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Accessing Air Emissions Inventory Reporting (AEIR) 
 
Introduction   
   
The Air Emissions Inventory Reporting (AEIR) system is a web-based tool used to submit 
emissions inventories to NMED. NMED uses this information for compliance assessment and 
planning purposes, to prepare statewide emissions inventory information, and to report emissions 
to the U.S. Environmental Protection Agency (EPA).  The Air Quality Bureau (AQB) is 
requiring Major Title V and Minor sources (New Source Reviews, General Construction Permit 
–2, -3, -5, -6, and Notice of Intents) to report annual emission data. Minor Source emissions will 
be collected every three years, starting in 2020 (inventory due in 2021). 
   
This document contains instructions on how to gain access to the Secure Extranet Portal (SEP) 
and AEIR, as well as how to register for facilities and user roles in AEIR. 
 
NOTE:  The Electronic Subscriber Application (ESAA) form is no longer required.  The Certifier 
is the only user that will utilize e-Manage.  If the Certifier is not approved through this process, 
then the ESAA form must be submitted. 
   
AEIR User Roles  
   
There are three user roles in AEIR: Facility Administrator, Certifier, and Preparer/Submitter.   
   

• Facility Administrator is a role that approves and disapproves Preparers/Submitters and 
Certifiers. AQB recommends that the Facility Administrator is someone from the parent 
company. Facility Administrators can approve themselves as other roles. 

   
• Preparer/Submitter is a role that can submit data but not certify. Companies may employ 

consultants in this role or direct employees of the company.   
   
• Certifier is a role that can submit data as well as certify the submittal. AEIR   

Certifiers are considered the owner, operator, responsible official, or company official. 
  

Note: The Certifier must use e-Manage for identification verification. If the Certifier is not 
approved by Lexus Nexis, then the Electronic Subscriber Application (ESAA) form must be 
submitted to AQB. 
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How to Gain Access to AEIR   
 
Complete online registration on the Secure Extranet Portal (SEP) by following the steps below:  

  
1) Go to https://sep.net.env.nm.gov/sep/login-form 
 

 
2) Click on the link to register for a new NMED application shown above in the orange 

banner. The NMED Registration Request page opens. 

https://sep.net.env.nm.gov/sep/login-form
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3) Enter and confirm your email address, enter the image code and click Submit button. 

Below is a snapshot of the confirmation page. You will receive an email notification 
with a unique link to the registration page (example email is also below). 
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Note: This link is unique to every application 
 

 
4) Click the link sent to your email address and fill out your profile information as shown 

in the snapshot above. When finished, click on the “Create User Profile” button (AQB 
will issue a temporary password). 
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5) You will be brought to the above application page. Please register for “Air Emissions 
Inventory Reporting” by clicking “register”. Your registration request will be received 
and approved by the AQB. Once approved, an email will be sent to the email address 
provided.  
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6) Click on the link in the email and enter the temporary password. You will be required to 
choose a new password. A list of security questions will appear. Please enter all 
requested information before continuing.   
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7) The snapshot below is the Home page for AEIR.  Be sure to read the News and 
Information.    

 
8) On the AEIR home page, select the link to register for additional facilities/roles (red 

arrow above). The page shown below will appear. 
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9) Select your organization from the drop-down menu and associated facilities will appear. 

Roles can be checked through the “Select All” button or chosen individually. Select the 
“Register for Selected Facilities” button when finished.   

   
AQB will review your request and approve you as the Facility Admin for the 
organization and associated facilities for which you’ve registered. 
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10) When complete, click the Complete Registration button to confirm registration. You 
will receive an email notification of your approval. 

  
NOTE:  The Emissions Inventory Section will approve the Facility Administrator for 
facilities, and Submitter/Preparer and Certifier roles requests will be approved by the 
Facility Administrator for that facility. 


