Transferring 2012 Tier |l Records to 2013 Tier2 Submit

Step 1 - Download the 2013 version of Tier2 Submit at:
http://www.epa.gov/emergencies/content/epcra/tier2.htm
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Tier2 Submit Software

The newest version of Tier2 Submit is for Reporting Year 2013. 8

Please note: This version of Tier2 Submit has been updated to reflect the new Tier II form that is required beginning with
Reporting Year 2013. Completed Tier II forms are due by March 1, 2014. Refer to the reporting requirements for your state
for submission details.

EPA developed Tier2 Submit to help facilities prepare an electronic chemical inventory report. Many states accept Tier2
Submit, and the Tier II chemical inventory data can also be exported into the CAMEOfm emergency planning software. If
your state accepts Tier2 Submit, download the correct version for your system:

e Tier2 Submit 2013 for Windows

e Tier2 Submit 2013 for Macintosh



http://www.epa.gov/emergencies/content/epcra/tier2.htm

Step 2 — Facilities that submitted reports for the 2012 Report Year can import the file
into Tier2 Submit 2013, making it easier for facilities to prepare and submit their 2013
inventories. Begin by opening the 2012 version.
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Welcome to Tier2 Submit 2012 !

rmyY Tier2 Submit is the personal computer software program that

l helps facilities electronically report Tier Il information for
Section 312 of the Emergency Planning and Community
Right to Know Act (EPCRA).

SUBMIT

In addition to providing data fields for the information required under EPCRA, this
program also provides data fields to allow you to submit additional information requested
or required by States. After you choose your state abbreviation from the pull down menu
on the first screen, the program will load any data fields specific for your State.

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

State requirements at EPA Tier Il Webpaae
EPA Tier ll Webpage

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 for the User's Manual.

Start Tier2 Submit




Step 3 — Open the facility record to be imported and select the “Import/Export” option
from the “File” menu.
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Open

Close
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Import\Export ) Last Modified 12/4/2013
Llake KML File

.Company
rent, include both company name and facility name in the facility name figld.

Report Year™ ;'2_9_1_2'

Make Validation Report

Create Submission

Exit Ctrl+Q
Address I Location & 1D

Contacts State Fields Certification

Street Address (where hazardous materials are present)

Street 1123 Any Street

City * Anytown State*|D |l Zip* 83705
County Ada bd| Fire District
Country USA k.2

Mailing Address (if different from street address)

Street
City
Country hdl

A red * indicates a federal or state requirement.




Step 4 — Select “Current Record” for a single facility, “Found Set” for a facility or

facilities from a group, or “All Records” for all facilities in Tier2 Submit, then choose
“Export Files.
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Tier2 Submit Import/Export

Import Files

Select one file in the folder containing all the files to be imported.

Select records to include for export:

@ Current Record | (Any Company)

(O Found Set (ALL 1053 RECORDS)
() All Records

( ipto a single .zip file )




Step 5 — Choose a location where the exported record will be saved, name the file, and
select “Save.”
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Step 6 — When the export is complete, choose “OK” and “Close.” Tier2 Submit 2012 can
now be closed.

EENGUSRR S 00000
o File Edit Scripts Help

Export started at:12/4/2013, 11:29:03 AM
Close | Tier2Facilities file was exported.
Tier2FacilitylD file was exported.
Tier2SitePlanLink file was exported.
Tier2Contacts file was exported.
Tier2ContactsLink file was exported.
TierZChemicalsininventory file was exported.
Tier2ChemlinvLocations file was exported.
Tier2ZCheminvMixtures file was exported.
Tier2Phone file was exported.
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Message

Export process is complete.

( OK




Step 7 — Start the 2013 version of Tier2 Submit.
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Welcome to Tier2 Submit 2013 !

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

In addition to providing data fields for the information required under EPCRA, this program also provides
data fields to allow you to submit additional information requested or required by States. After you choose
your state abbreviation from the pull down menu on the first screen, the program will load any data fields

specific for your State.

Facilities can find information about Federal Tier Il requirements as well as individual State requirements at

EPA Tier Il Webpage

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 for the User's Manual.




Step 7 — From the “File” menu, choose the “Import\Export” option.
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Import\Export Last Modified 12/4/2013
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Create Submission If different, include both company name and facilty name in the facility name field.

I Report Year *| 2013
Exit Cirl+Q

Location ID and Regs Contacts State Fields Attachments Certification

Location Where Hazardous Materials are Present Mailing Address (if different)

Street * |
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Zip* [

Country USA hdl

SREE =] Fire District

Emergency 24-Hour Phone Mumber

Enter latlong values in decimal degrees (use a negative number for Western hemisphere longitude)
Need help finding your |at/long values?

Latitude *! Longitude * |

Ared * indicates afederal or state requirement.




Step 9 — Choose the “Import Files” option, select the file which was exported from the
2012 version, and select “Open.”
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Tier2 Submit Import/Export

Import Files

[ Batch (Multiple File) Import

Select records to include for export:

OcCurrent Record ()

@ Found Set (ALL 1 RECORDS)
OAll Records

[ Include Attachments (Site Plan Files, etc.)

| Export Files
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| Cancel
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Select one file in the folder containing all the files to be imported.
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Step 10 — When the import is complete, choose “OK” and “Close” view the facility list.
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Import started at: 12/4/2013, 11:36:37 AM
Close | Files unzipped.
Tier2Facilities file was imported.
Tier2Contacts file was imported.
Tier2Chemicalsinlnventory file was imported.
Tier2FacilitylD file was imported.
*=**NOTE*** Tier2SitePlanLink file was NOT imported. {The file was not present)
Tier2ContactsLink file was imported.
Tier2CheminvLocations file was imported.
*=**NOTE*** Tier2CheminvMixtures file was NOT imported. (The file was not present)
Tier2Phone file was imported.

Message

Import of records is complete. (See log for notes.)

View Log ‘ Done ’




Step 11 — The facility(ies) can now be selected to review and update facility/contact

information and the chemical inventory for Reporting Year 2013.

Facilities should note that the Environmental Protection Agency has made several
additions and changes to the information required in the Tier Il Reports. A list of the
changes can be found on the Idaho Bureau of Homeland Security’s website at:

http://www.bhs.idaho.gov/Pages/HazardousMaterials/Tierll.aspx
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Imported records

Report Year * Facility Name/
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State * Zip*

Found Facilities

2013 |Any Company 4

: Anytown

‘Ada - 123 Any Street

ID 83705



http://www.bhs.idaho.gov/Pages/HazardousMaterials/TierII.aspx
http://www.bhs.idaho.gov/Pages/HazardousMaterials/TierII.aspx

Step 12 — Once the updates have been made, choose the “Validate Report” option from
the “Record” menu to ensure all information has been properly entered.
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Show Related Chemical Inventory Records

Show Related Contacts
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o Report Year * 2013
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Step 13 —If an error is detected, select “Go To Field” to enter the missing information or
make the correction. Note: the validation process must be reinitiated after each
correction is made.

AMENRGECIDE
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View List ” Chem Inventory List ” Contact List || New Facility ” Help l [ ‘{] “ P> | 1 of 1 total

l Facilities LastModified  12/4/2013

Facility Name *; Any Company
If different, include both company name and facility name in the facility name field.

Department Report Year *| 2013

Location ID and Regs » i Attachments Certification

. Latitude required for submission. — o
Location Where Hazardous Mate| iling Address (if different)

Street ‘“| 123 Any Sireet

Ignore ‘ Go To Field

Zip*| 83705 [

County :Ada Fire District UsA -

Emergency 24-Hour Phone Number

Enter latlong values in decimal degrees (use a negalive number for Wesltern hemisphere longitude).
Need help finding your latflong values?

Latitude tl:l Longitude *]

Ared " indicates a federal or state requirement.




Step 14 — Once all of the validation checks are passed, the 2012 Tier Il Report is ready
for submission to the Idaho Bureau of Homeland Security (IBHS), the Local Emergency
Planning Committee (LEPC) and local fire department.
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View List ” Chem Inventory List ” Contact List ” New Facility ” Help | [ <1 “ (= | 1 of 1 total
I Facilities Last Modified 12/4/2013

Facility Name *; Any Company
If different, include both company name and facility name in the facility name field.

Department Report Year * 2013

Location ID and Regs Message I achments Certification

This facility record passed all the validation checks. P
Total § |

ﬁcneck if all facility information (not incl on.

| certify under penalty of law that | have personally exam
contained in this submission, and that based on my ingu
obtaining the information, | believe the information submitted is frue, accurate, and complete.

S\gnatme"; John Doe / Owner

Name and official title of owner / operator OR
owner / operator's authorized representative

Ared " indicates afederal or state requirement.




Step 15 — From the “File” menu, choose “Create Submission.”
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| Llose Ctrl+W

Tmport\Expart Last Modified 12/4/2013 l

Make KML File
me *: Any Company :

b i If different, include both company name and facility name in the facility name field.

nt Report Year * 2013

Exit Ctrl+Q

Location ID and Regs Contacts State Fields Attachments Certification

State / Local Fees Total §

éﬁCnECK if all facility information (not including chemical information) is identical to last year's submission.

| certify under penalty of law that | have personally examined and am familiar with the information
contained in this submission, and that based on my inquiry of those individuals responsible for
obtaining the information, | believe the information submitted is true, accurate, and complete.

Signature ™| JOFWH Doef OWHEI Date Signed

Name and official tltle of owner:‘ operalor OR
owner / operator's authorized representative

Notes

Ared *indicates a federal or state requirement.




Step 16 — Once the selection criteria is determined, choose “Start Submission
Validation.”
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Tier2 Submit

Select records to include for submission:

O cCurrent Record (Any Company)
@® Found Set (ALL 1 RECORDS)

O All Records




Step 17 — IBHS prefers to receive the Tier Il report as an electronic file. When the final
validation is passed, select “Create Electronic File.”
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Tier2 Submit Validation Check Status: PASSED

[ View Validation Report

First check your state's submission
requirements:

Then select a submission method:

A submission file (_.t2s) containing all of the fields .
supported by Tier2 Submit. Create Electronic File
Please transmit the file according to the ]

method your state requires.

A complete paper report containing all of the fields [

supported by Tier2 Submit Create Complete Paper Report

The Tier Il Inventory Form (PDF) is available from:
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Step 18 — Save the file to a location on your computer. IBHS prefers the naming
structure of “Report Year-County Designator-Facility Name.” If reporting for multiple
facilities in various counties, the county designation is not necessary in the file name. A
link to a list of county designations can be found at:

http://www.bhs.idaho.gov/Pages/HazardousMaterials/Tierll.aspx
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Tier2 Submit Validation Check Status: PASSED

L View Validation Report J

First check your state's submission

requirements: state 8 e OnRegl t ]
|

B Save As I B3
Then select a submission method: -
L [ » 2013 Tier DReport i « [ 4| [ Search 2013 Tier il Report 2|
A submission file (_t2s) containing all of the fields - =
supported by Tier2 Submit. cri Organize ¥ New folder = - @
Please transmit the file according to the - opera = Date madified Tooa Size
method your state requires. [ Favorites m Yp 2
B Desktop No items match h
A complete paper report containing all of the fields. o &g Downloads
supported by Tier2 Submit. Lo % Recent Places |2
The Tier Il Inventory Form (PDF) is available from: [ 8L branes
n . Download | % Documents |
@& Music
[&=] Pictures
B8 videos
M Computer
| & Local Disk (C)
9 homeland securi «
File name:  2013-1A-Any Company -
Save as type: | Tier2 Submission (*£25) v]
* Hide Folders



http://www.bhs.idaho.gov/Pages/HazardousMaterials/TierII.aspx
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Step 19 — “Choose “OK” and “Close” once the export is complete.
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Export started at:12/4/2013, 11:58:35 AM
Close | Tier2Facilities file was exported.
Tier2FacilitylD file was exported.
Tier2SitePlanLink file was exported.
Tier2Contacts file was exported.
Tier2ContactsLink file was exported.
Tier2Chemicalsininventory file was exported.
Tier2CheminvLocations file was exported.
Tier2CheminvMixtures file was exported.
TierZPhone file was exported.

Message

The submission file has been saved to your computer. You now need to
submit the file in accordance with your state requirements.

View Log Dane




Step 20 — Email the saved file as an attachment to tier2@bhs.idaho.gov. Some Idaho
LEPC’s and local fire departments prefer to receive the Tier Il Reports as an electronic
file, as well. A list of agencies accepting electronic files, as well as a directory of County

Emergency Coordinators (for those who prefer a paper copy), can be found at:

www.bhs.idaho.gov/Pages/HazardousMaterials/Tierll.aspx

Message Insert Options Format Text Review Adobe PDF

- Sa] G 0 AtachFile ¥ Follow Up ~
= 3 &%

_.@ Attach [tem ~ ‘i High Importance
£5 | Address Check
Book Mames | L& Signature ~ B Low Importance
Basic Text MNames Include Tags

=
".
>

| terl@hhs.idahu .gov|
=1

Send
Subject: Tier I Submission

Attached: || ] 2013 14 Any Companyt2s (4 KB]

Click on a photo te see social netwerk updates and email messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks,



http://www.bhs.idaho.gov/Pages/HazardousMaterials/TierII.aspx

Step 21 - If a paper copy of the report is desired, repeat Steps 15-17 and select “Create
Complete Paper Report.”

i nerlsubmitZuLs - |1
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Tier2 Submit Validation Check Status: PASSED

[ View Validation Report

First check your state's submission
requirements:

g

Then select a submission method:

A submission file (t2s) containing all of the fields o
supported by Tier2 Submit. Create Electronic File

Flease transmit the file according to the
method your state requires.

A complete paper report containing all of the field
supported by Tier2 Submit. Create Complete Paper Report

The Tier Il Inventory Form (PDF) is available from:
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