Summary Records" screen. If you do not see this 
button, you do not have the necessary STEERS role. Your account must 
have the “Sign and Submit” role for the facility to submit this report via 
STEERS. 

17



Large Quantity Generator Questions
A page with two questions about your hazardous waste generation will 
display. Choose the radio button with the correct answer to each 
question. Continue by clicking the “Go To Confirm Submit” button. The 
"Confirm Records to Send to TCEQ" screen will display.
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Confirm Submit
On the "Confirm Records to Send to TCEQ" screen, enter your password 
at the bottom of the page and click the “Confirm Submit” button. Your 
Annual Waste Summary is NOT submitted until you click the “Confirm 
Submit” button.
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View Confirmation Message
Your report is NOT submitted unless a confirmation message and hash 
code appears on the next screen. You will also receive a confirmation e-
mail from STEERS.

20



Contact Us
For assistance with user accounts and roles, contact STEERS help 
at 512-239-6925 or at steers@tceq.texas.gov.
For assistance with entering IHW data, contact the IHW 
Registration and Reporting Team at (512) 239-6413 or 
wasteval@tceq.texas.gov. 
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mailto:steers@tceq.texas.gov
mailto:wasteval@tceq.texas.gov
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