Operating the T2Submit2013 Software
1. Launch the program by selecting the T2Submit 2013 shortcut from your computer desktop; after launching, you should see this screen
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2.  Select the “Start Tier 2 Submit” button
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If your Tier 2 Submit screen does not display your facility, it means you need to import the Tier 2 report file from last year.  To proceed, you will need to have last year’s Tier 2 filing as a .t2s file on your computer desktop.  If you do not have last year’s Tier 2 file, STOP!  Contact Tom Bergman at 405-702-1013, tom.bergman@deq.ok.gov.
If your facility record is displayed on the Tier 2 Submit screen, you may skip Steps 3-6 and proceed directly to the “Editing / Revising last year’s report data” section found below in this document.
3.  Import last year’s information from the .zip file you obtained from the DEQ Webpage, or that you received from Tom Bergman.  

a. Select the File menu

b. Select Import/Export

c. Select Import Files
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4.  Set the Import Dialog Box to your computer desktop
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5.  Locate and double-click on last year’s Tier 2 .zip file.  After the Import is complete, select “Done”.
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6.  Your screen should now display last year’s Tier 2 report.  Note: Claremore Regional Hospital is displayed as an example.
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You should now have last year’s Tier 2 filing information in the T2Submit2013 software.  You can now Edit, Revise, Delete, or Add your report data.

Editing / Revising last year’s report data.

1.  Double-click on the report you wish to review.

[image: image7.png]B Tier2Submit2013 - [Tier2Facilities] A A e S T, . S E=NiOE X}

ot File Edt Record Search Scripts Help _J&]x

View List Crom nventory List Contact List Now Facilty elp =S 1

[ Facilities LastModified 12272013

Facility Name * Agape—SBDSU Lease
¥ iferen,inchd both company name and faciy name i the facidy name fied.
Department | Agape Incorporated Report Year * 2013

ID and Regs State Fields

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

Street * Sec 5-T16N-R15E

City ™ Haskell State ™ 0K =] Zp* 74436
County | Wagoner >]  FireDistict | Stonebiuff Fire Department Country | USA

Emergency 24-Hour Phone Number | 918.230.2754

Enter latfong values in decimal degrees (use a negative number for Western hemisphere longitude).

3 do_o13aM




2. Review and revise the Facility Location information as needed.
3. You will need to enter a 24-hour Emergency Phone Number for each “facility”.

4. The Latitude and Longitude fields should have values entered.  You should always verify the accuracy of the Latitude / Longitude values as follows.

a. Select the File / Make KML File
b. Select “Current Record” and “Open in Google Earth”

c. Select the “Make KML File” button and save the file to your computer desktop

d. This should automatically launch Google Earth and zoom in to the Latitude and Longitude values contained in the Tier 2 report

e. If the Google Earth display is incorrect, that means the Lat/Long values are incorrect

f. You need to determine the correct Lat/Long values and enter those into the Tier 2 Submit report in place of the existing, incorrect Lat/Long values
5. Select the “ID & Regs” tab
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There are several new requirements on this page.

ID Numbers

you must have a valid NAICS number entered


the SIC number is no longer needed or required, you may delete it if you wish

“Manned” vs “Unmanned” facilities
you must indicate whether the facility is “Manned” or “Unmanned”; the purpose of this field is so that 1st responders can determine if there may be any victims on-site that may need assistance.  A “manned” facility is any location where 1st responders might reasonably expect to find victims in the case of an emergency.  

It is not necessary that a facility have personnel on-site 24-hours in order to qualify as a “manned” location.  Typically, any business operation open during normal working hours (i.e. 8:00 – 5:00) is considered a “manned” facility.  An operation where persons are present sporadically, such as an oil or gas well, is typically considered “Unmanned”.  Retail stores, such as Home Depot, are considered “Manned”.  

If the “manned” boxed is marked, you must enter the “Maximum Number of Occupants”.  This is not necessarily the “number of employees”.  Again, this depends on the type of location reported.  A retail store may have 50 employees and potentially several hundred customers at any given time.  The Maximum Number of Occupants should be an estimate of the total amount of persons who might be present on-site at any time, not an “average” of the number of persons typically present.
You may contact Tom Bergman at tom.bergman@deq.ok.gov for further guidance.

“Toxic Release Inventory” and “Risk Management Plan” facilities

Facilities must identify if they are also covered by the TRI and RMP regulations.  If the answer is “Yes”, then the report must contain the associated regulatory ID numbers.

If you are unsure of the facility status relative to RMP and TRI, you may contact Tom Bergman for more information on those regulations.
6.  Select the “Contacts” tab.  Double-click on the contact name that you wish to review.  Use the buttons found in the lower right of your screen to “Add Contact”, “Remove Contact”, or “View Contact”.
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7.  Select the “State Fields” tab; Oklahoma has no specific State Fields.  Be aware that other states do have additional required state fields.  Texas, for example, has a number of additional fields that must be included with the Tier 2 report.
8.  Select the “Attachments” tab.
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“Attachments” to Tier 2 reports include any information you wish to submit that does not fit into the existing data fields.  Some examples of typical attachments are:

Aerial Photos:  

Emergency Operations Plan/Emergency Action Plan (EOP/EAP):  

Facility Specific  Camera/Cell Phone Photos:  

Site-Specific Diagrams/Schematics/Floor Plans:  

Risk Management Plan (RMP) documents 

Spill Prevention Control and Countermeasure (SPCC) documents: 

Vessel Specifications/Inspections Documents: 

Section 302 Notifications / Planning Letters: 

For guidance concerning appropriate “Attachments” and acceptable file types, see the “Guidance for Tier 2 Submit Site Plans and Attachments” document found at http://www.deq.state.ok.us/LPDnew/saratitleiii/tierii.htm.
To submit facility site plan(s) and other relevant files, select the “Attachments” tab
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Select the “Add” button.  Use the resulting browser to locate and double-click on the files you wish to submit as attachments to your Tier 2 report.
For further information regarding Attachments filing procedures, contact Tom Bergman at tom.bergman@deq.ok.gov.
9. Select the “Certification” tab.  
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It is not necessary in Oklahoma to enter the “State / Local Fees” information.  Please do NOT enter any values in this field.

You must type in the name of the person verifying the report information

You must type in the current date in a format such as “2/15/2014”.
YOU ARE NOT FINISHED.  PROCEED TO FOLLOWING INSTRUCTIONS TO REVIEW/REVISE YOUR CHEMICAL INVENTORY INFORMATION.

10. Select the “Chemical Inventory List” button at the top of your screen. [image: image13.png]e
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11.  Double click the chemical record you wish to review.  Review and revise the information for each of the tabs:

a. Physical State and Quantity

b. Storage Locations

c. Mixture Components

d. State Fields (no state fields for chemicals in Oklahoma)
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12.  When finished revising all Chemical records, select the “Facility Record” button
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13.  Select the Record menu & “Validate Record”
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You should see a message box like this:  [image: image18.png]This Facilty record passed ll the validation checks.





If you see a message box like this, then

Select the “Go To Field” button
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The software will activate the field where the omission or mistake is found.
Continue to select the Record menu / Validate Record, until you see this box [image: image20.png]This Facilty record passed ll the validation checks.




 
YOU ARE NOT FINISHED.  VALIDATING THE REPORT DOES NOT SUBMIT ANYTHING TO DEQ.  PROCEED TO FOLLOWING INSTRUCTIONS TO PREPARE YOUR TIER 2 REPORT FOR SUBMISSION.

After Validating each Facility Record, you are ready to file your report using the “Create Submission” operation.

See the “Tier 2 Submit Create Submission” instructions found in Section 4 on the DEQ Tier 2 Reporting webpage or perform the following  instructions .

Tier 2 Submit “Create Submission” instructions

It is best to “validate” each Tier 2 record prior to initiating the “create submission” process.  See the “Validating the Tier 2 Report Information” instructions.
After completing the Tier 2 information review and validation processes, you are ready to create a submission file to send to DEQ.

1. Activate the Tier 2 Submit software

2. Set the Tier 2 Submit screen view to the Facility list (you should see a listing of all the Tier 2 facilities as a spreadsheet)
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3. Select the “File” menu
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4. Select “Create Submission”

a. If filing for a single Facility; select Current Record

b. If filing for multiple Facilities that are all in Oklahoma; select All Records

c. If filing for multiple Facilities in multiple states; see Instructions below
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5. Select “Start Submission Validation”

For “Passed” Validation
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6. If validation is “Passed”; Select “Create Electronic File”

7. Name the file “your company name Oklahoma 2013 Tier 2 report.t2s” and 

8. Save the electronic file to your computer desktop
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YOU ARE NOT FINISHED.
Your Tier 2 report has not yet been sent to Oklahoma DEQ.  The .t2s file you created and saved to your computer desktop must still be transferred to DEQ via the Internet.

The Tier 2 report is ready to submit to DEQ.  To send your .t2s file to DEQ, see the “Transferring Your Tier 2 File to DEQ” Instructions from the webpage. 

For Failed Validation Reports
If the validation is “Failed”; select the “Cancel” button, return to the Facility list, and review the “Validating the Tier 2 Report Information” instructions. 
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Create Submission for Multiple Facilities in Multiple States

1. Activate the Tier 2 Submit software

2. Set the Tier 2 Submit screen view to the Facility list (you should see a listing of all the Tier 2 facilities as a spreadsheet)

3.  select the “Search / Start Search” menu
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4. Enter “OK” to the State box found on the Search screen
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5. Select the “Search” button

6. Select the “File” menu

7. Select “Create Submission”

8. Select “Found Set”
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9. Select “Start Submission Validation”

10. If validation is “Passed”; Select “Create Electronic File”

11. Save the electronic file to your computer desktop

If the validation is “Failed”; select the “Cancel” button, return to the Facility list, and review the “Validating the Tier 2 Report Information” instructions.

YOU ARE NOT FINISHED.
Your Tier 2 report has not yet been sent to Oklahoma DEQ.  The .t2s file you created and saved to your computer desktop must still be transferred to DEQ via the Internet.

The Tier 2 report is ready to submit to DEQ.  To send your .t2s file to DEQ, perform the following instructions. 

1. Log into the DEQ Tier 2 Webpage at https://applications.deq.ok.gov/tieriionline/
2. Enter your UserID and Password

3. Select the “I Agree” button

4. Advance through the web pages until you come to the “Transferring your Tier2 File to DEQ” page.
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Click Browse to find the T2 file on your hard drive. Then, click the Upload button to submit the file to DEQ.

woice.

After uploading your file, you must click Next to generate ai

After you have generated your invoice, you will be able to view and print it along with your submission receipt.

Browse.

Upload





5. Use the “Browse” button to locate your saved .t2s file; the .t2s file you created using the Tier 2 Submit 2013 software.
6. Upload your .t2s file
7. Continue to the next DEQ webpage to begin your Invoicing process
8. You will be able to Print your Invoice and Filing Receipt at the end of the Invoicing process.
