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THINGS TO CHECK ON YOUR
COMPUTER BEFORE YOU REPORT



BEFORE YOU BEGIN

1. The system times out every 20 minutes of inactivity. If you are entering data for more than the
defined number of minutes, but have not clicked on ‘Save’ or ‘Submit’ buttons, the system will
not recognize that the user is still present and active. In short, save your work frequently by

clicking the ‘Save’ or ‘Submit’ buttons.

2. BEFORE YOU BEGIN, gather all the submission information before you start using the

system. This will help you complete your submission faster. You will find a list of required
items under the Help menu or on our website at:

http://fire.nv.gov/bureaus/FPL/Hazmat/

3. Check your Browser Version to make sure that you are running a compatible web browser

version. See instructions on page 5.

4. Make sure Pop-Up blockers are turned off in your browser. See instructions on page 6.

5. If you start to use the program, and find you are not able to or it will not show on your screen,
you may need to ensure the Javascript is turned on for your browser. All settings in this

system use Javascript by default. If you have an issue, check to see if Javascript is installed
and activated on your browser. See instructions on page 7.
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CHECK BROWSER VERSION

Minimum supported browser versions are:
e Internet Explorer 10 (non-compatibility mode) or above
e Firefox 20 and above

e Chrome 26 and above

1. To check your browser version in Internet Explorer, open Internet Explorer by clicking

the Start button (& and then clicking Internet Explorer. Press ALT+H, and then click ‘About
Internet Explorer. The current version number is the series of numbers beneath the

"Internet Explorer" heading.

2. To check your browser version in Firefox, click the Firefox button on the top left hand side.
Select the Help menu and select About Firefox. The current version number is the series of

numbers beneath the "Firefox" heading.

3. To check your browser version in Chrome, click the Chrome menu = on the browser
toolbar and select About Google Chrome. The current version number is the series of

numbers beneath the "About Google Chrome" heading.
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TURN OFF POP-UP BLOCKERS

Various features in the application use the Pop-Ups. However, many browsers automatically block

pop-ups when they are first installed. You need to set your browser to make sure it will show you

pop-ups.

In Internet Explorer:

Click ‘Alt" and ‘T’ together. This will bring up the Tools menu on the top.
Select ‘Pop-up Blocker.’

Select ‘Turn off Pop-up Blocker.’

You will receive a message. Confirm the message.

a kr wnN e

Close the browser and re-launch it again to save your settings and start reporting.

In Firefox:

1. When blocking a pop-up, Firefox displays an alert red x in the URL search window. Click

) Opti
on the icon L_=F"°™

2. Click on Allow Pop-ups for this site.
3. You will receive a message. Confirm the message.

4. Close the browser and re-launch it again to save your settings and start reporting.

In Chrome:

Click the Chrome menu ' =  on the browser toolbar.
Select Settings.
Click Show advanced settings.

In the "Privacy" section, click the Content settings button.

o kr w0 N e

In the "Pop-ups" section, select "Allow all sites to show pop-ups.” Or customize permissions

for specific websites by clicking Manage exceptions.
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ENABLE JAVASCRIPT
Follow the steps below to enable JavaScript in your browser.
In Internet Explorer:
1. On the web browser menu click "Tools" menu and select "Internet Options".
In the "Internet Options" window select the "Security" tab.
On the "Security" tab click on the "Custom level..." button.
When the "Security Settings - Internet Zone" dialog window opens, look for "Scripting”.

In the "Active Scripting" item select "Enable".

S e o

When the "Warning!" window pops up asking "Are you sure you want to change the
settings for this zone?" select "Yes".
7. In the "Internet Options" window click on the "OK" button to close it.

8. Click on the "Refresh" button of the web browser to refresh the page.

In Firefox:
1. On the web browser menu click "Tools" and select "Options".

2. In the "Options" window select the "Content" tab.

3. Mark the "Enable JavaScript" checkbox.

4. In the opened "Options" window click on the "OK" button to close it.
5

. Click on the "Reload current page" button of the web browser to refresh the page

In Firefox Version 23+:
1. In the address bar, type about.config and press Enter.

2. Click "I'll be careful, | promise" if a warning message appears.
3. In the search box, search for javascript.enabled
4. Toggle the "javascript.enabled" preference (right-click and select "Toggle" or double-click

the preference) to change the value from "false" to "true".

In Chrome:
In the browser menu click the "Customize and control Google Chrome", and select "Settings".

In the "Settings" section click on the "Show advanced settings..."

Under the "Privacy" click on the "Content settings...".

The dialog window opens, find the "JavaScript" and select "Allow all sites to run JavaScript".
Click on the "OK" button to close it.

6. Close the "Settings" tab.

a r w0 N e

7. Click on the "Reload this page" button of the web browser to refresh the page.
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SETTING UP A NEW USER
ACCOUNT AND SIGNING IN



NEW USER REGISTRATION

If you are a new user to the TIER Il MANAGER™, you will need to register to get a user account in
the system. You have the ability to enter Reports for various facilities you may be managing under
your company user account. Start by completing a New User Registration Form. The Administrator
will review the completed registration form. You will be contacted by email when your User Account

has been approved. Follow the instructions in this section to register as a new user of the system.

Log In
You must register before using this Online Reporting System.
Username
If you have previously registered, please proceed with Log In.
Password
SYSTEM REQUIREMENTS
« You need to use Internet Explorer 10 (non-compatibility mode) or higher, Firefox 20 or u
higher, or Chrome 26 or higher. Using older versions may create problems.
Forgot Usemame?
+ You will need Adobe Acrobat Reader to use this System. Download the Adobe Reader. ;
Forgot Password?
+ You nead to enable javascript and turn off the pop-up blocker in your browser. Reset Password?

= If you encounter any problem, contact your technology desk to verify whether yvou
have these reguirements,

Diagram: New User Registration page
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MNew User Registration

User Account Details

Uszrmname" Paszword
Happychemizals | | e
Hint Question™ Hiint Answiar”

What is your fathers mide ¥ | | John

User Contact  Contact for primary ussr of this system and responsible authority.

First Hame" Last Name'
John Smith

Phomne 24 Hour Phone
TT5-B4T-B74T T15-87B-475T

Company Details

Title™

Crimer v
Email® Retyps Email®
jsmithgEhe. com jsmith{@he.com

Company Mame + EIM {Tax ID Mumbsr) =

Happy Chemicals BT-BTATATE

Company Physical Address

If you enter an address cutside of the US or Canada, enter the state/province name in the Gty figld,

Street 17 Street 2
2 Main Strest
Counitry™ Gity”
United States ¥ | | Carson City

Company Mailing Address

Copy Physical Address

Company Mame" Att=ntion
Happy Chemicals

Counitry™ Gity”

United States ¥ | | Carson City

Company Billing Address

Copy Physical Address | Copy Mailing Address

Company Mame" Att=ntion
Happy Chemicals

Counitry™ Gity”
United States ¥ | | Carson City
Phone

Facility Details

Statz’ Zip Code”
Mevada v | BETII-
Strest 17 Strest 2

Z Main Strest

Statz’ Zip Code”
MNevada ¥ | | 88711
Strest 17 Strest 2

Z Main Strest

Statz’ Zip Code”
MNevada ¥ | | 88711

If you have previoushy submitted reports, list the names and street addresses of all Fadilities that need to be linked to your new account {s=parated by semicolons).

Facility Details

Diagram: New User Registration page

TIER Il MANAGER™ User Manual

Pleasz enter the characters as
showen *

CGBEQ

QGSBEQ
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1. Navigate to the system URL on our website at:
http://fire.nv.gov/bureaus/FPL/Hazmat/

Then scroll down the page until you see the blue button that says “Click Here” and click the

button.

2. Click on Register. The system will be set to Reporting Company/Business Facility User. Click

Next. This will prompt you to complete a registration form.

3. Complete the form. For security purposes, you will need to enter the characters displayed in

the graphic and then click Submit.

Information

Your registration information has been sent to the
Administrator for approval. Yo. ... be contacted by email
when your account is approved.

Ok

Diagram: Confirmation of Registration page

4. You will receive an email confirmation of your registration.

5. When you receive your account approval, you may log into the site to Sign In.
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RESET YOUR PASSWORD

If you want to reset your password, follow the steps below.
1. Navigate to the system URL on our website at:

http://fire.nv.gov/bureaus/FPL/Hazmat/

2. Click on Reset your Password?

Log In
You must register before using this Online Reporting System.
Username
If you have previously registered, please proceed with Log In.
Password
SYSTEM REQUIREMENTS
+ You need to use Internet Explorer 10 (non-compatibility mode) or higher, Firefox 20 or L oq In

higher, or Chrome 26 or higher. Using older versions may create problems.
Forgot Lisername?

Forgot Password?

- You need to enable javasaript and turn off the pop-up blocker in your browser. Reset Password?

« If you encounter any problem, contact your technology desk to verify whether you
have these requirements.

+ You will need Adobe Acrobat Reader to use this System. Download the Adobe Reader.,

Diagram: Reset Password feature

3. Complete the form and Click Save.

4. Your password will be reset immediately.

5. You will need to Sign In to the system with your Username and New Password.
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FORGOT YOUR USERNAME

1. Navigate to the system URL on our website at:
http://fire.nv.gov/bureaus/FPL/Hazmat/

2. Click on Forgot Username?

Log In

You must register before using this Online Reporting System.

I e Username
If you have previously registered, please proceed with Log In.
Password

SYSTEM REQUIREMENTS

+ You need to use Internet Explorer 10 (non-compatibility mode) or higher, Firefox 20 or “
higher, or Chrome 26 or higher. Using older versions may create problems.

+ You will need Adobe Acrobat Reader to use this System. Download the Adobe Reader.

Forgot
+ You need to enable javascript and turn off the pop-up blocker in your browser, Reset Password?

assword?

= If you encounter any problem, contact your technology desk to verify whether you
have these requirements.

Diagram: Forgot Username Feature

3. Complete the form and Click Request. Please note that you need to enter information that
was entered during the initial user account registration. If you do not have this
information, you will need to contact the System Administrator. Find contact info using the ?

icon on the right hand side.

4. If answered correctly, your Username will be sent to you by email.

5. In some cases, your Username may need to be sent to you by the Administrator and you may
not immediately receive an email. Please wait and if you do not hear back from the

Administrator, please make contact. Find contact info using the ? icon on the right hand side.
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FORGOT YOUR PASSWORD

1. Navigate to the system URL on our website at:
http://fire.nv.gov/bureaus/FPL/Hazmat/

2. Click on Forgot Password?

Log In
You must register before using this Online Reporting System.
Usermname
If you have previously registered, please proceed with Log In.
Password
SYSTEM REQUIREMENTS
+ You need to use Internet Explorer 10 (non-compatibility mode) or higher, Firefax 20 or w
higher, or Chrome 26 or higher. Using older versions may create problems.
Forgot Usermame?
+ You will need Adobe Acrobat Reader to use this System. Download the Adobe Reader, " -
+ You need to enable javascript and turn off the pop-up blocker in your browser, Reset Password?

« If you encounter any problem, contact your technology desk to verify whether you
hawve these requirements.

Diagram: Forgot Password Feature

3. Enter your Facility Username. Click Request.

4. Answer your Hint Question. Click Save. This is the question you selected at the time of

registration.

5. If answered correctly, you will be prompted to reset your password. Enter a new Password

twice. Save the information.

6. You will need to login to the system with your Username and new Password.
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SIGN IN

In order to access your user account, you must sign into the application with a valid Company
username and password. Once you sign in, you will be able to create, view, and edit your facility

information and chemical data. Follow the instructions in this section to sign into the system.

1. Navigate to the system URL on our website at:
http://fire.nv.gov/bureaus/FPL/Hazmat/

Then scroll down the page until you see the blue button that says “Click Here” and click the

button.

2. Enter your Username and Password.

3. Click on Login.

Log In
You must register before using this Online Reporting System.
S—riaEOeley 3 Username
ety HeonChaancal
If you have previously registered, please proceed with Log In. ks
Password
SYSTEM REQUIREMENTS ot et
» You need to use Internet Explorer 10 (non-compatibility mode) or higher, Firefox 20 or “
higher, or Chrome 26 or higher. Using older versions may create problems.
Fargot Username?
« You will need Adobe Acrobat Reader to use this System. Download the Adobe Reader. -
Forgot Password
« You need to enable javascript and turn off the pop-up blocker in your browser. Reset Password?

= If you encounter any problem, contact your technology desk to verify whether you
have these requirements,

Diagram: Login page

TIER Il MANAGER™ User Manual © 2013 IDSi International, Inc. All rights reserved 15



UPDATE USER PROFILE

1. You can update your User Account profile anytime.

2. Enter your Username.
3. Enter your Password.
4. Click Login. Read and then click Continue on the Instructions page.

5. From the Active Facilities Page, click My Account on the top menu and then click on Update
My Profile.

Online TIER IT MANAGER™ Tier I Reporting Year : 2013

Welcome John, Happy, LastLogin: 04/ 4, 03:07 FM

Log Out

Reset My Password

List Offline Reports

Diagram: Update My Profile Feature

6. Once all changes have been made to the profile, click Save to save the changes to your

profile.
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NAVIGATION OF THE SYSTEM



MENU OPTIONS

There are several menus that appear at the top of the TIER Il MANAGER™. The options have
multiple functions. Follow the instructions below to understand how each function works.

Online Hazmat Reporting System
Welcome John, Happy Chemicals, Last Login: 12/19/2014, 11:09 AM

Log Out

Diagram: Menu Options

1. Click on Home in the menu to go to the instruction page.

2. Click on Facility and then List Facilities in the menu to view a list of all facilities under your

User Account.

3. When you click on Edit User Profile, you will be able to

a. Reset My Password

b. Update My Profile - Update your Account Address, Phone, Email, and Secret Hint
Question and Answer. You can also change your Password using this feature.

c. List Offline Reports - Reports that are too large to generate as a PDF online will be
scheduled. When the user tries to print a report that is too large, you will receive a
message indicating that the report will be generated Offline. The report generation
request will be sent to a queue. When the report has generated (usually overnight), you
will receive an email with the report Reference Number. You can log into the system
and access the report from the My Account/ List Offline Reports menu. Save the report
to your local machine if needed.

d. Update Company Profile - Update your Company EIN Number, Physical Address,
Mailing Address, and Billing Address.

4. Click on Billing in the menu to view a list of your facilities account summary and invoices (if

applicable).
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ACTIVE FACILITIES

Active Facilities ¢
Back| MABCDEFGHIIKLMNOPQRSTUV WX Y Z Other Add New Facility| | O
e MV Secretary of o z
Company Company - Facility ¥ Secrelary of Facility . Fire 31 02 Latest
ID Name Facility ID & Hame mw Address Ll Status Lty SRS Department Status Status Report

lcompany M4 [Facility 0| Eacility Namd juv Secretary of Stat) Jaddress | a1 ¥ fcity || | Fire Departme]{an - v ]2 v

Total Results:0 Rows per page 10 v

Diagram: List All Active Facilities Page Search Options

Here are some features of the page:

Sort Columns

To activate the sort by column name, click on one of the column titles which is underlined. This will
activate the ‘Sort’ feature and you will see a triangle appear next to the column title name. To sort by
any of the columns, click the column title. The upward arrow means that the list is sorted by the
column header in ascending order and the downward arrow means that the list is sorted by the

column header in descending order.

Search/Filter Lists

Use the search/filter space above each column to search for specific results. For example, enter the
desired text in the text box above the appropriate column you are trying to filter and click Enter.
Alternately, use the dropdowns to filter if a search box is not available. The list will be automatically
filtered.

To clear the Filters, click the Refresh icon (curved arrow) on the top right and the full list will be

displayed.

View Facility Reports
To view report data for a facility, click on the Facility Name. This will bring you to the List Submissions
page. Click on the View column to launch the Report Homepage. Click the Report link on the top to

view the report PDF.
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Add New Facility

To add a new Report, click on Add llew| ) the top right of the table.

LIST ALL INACTIVE FACILITIES

To access Inactive Facilities, click on the Home tab on the top menu. Look for the Facility Status

Summary box. Click on the number below the Inactive label.

Online Hazmat Reporting System
Welcome John, Happy Chemicals, Lastlogin: 12/19/2014, 11:09 AM

Log Out

Diagram: Menu Options

Online Hazmat Reporting System
Welcome John, Happy Chemicals, Last Login: 2014, 11:09 AM

/! Regulations

Welcome to the Nevada State Fire Marshal and State Emergency Response Commission Combined Online Hazardous Material Reporting znd Permitting System.

Please READ the SFM Hazmat System Guidebook before using this reporting system. The Guidebook can be found by clicking here.
Please be sure to tumn off the "popup blacker” on your browser.
As there are a limited number of user licenses, thers will be one user account for ezch company. The company may develop intemal controls for the use of the user zccount znd sharing of the name and password.

All chemical quantities must be entered in pounds. The system includes & tool to convert gallons to pounds. The conversion tool requires the specific gravity which can be found on the chemical's Material Safety Data Sheet
(MSDS).

There are various reporting regulations and useful links located in the Resources section. Click on the o on the upper right side to slide out the Help menu.

Data praviously submitted to the Nevada State Fire Marshal's Office has been loaded into the Online Hazmat Reporting System. As some elements do not have a direct conversion in the new system, it is necessary to varify the
current data, Also, since the new system includes more required and optional fields, please review the loaded data, add further information and make appropriate updates.

NOTICE: Please ensure that you add our email address: hazmat@dps.state.nv.us to your un-block list so that you can receive our automated messages for your account and any updates. You must be
able to receive our emails so that you know your permit is ready to be downloaded and to receive our message once a year telling you it is time to submit again. This is your responsibility to ensure
your email account is correct and can receive our emails as you will get no other contact from our office about your account except via email.

1f you have any questions or need assistance, please contact the State Fire Marshal Hazmat Permitting Office at hazmat@dps.state.nv.us or call 775-684-7524.

</ Recent Submissions [il] Facility Status Summary & Billing Summary
Mo recent submissions Active Inactive Total Amount Due : (1,00
0 0

Diagram: Homepage
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CHANGING STATUS, ADDING
OR REVISING REPORTS, TIPS
AND INVOICES



CHANGE FACILITY STATUS

To change the status of a facility:
1. Click on the Facilities tab and select List Facilities on the top menu to view a list of all facilities

under your User Account.

2. Click on the Facility Name.
3. From the List Submissions Page, click on the Change Facility Status button.

4. Choose the Status and Reason and click on Save.

Happy Chemicals Inc (Facility ID: 60397)
Company ID : 102647

2 Main St, Carson City, NV 89711, United States
Status: Active Type: SFM

,_Cha nge Facility Status |

Facility Status
Happy Chemicals Inc (Facility ID: 60397)

Company ID : 102647
2 Main 5t, Carson City, NV 89711, United States
Confact: T75-747-8550, test@idsiinternational .com

Tvper SFM
Facility Status Date Rezson
Inactive v 12M19/2014 EEl | Burned Down v

Closed-Tanks Removed
Demaolished

Different Type of Business
Facility Closed

Hazmats Eemoved
Location Change

Mine Closed/Reclaimed
Mowved

Moved-New Mumber |ssued
Moved-MNo Forwarding
MNew Cwners

Mo Reportable Quantities
Others

Cut of Business

Ferc In Process
Reporting Exemption
Sold Business
Tempararily Closed

Diagram: Change Facility Status
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ADD REPORTS OR REVISE REPORTS FOR EXISTING FACILITES

If the facility already exists in the system, you are ready to add or revise reports. If you need to add

a New Facility, or Revise one that you have already submitted go to the Unit “Add a New Facility”.

Select the Report Type
1. Log into the site.

2. Click Continue from the Instructions page.

3. Select the Facility for which you want to add or revise a report. This will bring you to the List

Submissions page for the facility you selected.

Qe

Add New Facilit\r} | @&

Active Facilities

Back| PIABCDEFGHIJKLMNOPQRSTUV WX Y Z Other

a2 =% NV Secretary of e
Company Company Facility Facility llEm LA T Facility _ Fire 312 302
i Name pi] s HName W Address T Status e =il Department Status Status SR LRI
Company M Facility ID | Facility Nan [NV Secretary of Si Address alow City LEPC Fire Departme | Al ¥ Al W
h SFM{2014-2015) /
—_— Happy e gl 5 Careon " | CarSON Ak |Carson | CARSON | Carson GityFire | o | (SPRISERCL2013)
Chemicals Inc {ID: City, NV CITY Ve | City cITY Department i e H:;':“'art'EFac”giﬂ;‘fepurt
i) s Annual (Initiated)

Total Results:1 Rows per page | 10 v

Diagram: Edit Existing Facility Step 1

Happy Chemicals Inc (Facility ID: 60397)
Company ID : 102647

2 Main 5t, Carson City, NV 89711, United States
Status: Active Tppe: SFM

| Cha nge Facility Status

Combined Agency Hazmat Facility Report (312 Annual Report)
View Permit Status

Report I Report Status Signed By Signed Date Submission Type

Mo items to be listed

Diagram: Edit Existing Facility Step 2
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4. Reports will have various statuses.

a. Initiated — A report has been started but not completed. These reports will be editable
as a link to be completed. A report in the Initiated status can still be cancelled. You
can cancel the report from the bottom left of the Report Homepage.

b. Pending Admin Approval — A report has been submitted to Authorities and is waiting for
the Administrator’s review and approval.

Completed — A report has been reviewed by the Administrator.
d. Cancelled — The report has been discarded. If it is started, it will be in the Initiated

status.

5. If there are no editable links under the Report column, you must add a new report.

6. Click Add New Report to start a new or revise a report.
7. Choose the Report Type.

8. Choose a Report Class.
a. Annuals are submitted once a year to meet the regulatory deadline.
b. Revisions are submitted to correct any Annual or Revision reports you submitted which
contained errors.
c. Updates are submitted to keep information current after you last Annual or Update was
filed.

9. Click on Proceed.

10.The Report Homepage will be displayed.

TIER Il MANAGER™ User Manual © 2013 IDSi International, Inc. All rights reserved 24



COMPLETE THE REPORT

Report Sections
The Report Homepage lists the Report Sections that must be completed.

1. Facility Information (made up of Facility Address, Owner/Operator, Mailing/Billing
Address)

Chemical Inventory

Subject To Status

Report Contacts

Attachments

Fee Exemptions

N o g s~ w D

Certification

Note, that if your system is customized, you may have some different sections. You will find tips for

each of these sections below.
Completion Status

Complete each step on the Report Homepage. Each step will be marked with a green checkmark

or an orange exclamation point " Steps with the green check mark are complete. Steps with

the orange exclamation point need to be completed.
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Tips for Entering Chemical Inventory

1. The Chemical section is divided into the Chemical Description tab and the Chemical Inventory tab.

You will first add a chemical by entering the Chemical Description.

2. If you want to add chemicals from another facility in your User Account, click on the [ '™eert Chemicals |
icon to bring chemical information over to reduce data entry.
a. Click Pick Facility to choose the facility from which you want to import chemicals.
b. The inventory list for the selected facility will appear. Check off the chemicals you wish
to import and click on Import. You will receive a confirmation of the chemicals imported.

c. You will need to Edit the imported chemicals in order to complete some additional fields.

3. If entering the CAS Number and Chemical Name manually, note the following.

a. You can only enter a single CAS Number. If the chemical does not have a CAS Number
(as in the case of some mixtures), enter “N/A” (enter exactly as displayed).

b. If you are reporting an EHS as the main product, it must be listed as Pure.

c. If you are reporting a mixture with an EHS as part of the Mixture, add the generic
product name as the main product chemical, check off Mixture, and then add the EHS

and other mixture components as part of the mixture section.

4. You can use the look-up to populate the CAS and Chemical name. If the system
lookup returns an option with multiple CAS numbers in the CAS number field, you
must delete all but one CAS number because the system will only accept a single

CAS number for each chemical.

5. Check if the chemical is a Trade Secret. You may be required to complete additional
forms located under the Resources link to substantiate the Trade Secret claim to the
EPA. The system administrator may also be interested in having this substantiation.

Once you complete the trade secret form, you can then attach it to your report by

clicking on | GheoseFile | jcon,
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6. If the chemical you chose is an Extremely Hazardous Substance (EHS), you will

need to choose an EHS Name from the dropdown box. The system may have

automatically selected the EHS for you if the chemical name you entered was the exact

name of the EHS.

7. If you choose Mixture as the Chemical State, you will select whether the Mixture has an

EHS — Yes/No. If the Mixture contains an EHS, you will be required to enter the EHS

mixture components. If the Mixture does not contain an EHS, you are not required to

enter the mixture components.

a.

If you want to use the Chemical Lookup Menu, click on the Search by CAS/Chemical Name
link.

If entering the CAS Number and Chemical Name manually for the mixture component,
follow the steps below.

i. Enter the chemical mixture component CAS. Do not enter the main chemical CAS,

which was already entered at the top of the screen.

ii. Enter the chemical mixture component name. Do not enter the main chemical hame,

which was already entered at the top of the screen.

iii. Check if the mixture component is an EHS. If you used the Chemical Lookup Menu,
EHS may already be checked off. If it is checked, select the EHS Name from the
drop down menu. The system may have automatically selected the EHS for you.

Enter the percent of the mixture that is made up by the specific chemical component.

Once this is complete, click on the |Unda | jcon. You will see this
entry updated under the Mixture Component List.

If you would like to add more mixture components, repeat steps above to add the mixture
component information until all your mixture components for the specific substance have
been submitted.

Click Save.

After you save, you may select to Add Another Chemical or return to the Report

Homepage.

TIER Il MANAGER™ User Manual © 2013 IDSi International, Inc. All rights reserved 27



Tips for Entering Subject to Status

1. From the Report Home Page, click on Edit to enter the Subject to Status.

2. Select if the Facility is subject to Section 312. The answer to ‘Subject to Emergency Planning

under Section 312’ may be automatically updated based on your chemical inventory.

3. Select if the Facility is subject to Section 302. The answer to ‘Subject to Emergency Planning
under Section 312’ may be automatically updated based on your chemical inventory. If your
inventory has at least 1 EHS over the Threshold Planning Quantity, this question will be set as

Yes.

4. Select if the Facility is required to submit a Risk Management Plan (RMP) according to the Clean
Air Act, Section 112r. If you select ‘Yes’ for ‘Subject to Section 112( r),” you will be required to
populate the ‘RMP Facility ID’ (issued by the EPA). For regulatory reference, click on the ‘What is

this?’ link to learn more.

5. Select if the Facility is subject to Toxic Release Inventory (TRI), Section 313. If you select ‘Yes’ for
‘Subject to Section 313( r),” you will be required to populate the ‘TRI Facility ID’ (issued by the

EPA). For regulatory reference, click on the ‘What is this?’ link to learn more.

6. Once you chosen all items click on Save.

== Step 2 : Review Subject to Status @

The following s@tuses are reparted by the Facility. These satuses may be changed based on Admin Review.

EPCRA Section 312 Active EPCRA Section 302 Active
{Annual Inventory) (EHS Amt=>TPQ)

CAA Section 112(r) Urknown EPCRA Section 313 Unknown
(RMP) (TRI)

Diagram: Subject to Status Section
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Tips for Entering Report Contacts

From the Report Homepage, click on Edit to enter the Report Contacts. Contacts are separated into
Facility Contacts (Owner/Operator and Direct Site) and Report Contacts (Tier Il, Emergency Planning

Coordinator, Emergency Contacts)
1. Enter contacts.

2. You may populate the contact information from another report in your User Account by clicking
on the Pick link. From the list, choose the name. If you choose to add manually enter the

Emergency Coordinator's First Name.
Tips for Adding Attachments

1. From the Report Homepage, click on Edit to add Attachments.

2. Click on ©heeseFile’ t9 add an attachment. Find the attachment on your computer and click

Open.
3. If you wish to remove any attachments, click on x next to the Attachment you want to delete.
4. Click on Save to save any attachments loaded.

Tips for Submitting a Report

In order to finish the report, all steps must have a ¥ nextto it. If there are any items with a @ , you

must complete that step in order for the Submit Report button to appear.

StEpq4 W Step o W Step G W 5@?‘{@

Diagram: Report Can Be Submitted Once Steps 1-6 Completed

== 5tep 7 : Submit Report  You are almost done! Clidk here to Submit your Report.

Click on the "Subrrit Repart” button to send this Repaort to authorities. Read notes on the next page to see if there are more requirements. If you want to make any more
Changes, click Edit for the secdon you want to change.

"Submit Report

Diagram: Submit Report Step 1
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Print Report and Attachments

In some jurisdictions, you may be required to print, sign, and mail in the Report and/or the certification
letter to the LEPC, SERC, and the Fire Department. Read the help instructions to identify which
authorities you may need to mail hard copies to. Follow the instructions in this section to print, sign,

and mail required forms.

You can print the Report by clicking on the Print link on the top of the Report Homepage.

List Submissions

Edit Report Homepage for Happy Chemicals Inc (ID: 60397)

Company ID : 102647
Company Name : Happy Chemicals

Step 1 Step2 Step 3 Step 4 Step 5 Step 6 Step 7 (@)

Report Print Report

SFM(2014-20158) / SFMISERC(2013) Annual Combined Agency Hazmat Facility Report (Happy Chemicals Inc) - 45687 ¥

Submission Status : Initiated Status Date : 12/19/2014
Last Updated : 12/19/2014 Submission Type : Online

Diagram: Print Report
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Tips for Generating your Invoice

You will need to add all your Facility Reports for your Company before generating the invoice. Once
you submit your final Report you can select the option | have submitted all facility reports. An Invoice
will automatically generate for all Facilities under your Company. Complete the payment steps. If you

choose to pay by check you must print your invoice and mail in the check along with the invoice.

You hawve successfully finished the submission. A Confirmation Email will be sent to the Compliance Contact identified within your
report. Please print a copy of the confirmation e-mail, along with the submission, and maintain for your records.

Thank you for submitting the online report. Howewver, you will need to complete some additional steps for your submission to be considered
complete.

If vou have entered a valid e-mail, you will be notified of this successful submission. This report will be reviewed by State officials.

You can only generate your submission invoice if you have added all reports to your account for this year. Have
you submitted reports for all facilities?

II need to submit more facility reports "I have submitted all facility reportsl

If you have added or made changes to a previous year, please make sure that you update the information in the current year to
help Emergency Responders access the most accurate inventory information. View the most current year information from the
Submission Listing page.

For questions, please reference the Help Guide for the appropriate contact.

View Report Print Report List Submissions List Facilities

Diagram: Generating Invoice

Generate Invoice
Company 1D Company Name
102647 Happy Chemicals
Reporting Period *

SFM(2014-2015)/ SFM/SERC(2013) ¥

You must submit All ANNUAL Reports in your Company Account before generating an invoice.

Have you added ALL facilities to your company account for this reporting period ? If you have not added all facilities to your company account, add all facilities now. When you have added all facilities, proceed to the
next step.

The system shows that you have 1 facility(s) with submitted reports in your company account.

The Fee Summary is below.

Fee Ttem Amount ($)
State Fire Marshal Hazardous Material Storage Permit Fee 150.00

SARA Title 11 TPQ Registration Fee 0.00

SARA Title III Tons in Storage Fee 0.00
Manufacture of EHS for Transpoert Filing Fee 0.00
Manufacture of EHS for Transport Tonnage Fee 0.00

Invoice Amount 150.00

Coneel

Diagram: Generating Invoice
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ADDING A NEW FACILITY
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ADD A NEW FACILITY

If you are adding a new facility under your account, you will start by entering Facility details. When
you complete this step, a Facility ID will be automatically assigned to the facility you have created and
your facility will appear in the listing.

Please ensure that you do not enter facilities that may already exist in the system. If you have
previously submitted information for a facility, but do not see it in your account, please
contact the System Administrator. The administrator may need to transfer the facility record
to your User Account.

Follow the instructions in this section to enter the facility information.

STEP 1: Review Facility Information

1. Once you have logged into the system successfully, click on the AddNew | joon  from the List
All Active Facilities Page.

List All Active Facilities Owner/Operator , Facility Name @ C
[lABCDEFGHIJKLMNOPQRSTUVWXY Z Other Q
Eacility ID Company Name 4 Facility Name  Address County foom¥  LEPC FireDepartment 5= 22 LAt

Facility 1D Company Mame Facility Name Address Al v LEPC Fire Depariment All v AN 4|

Total Results:0 Rows perpage 10 |v|

Diagram: Add a New Facility link

2. Enter the Location & Nature of Business Detalils.
a. Enter Facility’s Name and Physical Address.
b. Enter the Latitude and Longitude in Decimal Degrees. The latitude and longitude values
must be within state boundaries.
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I. You can use the Locate Tool to geocode your latitude and longitude information
based on the address you have entered. To use the Locate Tool, click on the
globe icon. Your latitude and longitude will be populated for you in the tool.

ii. You may move the red pinpoint to reflect more accurate Coordinate.

iii. Click on “Pick this Location” to populate the coordinates back to the form.

c. Need to convert your coordinates between Degrees, Minutes, Seconds to Decimal
Degrees?

I. Use the Compass icon.

d. Lookups have been provided for fields like NAICS and SIC. Here is how you would use

it. Type the value. If you choose to use the Lookup, click on the report icon and type in

the Description. Click on the icon to bring back all the results that match your
description. Once you find the correct Code, select it by checking off the check box.
You can select multiple Codes. Click on Select Checked at the bottom to populate the
Code(s) in the selected field. The Lookup will disappear and the selected codes will

appear in the form.

MNAICS List INAICS. Description I@ <

Check the box to the left of one or more MAICS codes that apply. After you have checked the appropriate MAICS code(s), click on the
"Select NAICS™ button at the bottom to populate the values to the NATCS field and return to the previous screen.

ElABCDEFGHIIJKLMNOPQRSTUYWXY Z Other

(| MNAICS » Description
fnaics | bescription |
311611 Abstioirs
[1 | s21410 Abortion clinics
1 334519 Abrasion testing machines manufacturing
(| 339114 Abrasive points, wheels, and disks, dental, manufacturing
327910 Abrasive products manufachering
1 212322 Abrasive sand guarrying and/or benefidating
1 212399 Abrasive stones (e.g.. emery. grindstones, hones, pumice) mining and/or bensficiating
(| 423840 Abrasives merchant wholesalers
1 212399 Abrasives, natural, mining and/or ben=figating
1 322121 Absorbent paper stock manufachuring

of 1972 Total Results: 19715 Fows per page | 10 ~

[

)
W
-
o
%
=l
g

Diagram: NAICS Search Tool
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e. Enter the NV Secretary of State Business ID Number.

f. Click on Save to save the page. If there are missed fields or incorrect syntax, you will
receive alerts. Fix the problem and then click Save again. This will bring you to the

next tab.

2. Enter the Contact Details.
a. Enter the Direct Site Communication Details. This is a contact that can be reached at
the site.
I. Enter the information or use the Pick Facility Contact link to populate the
information from another facility under your user account.
i. All phone numbers must follow a standard format such as (201) 302-9494 or
201-302-9494 with optional extension in the format of x1234-567 or x1234567.

ii. Enter the Facility’s website, if one exists. It must start with http://.

b. Enter the Parent Company Contact Details (if available).
I. Enter the information or use the Pick Parent Company Contact link to populate

the information from another facility under your user account.

c. Enter the Owner/Operator Details.
I. Enter the information or use the Pick Owner/Operator Company Name link to
populate the information from another facility under your user account. You can
also click Copy Facility Address to populate the address entered for the Facility

Physical Address.
d. Click on Save to save the page. This will bring you to the next tab.
3. Enter the Mailing and Billing Address Details.
a. Use the Pick Facility Address link or the Pick Owner/Operator Address link to populate

the information from another facility under your user account.

When you save this step, the Facility ID will be created.
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SIGNING OUT OF THE SYSTEM



SIGN OUT

To sign out of the system, click on the Log Out link on the top right of the screen. Do not just close
the window because you will be locked out of the system for 20 minutes. Follow the instructions

in this section to Sign out of the system.

1. Sign out by clicking on Log Out in the top right.

2. The application will log you out as a current user.

Online Hazmat Reporting System
Welcome John, Happy Chemicals, Last Login: 19/2014, 11:09 AM

Carson City, Nevada B9711 Log Out
Phone :775-684-7524, Fax :775-684-7518

,,& Regulations

Nevada State Fire Marshal and State Emergency Response Commission
107 Jacobsen Way

Welcome to the Nevada State Fire Marshal and State Emergency Response Commission Combined Online Hazardous Material Reporting and Permitting System.

Please READ the SFM Hazmat System Guidebook before using this reporting system. The Guidebook can be found by dicking here.

Please be sure to turn off the "popup blocker” on your browser.

As there are a limited number of user licenses, there will be one user account for each company. The company may develop internal controls for the use of the user account and sharing of the name and password.

All chemical quantities must be entered in pounds. The system includes z tool to convert gallons to paunds. The conversion tool requires the specific gravity which can be found on the chemical’s Material Safety Data Shest
(MSDS).

There are various reporting regulations and useful links located in the Resources section. Click on the 0 on the upper right side to slide out the Help menu.

Data previously submitted to the Nevada State Fire Marshals Office has been loaded into the Online Hazmat Reporting System. As some elements do not have a direct conversion in the new system, it is necessary to verify the
current data. Also, since the new system includes more required and optional fields, please review the loaded dats, add further information and make appropriate updates.

. d

NOTICE: Please ensure that you add our email address: hazmat@dps.state.nv.us to your un-block list so that you can receive our for your and any up You must be
able to receive our emails so that you know your permit is ready to be downloaded and to receive our message once a year telling you it is time to submit again. This is your responsibility to ensure
your email account is correct and can receive our emails as you will get no other contact from our office about your account except via email.

If you have any questions or need assistance, please contact the State Fire Marshal Hazmat Permitting Office at hazmat@dps.state.nv.us or call 775-684-7524.

</ Recent Submissions illl Facility Status Summary = Billing Summary

2013 Combined Agency Hazmat Facility Annual, Happy Chemicals Inc Active Inactive Total Amount Due : (.00

Pending Admin Approval 12/19/2014
SFM{SERC 1 o

@ 2002 - 2014 1IDSi International, Inc. All rights reserved

Diagram: Log Out Link
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