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Tier Il Reporting Application User Guide for Tier Il Account Reporters

l l TEXAS COMMISSION Help == Contact Us == Logout ==
ON ENVIRONMENTAL QUALITY

Edit Account Change Password Paper SPA E-sign SPA Account Summary STEERS Home

STEERS Account Security Question Update User: ER

This is your ER Number -
Y S$EERS

Set STEERS ER Account Security Questions

In order to increase STEERS security, we are implementing a multi-factor verification system which requires 5
security guestions. 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: - Select a Question - - Answer 1: A *

Question 2: - Select a Question - - Answer 2: *

Question 3: - Select a Question - v Answer 3: *

Question 4: - Select a Question - - Answer 4: L

Question 5: - Select a Question - , Answer 5: *
save|

Figure 6: STEERS Account Security Question Update page

9. The STEERS Account Summary page opens. Your account has now been created in a probationary status.

10. After your probationary STEERS Account, has been created, you may need to establish access to the Tier Il Core
Data program area. The Tier |l Core Data program area is used to create the numbers you need for the Tier Il
Reporting Application. See What Numbers Do You Need? in Chapter 3.

NOTE: If you already have your numbers and only need to get access to the Tier Il
Reporting Application, skip to the Requesting Tier Il Reporting Access section in
Chapter 3 to register yourself and your facilities

NOTE: Every two years your STEERS account must be renewed or it will expire. If it is not
renewed within 30 days of the expiration date, your STEERS account will be
deleted. See Renewing Your STEERS Account in Chapter 3.

Requesting Tier Il Core Data Program Access

The Tier Il Core Data program is where the owner/operator is registered with TCEQ, is assigned a CN (Customer
Number), their Tier Il Account is created, and a unique TXT2 Number is assigned. This program is also where you register
your facilities and receive a unique Regulated Entity Number (RN) for each. Before you can create a report for a facility,
the Regulated Entity record for that facility must be created through the Tier Il Core Data program if the facility does not
already have this number assigned.

Important! This step is NOT needed if you have your numbers and the facilities are
associated with your Customer Account. In that case, move on to the
Requesting Tier Il Reporting Access section in Chapter 3.

NOTE: If you have reported to TCEQ previously you would have registered with TCEQ and
received a CN and possibly RNs for your facilities. If you have reported to the Tier Il
Chemical Reporting Program previously, you were assigned a TXT2 Number. Your
numbers will not have changed.
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See Getting Your Numbers Online in in Chapter 3 for further information on registering the owner/operator and
facilities.

TIP: It is possible that the owner/operator and facilities have already been registered
with TCEQ. The CN and RN numbers can be searched for through the TCEQ
website? as long as they are associated with another TCEQ program (i.e. Air
Operating Permits or Used Oil) and not only to Tier Il. You will find a section on the
TCEQ home page for links to searches.

Contact the Tier Il Program for more information.

To request access to the Tier Il Core Data program area, open the STEERS Account Summary page:

1. If you are not already on the STEERS Account Summary page, select the My Account option from the header bar
on the STEERS Home page once you are logged in to open the STEERS Account Summary page.

' l TExXAs COMMISSION Help == Contact Us >=> Logout ==
B ON ENVIRONMENTAL QUALITY

My Account Submissions Activity STEERS Home

STEERS Home 54:53
S e
S$¥EERS

Figure 7: STEERS Banner with My Account Highlighted

2. Inthe STEERS Account Summary page, select Tier Il Core Data option from the Select STEERS Program to Add or
Modify drop-down field, and select the Go button.

' l TEXAS COMMISSION Help == Contact Us == Logout ==
B ON ENVIRONMENTAL QUALITY
Edit Account Change Password Security Questions Paper SPA E-sign SPA STEERS Home
STEERS Account Summary User: ER ——— 54:38
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. m E
STEERS Access
Select STEERS Program to Add or Modify: -- Select program to add or modify -- b Gdl
Concrete Batch Plants General Permit (EPR_TXG11) -

Discharge Monitoring Report (DMR)
Emissions Banking and Trading (EBT)
Industrial and Hazardous Waste (IHW)
Municipal Solid Waste (MSW)
Municipal Solid Waste Notifications (EPR_MSW) L
Occupational Licensing Computer Based Testing (CBT)
Pesticide General Permit (EPR_PESTGP)

Petroleum Storage Tank (PST)

Pollution Prevention Planning (P2ZPLAN)

Public Drinking Water - Laboratories (PDWLAB)

Public Drinking Water - Systems (PDWSYS)

Storm Water General Permits (EPR_SW) E
TEDS (TEDS)

Tax Relief for Pollution Control Property (EPR_PROP2)

Test Program (EPR_TEST
Tier II Core Data (EPR_TIERT] L

Tier I Government Official (TIERIL_GOV)
Tier II Reporting (TIERII)
Training Rosters Online Submittal (TROLS) -

Figure 8: STEERS Account Summary page with the Tier Il Core Data option highlighted

4 TCEQ Web Site - https://www.tceq.texas.gov/
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3. The Tier Il Core Data Access page displays. Select the appropriate Access Type in the Program Status section.
a. Ifyou are to sign the application, be sure to select the Tier Il ePermits Sign option.

b. If you are reading, editing, or preparing the application for someone else to who will sign, select one of
the other options that best fits.

' l TEXAS COMMISSION

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

Edit Account Change Password

Security Questions Paper SPA

E-sign SPA

Account Summary STEERS Home

Tier II Core Data Access User: ER

Program Status
Current Status: No Access

Access Type: ** Pick Role ** b

** Pick Role **
Authorization T?er I ePerm?ts Re.ad O.nly - view only .
Tier I ePermits Edit - view, create, delete, modify, and pay
Tier I ePermits Preparer - view, create, delete, modify, and submit
What is the best description of yolLER e E= Rl A= R el Ty e el T s

Select the appropriate relationship and

Figure 9: Tier Il Core Data Access page with the Tier Il ePermits Sign Access Type highlighted

¢. Inthe Authorization section on the Tier Il Core Data Access page, select the description of your

employer’s relationship to the facility or facilities. If you are contractor hired to do the data entry for the
owner/operator, select the relationship of who hired you to the facility.

i. Select The Facility if your employer is the facility itself.

ii. Select Parent Company if your employer is the owner of the facilities that are being reported
on.

Do not Other as an option.

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

O Parent Company
O Other Do not select Other

Figure 10: Tier Il Core Data Access page's Authorization - employer's relationship section

d. Inthe “Who is authorizing the access?” section select the appropriate choice for who is authorizing the
access and select the Add Access button.

i. Choose the first option if you want “Read-only, “Edit”, or “Preparer” Access Type. You will not
be able to sign and submit the application.

ii. Choose the second option if you have a “Sign” Access Type and have authority to sign and
submit the application.

iii. Choose the third option if you have the “Sign” Access Type and someone else is authorizing the

access. If you choose this option, you must complete the Authority, Title, Company, and Phone
fields.

e. Select the Add Access button.
» The Cancel button returns you to the STEERS Account Summary page.

Chapter 3 — How to Get Started Page 16 of 216



r
e

Tier Il Reporting Application User Guide for Tier Il Account Reporters

Program Status

Authorization
Select the appropriate relationship and authorization statement below.

What is the best description of your employer's relationship to the facility or facilities?

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

-OR-

@1, Laura M Carlson, 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 40 CFR 370.42(a).

I l TEXAS COMMISSION
ON ENVIRONMENTAL QUALITY

Help >=> Contact Us >> Logout >>

Edit Account Change Password

Security Questions Paper 5PA

E-sign 5PA

Account Summary STEERS Home

Tier II Core Data Access User: ER

8:34
—"
“S¥EERS

Current Status: No Access
Access Type: Tier II ePermits Sign - view, create, delete, modify, sign, and submit ~

© The Facility
© Parent Company
© Other

@1, Laura M Carlson, am applying for a read, edit, or preparer role and no specific company authorization
is required.

a

©1, Laura M Carlson, 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 40 CFR 370.42(a).

L

Authority: | {Name of authorizing authority)
Title: (Title of authorizing authority)
Company: (Authorizing company)
Phone: (599-9599-95959)

Cancal |

Figure 11: Tier Il Core Data Access page

f. If the addition of access was successful, the page refreshes with the confirmation message at the top. If
you are satisfied, select the Cancel button and the STEERS Account Summary page displays.
The STEERS Account Summary page shows your account information and lists the program areas you have

requested access to in the STEERS Access section. Note that there is a “1” in the Probationary column in this
example.

STEERS Access
Select STEERS Program to Add or Modify: -- Select program to add or modify -- - Gcil
Current Program Area Program #1IDs # Probationary
Tier II Core Data EPR_TIERIL N/ A 1

Figure 12: STEERS Account Summary page's STEERS Access section

At this point, your access to the Tier || Core Data program area is still Probationary. To be granted access, you

need to complete the STEERS Participation Agreement (SPA). See Signing the STEERS Participation Agreement
(SPA) in Chapter 3.
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