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North Dakota Web Based Tier II Reporting

This first section is to be used if you have not filed any facility reports 
using the North Dakota web-based Tier II software. 

If you have previously completed your filing using this software, 
please go to page 27 and begin your process from there.
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North Dakota Web-Based Tier II Reporting

Introduction: The North Dakota Web-based Tier II reporting software 
program was developed by the ND Division of Homeland Security and 
iNet Technologies for use by facilities to enter and submit Emergency 
Planning and Community Right-To-Know Act (EPCRA) Section 312 
chemical information, commonly known as Tier II reports. The ND web-
based Tier II reporting software will allow users to enter multiple facilities, 
chemicals, and contacts. The program also includes many of the state’s 
additional data requirements.

Facilities:  Enter, store, and print Tier II information for sending to State 
Emergency Response Commission (SERCs), Local Emergency Planning 
Committees (LEPCs) and fire departments. The web-based Tier II 
software is designed to help the reporting facility enter the data efficiently 
and submit the electronic information easily.

SERCs, LEPCs & Fire Departments – Receive Tier II files from facilities 
for emergency planning.

The North Dakota Web Base Tier II software is organized in four 
parts:

■ Company part – where the user enters the company/business name, 
address, city, state, zip code, phone numbers, website url and email.
■ Facility part – where the user enters the facility name & information, 
owner/operator information, and emergency contact information.
■ Chemical part – where the user enters the chemical information along 
with storage codes & locations.
■ Map/diagram part – where the user attaches a copy of the facility map 
or diagram.
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What Do I Need To Do To Get Started?

Go to:  http://www.nd.gov/des/

Scroll down the left side of the page and click on the Haz-Chem 
Preparedness Response logo.  

Once you have clicked on the logo, the following page should appear:
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If you have not watched the instructional training video, now is the time to 
do so to learn how to use the software.  The video is approximately 22 
minutes in length and provides instructions on how to utilize the software.

After you have watched the instructional video, then click on Tier II 
Reporting – New online reporting and should then bring up the following 
page:  Initial Starting Point

If you have not registered and created your User ID and password, then 
you need to click on the “Register Now” icon.
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After clicking “Register Now” this page will appear. Fill out the required 
form.
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If you have already registered and have created your North Dakota Login 
and password, fill in the appropriate block on the page and then click on 
Login:

7



After clicking on “Login”, the following page should appear,
ND Tier II Filing:  Manage Companies and Facilities.

Under ND Tier II Filing:  Manage Companies and Facilities you will see 
five boxes outlined in gold.  This is were you will select from one of the 
outlined boxes to, “Add a Company,” “File New Report,” “Non-Submitted 
Reports,” “All Your Reports,” and “FAQ.”

8



After clicking on “Add a Company”, the following page should appear,
ND Tier II Filing:  Add A Company.

Here you will add the appropriate company information. (Items marked 
with an * are required).  Insert the “Company Name.” After entering the 
company information, click on the “Save” button.

NOTE:  Do not use the “enter” key to proceed to the next entry.  
Always use the “tab” key to move between entries.
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After clicking the “Save” button, you will then see where the company you 
just added to the system appears in the ND Tier II Filing.  The page is 
titled “Manage Companies and Facilities.”

To Add a Facility:  In the line where you just added “Your Company,” click 
on “add facility.”
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The following page should appear: ND Tier II Filing:  Add New Facility

Add New Facility: Here is where you will add the facility information, 
owner/operator information as well as emergency contact information.
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This is the bottom portion of the facility information.

NOTE: When entering the name of the Owner/Operator, this should 
be the “Point of Contact” name. This is the person we will contact if 
we have any questions about the report.

After entering the facility information, click on “Save."
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After entering the facility information, click on “Save“ and you will see that 
the “facility” has been added to facilities under the company.
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After you have created your company and your facility you will need to 
“File New Report.” To do this, click on “File New Report” and the 
following page should appear. You will notice that the date block defaults 
to the current date. You must then name your report. Please use 
something that helps identify the facility, (i.e.,  FUOC – Crawford, Wilson 
Oil – Starkweather, etc.), then click on “Save”.
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After saving, you will see a screen similar to what is listed below. Non-
Submitted Reports. Here you will choose the facility that you just added 
from the drop down menu  adjacent to the “choose one” line and then you 
will click on “Add This Facility.”
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This page shows that you have added the facility, but it has not been 
submitted. The next step will be to add your chemical or chemicals for this 
facility.
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ND Tier II Filing - Chemicals: Here is where you will enter the 
information on the chemical or chemicals that you will be reporting.  
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Adding Chemical Information:  This is the bottom of the “Add Chemical 
Information page.” When completed, click on “Save.”
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Adding Chemical Information:  After you have added the chemical it 
should appear under the facility name. 
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Adding Facility Map:  After you have clicked on “add facility map” the 
following page should appear. Title your map, browse for your document, 
and click “Save.”
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Adding Facility Map:  You need to title your map/diagram. Click on 
“Browse” to select where you have placed your facility map/diagram 
document which will be included in the report when you click on “Save.”
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Submitting Your Report:  After “saving” the map/diagram, you will be 
taken back to the “Non-Submitted Reports”  screen. You will see that 
your map/diagram has been saved and at the bottom you will see “3” 
action boxes--“Submit this report”, “view this report” and “delete this 
report”.  Click on “submit this report”
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Submitting your Report:  After clicking on “Submit Your Report”, the 
following page should appear. In the Reporting Period box after 20 ___, 
you will insert the number “10” for reporting year 2010/calendar year 2011.  
If you will be submitting a check and you know the number of the check, 
insert that number in the appropriate box.  If you want to be invoiced for 
payment, then check the “Send Me an Invoice” box.  After you have 
completed all the actions on this page, click on “submit”. 
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Submitting Your Report:  After you have clicked on the “submit” button, 
the following page should appear indicating that your report has been 
submitted. It will also have information about where to send your payment. 

After you have submitted your report, you will receive an email notice that 
states:

Your HazChem report has been submitted. You will be notified by 
email when it's processed.

If you do not receive an email, your report has not been submitted.
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After submitting your report, then click on the “return” box which will take 
you back to:  ND Tier II Filing: Manage Companies and Facilities.” 
Here you can then click on “All Your Reports” and you will see your filed 
report.
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Reports for the LEPC and fire department:  You will need to print a 
copy of your report and mail or scan and email it to your LEPC and the 
local fire department. To do this go to ND Tier II Filing: “All Your Reports.” 
Click on “view” and you will see your filed report. Print out the file for 
distribution to the LEPC and fire department. This completes your 
reporting for Reporting Year 2010. 
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This second section is to be used if you have previously filed any facility 
reports using the North Dakota web-based Tier II software.

Reports are due March 1, 2011.

You MUST be in “All Your Reports.” Click on “create copy.”
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After clicking on “create copy” the following page will appear. You should 
see it under “Non-Submitted Reports,” your company with the word 
“COPY” next to it.  You will also notice that if you need to edit information 
in the report or to submit it for the new reporting year you will have to click 
on “edit or submit these reports”.
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Submitting Your Report for Reporting Year 2010/Calendar Year 2011.   
After clicking on “edit or submit these reports,” the following page should 
appear. You will notice that the word “COPY” is next to the company 
name. Here you are able to edit information, or if the information is 
correct, you will then submit the report. Refer to page 24 for instructions 
on submitting your report.
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Submitting Your Report for Reporting Year 2010/Calendar Year 2011.   
After clicking on “edit report information,” the following page should 
appear. You will notice that the word “COPY” is next to the report title.  
Click on “Save.”
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Submitting Your Report for Reporting Year 2010/Calendar Year 2011.   
After clicking on “Save” the following page should appear. You will notice 
that the date has changed to the current year. This is your confirmation 
that it is the report for the current reporting year.  
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Submitting Your Report for Reporting Year 2010/Calendar Year 2011.   
After clicking on “submit this report” the following page should appear. 
Click on “submit.” If you are not sending a check and want to be invoiced, 
please click on “Send Me an Invoice.”
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After Submitting Your Report:  After you have clicked on the “submit” 
button, the following page should appear indicating that your report has 
been submitted.  It will also have information about where to send your 
payment. 

After you have submitted your report, you will receive an email notice that 
states:

Your HazChem report has been submitted. You will be notified by 
email when it's processed.

If you do not receive an email, your report has not been submitted.
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Submitting Your Report for Reporting Year 2010/Calendar Year 2011.   
After submitting the copied report, to view your report, go to “All Your 
Reports” and click on “view.” This will bring up the report which you can 
then print and send to the LEPC and the fire department. This completes 
your reporting for the new reporting year.

34


