2007 Tier Il Electronic
Reporting Manual




Tier Il Chemical Inventory Reports / Tier2 Submit

Tier Il Basics

Facilities covered by The Emergency Planning and Community Right to Know Act (EPCRA)
must submit an emergency and hazardous chemical inventory form, or a Tier Il, to the LEPC,
the SERC and the local fire department annually. Tier Il forms require basic facility
identification information, employee contact information for both emergencies and non-
emergencies, and information about chemicals stored or used at the facility:

e The chemical name or the common name as indicated on the MSDS;

e An estimate of the maximum amount of the chemical present at any time during the
preceding calendar year and the average daily amount;

e A brief description of the manner of storage of the chemical;

e The location of the chemical at the facility; and

¢ Anindication of whether the owner of the facility elects to withhold location
information from disclosure to the public.

Tier2 Submit Software

Capitol Region Council of Governments (CRCOG), is requesting facilities to use Tier2 Submit
2007 and submit electronically which will enable CRCOG to keep a good track of the reports
and disseminate information efficiently and effectively when needed.

Steps to submit Tier2 electronically:

1.1 f you hav ewnotded please dosviyloaditioe 2007 Tier2 Submit 2007 For
Windows at
http://yosemite.epa.gov/oswer/ceppoweb.nsf/content/tier2.htm#t2forms. as shown

below:
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Tier2 Submit Software

EPA has developed Tier2 Submit 2006 tu help faciities propare an electronic chemical
nvenlory report. Tweniy-nine sigies are accepting TierZ Submit from feciliies. for the 2006
reporting year (Visd he links o indvadual State requirements below)

For more information aboul Tier2 Submit you can view or download our Tier2 Submil 2007
Factshest

To abiain Tier Il reporting procedures and requiremants, ploase chck on the stale where e
reporting fac#ty is located

o pisbama o Maine o Oregon
nd o Pannsyivania
5 Rhoda lsiand
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a. For Windows, click here to

If your state is accepting Tier2 Submit: downioad the correct version wih the Facllity
Submission Guide

L e e install the Tier2 software.

+ Facity Submission Guide

W ety ek s o i Tord Syt FAG it e b. For Mac, click on the second

Tier2 Submit is desianed o export Tier || Chemical inventary dafa into the emerasncy plsnning



http://yosemite.epa.gov/oswer/ceppoweb.nsf/content/tier2.htm#t2forms

2.As shown n figure above, please click on the appropriate bullet and theyftligho on the

popup box to install

the Tier2 Submit software.

3.0nce you install the software, please restart the computer to let the software initialize

work properly.
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Double click here to launch
the Tier2 program.
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5.You will see a box to enter your user hame. Please enter the appropriate name to run

program. You will then see the following screBtease chick on Start Tier2 Submit icol
located at the bottom right corner.

BN Tier2Submit2007 - [Tier2Navigator]
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Welcome to Tier2 Submit 2007 !

Tier2 Submitis the personal computer software program
that helps facilities electronically report Tier Il information
for Section 312 of the Emergency Planning and Community
Right o Know Act (EPCRA).

In addition to providing data fields for the information required under EPCRA, this
program also provides data fields (marked by a red X) to allow you to submit additional
information required by States, as well as data fields for information desired by some:
States but not required by regulation_ After you chaose your state abbreviation from the
pull down menu on the first screen, the program will 1oad any data fields specific for
your State

Facilities can find information about Federal Tier l requirements as well as individual

State requirements at S e

If you need help while operating Tier2 Submit or if you need assistance submitting
your Tier Il information click the Help button at the top of any module forthe User's
Manual.

Start Tier2 Submit ‘ ‘ Quit

6.You will then see the following screen. Please enter the Facility Name, Department ar
the information in the each tab.

B Tier2submit2007 - [Tier2Facilities]
| Fle Edit Record Search Scripts Help
Browse View List || Chem Inventory List]] Contact List || Hew Faciliy || Help | |
J_‘lll_‘ Facilities Last Modified 121412007
Layout
Address | Facility Name * |
D Report Year* 2007
AL
I Address ILocauun &IDT Contacts r State Fields I Certification T Notes
Street Address
Record Street*
1 L State ] 2 et
Thatle County L Fire District :
1 Country USA =l
Semi-sorted
Mailing Address (if different from street address)




7.0nce you enter required informati on, pl ease c¢click on the AChem
window to enter the inventory of chemicals. You will see the following window. Please enter all the
required fields and tabs. | f you have mamnica t
Il nventoryo icon to report it. Once you are d
icon to go back to the Facility Window.

B Tier25ubmit2007 - [Tier2Chemicalsininventory]

]| Fie Edit Record Search Scripts Help

Browse | viewlist FaciliyRecord Contactlist Wew Chemical Inlnventory  Help  Back/Close
Ll Chemicals in Inventory Lest Modified 12/412007
Layout:
Quantity j Facility Name  dfasdfs
Report Year 2007 City State
CAS# fdafds EHS* Trade Secret
Chem Name™ Lonkup Ghemical Neme:
Physical State & Quantity Storage Locations Mixture Components State Fields
Record:
: Physical State* Hazards* Health Effects*
Pure Solid Fire Acute
. Miture Liquid Pressure Chronic
ﬁ“u”d' Gas Reactive
Total Check all that apply
7
Chemical information identical to previous year Days On Site* 365
Unsorted
Max Daily Amount pounds  MaxCode* >l
Average Daily Amount pounds  AveCode™ =l
Max ameunt in largest container pounds
ABlue " indicates  federal requirement. A red x indicaies a staie requirement.

8l f you have more than one facility to r erpamrt,
follow steps 6 and 7 until you are done entering data.

9.0nce you finish entering data, click on File menu to validate report and to submit the form.
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Tier2 Submit Validation Report

Select records to include:

@ Current Record (dfasdfs)

) Found Set (ALL 6 RECORDS)
O All Records

[ Make Report ] [ Cancel ]

11. Sel ect fAFound Seto radio button to select al
you can either just view or print the report as shown below. On the Validation Report, if your
entries are all wvalid, you will see AALL FAC
report. I f not, you wil!/|l see AValidation Err
proceed to submit or fix the error. In either case, please click on File Menu and then Close. This
will take you to the Facility Screen.



Y Tier2Submit2005 - [Tier2Navigator]
Fle Edit Scripts Window Help

Tier2 Submit Validation Report Ready

The report can be viewed in Preview Mode by clicking the
View Report button.

Toget out of Preview Mode, you must use either the
“Print Report” or the “Cancel Report™ menu.

[ View Report ] [ Print Report ] [ Cancel

12. Please click on Create Submission under File Menu in the Facility Screen (Once you validate the
entries).

Y Tier2Submit2005 - [Tier2Navigator]
Fle Edit Scripts Window Help

Tier2 Submit

Select records to include for submission:

> Current Record (University of Connecticut @ Hartford)

@ Found Set (ALL 151 RECORDS)
{ All Records

| Start Submission Validation |

Cancel

13. Please click on the Appropriate Radio button as shown above depending on how many facility you
need to report (generally all records radio button).

14.Click on AStart Submissi on Yhefollowirgscreern ®© i con.



15. 1 f
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B Tier25ubmit2007 - [Tier2Navigator]

First check your state's submission
requirements:

Then select a submission method:

the fields supported by Tier2 Submit,
In order to submit the fils to your reporti
agency, you must email

the fields supported by Tier2 Submit

A paper report containing the federally
required fields. This report does NOT

Submit. This reportis similarin

Tier2 Submit Validation Check Status: PASSED

A submission file ( t2s) containing all of

A complete paper report containing all of

include all of the fields supported by Tier2

appearance to the ariginal Tier Two form

-

View Validation Report

[ State Submission Requirements ]

[ Create Electronic File ]

[ Create Complete Paper Report ]

[ Create Original-Style Paper Report ]

you have entered
as shown above. I f
on i
is APASSEDO, you can

email. You will see the following screen.
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16. Please browse to the folder where you want to save the export file and also give a name to the
export file. Once you save the file, you can email it as an attachment to Kristin Dean, Capitol
Region Council of Governments Public Safety Planner, at kdean@crcog.org.
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