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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. 

 

  



TIER II MANAGER™ User Manual                        © 2013 IDSi International, Inc. All rights reserved  5

CHECK BROWSER VERSION 

 
Minimum supported browser versions are:  

 Internet Explorer 10 (non-compatibility mode) or above 

 Firefox  20 and above 

 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: 

1. Click ‘Alt’ and ‘T’ together.  This will bring up the Tools menu on the top.  

2. Select ‘Pop-up Blocker.’ 

3. Select ‘Turn off Pop-up Blocker.’ 

4. You will receive a message.  Confirm the message.  

5. 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 

on the icon .  

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: 

1. Click the Chrome menu  on the browser toolbar. 

2. Select Settings. 

3. Click Show advanced settings. 

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

5. 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". 

2. In the "Internet Options" window select the "Security" tab. 

3. On the "Security" tab click on the "Custom level..." button. 

4. When the "Security Settings - Internet Zone" dialog window opens, look for "Scripting". 

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

6. 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, I 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: 

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

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

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

4. The dialog window opens, find the "JavaScript" and select "Allow all sites to run JavaScript". 

5. Click on the "OK" button to close it. 

6. Close the "Settings" tab. 

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

 

If you are a new user to the TIER II 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. 

 

 
 
 
Diagram: New User Registration page 
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Diagram: New User Registration page 

 

 



TIER II MANAGER™ User Manual                        © 2013 IDSi International, Inc. All rights reserved  11

 

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. 

 

 
 
 
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? 

 
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?   

 

 
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?   

 
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.  

 

 
 
 
Diagram: Login page 
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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.  

 

 
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 
 

  



TIER II MANAGER™ User Manual                        © 2013 IDSi International, Inc. All rights reserved  18

MENU OPTIONS 

 

There are several menus that appear at the top of the TIER II MANAGER™.  The options have 

multiple functions. Follow the instructions below to understand how each function works. 

 

 
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  

 
 
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  on 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.  

 

 
Diagram: Menu Options  

 

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

AND INVOICES 
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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. 

 

 

 
Diagram: Change Facility Status 

 



TIER II MANAGER™ User Manual                        © 2013 IDSi International, Inc. All rights reserved  23

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.  

 

 
Diagram: Edit Existing Facility Step 1  

 

 

 
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. 

c. 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.  
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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) 

2. Chemical Inventory 

3. Subject To Status 

4. Report Contacts 

5. Attachments 

6. Fee Exemptions 

7. 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  

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  icon. 
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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. 

b. 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 name, 

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. 

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

d. Once this is complete, click on the  icon.   You will see this 

entry updated under the Mixture Component List.  

e. 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.   

f. Click Save. 

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

Homepage.  
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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. 

 

 
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 II, 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  to 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  next to it. If there are any items with a  , you 

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

 

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

 

 
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.  

 

 
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 I 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.  

 

 
Diagram: Generating Invoice  

 

 
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  icon  from the List 

All Active Facilities Page. 

 

 

 
 
 
Diagram: Add a New Facility link 

 

2. Enter the Location & Nature of Business Details. 

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.  

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 
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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. 

 

 
Diagram: Log Out Link 

 


