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

Transferring 2012 Tier II Records to 2013 Tier2 Submit 

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. 



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



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. 



Step 5 – Choose a location where the exported record will be saved, name the file, and 
select “Save.” 



Step 6 – When the export is complete, choose “OK” and “Close.”  Tier2 Submit 2012 can 
now be closed. 



Step 7 – Start the 2013 version of Tier2 Submit. 



Step 7 – From the “File” menu, choose the “Import\Export” option. 



Step 9 – Choose the “Import Files” option, select the file which was exported from the 
2012 version, and select “Open.” 



Step 10 – When the import is complete, choose “OK” and “Close” view the facility list. 



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 II 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/TierII.aspx 
 

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. 



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. 



Step 14 – Once all of the validation checks are passed, the 2012 Tier II Report is ready 
for submission to the Idaho Bureau of Homeland Security (IBHS), the Local Emergency 
Planning Committee (LEPC) and local fire department. 



Step 15 – From the “File” menu, choose “Create Submission.” 



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



Step 17 – IBHS prefers to receive the Tier II report as an electronic file.  When the final 
validation is passed, select “Create Electronic File.” 



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/TierII.aspx 
 

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


Step 19 – “Choose “OK” and “Close” once the export is complete. 



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 II 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/TierII.aspx 
 

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.” 
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