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Introduction

Tier2 Submit is a software program developed by the Environmental Protection Agency (EPA)
and National Oceanic Atmospheric Administration (NOAA) for use by facilities to enter and submit
Emergency Planning and Community Right-to-Know Act (EPCRA) 311/312 chemical information,
commonly known as Tier Il reports. Tier2 Submit will allow users to enter multiple facilities,
chemicals and contacts. The program also includes many of the states’ additional data
requirements.

Tier2 Submit is designed to assist facilities: Enter, store, print and export Tier Il information to
State Emergency Response Commissions (SERCS), Local Emergency Planning Committees
(LEPCs) and Fire Departments. Tier2 Submit is designed to help the reporting facility enter the
data efficiently and submit the electronic information easily.

Tier2 Submit is organized in three modules (parts):

e Facilities module - where the user enters their business name, address, Standard
Industrial Code, etc.

e Contacts module - where the user enters addresses and phone numbers for the
facility’s owner/operator, emergency contact, and other contacts

e Chemicals in Inventory module - where the user enters chemical property and storage
information, etc.

The user can navigate to each of these modules freely to add, delete or edit the information. Tier2
Submit has virtually unlimited capacity so even companies with hundreds of facilities can use the
software effectively. Tier2 Submit is also designed with basic and advanced search features, so
facilities, SERCs, LEPCs and Fire Departments can search by county or state for efficient
regulatory submission or emergency planning tasks.

Here are some important points before you get started:

o Before you get started please check your state’s 2004 Tier |l reporting requirements.
You can do this by reviewing state requirements at
http://yosemite.epa.gov/oswer/CeppoWeb.nsf/content/statetier2.htm to determine the
method(s) they accept.

e There will be a new version of Tier2 Submit available for download every year. Users
must download the new version each year to properly update reporting requirements.
Please only use Tier2 Submit 2004 to report Tier Il information to SERCs, LEPCs
and Fire Depts for the 2004 reporting year (due March 1, 2005).

¢ If you should require assistance with downloading or have additional questions, contact
the RMP Reporting Center at: (301) 429-5018 ( 8am-4:30pm M-F ) or via e-mail at:
userrmp.usersupport@csc.com

e For answers to questions about completing your Tier Il information, please see the
EPCRA Questions and Answers:
http://yosemite.epa.gov/oswer/CeppoWeb.nsf/content/epcraOverview.htm#hazardous or
contact the Environmental Protection Agency RCRA, Superfund & EPCRA Call Center at
1-800-424-9346 or TDD (800) 553-7672.
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What do | need to get Started

Hardware Requirements

PC: Intel-compatible Pentium-class computer; 32 MB RAM, hard disk drive with 50 MB of free
hard drive space, VGA color display.

Macintosh: Power Macintosh or Macintosh OS computer with a PPC 601 or higher processor;
hard disk drive with 100 MB of free hard drive space.

Software requirements

PC: Windows 98, NT 4.0 (Service Pack 3), 2000 Professional, XP or ME

Macintosh: System 8.6 or later

Note: Mac users with OS X, will need to run Tier2 Submit in Classic mode (you can set Classic

mode under System Preferences). You'll also need to run your web browser in Classic mode in
order to use the Tier2 Submit User's Manual.

You also need an Internet browser

Internet Explorer 4.0 or later
Netscape Navigator 4.7 or later
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Installation procedures

Warning: 2003 Users! - DO NOT DELETE your 2003 copy of Tier2Submit - You may need
your old version (Tier2Submit2003) to export your data into the new version (Tier2Submit2004).

To import last year’s Tier2 Submit data into Tier2 Submit 2004 - see the step by step
instructions on page 23

¢ Go to http://www.epa.gov/ceppol/tier2.htm and follow the instructions for downloading
Tier2 Submit 2004.

Note: The software can take up to 40 minutes to download from a dial up connection.

o After the software has downloaded, click on the Tier2Submit Installer icon and follow the
on screen instructions (Click "Next" and then "Finish" - This will create a Tier2Submit2004 folder
on your computer’s C drive).

Using the Software

Now that you have downloaded the software, you are ready to begin entering your data. The
pages that follow will take you step by step through entering and submitting your facility data.

Some points to remember:

e There are three parts to the instructions: Entering Data, Validating Data and
Submitting Data.

o Federally required fields are marked with a blue asterisk *, State required fields are
marked with a red X.

e Your data is automatically saved as you enter it, there is no separate "save" function.

e If you need Tier2 Submit field definitions or further explanation just click the
button at the top of any module for the complete Users Manual. For more information
see Appendix B in this document.
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Entering Data

Facilities module

1. Type in your facility information - fill in all the required address fields
(marked with a blue asterisk * ).

¥ Tier25ubmit2003 - [Tier2Facilities. T53]

Eile Edit Becord Search Scrptz Window Help

Addiess ]| viewvist || chem inventory List || Contactiist || Wew Facility || Hep |

A Facilities Last Modified 2/2/2003
|_ 9 Report Year® 2003

Records: Facility Name™|Acme Chemical

1

Unzorted

Address Location & 1D Contacts State Fields

Street Address

Street™ 4567 Pratt 5t
City™ Baltimore
County
Country |LUSA

State=MD | Zip™ 21205

Mailing Address (if different from street address)

Street 2345 1st 5t
City Mew vark

State MY | Zip 12548
Country [1LUSA

A Blue 7 indicates a federal requirement. A red = indicates a state requirement.

2. Next proceed to enter the appropriate data in the Location & ID Tab.

Location & ID

Location & ID Contacts

State Fields Certification

1D Type Description

SY000 PRESERYING

| Dun & Bradstrest

Community Right to Know #
State ID =
Other

Mumber of Emplovees

-

Method for determining Latitude and Longitude

Enter decimal latitude and longitude
e.q. 46.9801 118.25896

Description of location identified by
Latitude and Longitude

3. Enter the SIC code(s) and any Dun & Bradstreet Numbers if applicable.

Note: You must click once into the blank ID type field to bring up the ID type pull down menu.

Tier2 Submit 2004
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4. Enter the number of employees at the facility.
5. Enter the facility’s Latitude/Longitude if the state has requested it.

Note: You may use the following tool to locate your facility’s Latitude/Longitude.
http://www.epa.govi/tri/report/siting_tool/index.htm

Note: This tool will convert your Latitude/Longitude into decimal degrees.
http://www.uky.edu/KGS/gis/converter.htm

6. Enter method of finding Lat/Long and Description of the location if the state has
requested it.

7. Click the box "Check if chemicals are identical to last year's submission" if applicable.

Next proceed to the "Contacts" Tab

Contacts

¥ Tier2Submit2002 - [Tier2Facilities]

File Edit Record Search Scripts ‘Window Help

Contacts «||  ViewList || chem inventory List || cContactList || MewFacility || Help | (1= = ][ = [0
__iii Facilities Last Modified 2/25/2002
|_'-3. Report Year* 2002

Records: Facility Narme * ACME Chemical

3 Street* 4567 Pratt St.

Unsarted ity * | Baltimore State *MD | Zip * 21205

Location & ID Contacts State Fields Certification

Double Click on a rovirayisw additiwmformation.

-

Federal Requirements include: Qwner/ Operator Name®™, mail address™, phone™ &
1 emergency contact with name® & 24 hr phone®

Add Contact | Remaove Contact |

A Blue 7 indicates a federal requirement. A red « indicates a state requirement.

8. Read the Federal Contact requirements on the window and the additional State Contact
requirements (if applicable).

9. Click the "Add Contact" button.
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&¥ Tier2Submit2002 - [Tier2Contacts]

B File Edit Scripts Window Help

Contacts Last Modified

[ Last or Business Name)
First Marme  #%alter ¢ Last iSmith | Title;
Address 4467 Pratt St
City | i Fipi205 | Email iwsmithi@acme.com

Phone Type Phone # Contact Type
Wabile - Cell (410-855-1212

=] ator
Emergency Cantact
| Owner [ Operator
Fegulatory Point of Contact
Submitter
Billing
Mailing

10. Enter the Owner/Operator’s contact information. If the Owner/Operator is a Business
name - enter the Business/Corporation Name in the Last Name field.

11. Choose the phone type from the pull down list, then enter the appropriate phone number.

12. Be sure to choose Owner/Operator from the "Contact Type" pull down list (click in the
blank field for the pull down list).

13. Click "Done".
Location & 1D, Contacts \ State Fields I Certification I Motes
Louble Click on a\rov to view additional contact inf/!nmation.
MName ith Vialter =

Contact Tvpe  Owner Jopnetator

-

Federal Requirements include: Owner/ Op Hame®, mail address™, phone™ &
1 emergen, ntact” with name® & 24 hr phone”

f Add Cantact ]f Remove Contact ]

A Blue ™ indicates a federal requirement. A red = indicates 3 state requirement.

14. Click the "Add Contact" button again.
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15. Enter the first Emergency Contact’s information.

¥ Tier25ubmit2002 - [Tier2Contacts]

Hg Fle Edt Scripts Window  Help

Contacts

Last Maodified

[ Last or Business Hame)

Fitst Name £

i Last Salts

Address

City

Phone Type
24-haur

|2 4-hour

Mohile - Cell

Phone #

Contact Type

1N 0-555-0806

=)

[Emergency Contact

[ Done ] [ Cancel

J

16. Choose the 24-hour phone type from the pull down list, then enter the appropriate phone

number.

17. Choose “Emergency Contact” from the “Contact Type” pull down list.

Feel free to enter additional phone numbers for the Emergency Contact

(24 hour number is federally required).

18. Click "Done".

Back at the Contacts Tab

19. Repeat previous steps for the 2nd emergency contact (if applicable) and for any additional
state required contacts.

When all contacts have been entered

20. Click on the "State Fields" tab.
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State Fields

¥ Tier25ubmit2003 - [Tier2F acilities. T53]

_i\e Edit Becord Seach Secriptz Window Help

SrateFieli=||  viewiist [ chem inventory List || cContactList || MewFacility [ Hep |
|_ 1 Report Year® 2003

Records: Facility Mame®iAcme Chernical

;

Unsorted Address Lacation & 1D Cuntac(s I State Fields I Ce)tiﬂcation

CWBS‘(S the ing:

[ indicate if RMP facility

A Blue ™ indicat

a federal requi t. Acred xindi

tes 3 state requi

21. Enter the appropriate data into any state requested fields.

Next.... click on the LChem Inventory List |

hot button at the top of the Facilities module

Tier2 Submit 2004
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Chemicals in Inventory module

2 Tier25ubmit2002 - [Tier2ChemicalsInInventory]

File Edit Record Search Scripts  Window Help

Quantity || view List || Facitity Record || ContactList || Mew Chemical in inventory || Help |
- B Chemicals in Inventory Last Madified 9/25/2002

|_ 1 Facility Narme ACME Chemical

Records: ReportYear (2002 @ Haltimore State MD

Found: CAS# [7782-50-5 O Trade Secret

1 Cherm Marme * [GHLORINE [ Lockup Chemizal Name )
Unzorted

Physical State & Quantity T Storage Locations T Mixture Components T State Fields

Physical State * Hazards Health Effects
O Pure O Salid O Fire O Acute
O Mixture O Liguid O Pressure O Chraonic
O Gas O Reactive

Check all that apply

Chemical information identical to previous year [ Days On Site *
Max Daily Amount pounds  Max Code
Average Daily Amount pounds Awve Code *

Max amount in largest container pounds

A Blue ® indicates 3 federal requirement. A red x indicates a state requirement.

1. Enter Chemical Name (you can use the "Lookup Chemical Name" feature as a tool, but
please note that this list includes additional chemicals that are not regulated by EPCRA).

2. The CAS# may have been entered automatically if you used the "Lookup Chemical
Name" feature, if not, please enter the CAS# if applicable.

3. Check off Extremely Hazardous Substance (EHS) and/or Trade Secret if applicable.

Physical State & Quantity

Physical State & Quantity ] Storage Locations I hixture Components I State Fields

Physical State * Hazards Health Effects
Pure Salid 1 = Acute
LI Mixture Liguid i Chronic

Gas

Check all that apply

Chemical infarmation identical to previous yvear ik Days On Site *

Max Daily Amount pounds Max Code * 3 1,000 - 9,999 pounds

Ave Code

Average Daily Amount ; pounds 1,000 - 9,999 pounds

Max amaount in largest container pounds

, , 11
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4. Check off all Physical States, Hazards and Health Effects that apply.
5. Enter the number of days that the chemical is onsite (1-366).

6. Actual weight of chemical is required in some states; you must enter actual weight in the
Average and Maximum fields (if marked with an X).

7. All states require the Weight Estimate code. Click the field Estimate Code Average and
Maximum field to choose the chemical's weight range from the pull down list.

8. Some states require "Max amount in largest container" enter amount in pounds if
applicable.

9. Click the "Storage Locations" tab.

Storage Locations

Physical State & Cluantity ( Storage Locations Mixture Components T State Fields

Storage Codes

Type™ Press® Temp™® Location® Max Amount at Location Unit
D =l =ka [=lRyiiding #2 NE carner pounds | @l(Delete)|
T Hi

4]

10. Choose the appropriate Type, Pressure and Temperature storage codes from the pull
down lists.

11. Enter the physical location of the chemical into the Location Field.
Example = Building # 2 North East Corner

If the location is confidential, type the word “Confidential” in the storage location field.
12. Enter the maximum amount of the chemical stored at that particular storage location into
the "Max Amount at Location " field and choose the proper unit from the "Units" pull down

list.

Reminder: Federally required fields are marked with a blue asterisk *
State required fields are marked with a red X.

, , 12
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13. If the reported chemical is located in multiple places at the facility, repeat steps 10-12 for
each location of the reported chemical at the facility.

14. If the reported chemical is a mixture, click the "Mixture Components" Tab. If the Chemical
is a pure substance, skip to step 21.

Mixture Components

¥ Tier25ubmit2002 - [Tier2ChemicalsInInventory]
File Edit Record Search Scripts  Window Help

Compon... v||__ ViewList || Facility Record || Contact List [| Mew Chemical in Inventory | Help |

—— Chemicals in Inventory Last Modified 9/25/2002
| 1 Facility Mame ACME Chemical

Records: Reportear (2002 City |Baltimaore State mD

2

CAS# 7701-A0-5
Chem Mame * \CHLORINE i [ Lookup Chemical Name )

Found:
1

Unsorted - ] ) 2. N -
FPhysical State & Quantity Storage Locations Mixture Components State Fields
EHS* CAS Component \ Wit vl

oo

[+]
Lackup Component Hame

A Blue ® indicates a federal requi t. A red: indicates a state requi

15. Check off the EHS field if the mixture component is an EHS.

16. Enter the CAS number of the mixture component.

17. Enter the Component’s Chemical Name into the Component field (you may use the
"Lookup Chemical Name" button to find the component’s name).

18. Enter the percentage of the component in the mixture, and choose either Weight or
Volume from the wt/vol field’s pull down list.

19. Repeat steps 15-18 if there are multiple components in the mixture.

20. Click the "State Fields" tab.

, . 13
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State Fields (Chemical Inventory Module)

CAS# |7664-41-7 | [ EHS* O Trade Secret
Chem Mame * | Al o, Lookup Chemical Name |

Physical State & Quantity Starage Locations Mixture Compaonents State Fields

Delaware requests the following:

Fee classification per substance reported =

A Blue ®indicates a federal reauirement. A red = indicates a state reauirement.

21. Make sure all the appropriate chemicals information is entered into any state requested
fields.

Next...

22. If the facility is reporting multiple chemicals, click the | Mew Chemical in inventory | 1o by ton

on the top of the window and repeat steps 1-21 for each additional chemical.

After all the chemicals in inventory have been entered

23. Click the hot button from the top of the window.

24. Click the "Certification" Tab.

, , 14
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Certification

¥ Tier2Submit2002 - [Tier2Facilities]

'il'-'. File Edit Record Search AScripts  Window Help

Footer  =||  ViewList || Chem Inventory List|| Contactiist || MewFacility ||  Help EH L= (=1
‘E‘W [ Facilities Last bodified  S/25/2002 ]
| 3 ReportYear® 2002

Records: Facility Mame * (AGME Chernical
3 Street* 4567 Pratt ot
Unsorted City * Baltimore fCounty {State *

Loeation & ID I Contacts I State Fields Gmcaﬁun

Optional Attachments

| have submitted a site plan.
! I have attached a description of dikes and other safeguard measuras.
have attached a list of site coordinate abhreviations.

I Failed Tier2 Submit validation Statef Local Fees Total §

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

Signature * Walter Srith - Facility Operatar Date Signed

Mame and official title of owner § operator OR
owner f operator's authorized reprasentative

25. Check off the appropriate optional attachments, if applicable (Some states may require
optional attachments).

26. Type in the name of the owner/operator or the owner/operator's authorized
representative with official title in the "Signature” Field.

27. Type the date into the "Date" field (e.g. 02/25/2005).

You have finished entering your first facility's chemical inventory
information into Tier2 Submit!

Now on to Validation.....

Tier2 Submit 2004
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Validating Data

1. To check all the fields for completion go to the Record menu on the top menu bar and
click "Validate Record".

=¥ Tier2submit2002 - [Tier2Facilities]
File Edit | Record Search Scripts  Window Help

'I Wigw List bw F acility || Help |l<]|| <1 ” = |IE
|— ' Yiew Record

Foater

Last Modified 9/25/2002

ek Tab Ctr+T

JE

'-3. Show Related Chemical Inventory Records
ek Show Relaked Contacts
3
_ Sark
Unzorted Show All Records Chel+3

Mew Facilty e e Fislds Certification
Chrl-+U

Duplicate Facility
Delete Facility Chrl+D

Revert Record

es and other safeguard measures.
dinate abbreviations.

Validate R

Go To »

[ Failed Tier2 Submit validation State f Local Fees Total §

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

Signature * Malter Smith - Facility Operator Date Signed

Mame and official title of owner foperator OR
mwner foperator's authorized representative

A Blue " indicatez a federal requirement. A red x indicates a state requiremant.

2. If any there is any missing data, click the "Go to Field" button on the pop up window - If
the facility has passed all validation checks, click "OK" and skip to the next page
“Submitting Data”.

=¥ Tier25ubmit20032 - [Tier2F acili
File Edit HRecord Search Secripts Window Help

FacligDiw||__ ViewList || chem inventory List [| Contact List || NewFacility [| Hetp |

- Facilities Last Modified 9/5/2003
|_ 1 Repart Year® 2003

Records: Facility Name™ Acme Chemical
:

1D Type An Owner/0perator contact recaord is required.

Dun & Bradstreet K
5IC

State ID |
e ——— Ignare

A T

Mumber of Employees

Gfi - GPS (SA OR)
Latitude |26.6548 Longitude [118.2354 Method for determining Latitude and Longitude

Enter decimal latitude and longitude
e.y. 46.9801 118.2896 CE - Centar af Facility
Description of location identified by
Latitude and Longitude

[ checkifall chemicals in inventory are identical to last year's submission

Tier2 Submit 2004
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3. Enter the missing information into the data field and return to the Facility module.

(To quickly navigate to the Facility Record - Go to File from the top menu bar and choose Open,
then click "Facilities”)

Note: You must be in the Facilities module to validate your record.
4. Go to the Record menu on the top menu bar and click "Validate Record" again.

5. If there is still missing data, repeat steps 1-3. If not, click "OK" and skip to the next page,
“Submitting Data”.

1 Report Year™|2003

Records: Facility Name™ Acme Charnical
1
1
1D Type Thiz facility record passed all the validation checks.
Unsorted Dun & Bradstreet Diel
S Dz
State ID

Murmber of Employees 56

GE - GPS (54 O
Method for determining Latitude and Longit]

Latitude |26.6548 Longitude |118.2354

Enter decimal latitude and longitude
e.g. 46.9801 118.2896 CE - Center of Facility

Description of lacation identified by
Latitude and Longitude

[ Checkifall chemicals in inventory are identical to last year's submission

A Blue * indicates a federal requirement. A red =« indicates a state requirement.

If you have more facilities, turn to the next page. If you only have one

facility to report chemical inventories, turn to the Submission
Instructions on page 19.

, . 17
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Entering Multiple Facilities

If you have an additional facility to report and it is similar to the facility previously entered

(same chemicals or contacts) you may duplicate the facility and change the appropriate data

to save time. To do this go to Record on the top menu bar and choose "Duplicate Facility"

then repeat steps 1-27 changing the appropriate data when necessary. Be sure to validate

each facility record before entering the facility’s Tier Il information.

¥ Tier25ubmit2003 - [Tier?Facilities. T53]

Eile Edit | Becord Search Scripts  Window Help

Address v| Wiews List Lo Facitity || Help

— v View Becord

Last Modified Q/16/2003

~EiE—E Mext Tab Clrl+T 2= o
I_ 1 Show Related Chemical lnventory Records
Records: Show Related Contacts
L Sort
Unzarted Show &1 Recards y State Fields Catification

Mew Facility Chrl+M
a Chrl+l

Delete Facility

Chrl+Dr
Fevert Record
i State
Walidate Record Clrl+L

GaTa

Mailing Address (i different from street address)

Street 2345 15t St
City iMews vVork

A Blue ® indicates a federal requi t. A red xindicates a state requi

If your next facility does not have duplicate or similar information, simply
click the Hew F acility button on the top the window and repeat steps 1-27.

Tier2 Submit 2004
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Submitting Data

Tier2 Submit will only create submissions from the Facilities module - If you are not in the

Facilities module, go to File on the top menu bar then select "Open" and choose Facilities
from the list.

1. Go to the File menu on the top menu bar and click "Create Submission".

¥ Tier?Submit2003 - [Tier?Facilities. T53]

w Edit Record Search Scrpts “Window Help

Fa  Qpen P ory List || contactList || Mew Facility || Help
f=— Cloge Crlar R
Last Madified 9/10/2003
- ImpartsExport cESLLRIE
l- Make Yalidation Report
Fe ate Submission me Chemical
1_ Exit Chrl+0
Unsaorted wl Location & ID Cantacts State Fields Certification Maotes
1D Type 1D Descriptian
RNP 0101 COCOA
BIC 3756-97
State ID 45127

Mumber of Employees 58

GA - GPS {54 On)
mMethod for determining Latitude and Longitude

Latitude |26.6548 Longitude |118.2354

Enter decimal latitude and longitude
2. 46.9801 118.2896 CE - Center of Facility

Description of location identified by
Latitude and Longitude

[ Checkifall chemicals in inventory are identical to last year's submission

A Blue * indicates a federal requirement. A red = indicates a state requirement.

2. Click the "Start Submit Validation" button.

, . 19
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One Facility Submission

&¥ Tier2Submit2002 - [TierZMavigator]
B2 File Edit Scripts  ‘Window  Help

TierZ Submit

Select records to include for submission:

3 Current Record {(ACME Chemical)
# Found Set {ALL 1 RECORDS)

{2 All Records

Start Submission Validation |

Cancel

Found Set is the default and your "Found set" is the one facility you just entered

Multiple Facility Submission

¥ Tier25ubmit2003 - [Tier2Mavigator. T53]
Eile Edit Secriptz Window Help

TierZ Submit

Select records to include for submission:

(Z)Current Record (Acme Chemical)
® Found Set {ALL 3 RECORDS)

() &ll Records

Start Submission Validation

Cancel

Found Set is the default and your Found Set should be all Facilities or records. For detailed
submission instructions for multiile facilities reporting for multiple jurisdictions launch the Users

Manual from the Help Menu in Tier2 Submit 2004.

Tier2 Submit 2004
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3. Double check your state’s Submission Requirements then choose either "Create
Electronic File" (Go to step 4) or one of the Paper Report options (Go to step 6) as a
submission method, whichever your state prefers.

&% Tier25ubmit2003 - [Tier?Mavigator. T53]

'E'-'. File Edit Scrpte “Window Help

Tier2 Submit Validation Check Status: PASSED

[ wiewvalidation Repart |

First check your state's submission
requirements: | State Submission Requirements I

Then select a submission method:

A FIP file containing files with all of
the fields supported by Tier? Submit.

Create Electronic File I

A complete paper report containing all of [

Create Complete Paper Repart
the fields supported by Tier? Submit : per Report |

A paper repart containing the federally el CrisineEie Pans: Bepam
required fields. This report does ROT [ - i 2 2 ]

include all ofthe fields supported by Tier2
Subimit. This repartis similarin
appearance to the ariginal Tier Two farm.

Cancel

Tier2 Submit 2004
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If you want to submit you data electronically

4. After you have clicked "Create Electronic File" in the "Save As" pop up window type the
name of the file (we suggest you make a unique facility identifier (e.g.= ACME in
Maryland reporting year 2004 = ACME_MD2004.zip).

Note: If your state prefers to receive the Tier2 Submit on diskette, please save the facility's
Tier2 Submit file on the 3 1/2 floppy ( A:) or if your state prefers to have the Tier2 Submit file
e-mailed, save the zip file to an accessible directory so it can be attached in an e-mail
message.

=¥ Tier2submit2002 - [Tier2Navigator]

File Edit Scripts Window Hslp
savens 2%
Save in: Ia Tier Il Submizsons j " & Ef-

Save a3 hpe: Zip Files Cancel

File: narne: ACME_MDZ002 zip j ﬁ Save I
=

5. After you have entered a unique filename and chosen the appropriate location to save,
click the "Save" button and the "Done" button on the next screen.

If you want to submit your data on paper

6. After you have clicked "Create Complete Paper Report", or “Create Original Style Paper
Report” click the "Print Report” button.

7. Then click "OK" on the Print set up pop up window.
(make sure you have selected the correct printer)

Congratulations! Now you must either: A.) mail the diskette to your SERCs, LEPC and Fire Dept

or B.) email the zip file to your SERCs, LEPC or Fire Dept or C.) mail the printed report to your
SERCs, LEPC and Fire Dept.
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Appendix A: Import last year's Tier2 Submit data into Tier2 Submit 2004

Note: If you have last year's submission file (zip file created during electronic submission) skip to
step 7. If you did not create a submission file last year or cannot locate it, start at step 1.

1. Locate last years Tier2 Submit program.

2. Goto File on the top menu bar and click "Create Submission".

. .

w Edit Record Search Scripts Window Help

[Fa  Open b oy List [[Montact List || Wew Facility || Hetp |
= Close Chrl+t

= 1 et Last Modified 9/25/2002
mparkiExpor

I- Make Yalidation Repart 002

Sl Create Submission CME Chemical

o8 Exit Chrl+ ISBT Pratt 5t

Urzorted T altirmare County State =MD | Zip* 212048

Location & ID Contacts T State Fields T Cerification T Notes

1D Type Description
Dun & Bradstreet R

SIC

-
GEMERAL WAREHOUSING & STORAGE

Mumber of Emplovees 25

Latitude [ | Longituge| |

Enter decimal latitude and longitude
e.g. 46.9801 118.2896

Method for determining Latitude and Longitude

Description of location identified by
Latitude and Longitude

[ Checkifall chemicals in inventory are identical to last year's submission

A Blue * indicates a federal requirament. A red : indizates a state requirement.

3. Choose "All Records" and click "Start Submission Validation".

4. On the next screen click "Create Electronic File".

¥ Tier2Submit2002 - [Tier2Navigator]
B Fle Edit Scripts Window Help

Tier2 Submit Validation Check Status: PASSED

[ ViewValidation Repart ] d

Select subrmission method:

Create Electronic File

Create Paper Repart

Cancel
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5. Next on the "Save As" window, name your submission (e.g. AcmeChem2003.zip) and

save it.

6. On the following screen click the "Done" button.

You have successfully exported your 2003 Tier2 Submit data! Now to import into

Tier2Submit2004.

7. Open up the Tier2Submit2004 program.

8. From the facilities module, go to File from the top menu bar and click "Import/Export".

(If you are not in the Facilities module, go to File on the top menu bar and click Open and then
select Facilities from the list)

¥ Tier25ubmit2002 - [Tier2Facilities]

W Edit Record Search Scripts  Window  Help

Fa Open

Clase

3

+ Tl

tory List | contggtiist || MewFacitity [| Hew
Chrl+w
—

Last Modified 9/25/2002

Cvdrr darivanl lnditide amd lamaiboda

Make Yalidation Report noz

Re |'reate Subrmission CME Chemical

L cti+g  [5B7 PratSt

Unsorted Ty Haltimore County State *MD | Zip* 21208
Location & ID Contacts T State Fields T Cerification T Notes

1D Twpe |m] Description
Dun & Bradstrest I
S 4225 GEMERAL WAREHOUSING & STORAGE
Number of Emplayees |25

Latitude | | Longitude | | Method for determining Latitude and Longitude

9. Click the "Import Files" button on the next window.

¥ Tier25ubmit2002 - [Tier2Navigator]

B File Edit Scripts Window Help

Tier2 Submit ImportExport

-~

Import Files

# Found Set
£ All Records

Select records to include for export:

> Current Record (ACME Chemical)

(ALL 1 RECORDS)

Export Files

Cancel
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10. On the pop up window browse to find the directory where you saved the Tier2 Submit
submission (zip file).

11. Highlight the zip file and click the "Open" button.

12. Click "OK" on the next pop up window and then click "Done" on the following screen.

Congratulations, you have successfully imported your 2003 data into Tier2Submit 2004!

Now be sure to make any necessary changes in Tier2 Submit for the 2004 reporting year
before submitting to SERCs, LEPCs and Fire Departments by March 2005.
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Appendix B: The User’s Manual

The Users Manual is located with the Tier2 Submit 2004 program. Simply click on the hot button
in any module or use Help on the top menu bar.

You can find more detailed information about the program’s functions and capabilities. You can

also view Tier2 Submit field definitions, see additional State requirements and review EPCRA
legislation.

& Tier25ubmit2002 - [Tier2Fa
File Edit Record Search Scripts  windg®  Help

FaciityD .v||__ ViewList || chem |mmwmm| New Faciltf[|  Help D
T —

+@-@-|_ [ Facilities

1 Report Year* | 2002
Records: Facility Mame * ACME Chemical
1 Sireet* 4567 Pratt St.

Unzorted City * Baltimore State *MD | Zip* 21205

Last Modified 9#25/2002 j]

Location & ID Contacts State Fields Certification Motes

1D Type Description
Dun & Bradstreet T4fA,

g1C

GENERAL WAREHOUSIMNG & STORAGE

Mumber of Employees |25

Lattuge [ Longiuce |

Enter decimal latitude and longitude
e.g. 469801 118.2896

hethod for determining Latitude and Longitude

Description of location identified by
Latitude and Longitude

[ Checkifall chemicals in inventory are identical to last year's submission

A Blue ® indicates a federal requirement. A red « indicates a state requirement.
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