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Online Porta l fo r EPCRA Reporting

Tier I I Manager

www.in.gov/ dhs/389 3.htm

Superfund Amendment s & Reauthor izat ion Act
(SARA TI TLE II I )

OR
Emergency Planning & Community Right -t o-Know

Act (EPCRA)
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http://www.in.gov/dhs/3893.htm


Browser

V I nt er net Explor er 10 or above (non-compatibilit y mode)

VFirefox 20 and above

VChrome 26 and above

Components

×Turn o f f t he popup blocker in your Browser

×Use Adobe Acroba t Reader (fr ee download)

×Enable Javascript in your browser (thi s should alrea dy
be set in your browser)

Syste m Prerequisites
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Pop-Up Blockers

TURN OFF ALL

POP-UP BLOCKERS
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1 At th e t op right , click th e Tools 
Menu, then click I nterne t Settings

2 Select Privacy, t hen click Set t ings

Allow Pop-Ups in Int ernet Explore r Browser
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3 Type in t he websit e, t hen click Add. 4 The sit e will be added t o your 
Allo wed Sites . Click Close t o finis h.

Allow Pop-Ups in Int ernet Explore r Browser
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1 At t he to p ri ght, click t he 
Chrome menu, t hen click Setti ngs

2 Click Show Advanced Setti ngs

Allow Pop-Ups in Chrome Browser
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3 Under Privacy, click Conte nt Set t ings. 4 Click Manage Excepti ons. 
Locate/ add websit e,
set t o Allow, t hen click Done.

Allow Pop-Ups in Chrome Browser
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Cookies & JavaScrip t on IE
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Å Only one user account can be set up fo r your fa cility.

Å All passwords must f ollow t his format: 8-15 alphanumeric.

Å Tr y ôForgot Your Passwordõor ôResetYour Passwordõif you are not able t o log in.

Å Your user account will be DISABLED if you ent er t he wrong password more than 5 t imes
consecuti vely. I f your account is disabled, you will see a message when you t ry t o log in.
The system administrato r wil l get a message t o enable th e account.

Å I f you have not used your account for a lit t le more t han one year and a half, your user
account will be disabled or revoked and you will not be able t o log in.

Å I f you still cannot log into your account, contact th e system administrator . Once the
account is disabled, only t he system administ rator can enable t he account . I f the a ccount
is r evoked, you will need t o regis t er a new user account . Send an email t o or call t he 
system administ rator, who will let you know what t o do.

Å To sign out of th e system, click th e Log Out butto n on th e righ t hand side. You wil l be
logged out of t he syst em safel y.

Log-I n Securit y Rules
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EPCRAWebsite (top)
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EPCRAWebsite (bottom)
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Al l Users Must Regist er
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New User Regist ration

Select t o proceed
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New User Regist ration

Selectio n fo r all faci lities

Select t o proceed
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New User Regist ration

1 New User Registr ati on
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New User Regist ration

2

3

Click Submit and wait fo r account approval email

User and Admin receive registratio n email not ifi cation
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ADD FACILITY

VFirs t -Time Filer
Ç May cre at e 1 or more f acility account s wit h 1 user name

Ç Canmake individu al payment s or bulk payment

VReturn ing Filer

Ç May be linked t o 1 or more f acilit ies

Ç Canmake individual payment s or bulk payment
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START A
NEW REPORT

To link username t o previously submitted 
Tier I I faci lities, email facilit y names and

I D number s to SARATr2@dhs.in.go v,
if you are a consultant or are repor t ing

fo r multiple f acilities
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mailto:SARATr2@dhs.in.gov


START

Click t o advance
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Add New Facility

Add Facility

1

Click t o update previously 
submitted Tier II Repor t

Click t o add bra nd new facilities

21



List of Submissions
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This is where you can change your facility status. 
Å Chemical storage quantity changes to below TPQ
Å Close of business



Star t Report
Choose Report Type and Report Class
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When filing the 
Annual Tier II 
Report select 
ò2016ó



Choose Report Type and Report Class
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When filing the 
Annual Tier II 
Report select 
ò2016ó



Add Facility
Ente r Facility I nf o and click Save2

No special character & punctuations (-, _, /, #, $, & )
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If you do not know which fire department to choose please contact your 
LEPC or our team and we will help you



Ente r Owner/Operator detail s and click Save

Add Facility

3
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No special character & punctuations (-, _, /, #, $, & )

Avoid capitalization when entering website address



Add Facility

Ente r Mailing Addres s det ails and click Save4
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REPORT
HOMEPAGE
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Completed Facility Information

1. Facility Information

2. Chemical Invent ory

3. Subjec t t o Status

4. Repor t Contacts

5. Attachm ents

6. Fee Exempt ion

7. Fee Summary

8. Certi f ication
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Chemical I nventory

1. Facility Inf ormat ion

2. Chemical Inv ent or y

3. Subj ect t o Status

4. Repor t Cont act s

5. Attac hment s

6. Fee Exempti on

7. Fee Summary

8. Cert ification
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1. I f you select an EHS CAS number fro m the
lookup, the n th e EHS check box on th e Add
Chemical page will be aut omat ically checked

2. EHS must be reporte d as Pure

3. When reportin g a Mixture, ente r bot h the
product CAS and component CAS numbers

4. Syste m calculates the TPQ across the facility 
by aggregating th e EHS amount in Pure and
Mixtures and identify ing if it is above or below
th e threshold

Chemical Rules
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1

Enter Chemical Invent ory

Add a new chemical r ecord never ent er ed in th e syst em
Impor t chemical name/ CAS fro m anoth er facili t y in company account 
Edit an existing chemical r ecord in th e facil ity
Delete an existing chemical r ecord in t he facil ity
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Enter Chemical Invent ory

Ente r Chemical manually or use t he CAS/Chemical lookup2a

Pick result fro m th e lookup listing2b
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3a CAS Number and Chemical Name are populated once you choose from 
t he Search result s listin g

Enter Chemical Inventory
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3b I f you ente r an EHS wit h a tw o TPQ values, you wil l need
t o select more det ails about t he for mat of t he chemical.
Each for mat must be repor t ed separat ely.

Enter Chemical Inventory
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4 Complet e each column and click Save

Ente r Chemical I nventory
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This is where you 
upload your SDS 
attachments. If 
previously 
submitted it will 
be automatically 
included.



5
I f you select Mixture, the n th e Mixture section will display at th e bottom
1. Answer th e question about whet her mixtur e component s contain an EHS

I f Yes, th e EHS component must be reported . I f No, the n mixtur e reportin g is voluntary
2. Click Search icon t o search f or CAS number and Chemical Name or manually ent er th e inf ormati on
3. Ent er th e Percent age
4. Click on Save Mixture Component button
5. Click Save at th e botto m if you are done adding mixtu r e components

Enter Chemical Inventory
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6 Complet e St orage and I nventor y Sectio n

Enter Chemical Inventory
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6a

Gallons Converter
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Storage Location
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6b Click More St orage Locati ons link

1. Choose Cont ainer Type, Pressure, Temperature fro m t he list

2. Check if t he stora ge locatio n is confid enti al

3. Ente r t he Locati on and St orage Amount

4. Click Save St orage Locati on

5. Click Save if you are done wit h adding St orage Locati ons

Enter Chemical Inventory
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St orage Amount Erro r
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Tota l Storag e Location Amount 
Must Match Max Daily Amount
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Subjec t t o St atus

1. Facility Information

2. Chemical Invent ory

3. Subje ct t o St atus

4. Repor t Contacts

5. Attachments

6. Fee Exempt ion

7. Fee Summary

8. Certification
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Subjec t t o Stat us

Ente r EPCRA sta tu s t o which t he facilit y is subj ect.
o 312 St atu s is automat icall y marked Yes if submit t ing Tier I I report
o 302 St atu s is automat icall y marked Yes if Chemical I nventory 

has an EHS over TPQ
Once completed , click Save.
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Step s #1, 2 & 3 Completed
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Top of Page

Scrol l t o to p of page t o print Tier II
report wit h step complete d informa t ion
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Report Contacts

1. Facility Information

2. Chemical Invento r y
3. Subje ct t o St atus

4. Repor t Contacts

5. Attachments

6. Fee Exempt ion

7. Fee Summary

8. Certification
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Direct Communicatio n Contact
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Report Contacts
Complet e Cont acts inform ati on and click Save. Use t he lookup to ols to 
carry cont acts over fro m oth er facilitie s in your account.
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The Regulatory Point 
of Contact will be 
contacted by 
response personnel. 
Do NOT list 
consultant/contractor 
as this contact.



Ste ps #1, 2, 3 & 4 Completed
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Attachments

1. Facility Information

2. Chemical Invent ory

3. Subje ct t o St atus

4. Repor t Contacts

5. Attachments

6. Fee Exempt ion

7. Fee Summary

8. Certification
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Attach ment Specificat ions

Ç Size limit fo r ALL fi les ñ5 MB

Ç File Name without special character & punctuation s (-, _, / , #, $, & no spaces)

Ç Types of allowed file s

» Sit e Plans ñbmp|d oc|d ocx|gif|j pg| j peg| jn g|pdf|tif|tif f |txt|xl s|xlsx|zip | zipx | png

» Sit e Coord inat e Abbr eviation ñ bmp|d oc|d ocx|gif|jn g| j peg| j pg|pdf|pn g| tif|tif f |txt|xl s|xlsx|zip

» Saf eguard Measures ñ bmp|d oc|do cx|gif|j pg| j peg| jn g|pdf|tif|tif f |txt|xl s|xlsx|zip | zipx

» Facility Emergency Response Plans ñbmp|d oc|d ocx|gif|j pg| j peg| jn g|pdf|tif|tif f |txt|xl s|xlsx|zip | zipx

» Saf et y Data Sheet s (SDSs) ñbmp|d oc|do cx|gif|j pg| j peg| jn g|pdf|tif|tif f |txt|xl s|xlsx|zip | zipx

» Trad e Secr et ñ bmp|d oc|dx f |d wg|gif|j peg| j pg| j ng| tif f |tif|txt|xl s| vsd|zip| pdf

» Local GovõtResource ñ pdf|gif|j pg|bmp|doc|dx f | dwg| j peg| jn g| tif f |tif|txt|xl s| vsd|zip|x lsx| docx| png
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Attac hment Options

You can only attach a single file or multiple files zipped in to a single zip file. Also,
the attach ment s do not overwri t e each other so if you are uploading a new file you 
have to fir st remove the existing one by cli cking on the "Remove" link next to the
file name.
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1 2

Enter Attachm ents

To at t ach, sta r t by clicking 
Browse.

Iden t if y th e locat ion of site plan 
on network. Click Open.
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Fee Exempt ion

1. Facility I nformation

2. Chemical I nventory

3. Subjec t t o Status

4. Report Contacts

5. Attach ments

6. Fee Exemption

7. Fee Summary

8. Certification
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Fee Exempt ion
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Complete th e Exempt ion
Questi onnaire, the n click Save


