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North Dakota Tier 
II Instructions

Updated October 2017

Use this set of instructions if you have 
PREVIOUSLY filed a Tier II Report with the ND 

Department of Emergency Services



Start with Internet Explorer and type in http://www.nd.gov/des, you should be taken to the following site.  Scroll down the left side of the page 
under the NDDES Logo and click on the Haz-Chem Preparedness Response Logo.
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After clicking on the Haz-Chem Preparedness Response Logo, you should then be taken to the following screen.

http://www.nd.gov/des
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This page should come up on your screen.  You will see the “Tier II Reporting Software” and also “ND Tier II Instructions”.  Now click on the gold 
lettered “Tier II Reporting Software”.
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If you have a North Dakota Log In ID and Password, type that in the appropriate block below.

North Dakota Log In

Password
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NOTE:  This year we have two sets of instructions.  One for those people who have never filed a Tier II report  with the ND Department of 
Emergency Services (instructions listed here); and a second set of instructions for those people who previously filed a Tier II report with the ND 
Department of Emergency Services.

NOTE:  We ask that you “Please” read the new instructions that we have 
developed for you.  There are some changes to the procedures for filing your 
report and by taking a few minutes to read through the instructions, that 
should help you understand what has occurred.  If after reviewing the 
instructions you still have questions, then please contact one of us.



After you have logged into the DES website, the following screen should appear.  This screen shows all of 
the Tier II reports that you have filed previously.  From here, you will now click on “Past Reports”.
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You can also change your contact information by clicking on the “edit” tab.

NOTE:  Be sure you have followed the guidelines listed in the instructions if you have never filed a Tier II report for entering your “legal” description 
and “physical address”.  VERY IMPORTANT
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After clicking on “Past Report” you will see only the most current two years.  If you click on “All Past Report” you will see all 
your other Tier II’s that have been archived.



Find your facility from the previous reporting year and then  
click on “create copy”.
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NEW:  Starting with reporting year 2015 you will need to select one of three choices for your emergency 

contact.  Refer to NOTE listed below.  After you have selected one of the three choices, then click on “Submit”.

NOTE:  Starting with RY2015, you will be required to type in your “Emergency Contact” each 
year.  The rationale for this is that we have discovered that personnel move around so much 
that the information from last year’s report may not be correct.  So we ask that you insure each 
year that your “Emergency Contact” information is accurate and up-to-date.  NDDES Haz-Chem
staff will be making random phone calls to the phone numbers listed on your “Emergency 
Contact” information to insure that the information is current for the reporting year.
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If you are using a new emergency contact you will click on the “Use one new emergency contact for all facilities on the 
new report”.

After you click on “Submit”, the following 
screen should appear.
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After clicking on  “Use one new emergency contact for all facilities on the new report”,  the following screen should 
appear and then you want to scroll down to the bottom of the screen to where you will see “NON-Submitted Reports”.

What you will want to do now is to click on the “gold box” which says “edit or submit these reports”.
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If you click on “Update each facility emergency contact individual for the new report”, the screen on the next slide 
should appear.
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If the original emergency contact information on the old report is still current, then you would click on “Use 
original information, on the old report, for the new report”. And click “Submit”.
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After clicking on  “Use original information, from the old report, on the new report”, the following screen should appear 
and then you want to scroll down to the bottom of the screen to where you will see “NON-Submitted Reports”.

What you will want to do now is to click on the “gold box” which says “edit or submit these reports”.
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After you have clicked on “edit or submit this report”, the following screen should appear.  From here you will select the 
appropriate “box” for whatever action that will be required.  If you need to edit the report name, click on that box.  
NOTE:  This box “ONLY” edits the report title, nothing in the facility report or in the company.

You will now see that each chemical “needs to be updated”.  Starting with Reporting Year 2017, EPA has done away with 
the old “5” physical & health hazards.  That has been replaced with “13” Physical Hazards & “11” Health Hazards.  This is 
because it aligns with the “GHS” Global Harmonization System.  Check all that apply.  This information can be found on you 
Safety Data Sheet (SDS).

On the next page, you will find the new Physical & Health Hazards that must be update for each chemical on your Tier II.
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Here are the new Physical & Health Hazards.  As mentioned on the 
previous page, you MUST update each chemical listed on your Tier II.  
And as mentioned on the previous page, the physical & health hazards 
can be found on your Safety Data Sheet (SDS).



18

The (5) examples are listed on the next several slides.

After you have “updated” your chemicals for your facility/site, make sure your map is still “attached”.  If not, add the map or make any changes to your map and add 
it to your Tier II.  We have provided (5) examples of facility map(s).  These are the only ones that will be accepted for inclusion in the Tier II.
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After you have “edited” or “removed”  or “changed” any chemicals, 
then you can click on “submit this report”.
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After clicking on “submit this report”, the following screen should appear.  Proceed to the 3rd row which 
says, “Reporting Period: From January 1 to December 31, 20 __” and type in the appropriate reporting year 
number in the box.

NEW THIS YEAR:  You MUST enter the name of the company, the name of the contact person for the 
facility, mailing address, city, state and zip code.

After you have filled in all of that information, then click on “submit” at the bottom of the page.



After clicking on “submit”, the following screen should appear.  This tells you that your report has been 
submitted and where to submit your payment.  NOTE:  Please wait for the invoice to be sent to you 
before sending in your payment.
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After you have submitted your report, you will receive an email indicating that your 
Tier II report has been filed and that it is being processed.

We at NDDES will also receive an email indicating that a Tier II report has been 
received.  It does not indicate who the report is from, but just lets us know that a 
report has been received.

We ask that you be patient in getting your invoice as we are receiving hundreds of 
reports daily and it takes time to review them.  We currently have approximately 
10,000 Tier II report in our system.

After NDDES receives your payment, then we apply that funding to the Tier II facility.  
When that has been done, you should receive another email indicating that your Tier 
II report has been processed.

Frequently Asked Questions
The following “url” is where you will find some Haz-Mat Frequently Asked Questions:   

(FAQs) http://www.nd.gov/des/uploads/resources/816/hazmat_faqs.pdf
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Points of Contact

Randy Jacobson, Jeff Thompson & Roxann Hopfauf
ND Department of Emergency Services – Division of Homeland Security
Agency: 701-328-8100
Randy Direct: 701-328-8112
Email: rjacobson@nd.gov
Jeff Direct: 701-328-8216
Email: jathompson@nd.gov
Roxann Direct:701-328-8263
Email: rhopfauf@nd.gov
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