From: Susan Jablonski

To: JVillarreal@floresvilletx.gov

Cc: Ramiro Garcia; Monica Aplin; Rosalind Stockton; Michelle Harris; Tracy Miller; Bryan Sinclair; Melissa Cordell;
Lynn Bumguardner

Subject: RE: Response to City of Floresville Inquiry

Date: Wednesday, May 6, 2020 1:10:10 PM

Attachments: E2 DLQOR User Guide.pdf

Good afternoon, Mr. Villarreal.

On May 4, 2020, you contacted Mr. Ramiro Garcia, Jr., Deputy Director of the Texas Commission on
Environmental Quality (TCEQ) Office of Compliance and Enforcement regarding reporting for the
public drinking water system of the City of Floresville (the City). Please accept this response on
behalf of Mr. Garcia.

The TCEQ received notice from you that the City was unable to timely submit the required DLQOR
for the first quarter of 2020. It was further explained that in the beginning of March, the City shut
down its city hall, preventing personnel from having access to the City’s STEERS account
information. Additionally, you indicated that as soon as the responsible personnel were able to get
access into STEERS, the first thing done was to submit the DLQOR.

The TCEQ Office of Water is not altering the deadline for submitting the 1st quarter 2020 DLQOR.
However, the TCEQ has been working with systems who are facing logistical challenges due to the
current COVID-19 pandemic. We have discussed your individual circumstances with the TCEQ Office
of Water. The DLQOR compliance officer will be reaching out to the City and provide specific
guidance on the 1st quarter 2020 DLQOR.

In this circumstance, the impact of the pandemic and the City’s history of compliance, supports
suspending issuance of a violation for failing to submit the 1st quarter DLQOR by the required date.
The required parameters for this allowance should be discussed directly with the DLQOR compliance
officer.

Should you have additional questions for the TCEQ Office of Compliance and Enforcement, you can
directly contact Ms. Lynn Bumguardner, Water Section Manager in San Antonio Region 13 at (210)
403-4050 or at lynn.bumguardner@tceq.texas.gov.

Sincerely,

Susan Jablonski, P.E.

Area Director for Central Texas

Texas Commission on Environmental Quality
(512) 239-6731

From: Johnny Villarreal <)Villarreal@floresvilletx.gov>
Sent: Monday, May 4, 2020 8:35 AM

To: Ramiro Garcia <ramiro.garcia@tceq.texas.gov>
Subject: City of Floresville



mailto:ramiro.garcia@tceq.texas.gov
mailto:JVillarreal@floresvilletx.gov
mailto:lynn.bumguardner@tceq.texas.gov
mailto:JVillarreal@floresvilletx.gov

Due to covid 19 the | was not able to submit the City of Floresville first quarter DLQOR | as soon as |
was able to come in the office and submit it | did sorry for the inconvenience.
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1 Introduction

1.1 State of Texas Environmental Electronic Reporting System
(STEERS)

STEERS provides a platform to the public for on-line access to the Electronic
Environmental (E2) Reporting System plus several other regulatory programing areas of
the TCEQ. An individual obtains a free STEERS account with which they have on-line
access to add, update, renew and modify their accounts for a number of regulatory
programs. STEERS enables secure submission of electronic data which satisfies EPA
CROss Media Electronic Reporting Rule (CROMERR) requirements.

Individuals that have an issue with STEERS have access to telephone or e-mail assistance
from the STEERS team. The STEERS team provides telephone support to the public for
help with the STEERS program only. Any issues the individual has with a regulatory
program are referred to the program area for assistance. STEERS staff also has access to

the Internal Data Application (IDA) to re-set passwords for users whose accounts are
locked.

STEERS Contact

State of Texas Environmental Electronic
Reporting System (STEERS)
Texas Commission on Environmental Quality
(TCEQ)
STEERS Help line
STEERS (MC 226)
E-mail: STEERS@tceq.texas.gov
Phone: (512) 239-6925

1.2 Electronic Environmental Reporting and the E2 System

The Electronic Environmental (E2) Reporting System is a web-based application that
allows the regulated community to electronically submit reports to the Texas Commission
on Environmental Quality (TCEQ). The E2 system provides an alternative to submitting
hand-written or paper-based reports that is faster, more efficient, and requires less
processing for water systems and TCEQ. As a fully operational electronic reporting
system, all of the necessary legal, security, and electronic signature functionalities have
been included to serve as a completely paperless reporting system.

The E2 system allows public water systems (PWS) to submit the following reports:
e Disinfectant Level Quarterly Operating Report (DLQOR)
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1.3 Reasons for and Benefits of Electronic Reporting with E2
Electronic reporting provides the following benefits:

e Gives the user greater control over the quality of data flow

e Provides greater assurance of receipt of required regulatory reporting documents

e Reduces reporting costs by offering a streamlined reporting method using readily
available computer tools

e Offers on-line availability of reports and their processing status

e Improves reported data integrity and security

e Saves the TCEQ costs by reducing, and better utilizing resources required for
managing reports

e Adds to the overall effectiveness of the TCEQ program areas with faster response
for data analyses, compliance assessment, and decision-making

1.4 E2 Contact Information
If you need help entering data, checking on your status/receipt of your data, etc, please

contact the TCEQ Main Line and ask for a specific Program Coordinator.

e DLQOR Coordinator

The Program Coordinators can be reached at:

DWR

Program Coordinator

Public Drinking Water Section (MC-155)
Water Supply Division

Texas Commission on Environmental Quality
(TCEQ)

ESubdata@tceq.texas.gov

Phone: (512) 239-4691

All questions regarding login issues, technical problems, forgotten passwords, or setting
up your STEERS account should be directed to the STEERS Help Line.

1.5 E2 System Overview

As a web-enabled system, the E2 system provides Water Systems with the following
capabilities with respect to Water System Reports:

e Ability to submit original or revised water system reports. E2 allows
water systems to either fill out the reports onlineor copy-and-paste reports from a
water system’s local data system.

e Ability to view validation messages online. All submissions can be validated
to verify that they meet minimum criteria.
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e Ability to save partially completed reports. If a user does not finish filling
out a report in one session, he or she can save the report and resume filling it out
at a later time. TCEQ will not review partially completed reports. The user must
submit the report in order for the data to be processed by TCEQ.

e Ability to view and print previously submitted reports. All submissions
made through the E2 reporting system are saved for later retrieval.

+ Ability to monitor the status of all submissions. Users can log in to see the
current processing status of all submissions (Pending, Processed, and Rejected).
Users also receive an email notification of the submission status.

In essence, the E2 system serves as an electronic filing cabinet, allowing Public Water
Systems (PWS) to manage their own reporting to TCEQ and monitor the status of
submitted reports.

In order to provide sufficient security for all submitted information, access to the E2
system is restricted in the following ways:

e Any person who wants to have access to the E2 system must have an authorized
STEERS User Account.

e Any person who wants to submit reports for a particular Water System must be
granted an association with their Water System.

e In order to submit the reports online in E2, the STEERS user account must have
the "PDW System Sign and Submit" role.

e Any person who wishes to certify water system reports must fill out an STEERS
Participation Agreement (SPA), and submit it to the TCEQ online or via mail.
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2 Minimum System Requirements

Water Systems must be able to access TCEQ’s E2 website through the Internet. Typically,
such access is available either through a dedicated connection (i.e. local area network) or
a modem connection to an Internet Service Provider.

To ensure that all of the features of the E2 system are available, Water Systems must use
Microsoft Internet Explorer web browser (version 7.0 or higher) or Firefox (version 10.0
or higher). The performance of the E2 system will vary based on the computer’s internet
connection speed, CPU, operating system, and available memory. The minimum system
configuration recommendation is as follows:

e Broadband Internet Connection or higher
e Pentium II processor or higher
e VGA or higher resolution monitor (at least 800 x 600 resolution)
e Microsoft Windows XP or higher
e 256 MB of RAM or higher
e Web Browser:
o Designed for Microsoft Internet Explorer 9.0
o Also works on other browsers
* Microsoft Internet Explorer 7.0 or higher
* Google Chrome
* Mozilla Firefox

o Safari web browser was not tested and will most likely not work with the E2
interface

e PDF Reader for viewing of PDF files
e Printer for printing submission in report format and/or Copy of Record
e Email account
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3 E2-DWR System Description

This section provides a brief overview of the report submission process in E2.

3.1 Abbreviated eDWR Submission Process for Public Water System:

Step 1: Via STEERS, Water System User logs into the E2 Reporting System via the
Internet with user ID, password, and an answer to a security question.

Step 2: Using the Water System tab - Create New Reports screen, the user selects a
water system from the drop down menu to complete the following reports:

e Disinfectant Level Quarterly Operating Report (DLQOR)

Step 3: The user prepares Water System report in accordance with reporting

requirements, as specified using any of the submission methods below:
e  Step 3A: Online Data Entry for DLQOR

Step 4: Enter the STEERS password and certify the data entered.

Step 5: E2 receives the file, and issues a receipt of confirmation to the user on the
screen. A separate receipt confirmation email will be automatically sent to the
user. The E2 verifies that the submitted file conforms to the specific data
validation rules and business requirements defined for each of the reporting
forms.

Step 6: Valid submissions can be viewed and printed at any time.
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4 Getting Started

4.1 Creating a STEERS User Profile

In order to gain access to the E2 Reporting System, a State of Texas Environmental
Electronic Reporting System (STEERS) user account at
https://wwwa3.tceq.texas.gov/steers/index.cfm must first be created.

From the above URL, press the “to create a new account” button to create a new STEERS

user account.
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To create a new STEERS user account, follow the instructions and press the “Create New
Account” button to begin. Pressing on the “Create New Account” button will open the
Applicant Information screen.

I texas commission Help ==
= ON ENVIRONMENTAL QUALITY

Contact Us >>  STEERS Login >>

Welcome to the Online STEERS Participation Agreement (SPA) 14:46
e e——
S¥EERS

To create a new STEERS account:

1. You need the list of program areas and/or Ids to add to the account. For instructions,
please click on the Help button at the top of the page.

2. Press the Create New Account button below.

3. A STEERS account verification email will be sent to the address you provide when the
account is created. You must use the verification link contained in this email to set your
account password.

New STEERS Account Information:

« New accounts are probationary and have limited access until STEERS receives a signed
hard-copy SPA or the SPA is signed electronically using the account holder's Texas Drivers
License. The signed SPA must be received to meet the EPA and legal requirements for
electronic signatures.
1f a signed SPA is not received by the STEERS team within:

o 15 days of the creation date, the account will be locked.
o 30 days of the creation date, the account will be archived.

= Only one account may be created in a 5-minute interval and only 20 accounts may be
created in a 24-hour period

« Each STEERS account must have a unique e-mail address.

« A STEERS account is owned by an individual and not a company.

Note: To update an existing STEERS account, you must press Exit Application and log into
STEERS.

Craate New Account | Exit Application |
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Enter the required user information as indicated by a red asterisk. After entering the user
information, scroll to the bottom of the screen and press the “Next” button.

I l TEXAS COMMISEION Help == Contact Us >> Logout >
oM ENVIRONMENTAL QUALITY

Applicant Information 14:45 l

“S$EERS

Mease enter the applicant’s information below and press Next button to continue.
All freids marked wilh * are reguired.,

Applicant Name
First Name:*

Middle Initial:
Last Name: *
Sufifix: *  (Name suffix if apohoabile.)
Company Information

Company Name: ™
Tithe: *

Contact Information
Email Address:*

Phone Number: *

[Applicant’'s company.)

{Applicant’s title.)

[Email musst b wnique.)

(555 123 4557 Foemal.)

Extension: (Appficant's extension number.)
Country Code: [Cnly oS phene numbens.)
Mailing Address

Address: * (Streat address or PO Box.)

Extra Line: {Mail code or other information.)
Clty: *
State: Texas{TX) = (Reguired far US Address)

ZIP Code: - [Raguirad for US Address)

Country:* UsA =
Territur\r: [Reguired for non=US Address)

Foreign Postal: (Required for non-US Address)

Hext|  Clear Form| Ext Apphcation |

Please note the timer in the corner; you have 15 minutes to fill out each page before the
system will automatically log you out. Make sure you have all the information required to
fill out each form.
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The “Review Applicant Data” page will be displayed. Press the “Next” to continue.

l __ TEXAS COMMISSION Help == Contact Us >> Logout ==

ON ENVIRONMENTAL QUALITY

e ——_
S$¥EERS

Please review the applicant's information below. The data you entered has been validated and formatted to remove
special characters. You may choose to change the data, continue account creation, or exit the application.

(M click Next button to create your account. This process may take a couple of minutes, so
please do not dick the button more than once on this page.
Name: Joe Smith
Company Name: TCEQ
Title: OPERATOR
Email Address: USER@email.com
Phone Number: 512-239-4691

Mailing Address: 12100 PARK 35 CIRCLE
AUSTIN TX TX 78753

Previous Ne:ctl Exit Applicationl

On the “STEERS Account Security Question Update” page, select 5 security questions and
provide the desired answers accordingly. Press the “Save” button to continue.

l ' TEXAS COMMISSION

Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY

STEERS Account Security Question Update User: ERD01263 14:47

S5¢EERS

An email with the new account number and a verification key was sent to you. You do not need the email until you
have finished setting up your account. It will be used to set your account password and log into STEERS for the first

time. To finish setting up your account, please select your security questions below and then add the program access
that you need on the next page.

—Set STEERS ER001263 Account Security Questions

In order to increase STEERS security, we are implementing a multi-factor verification system which requires 5 security
questions. Please select and answer the following security questions. Answers must be between 3 and 20 characters. A
* indicates an answered question on your account. If you wish to keep the current answer, leave the answer box

blank.

Question 1: -Selecta Question - - Answer 1:
Question 2: -Selecta Question - - Answer 2:
Question 3: -Selecta Question - - Answer 3:
Question 4: - Selecta Question - - Answer 4:
Question 5: - Selecta Question - - Answer 5:

Savel
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Next, select the desired STEERS program for the selected user account as follows:

e Public Drinking Water - Systems (PDWSYS)

I l TEXAS COMMISSION

Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY
STEERS Account Summary User: ERD01263 14:17
S$EERS

MNote: You have not selected any STEERS program areas for your account. You cannot generate a STEERS Participation
Agreement until you complete setting up your account by adding at least one program area below.

Your account security questions have been saved.

STEERS Access

Select STEERS Program to Add or Modify: Public Drinking Water - Systems (PDWSYS) G Gol

Please select the applicable “Access Type”

e PDW System Read - view only
e PDW System Edit - view, create, delete, and modify
e PDW System Sign and Submit - view, create, delete, modify, sign, and submit

l . TEXAS COMMISSION

Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY
Add New PDWSYS IDs User: ERD01295 13:59
S¥EERS

To add IDs to the account: select a role, relationship, an authorization and either the IDs to add or an
account to copy. Press Add IDs or Copy IDs to continue. Press Cancel when done.
Program Status

Access Type: **PickRole*™

Authorization
Select the appropriate relationship and authorization statement below.

What is the best description of your employer’s relationship to the facility or facilities?
© The Facility
© Parent Company
© Other

Who is authorizing the access?(Select one of the following)

@1, Joe Smith, am applying for a read, edit, or preparer role and no specific company authorization is
required.
-OR-

© 1, Joe Smith, am applying for a sign and submit role and have the authority to enter into this
Agreement for the Company under the applicable standards referred to in 30 TAC 290.46(f)(4)(C).

@1, Joe Smith, am applying for a sign and submit role and am authorized by the person below who does
have the authority to enter into this Agreement for the Company under the applicable standards
referred to in 30 TAC 290.46(f)(4)(C).

Authority: (Name of autherizing authaority)
Title: (Title of autherizing autherity)
Company: (Authorizing company)
Phone: (999-999-9993)

After selecting the Access Type, you must choose an Authorization Type as well.
According to 30 TAC 290.46(f)(4)(C) reports must be signed by a licensed water works

operator. The applicable standards that applied to signing the paper DLQOR also apply to
electronic submittals (30 TAC 19.12(c)).
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There are three options for Authorization:

1. Tam applying and no specific company authorization is required
a. If you chose Access Types “System Read” or “System Edit”, you can

choose this option.

2. Tam applying for a sign and submit role and have the authority...
a. If you chose Access Type Sign and Submit, you can choose this option or

option 3.

3. I am applying for a sign and submit role and am authorized by the person

below...
a. If you chose Access Type Sign and Submit, you can choose this option or

option 2.
b. Please enter in the information of the Authorizing Company.

Once you have determined your Access and Authorization levels, you can enter your PDW
System ID. Enter the PDW System ID(s) as follows:

e Public Drinking Water - Systems (PDWSYS) - Public Water System ID
Once “Access Type”, “Authorization Type”, and “PDW System ID” are selected/entered,

press the “Add IDs” button to continue.

e ID must be entered in the format TX1234567. If you receive an error stating the
ID number is not recognized or is associated with another account, make sure you
have added the TX to your PWS ID number.

e You can also Copy IDs from another account using the STEERS account ER

number of another STEERS user.

PDWSYS IDs to Add:
You may enter each ID or copy IDs from another STEERS account.

Enter the PDW System ID(s) the account needs to access.

TX0010001

Add IDsl Car‘lcell

Copy IDs from another account.
The other account holder must be employed by the same company. An account number starts with ER and is

followed by 6 numbers.

Account Number:

Copy IDsl Cancel
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On the confirmation/review page, press the “Confirm Add” button to save your selection

I TEXAS COMMISSION

Help == Contact Us >> Logout >=
== ON ENVIRONMENTAL QUALITY

Modify IDs Add IDs Account Summary

Confirm Add New Public Drinking Water - Systems IDs User: ERD01295 14:31

Ny g g—
S$¥EERS
You have requested to add the IDs listed below with the following access type and authorization
information. If this is correct, please press Confirm Add at the bottom of the page to confirm the
addition. Otherwise, press Cancel to return to the previous page.

Access and Authorization for IDs

Access Type: PDW Systems Sign and Submit - view, create, delete, modify, sign, and submit
Relationship: The Facility
Authorization Statement: I, Joe Smith, am applying for a sign and submit role and have the authority to enter

into this Agreement for the Company under the applicable standards referred to in
30 TAC 290.46(fF)(4)(C).

IDs found to be added:

i} Name/Loc

TX0010001 CITY OF PALESTINE

Confirm Add | Cancel

Please note that new STEERS user accounts will receive a “probation” status until the
STEERS Participation Agreement (SPA) is received by the TCEQ (either by mail or
electronically).

Please write down or take note of your User ID (ex ER001263), this ID will be required to

log into your STEERS/E2 account from now on. An email with this ID has also been sent
to you.

I I TEXAR COMMISEION

Halp >3 Contact Ug > > Logout > >
OGN EMNYIRONMENTAL QUALITY

Wha Clsn Has Access? Modify IDs Add 10w Account Summany

Public Drinking Water - Sy=tems ID List Usaer: ERDNL 263

“SYEERS

Your PDWSYS access has been updated.

¥ou have 1 IDs for PDWSYS
1-1 of 1 Records

1 - Hame/ Location Role Authorization Status Mo ified
0010007 DOGWOOD SPRINGS WSC PLANT 1 POW Systems Sign and Submit Self probation 12/05/2014

Add 10s] Modity 10s] Cancel|

To access the STEERS Participation Agreement (SPA), press the “Account Summary”
button on the top of the page. Once the STEERS Account Summary page is opened, the
options for SPA are made available as follows:

e Mail > “Paper SPA” For mailing of SPA, press the “Paper SPA” button to access
STEERS Participation Agreement (SPA).

e Electronic> “E-Sign SPA” (via Texas Driver’s License). For online, electronically
signed SPA, press the “e-sign SPA” button to access the STEERS Participation
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Agreement — E-sign page. Use your Texas Driver’s License information to
electronically sign SPA online.

! E TEXAS COMMISSION Hieldp > Contact Us >» Legout >3

O ENVIRONMENTAL QUALITY
Faper SPA E-zign SPA

“SYEERS

STEERS Account Summany User: ERDD1263

Reminder: This account s probationary and has imited access, To get full access, a signed copy of the STEERS
Participation Agreement [(SPA) must be recensed by the TCEQ aeither by mail or electroncally if you have a Texas Drivers
License. If you have not sent in the SPA already, pleass do 50,

Account Summary

Account: EROOL263 Account Status: PROBATION - unlocked
Mame: loe Smith Created: 12/05/2014
Company: TCEQ Activated: N/A
Title: OPERATOR Last Renewed: MN/A

Email: USER@email.com
Phone: 512-239-4691

Address: 12100 PARK 35 CIRCLE
ALSTIN Tx, TH 78753

STEERS Access

Select STEERS Program to Add or Modily: - Select pragram to add ar madify - - EI
Current Program Area Program #1Ds # Probationary
Bubdc Donking Wabter - Systams POWEYS 1 1

Click on either “Paper SPA” or “E-sign SPA”.

e To submit via mail, click the Paper SPA button. Then press the “Generate Your
SPA” to create the SPA printout for the mailing to TCEQ.
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I l TEXAS COMMIBSION
oM EMNYIRONMENTAL QUALITY

Halg > > Contach U > Legout > >

STEERS Salect SPA Types

Usar: ERDDL 263

Please selact whathar you want to generate the entve SPA of & partal SPA for & spechc authaneation. OrF selact
E-sign above o agn your account alactromcally uaing Texas Denears Licenss

Generate Your SPA

To generate the entre SPA, press the “Generate Your SPA" button below.

Generate ‘ﬂmrml Canceal

- OR -
Generate SPA for a Single Authorization

Al figlds are required, You must entar the infermation the same as you dd in the authorzation fomm,

First Name: Aythgrizatsan Fired nama.
Last Mame: Authorizatsn last rames,
Company Name: Ertar ons keyword
Tithe:

Erfar one keyword

[oK| | cancsl]

Print (using your browser’s print button), sign, and mail form to the STEERS address on
the top of the form.
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l l TEXAS COMMISSION Help >  Contact Us ==  Logout ==
OoN ENVIRONMENTAL QUALITY

E-sign SPA Account Summary

STEERS Participation Agreement - New Account User: ERD01263 December 05, 2014

To sign your STEERS Participation Agreement (SPA) electronically with a valid Class C Texas Drivers License
(TDL), press E-Sign SPA above. Otherwise, please print the SPA using your browser's print button and mail it to

the STEERS team. In order to meet legal requirements, STEERS cannot accept a faxed SPA and ALL signature
blocks of the mailed SPA must contain original, ink signatures.

Mail SPA to STEERS: Mailing Address Physical Address
TCEQ TCEQ
STEERS MC226 STEERS MC226
PO BOX 13087 12100 Park 35 Cir
Austin, TX 78711-3087 Austin, TX 78753

Note: We recommend you do not send the SPA via Certified Mail as it is routed through another agency and
takes more time to reach STEERS staff.

Account Information

Account: | ER001263

Name: | Joe Smith

Company: | TCEQ
Title: | OPERATOR
Email: | USER@email.com

Phone: | 512-239-4691

Address: | 12100 PARK 35 CIRCLE
AUSTIN TX, TX 78753

I am applying to read, edit, prepare, and/or sign and submit information electronically for the sites below:

Public Drinking Water - Systems - Probation Ids

D Name/Loc Access Relationship | Authorized |Last
By Modified
TX0010007 DOGWOOD SPRINGS WSC PLANT 1 PDW Systems The Facility Self 12/05/2014
Sign and
Submit
Hash Code: (for STEERS use only) 3D1DA7E8CFCO9755C1B90C0D01CFD2447
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For online electronically signed SPA, press the “e-Sign SPA” button to access
STEERS Participation Agreement - E-sign page. Read through the information and
then scroll to the bottom of the page. Use your Texas Driver’s License information
to electronically sign SPA online. Be sure to check both boxes just above the e-sign

button.

—Sign Electronically with Your Texas Drivers License (TDL)
All fields are required. TCEQ will not save confidential data such as TDL, audit number, birthday, and partial social security
number.
First Name: Jge Your first name as it appears on your TDL.
Last Name: Smith Your last name as it appears on your TOL.
Company Name: TCEQ
Title: OPERATOR
TDL Number: 8 to 10-digit number
TDL Audit Number: The 11-, 16- or 20- digit number on your license.
SSN: Last 4 digits only
Date of Birth: mm/ddfyyyy

[ 1, Joe Smith, have the authority to enter into this Agreement for TCEQ under the
applicable standards listed below.

[[] I, Joe Smith, certify that I am signing this document with my personal Texas
Driver's License information.

E-Sign SPAl Cancell Exit Applicationl

Signature verification can take several minutes.
Please do not press the E-sign button more than once.

Signature Authority Standards:

Public Drinking Water - Systems (PDWSYS)
see 30 TAC 290.46(f)(4)(C)

Once you have either electronically submitted or printed out your SPA, you may exit out
of the application. You have now completed the creation your STEERS account. You will
now be able to sign into E2 without going through this process again.

You will receive an email stating that you have created a STEERS account and prompting
you to create a password for E2. Follow the steps outlined in the email to create your
password. Make sure to write down your Login ID (ex. ER001263) and Password and
keep them in a secure location. You will need your Login ID and Password to access E2
and submit electronic forms.

Revision Date 06/23/2015

Page 17 of 31



TCEQ E2 Reporting System DWR User’s Guide

5 E2-eDWR Online Data Entry Form

The online data entry forms currently available in TCEQ’s E2 Reporting System are
described in the section below.

e Disinfectant Level Quarterly Operating Report (DLQOR)

Please note that after 20 minutes of inactivity, you will be signed out of E2. Make sure to
regularly save your progress.

5.1 Online Data Entry Form for Disinfectant Level Quarterly
Operating Report (DLQOR)
The data entry process flow for the “Disinfectant Level Quarterly Operating Report
(DLQOR)” online data entry form is as follows. Please read through each step carefully.

Step 1A: Login to STEERS with a valid user account number and password

FN rexas commiss: Quastions or Commants >

& on
B On ENVIRONMENTAL QUALITY
TCEQ Home
Enter STEERS:

Welcome to STEERS, the state of Texas S'EE RS

Environmental Electronic Reporting System. ER Account Numbar:

(ER + 6 digits)
Here is what you can do online in STEERS: N

e-Permits\ Registration:
»» Aggregate Production Operations Registration
»» Air New Source Review Registrations _Loagin]
»» CAFO General Permit

Passwor d:

»» Municipal Solid Waste Notifications 1 need:
»» Pesticide General Permit « my password
»» Petroleum Storage Tank (PST) Self-Certifications = to crea ne

ccoun
»» Storm Water General Permits (Construction & Multi-Sector) = to autt » anather user's account

e-Reporting:

»» Annual Emissions Inventory Report (AEIR) Find Out When STEERS Will Be Offline

»» AIr Emissions & Maintenance Events (AEME) Reportin

»» Discharge Monitoring Reports (HDMR( R 2 We do our best to ensure that STEERS Is online when you need it
»+ Industrial & Hazardous Waste (IHW) NOR and Summaries But for upgrades, security measures, and other maintenance, we

+» Municipal Solid Waste (MSW) Quartérly Report must bring STEERS or one of its modules offline. We cannot predict
+» Pollution Prevention Planning (PZPLAN) Reporting emergency outages, but for scheduled downtimes, see our STEERS
»» Training Roster Online Submittal (TROLS) maintenance schedule

See details of what you can do.

This is STEERS version 5.9

Step 1B: Once logged into STEERS, select the Public Drinking Water Systems (PDWSYS)
Program module menu option to access the E2 Reporting System
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TEXAS CoOMBMISEIDMN Halp == Contact Us == Legaut ==
oM ENVIROHMENTAL QUALITY

Subrriesbons Activity

“S$EERS

Welcome to STEERS Internet Version 5.91

Notice: STEERS automatically logs out after 20 minutes of inactivity. Activity i defined by moving from one
page to another, not by entering information on a page.

Far moare infarmation on how 0o navigate this Site, plesse visit our HElp Section.

Select Reporting Program Area: Public Donking Water - Systems (POWSYS) = E‘

TEERE News:

There are no current news items.

Step 2: After E2 validates the user account via STEERS web services, the PWS User is
presented with the E2 Home page. Click on the Water System tab.

= TCEQ
(M pwemes

-'-'I The 12 system s corrently comprieed of o Drinking Water Regartieg (PR ) module.
The system peovides requlsted ard pon-requisted entities with an sltemative way e submit data,
i B proloced, sl aloms TOED bo walidel = Ut s eheatronically, shmvietge receipl,
arnd updoad data ol stalbe™s oralral dat abases.

5 R ting

Astount Bl ERDO1ATE 7 Help ¥ STEERSHome 5 Logost

4] Laberatosies: Laboratories cam bt Microbial Mont oring Report.

Waker Srabenm: Waber Sysbems can use the B2 sysbem bo subimi e LGOI, GWE MOE, and Sam0e,

Step 3: For the PWS User, the Water System Reporting Module menu option is available
as follows:
e C(Create New Reports
e Upload SWMOR Reports (This option is not yet functional. SWMORSs cannot be
submitted electronically at this time)
e Retrieved Saved Reports
e View Submissions
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E—ﬂ Create Mew Reports
@) Upload SWMOR Reports
Eﬂ Retrizve Saved Reports

El} View Submissicn

Step 4: From the Water System Reporting Module, press “Create New Reports” menu
option.

Step 5: Select a Water System from the dropdown “associated” PWS list and press the
“Online Data Entry” icon to begin online data entry form for Disinfectant Level Quarterly
Operating Report (DLQOR).

Water System

eeeB

=]
[x]

(G HcG)

Please note that on the “Create New Report” page for the Water System Reporting
Module, the following options are also available:

e View PDF Template - present a “blank” PDF form of DLQOR. Choosing this
option will not electronically submit the DLQOR. This is merely a blank PDF that
can be printed out or viewed for reference.

Step 6: Once the “Online Data Entry” link is pressed, a pop up window will be displayed
as shown below. To proceed, press the “OK” button. This will open the Disinfectant Level
Quarterly Operating Report (DLQOR) for the user to begin adding information.

Water Systerm Repoaorts for,  DOCWOOD SPRINGS WSC PLAMNT 1

T r -

—  The system will automatically create and save a new report for this  ——
facility, Click OK to create a new report, or click Cancel to cancel
B the reguest.

I OK Cancel @
.
Surface Water Monthly Operating Eeport [c® =] [ A A
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Step 7: On the DLQOR Online Data Entry Form for the selected PWS (in step #5), the
following info will be displayed on screen:

e Public Water System ID
e Public Water System Name

These fields are read-only and locked from editing.

<} Enter your quarterly disinfection information in the fields below. Click on "Validate® to check your d
ready to transmit your data.

) Create New Reports Disinfectant Level Quarterly Operation Report Form

i) Upload SWMOR Reports

() Retrieve Saved Reports Water System Mame: CITY OF PETROLIA
(] View Submission PWS ID: TX0380002
Quarter: Select One
Year s;@ﬁ
Report Form ID: 1470

Just like on the paper form, select the Quarter, Year, and Residual Type, then fill in the
DLQOR form with the required disinfectant residual information. An example online data
entry form for DLQOR is shown below:

Revision Date 06/23/2015 Page 21 of 31



TCEQ

E2 Reporting System DWR User’s Guide

Disinfectant Level Quarterly Operation Report Form

Water System Mame: DOGWOOD SPRINGS WSC PLANT 1

PWSID TX0010007
iatiEs Select One
B Select One  ~
Report Form ID 3083

Type of Disinfectant Used in Distribution System*:

* If you used chloramines and free chlorine at any time during this quarter, select both.

Month:

Average of all disinfectant residuals
for this month*

mg/L

Month:

Average of all disinfectant residuals
for this month*

mg/L

Month:

Average of all disinfectant residuals
for this month*

mg/L

Average of all disinfectant residuals for this quarter

First Month of Quarter: Monthly Summary

Number of residuals collected
this month*

Was the PWS active this month? ¥

Number below MIN for this Number with NO residual for
month* this month*
readings % readings %

Second Menth of Quarter: Monthly Summary

Number of residuals collected
this month*

Was the PWS active this month? ¥

Number below MIN for this Number with NO residual for
month* this month*
readings % readings %

Third Month of Quarter: Monthly Summary

Number of residuals collected
this month*

Was the PWS active this month? [

Number below MIN for this Number with NO residual for
month* this month*
readings % readings %

Quarterly Summary and Certification

Lowest residual for this quarter® | Highest residual for this quarter®

mg/L mg/L mg/L
License#:
License#:
m Validate Validate and Save Submit

Every data field on the data entry form (except “report comments”) is
required for online submission.

Note: At any point during the data entry the user can press the “Validate” button to check
that the information entered against the QA/QC data validations defined for DLQOR. At
any time the user may save the values that have been entered on the DLQOR online entry
form and return at a later time by pressing the “Exit” button.

Once the user has completed adding the data and the form is complete, the “Validate and
Save” button must be pressed. This checks that the data is valid and saves the record to the

report.

Revision Date 06/23/2015

Page 22 of 31



TCEQ E2 Reporting System DWR User’s Guide

Step 8: When the “Validate” or “Validate and Save” buttons are pressed, the following
QA/QC data validations will run.

On the online data entry form, the validation logic in First / Second / Third
Month Summary Result is as follows

e Year starts from 2008

e The 4 quarters are defined as follows

o 1st: Jan/Feb/Mar - due on Apr 10
o 2nd: Apr/May/Jun - due on Jul 10
o 3rd: Jul/Aug/Sep = due on Oct 10

o 4th: Oct/Nov/Dec 2 due on Jan 10

e “Inactive” for the selected month will disable data entry of summary result

e If disinfectant residuals is > 4.0 mg/1, system will display a warning message (but
allow user to submit)

e Use one decimal point for average residual values
e Use only whole numbers for number of residual samples
e For “Active” Month, the number of residual samples should be greater than o.

o If 01is entered, the system will issue a warning “Number of residuals collected is
less than required by rule.”

e Number of residuals below the minimum must be between the total number of
residuals collected and the number of samples with no residuals.

e Auto-calculate percent at “number below MIN” and “number with NO residual”.
The calculated percent will be rounded to 1 decimal place (e.g. 25.7%).

On the online data entry form, the validation logic in Quarterly Summary and
Certification Result are as follows

e If all quarters are “Inactive”, data entry of Quarterly Summary result will be
disabled.

e Auto-calculate “weighted” Average Disinfectant and round to 2 decimal places (e.g.
2.75%)

e If the reading for "the Number with NO residual" is greater than o for any month in
the quarter, the “Lowest” disinfectant residual for this quarter must be o.

e If the reading for "the Number with NO residual"” is 0 for any month in the quarter,
the “Lowest” disinfectant residual for this quarter must be o.

e If the reading for “the Number with NO residual” is 0 for ALL of the months in the
quarter, the “Lowest” disinfectant residuals for this quarter must be greater than o.

e The “Highest” disinfectant residual for this quarter cannot be less than any of the
Average disinfectant residual values in the First / Second / Third Month.
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e Type of “disinfectant used” determines the warning for the minimum allowable
value for “Lowest” disinfectant residuals as follows:

o Chlorine Free: 0.2 mg/L
o Total & Both: 0.5 mg/L

e The warning for maximum allowable value for the “Highest” disinfectant residual
is 4.0 mg/1.

Note: You may receive an error or warning message after you hit the Validate button. Please
make sure all of your data is correct before you hit the submit button. Examples of the
error/warning messages are shown below.

Validation failed messages point out an inconsistency in the data that must be
fixed before the DLQOR can be submitted.

First Month of Quartes: Monthly Summary

- Validation Falled
Average of all Gunfectant residualy Number of reviduals collected Number below MIN for
for thns » th* momth
man readengs
warning
Second Month of Quartes: Monthly Summary o
Month Auguat
Average of Al Sunfectant ressduals Number of residuals collected Number below MIN for
for they month e eOnth* month Ty
mgn readergy readngy warnine )
Third Month of Guarter: Monthly Summary
Month September wvel (MROL) of 4.0 mgL
Average of all Saunfectant resdualy Number of resSuals collected Number Delow MIN for TN VRN NO T
for thn = tha = manth this mont
mg/\ readiegs roadngy . readngy »
CQuarteddy Summary and Certification
Average of all dunfectant residuals for this Quarter  Lowest revidual for this quarter Highest residual for this quarter
=g ma may
-
(ST a — =

This error message occurred because the highest residual for the quarter cannot be less
than the average of any single month. The data would need to be corrected before submittal.

Warning messages do not prevent you from submitting the DLQOR, they
merely point out potential issues/violations.
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Report Form ID: 3083

Type of Disinfectant Used in Distribution System*: *

Chlorine (Freg

* If you used chloramines and free chlorine at any time during this quarter,

Month: July

Average of all disinfectant residuals
for this month*

7.9 ma/L

Month: August

Average of all disinfectant residuals
for this month*

1.5 mg/L

Month: September

Average of all disinfectant residuals
for this month*

1.7 mg/L

First Month of Quarter: Monthly Summary

Number of residuals collected

Number below MIN for
this month* of

21 readings 0 readings
Second Month of Quarter: Monthly Summary

Number of residuals collected Number below MIN for

this month*
25 readings
Third Month of Quarter: Monthly Summary
Number of residuals collected
this month* month*

30| readings

Quarterly Summary and Certification

warning

This data has been submitted after
the due date. you may be subject
to a violation.

warning

(First Month) Average of All
Disinfectant Residuals exceeds
the maximum residual disinfectant
level (MRDL) of 4.0 mg/L

warning

The Highest residual for the
quarter exceeds the MRDL of 4.0
mg/L

0| readings | §

TS T ARTH

validation Passed.

Number below MIN for this

0 readings .0 %

Was the PWS active this month?

Number with NO residual for
this month*

0 readings .0 %

Average of all disinfectant residuals for this quarter | Lowest residual for this quarter®  Highest residual for this quarter*

3.7 ma/L

License# * WGO00012815

0.7 magsL

7.9 ma/L

These warning messages do not indicate an error in data entry, only that the data entered
may lead to a violation. No changes to the data would need to be made, and the form can
be submitted as is.

If you have “Sign and Submit” access, move on to Step 9.

If you chose the “System Edit” access type, click the Validate and Save Button when you
have finished filling out the form. You can review the forms you have saved under the
“Retrieve Saved Reports” menu option.

<

[&] Create New Reports

(&} Upload SWMOR Reports

[&] Retrieve Saved Reports

] View Submission

Choose the Water System from the drop-down menu you wish to review the reports of.
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This screen lists all reports that have been saved in progress but not yet submitted to TCEQ. To retrieve and edit a saved report, first select the Water System from the
drop down menu. Then, to edit an existing report click on the “Edit” icon. To delete a report, click the checkbox next to the report and then click the "Delete” button.

Lﬂ] Create New Reports

22 ot i e Water System: | CLAY ROAD MUD | -
& & epor

@ Retrieve Saved Reports

Lﬂ] View Submission

e T [ 1 - e T

Edit |+ Last Updated Date Last Updated By Report Type <Report Form ID
_ . Disinfectant Level Quarterly
@ 2015-02-10 11:31:55.0 Joe Smith Operating Report 3159
e . Disinfectant Level Quarterly
& 2015-02-10 11:21:40.0 SEEER Operating Report 3158
& 2015-01-29 10:03:10.0 Joe smith Disiniecrne L evebQuaniody 3139
Operating Report
& 2015-01-29 09:59:37.0 Joe Smith Disinfecanc Level Qlianey 3138
Operating Report
& 2015-01-29 09:47:37.0 Joe Smith DimiEgEnc Level ouartcly 3137

Operating Report

P ST EEE

The authorized Sign and Submit user can access these reports and submit them through
this same menu option.

If you are entering multiple DLQORSs, once you have entered the information for one
report, hit Validate and Save and then click the Exit button. This will return you to the
main Water System Reporting Module, choose another PWS from the drop down menu
and follow the same steps (Steps 3-8) for entering the DLQOR information.

Note: Saving reports is not the same as submitting them. You must follow the
steps outlined below in order for your DLQOR to be submitted and received
by TCEQ.

Step 9: When a PWS user is ready to submit the data entered on the DLQOR form, press
the “Submit” button. Once pressed, a pop-up window will be displayed as shown below. To
proceed, press the “Yes” button. This will open the submit page.

of all disinfectant residuals Number of residuals collected Number below
for thisgmanths _ mont
Submit Report :

maomth #

Are you ready to submit ?

No
art

1.7 mg/L 0.7 mg/L

Please take steps to ensure that you do not submit multiple DLQORs for the same system.
Duplicate entries can lead to errors in submittal. If you believe you have accidentally
submitted the wrong information for a system, submit a corrected copy, but add a note in
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the Report Comments field stating “Revised Data” or “Correct Info.” The system will
automatically accept the first submitted report as the correct data, adding a note will
allow us to manually find the correct duplicate.

Step 10: On the E2 submission page, enter your password and place a check mark on the
“I Certify” checkbox to submit the Disinfectant Level Quarterly Operating Report
(DLQOR) report online. Press “Submit” to submit the report.

To preview the data being submitted, please dlick on the Back button 1o access the Preview button on the online data entry form,

° Enter
AL LA L L L L)

Password

e E‘:’-’Th’v Your Certifier ER00 1284

SUdmission
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| certify that the Information above is frue and accurate

o Submit File =
Submit back
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[ | I wll [ L al e T DL T T e Tl

s

1derstan constitutes an electronic sianature leaallv eaurvalent tc

Once the “OK” button is pressed, E2 will call STEERS to validate the following.

e PWS user has provided the correct password
e PWS user has the correct role to “Sign and Submit” the report online

Step 11: Upon successful submission, the receipt page is displayed online as shown
below.

Submission Successfull Confirmation Number:2742 Please go to ‘View Submission’ page to
check the submission status later.

Submission ID: 2742

Report Type: Disinfectant Level Quarterly Operating Report

Certifier's Name: (ERODT264)

Certifier's TCP/IP address:

Date and time file was sent:  12/08/2014 08:22:03

Date and time file was received: 12/08/2014 08:22:03

Date and time acknowledgment was sent:  12,/08,/2014 08:22:04
eSignature:

B3IDC4CB8ABTITREE4E] 1 863DAFBES063D74431E04658E8A90B5ADBASB30DAFCTS
COR Hash Value:

GZ22FC552B600C9274B21BF485D4561 29D3ARAESEAGEOTBSAEDCEIBADF7 A48D71

To view the Copy of Record file go to STEERS Home page and click on Submissions.

A “submission received” confirmation email will be sent to the submitter’s email address.
Your report has not been successfully submitted until you receive this receipt. You may
want to print the receipt page or confirmation email, as proof of submittal of the DLQOR.

Step 12: After the Disinfectant Level Quarterly Operating Report (DLQOR) is submitted
in E2, it is available for review at any time under the “View Submission” menu option.
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E-ll Create Mew Reports
2] Upload SWMOR Repaorts

(&} Retrieve Saved Reports

An example “View Submissions” page for the Water System Reports is shown below.

0000
LR

To find a particular submission, select/enter the desired search criteria as follows:
e Water System Name
e Submission status
e Submission date (from / to)

If you notice that the data you have submitted is wrong, or you need to revise the data, you
will need to resubmit a corrected copy. Follow the steps to submit a new DLQOR, but this
time you will need to add a note to the Report Comments section of the DLQOR form.

Add information such as “Correct Info” or “Revised data” to the Report Comments Section.
If you do not add this information, we will not know which of the two reports you submitted
is the correct one. This could lead to a delay in the processing of your information.

Step 13: Viewing Chain of Custody

The Chain of Custody can be obtained for the selected submission by pressing on the
“Chain of Custody” icon.
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Home Water System My Account

g [ View Water System Submissions View Water System Reports

] Create New Reparts L
1) Upload SwWMOR Reports .
(] Retrieve Saved Reports Water System All

Name:
&) View Submission

Submission Status: All

Submitted between: | 05/05/2013 and | 05/08/2013

Go

Status: @Processed @Rejecled @ Received & Resubmitted

| P — i E 20 [+]

f Download Chain of Custody I Sub. ID Received Date | Status ¢
@ 1133 2013-05-06 13:43:11.0 @
Ga 132 2013-05-06 123:41:57.0 & 1
1131 2013-05-06 13:13:36.0 @

Step 14: Viewing / Printing the Submitted DLQOR Report

To view/print the submission in DLQOR Report Format (TCEQ FORM ID 20067), please
follow the steps below:
1.) Press the “View Water System Reports” tab
2.) On the search panel, enter the desired public water system and reporting period
criteria and press the “Go” button
3.) On the search result section, press the “View” icon for the desired record. This will
open a window containing the DLQOR report displaying the submitted sample
results.
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[ View Water System Submissions
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View Water System Reports

i) Uoload SWHOR Reparts
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&) view submission Lerpunin
o : Submission Al -
Status:
Submitted betwesn 050572013 and | 05/0R/2013

Go

Su(ns:& Processed X Rejecred @ Recetved (3 Resubmimed

worn 00 @ 000 GE

View Sub. 103 Report 10 Received Date Status status Date Report Type

Disinfectant Level

2013-05-06 2013-05-06
< 132 %62 ety & St Quarterly Operating
Report
Ground Warer Rule
20130508 2013.05.08
o 1131 14996 S Tains & Tan Manthly Gperating
13:13:36.0 13:13:37.0 Repar
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Submission ID: 1132 PWS / TX1050039 / MOR

DISINFECTANT LEVEL QUARTERLY OPERATING REPORT (DLQOR)

m

FOR GROUNDWATER OR PURCHASED-WATER PUBLIC WATER SYSTEMS-ANY SIZE

Select Quarter: | 2nd - Apr/May/Jun Select Year: | 2012

& PWS Name:WOODCREEK UTILITY CO 2 PWS ID: TX1050039 L

Type of Disinfectant Used in Distribution System*: | Chloramines (Total) L

* If you used chloramines and free chlorine at any time during this quarter, select both.

First Month of Quarter: Monthly Summary
Was the PWS active this

Month: April R YES NO
Average of all disinfectant Number of residuals Number below MIN for this | Number with NO residual
residuals for this month collected this month month for this month
mg/L readings readings % readings %

Cocond Month of Oartar Monthh, Sammarn,
s r s s

You can now print a copy of the submitted DLQOR for your records.

*Please note this page may not display properly in Firefox. If you have issues with the
DLQOR form displaying properly, try to open and print the form using Google Chrome

or Internet Explorer.
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