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1.0 INITIAL REGISTRATION 

1.1 AQB Electronic Subscriber Application and Agreement (ESAA) 
Before you can register online, you must submit a completed AQB Electronic Subscriber Application and 
Agreement (ESAA) Form. 
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The AQB ESAA Form must be signed by the applicant and the authorizing company official, and both 
signatures must be notarized.  The AQB ESAA Form must be mailed to the AQB as indicated in the 
Instructions in the beginning of the AQB ESAA Form document. 
Once a completed AQB ESAA Form has been submitted and approved by the AQBCR Administrator, you 
may begin the online registration process. 
PLEASE NOTE – Your online account will NOT be activated by the AQBCR Administrator unless we have 
an approved AQB ESAA Form on file at the NMED Air Quality Bureau. 
 
If you do not have a copy of the AQB ESAA Form and Instructions, you can download a copy from:   
www.env.nm.gov/air-quality/compliance-submittal-forms/ 

 
 

  

http://www.env.nm.gov/air-quality/compliance-submittal-forms/
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1.2 NMED Network Speed 
 
After you click on a link (such as the “Register” link on the next page) or a button it may sometimes 
appear that nothing is happening. 
 

 
 
Depending upon any number of factors, the network may be slow.  Look up at the tab that you are in.  If 
you see a spinning circle to the left of the “state.nm.us” heading, the network is still processing the 
request. 
 

 
 
Alternatively, look at the lower left corner of the tab that you are in.  If you see the message, “Waiting 
for response from state.nm.us…”, the network is still processing the request. 
Be patient and wait for the screen to change. 
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1.3 Creating an Account in the Secure Extranet Portal (SEP) 
 
Go to the Secure Extranet Portal (SEP) login page at:  
https://sep.net.env.nm.gov/sep/login-form 
 
Click on the “Register” link in the upper left corner of the page, or the “Click here to register for an 
NMED application” link in the lower middle of the page. 

 
  

https://sep.net.env.nm.gov/sep/login-form
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When the network has processed the request, you will see the Register for an NMED Application page. 
 

 
 
Enter your email address and the code on your screen then click Submit.  You will then see the 
confirmation below. 
 

 
 
You will soon receive an email with additional instructions. 
 



New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  1.0 Initial Registration 
 

Page | 6  
 

You will not be able to continue with the registration process until you receive an email similar to the 
one in the example below. 
 

  
PLEASE NOTE – Depending upon network speed or other factors, you may not receive this email 
immediately.  Please be patient and wait for this email before proceeding with your registration request. 
 
Click on the link in the email to continue the registration process.  You will see the profile information 
page. 

 
 
Enter the information and then click on the “Create User Profile” button. 
*Note: The application will convert the User ID to all lower case. 
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You will see the Select your approved application to begin or register now page.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
Click on the “register” link for The Air Quality Bureau Compliance Reporting System.  You will then see 
the Secure Extranet Portal Application Registration Complete page. 
 
You will see the confirmation below. 

 
 
An email notification will now be sent to the AQBCR Administrator for approval.  The AQBCR 
Administrator will confirm you have a valid ESAA Form on file prior to approving your registration 
request. 
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You will not be able to continue with the registration process until you receive an email with a 
temporary password from the AQBCR Administrator similar to the one in the example below. 

 
 
 
PLEASE NOTE – Depending upon the availability of the AQBCR Administrator, you may not receive this 
email immediately.  Please be patient and wait for this email before proceeding with your registration 
request.  This temporary password will expire in seven days; be sure to complete your registration 
before this time or you will need to request another temporary password. 
 
Copy the temporary password (1) and then click on the link (2) in the email to login to SEP.  Please note 
that the email also contains your User ID (3). 
 

  

(1) 
(2) 

(3) 
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1.4 Initial Login to SEP 
 
Click on the link in the email that you received from nmenv-adminsep@state.nm.us (previous section). 
 
Login to SEP using the User ID and the temporary password that you just received in the email. 
 
PLEASE NOTE – SEP will change your User ID to all lowercase, no matter how you originally typed it in. 
 
We suggest that you copy the temporary password from the email and paste it into the Password field in 
the login screen. 
 

  
 
Click on the Login button. 
  

mailto:nmenv-adminsep@state.nm.us
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You will see the Please change your temporary password! page.  The system requires that you 
immediately change your password.  Please note that the password must meet the requirements in 
the underlined text. 
 

 
 
Click on the Change Password button.  You will receive the message below. 
 
 
If your password meets the security requirements, you will be taken back to the SEP login screen.  If not, 
you will need to choose a different password.  After choosing a valid password, you will be taken to the 
SEP login page. 
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1.5 Initial Registration for Facilities in the CR Online Application 
 
If you are creating a new account in SEP, the process at this point has taken you back to the SEP login 
page (below). 
 
If you already have an account in SEP, go the SEP login page at:  
https://sep.net.env.nm.gov/sep/login-form 
 

 
 
Enter your username and password and click on the Login button. 
 
  

https://sep.net.env.nm.gov/sep/login-form
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You will see the Select your approved application to begin or register now page. 
 
PLEASE NOTE - This will be the second time you see this page if you have just created a new account in 
SEP. 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the “register” link for The Air Quality Bureau Compliance Reporting System. 
 
PLEASE NOTE - This will be the second time you click on the “register” link for Air Quality Bureau 
Compliance Reporting System if you have just created a new account in SEP. 
 
You will then see the SEP Application Registration is Required page. 

 
Click on the “Yes, please take me to registration” link. 
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If this is the first time you are registering for an AQB Online application, you will see the Please 
complete the following CROMERR Information page. You must select and answer 5 security questions. 
Please note that you cannot use the same answer for more than one question, and all answers must be 
at least 5 characters long. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Be sure to write down or remember your answers because one question will be selected at random 
every time you login to the system going forward. Then click on the Submit CROMERR Information 
button. 
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You are now taken to the AQBCR application Facility Registration Request page. 
 

 
Click on the down button on the Owner Organization dropdown list and select your company. 
 

 
After selecting your company name, click on the Search button. 
  

AQB Compliance Reporting 

AQB Compliance Reporting 
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You will see a list of all facilities that are operated by your company in New Mexico. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the facility DOES NOT HAVE a Facility Administrator (FA), it will say “Does Not have a Facility Admin” 
next to that facility (1). 

If you wish to register as a Submitter/Certifier and the AI (Facility) that you wish to register for does not 
have a FA, the application will not give you that option. A Facility Administrator must be enrolled for 
that facility before you can proceed. Contact your FA and have him/her go through the registration 
process.  Or if you will be the FA, select the role and click Submit. 
If you are unable to find your facility by owner, try clicking Reset and searching by AI number or facility 
name. If the facility does not have an owner listed, due to some glitch in the TEMPO database, users will 
not be able to register for a facility but will instead see the error below.  Contact AQB to resolve this. 

 
Every AI (facility) will require at least one Facility Administrator.  The Facility Administrator approves and 
manages all Submitter/Certifiers for an organization.  See Section 3, Facility Administrator for Details 
(i.e.; Approve/Disapprove Submitter/Certifiers).  

The following sections continue with the steps through the registration process: 

1.5.1 – Role Descriptions 
1.5.2 – For Facility Administrators 
1.5.3 – Registration for Other Roles: EER Submitter/Certifier, Routine Reports Preparer, Certifier and/or 
Responsible Official.  

(1) 
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1.5.1 Role Descriptions 

Facility Administrator (FA): 
• Authorized person that manages different roles for the different report types.   
• The ESAA form must show that this person has been authorized to be a Facility 

Administrator.  Cannot be a third-party consultant. 
• Facility Administrators are approved and activated by the Bureau.  

EER Submitter/Certifier:  
• Authorized person allowed to submit/certify Excess Emissions Reports. 
• EER Submitter/Certifiers are approved by Facility Administrators.   
• Can be company’s staff or a third-party consultant. 
• The Bureau will activate EER Submitter/Certifier registration requests after they have 

been approved by the Facility Administrator. 

Routine Reports Preparer: 
• Authorized person allowed to preparer Routine Reports.  
• The preparer cannot submit the report to the Bureau.  It must be reviewed, certified 

and submitted by the Certifier or Responsible Official.  
• The Preparer can be company’s staff or a third-party consultant.   
• They must be approved by Facility Administrators.   
• The Bureau will activate the Preparer registration request after they have been 

approved by the Facility Administrator.   

Routine Reports Certifier:  
• Authorized person allowed to certify and submit Routine Reports that do not require a 

Responsible Official certification after they have been prepared.   
• Under Routine Reports, the Certifier may be a Responsible Official but does not have to 

be for submitting reports that do not require Responsible Official certification.  The 
Certifier cannot be a third-party consultant for the facility.  

• Certifiers are approved by Facility Administrators.   
• The Bureau will activate Certifiers registration requests after they have been approved 

by the Facility Administrator. 

Routine Reports Responsible Official: 
• Authorized person who is a Responsible Official as defined by 20.2.70.7 NMAC and 

identified as RO to the AQB.  
• The Responsible Official role is required to submit Title V reports (ACCs and Semi-Annual 

Reports). 
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• The Responsible Official cannot be a third-party consultant for the facility. 
• Responsible Officials are approved by Facility Administrators.   
• The Bureau will activate the Responsible Official registration request after they have 

been approved by the Facility Administrator.   

Stack Test Certifier and Preparer: 
• The Stack Test module of the application is still in development.  

 

1.5.2 Registration for Facility Administrators   

 
Click on the box next to the AI (Facility) that you wish to register and select the “Facility Admin” option. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In the screen above you can see that the only role available to that facility is “Facility Admin” because 
the facility does not have a Facility Administrator yet.  
  
After the Facility Administrator selects the Facility Admin Role, he or she can do the same process for 
other facilities under the same Owner Name.   
 
After selecting the role for all necessary facilities, click Submit. 
 
If the network is slow or if the request is for many facilities, it may take a while (a few minutes) for the 
application to process your request. 
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Please do NOT log out prior to receiving the confirmation below! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
An email will be sent directly to the AQBCR Administrator for approval and account activation. 
 
When a registration request for Facility Administrator has been approved by the AQBCR Administrator, 
the Facility Administrator will receive an email similar to the one below. 
 
 
 
 
 
 
 
If the Facility Administrator wishes to submit EERs, prepare and/or certify Routine Reports for this 
facility, he or she will need to register as a Preparer and/or Certifier for the same facility(s) in order to be 
able to submit EERs and to prepare/certify Routine Reports.  To continue the Preparer and Certifier 
registration process, go to the following Section (1.5.3 Registration for Other Roles: EER 
Submitter/Certifier, Routine Reports Preparer, Certifier and/or Responsible Official). 
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1.5.3 Registration for other roles: EER Submitter/Certifier, Routine Reports Preparer, 
Certifier and/or Responsible Official 

 
After searching for your owner/organization name, you will see a table similar to the one below: 
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Click on the box of the AI (Facility) that you wish to register for and select the role or roles that apply to 
you,  EER Submitter/Certifier, Routine Reports Preparer, Certifier and/or Responsible Official and click 
Submit.  Please note that in this example, B and J Sand and Gravel already has a Facility Administrator, 
therefore the user can register for any of these roles. Please note that Stack Test Preparer and Certifier 
are still in development 
 

 
On this step, you can do two things:  1. Chose the role you wish to register for and click submit, or 
 2. Register for multiple roles at the same time. After you are done selecting the roles, click Submit.  
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Please do NOT log out prior to receiving the confirmation below! 
 

 
An email will be sent to the Facility Administrator for preliminary approval (See Section 3, Facility 
Administrator). 
 
The AQBCR Administrator cannot approve a registration request for any Submitter/Certifier, Certifier or 
Preparer, unless it has been approved by the Facility Administrator.  Please be sure that you know who 
the Facility Administrator is for your company. 
If the network is slow or if the request is for many facilities and/or different roles, it may take a while (a 
few minutes) for the application to process your request. 
 

1.6 Subsequent Registration for New Facilities 
 
If you need to register for any additional facilities or new facilities for your organization since your 
previous registration the steps are very similar. 
 
On the AQBCR Homepage, click on the “Register for Additional Facilities” link at the top of the page. 
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You are now taken to the application Facility Registration Request page. 
 

 
 
Click on the down button on the Owner Organization dropdown list and select your company. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After selecting your company name, click on the Search button. 
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You will see a list of the facilities that are operated by your company in New Mexico that are in our 
database.   
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Any new or additional facilities that you haven’t registered for since your previous registration will be 
blank under “Your Existing Roles” column. 
 
In this example, the user does not have any role under Rio Rancho RMC Plant No. 4 and it is blank under 
the “Your Existing Roles” column; therefore, the user cannot submit reports for this AI at this time. 
 
REMEMBER: If you wish to register as a Submitter/Certifier, Certifier or Preparer and the AI (Facility) 
that you wish to register does not have a Facility Administrator, the application will not give you that 
option. A Facility Administrator must be enrolled for that facility before you can proceed. Contact your 
FA and have him/her go through the process or select the role yourself if you are to be the FA.    
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To register for this facility as an EER Submitter/Certifier, the user clicks in the box next to this facility and 
selects the EER Submitter/Certifier role.   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The user then clicks on the Submit button. 
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You will see the confirmation dialog box.  Click Home to return to the Home Page. 
 
 
 
 
 
 
 
 
 
This request will have to be approved by the Facility Administrator and then activated by the AQBCR 
Administrator before you will be able to submit reports. 
 
 
 
 
 
 
 
 
An email will be sent when a role is approved by the Facility Administrator and another email similar to 
the one above will be sent once a role is activated by the AQBCR Administrator.  The user will now be 
able to submit reports for this new/addtional facility. 
 



New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  2.0 Logging in to the CR Online 
Application 

 

Page | 26  
 

2.0 LOGGING IN TO THE CR ONLINE APPLICATION 
 
Go the SEP login page at: https://sep.net.env.nm.gov/sep/login-form 
 

 
 
Enter your username and password and click on the Login button or hit Enter. 

  

https://sep.net.env.nm.gov/sep/login-form
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You will see the Secure Extranet Portal Applications page. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Click on the “approved” link or the application name for The Air Quality Bureau Compliance Reporting 
System. 
 
You will receive a random security question from the five (5) that you chose at initial registration. 
 

 
 
Answer the question and then click on the Submit button or hit Enter. 
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If you answered the security question correctly, you will be taken to the AQBCR application home page 
(below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You may now enter new EERs and/or Affirmative Defense forms, new Routine Reports, upload 
attachments, or view and/or print existing reports in the system (see Sections 5-8). 
 

2.1 Update User Profile Information 

If a user’s profile information needs to be changed, it can be accomplished by clicking on the Profile 
button after initial SEP login but prior to selecting the AQBCR application and answering a CROMERR 
question. 
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The user can then update name, title, organization, email address, etc.  Click Update User Profile once all 
changes are completed.  Note: User ID cannot be changed once it is initially created. 
If a user changes companies and still needs to report via AQBCR, they could come in to the Profile to 
update their organization, address, phone number, email address to reflect their new company. 
Prior to updating this information, the user should inform the AQB of their departure from the old 
company and addition to the new company.  The Facility Administrator or AQBCR Administrator will 
deactivate the user from all facilities at the old company.  The user will also have to submit a new ESAA 
form (see Section 1.1) that authorizes their access to the new company facilities before they can be 
activated for roles with the new company. 
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3.0 FACILITY ADMINISTRATOR 
The Facility Administrator (FA) manages the Submitter/Certifiers for his or her organization by approving 
or denying registration requests.  In the event that a Submitter/Certifier leaves the organization, the FA 
should deactivate the account by choosing “Deactivate” and notify AQB of the departure so the user’s 
ESAA form can be deactivated. The FA should also deny any registration request that is not from a user 
within their company or from a user who should not have access to a given facility or who is not 
authorized for the requested role. 

Facility Admins will not see any reports on the Home tab unless they have another role for at least one 
facility.  If the FA has an EER role for any facility, they will be able to see EERs for all facilities for which 
they are Facility Admin.  If the FA has a Routine Reports role for any facility, they will be able to see 
Routine Reports for all facilities for which they are Facility Admin.  If the Facility Admin does not have an 
EER or RR role for a specific facility they will not be able to view the details of the reports.  When they 
click the Pencil or Magnifying Glass icon they will see an error message that says “Access Denied: Sorry, 
you do not have the necessary rights to access this web page.”  Click the Back button on your browser to 
get back to the Home tab.   
 

3.1 Role Registration Request Approval/Denial 
For facility role registration requests, the FA will receive an email similar to the one below.  Please note 
that all requests may or may not come in the same email depending on how the user requested the 
roles. 
 
For all requests the email will be from NMED AQBCR Administrator <no-reply @state.nm.us> email 
address. 
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If the FA requests to be a Submitter/Certifier or other role, he/she will receive an email from this same 
email address with his/her own name shown in the request.  
 
The FA will login to the AQBCR Online Application (see Logging in to the AQBCR Application, Section 2) 
to Approve/Deny the registration request. 
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After logging in to the AQBCR Online Application, the FA will see the AQBCR Home page (below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the “Manage Facility Roles” link at the top of the page. 
 
You will be taken to the Manage Roles page. 
 

 
 
You can search for registration requests using any combination of Facility Name, AI number, Owner 
Organization, First Name, Last Name, User ID, Report Group (EER or Routine Reports; Stack Test is in 
development).  This page should show all pending requests by default when it is opened. 
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You can also limit your search to pending registration requests that have not been acted on yet.  Check 
the “Show all pending requests” check box, then click on the Search button. 
The pending registration requests will show Approve and Deny Buttons for each request, which will 
include the name of the facility and AI number (1), the name of the person requesting role approval (2), 
the report group and role type for which they are requesting approval (3), and it will say Pending FA 
approval under the Status Column (4). Hovering the mouse over the facility name will display the facility 
owner and hovering over the user’s last name will display User ID. 
 

 
 
 
You may approve or deny each request by clicking the Approve or Deny buttons for each request.  
 
Please note that the Facility Administrator will have to approve him/herself if he/she requests any other 
role as well. 
“Approve All” could be used but please be sure you look at all pending requests before clicking this. 
  

(1) (2) (4) (3) 
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After the Facility Administrator approves or denies the request, the action buttons will be grayed out (4) 
and the status will change to Pending AQB Approval (5). 
  

 
 
Please note that this is a preliminary approval.  Accounts will ultimately be activated by the AQBCR 
Administrator. 
 
An email is now sent to the AQBCR Administrator requesting activation of the role(s).  The AQBCR 
Administrator will verify that an approved ESAA is on file at the NMED AQB before activating the role(s). 
 
In the event that the AQBCR Administrator cannot locate an approved ESAA, the role(s) will not be 
activated, and the FA and the registrant will be notified. 
 

(4) (5) 
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4.0 FORGOT/CHANGE PASSWORD 
 
If you have forgotten and/or need to change your password because it expired, you can do this from the 
login page. 
 

 
  
Click on the “Forgot your password?” link. 
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You will be taken to the Forgot your password? page. 
 

 
 
Enter your User ID and Email Address and click on the Send New Password button. 
 
You will receive an email like the one below. 

 
 
You will now login to the system using your User ID and the temporary password in the email. 
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After entering your User ID and temporary password, click on the Login button or hit Enter. 
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You will see the Please change your temporary password! page.  You can now change your password.  
Please note that the password must meet the requirements in the underlined text (highlighted below). 
 

 
 
Click on the Change Password button.  You will receive the message below. 
 

 
If your password meets the security requirements, you will be taken back to the SEP login screen and 
you will now be able to login to the system with your new password.  If not, you will need to choose a 
different password. 
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5.0 EXCESS EMISSIONS REPORTS 
 
The Excess Emission Reports (EER) part of the AQBCR application is to report emissions of an air 
contaminant, including a fugitive emission, in excess of the quantity, rate, opacity or concentration 
specified by an air quality regulation or permit condition, in an electronic format. 
 

5.1 Submitting Excess Emission Reports (EERs) 
 
After login the user is taken to the AQBCR Home page.  The user will see a table that will list reports for 
the facilities to which they have been given access. 
 

 
 
To submit an excess emissions report, click on the Add New EER button. 
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You will see a table with a list of all the facilities to which you have been granted access: 

 
Click on the radio button corresponding to the facility for which you want submit the EER and then click 
“Select.”  
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You will see the Excess Emissions Reporting – Entry Form page.  Section I will be prepopulated with the 
Facility Information.  Some of this information can be edited if needed. 
 

 
 
 
The user can click on the Save button to save the data in the form without submitting to the AQB (1).  
You may also submit an initial EER to the AQB after completing Sections I – III (2). 
 
The user can also delete a saved report that HAS NOT been submitted to AQB.  Click on the Delete 
button (3) to delete a saved report  
 
  

(3) (2) (1) 
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Click on the Select Emission Unit button (1) and on the Select Release Point button (2) to enter the 
emission unit and release point numbers and descriptions. 
 

 
 
  

(1) 

(2) 
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When you click the Select Emission Unit: 
 
Click on the radio button corresponding to the emission unit related to this event and then click Select.   
This will populate the Emission Unit Description.  
 

 
 
 
Select the Emission Unit from the list to keep information consistent.  If the emission unit is NOT on the 
list, click on the radio button that says Other (1), and then click Select.   
 
Note:  
If the emission unit/release point information in the table is incorrect, please contact us to make sure 
we update our database.   
  

(1) 



New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  5.0 Excess Emissions Reports 
 

Page | 44  
 

If choosing the Other option, the next box will appear: 

 
 
The user can type the information.  After you do, click Save. 
 
When you click the Select Release Point: 
Click on the radio button corresponding to the release point related to this event and then click Select.   
This will populate the Release Point Description. 
 

 
Select the Release Point from the list to keep information consistent.  If the release point is NOT on the 
list, click on the radio button that says Other (1), and click Select.   
 
A box similar to the Emissions Unit will appear.  Type the release point information and description.   
Click Save when you are done.   

(1) 
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Next, enter the Discovery Date/Time, the Start Date/Time and the End Date/Time for the event.  Times 
must be entered in military, 24 hour, time. 
For example, if you enter 5:25 that will be 5:25 am.  If you want to enter 5:25 pm, enter 17:25. 

 
The 1st Business Day after Discovery is when the Initial EER is due and it is automatically calculated once 
the Initial EER is submitted. 
If an event has been discovered but has not yet ended, fill in the Discovery Date/Time and the Start 
Date/Time but leave the End Date/Time fields blank.  The software will allow this for an Initial EER to 
handle situations like ongoing events. 
 
Select the Submission Status.  Since this is a new event, the only status options available will be Initial 
EER and Initial/Final EER.  If the event has ended and all of the details and data are available, the user 
could select Initial/Final EER and then only one EER would have to be submitted.  In many cases the 
details and data are not available within the next business day deadline and therefore an Initial EER 
would be submitted and the Final EER would be submitted within 10 business days after the end of the 
event. 

 

(3) 
(2) 
(1) 
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Once an Initial EER has been submitted a user can go back in, edit the report and submit an Updated 
Initial EER or submit the Final EER. 

 
 
In Section II of the form, select the reporting requirement that this excess emission applies to. 
 
In Section III of the form, select:  

• The type of event (according to the definitions in 20.2.7.7 NMAC); 
• If this event does not fit into one of the categories, for example if the excess emission happened 

during normal operation, choose the “Other” event type.  This event type would not be eligible 
for Affirmative Defense, so select No. 

• If this is a Start-Up, Shutdown, or Scheduled Maintenance, indicate if a notification was 
submitted and the date it was submitted; and 

• If an Affirmative Defense will be claimed, and if these emissions are part of a settlement 
agreement.  If they are, please type the settlement agreement number. 

 

 
 
*Note:  The information in Sections I through III must be entered/selected to proceed with the Initial 
EER submittal.  This information can be updated when the Final Report is prepared/submitted. 
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Descriptive information about the event is entered in Sections IV – VI and Permit or regulatory citations 
are entered in Section VII.  This information can be entered if available at the time of the Initial EER.  It 
can be updated later with an Updated Initial EER or when the Final EER is submitted. 

 
 
The Section numbers on the web form correspond with those historically found on the paper form. 
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To add pollutant information, click on the Add Emission Detail line in Section VIII. 
 

 
 
The Emission Detail Entry pop-up dialog box displays. 
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• If you have entered Permit or Regulatory information in Section VII, it will display in the fields at 

the top of the dialog box by default. 
• Duration of Event is also calculated by default, although this can be edited if necessary. 
• Data is entered in the dialog box for one pollutant at a time. 
• After data is entered for a specific pollutant, click on the Save button.  The user will be taken 

back to the main Excess Emission Form data entry page. 
Be aware that permit or regulatory information entered in Section VIII will overwrite any data entered 
in Section VII and later changes to Section VII will not overwrite what was entered in Section VIII. 
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To enter data for additional pollutants, the user clicks the Add Emission Detail Line button (1) to display 
the pop-up dialog box again.  In this example, information for one pollutant has been entered.  Pollutant 
information can be edited or deleted if necessary. Click the Pencil Icon to Edit or the Trash Can Icon to 
Delete. 

 
The permit of regulatory information entered in the first emission detail line in Section VIII will override 
any changes to this information made in subsequent emission detail lines or in Section VII. 
Also, the duration of event for an emission detail line does not automatically recalculate if changes are 
made to the event start and end time in Section I after the emission detail line is entered.  Event 
duration will need to be modified manually by editing each emission detail line, if necessary. 
 
Select one or more Basis of Estimate for the quantity of excess emissions in Section IX.  Provide 
supporting documentation for your Basis of Estimate as a Facility Attached Document.  If Calculation is 
checked, provide calculations; if continuous emission monitor is checked, provide CEMS logs. 
 
When all of the required information has been entered, you will be ready to submit the report by 
clicking on the Submit to AQB button.  The Submit button should also save the data but clicking Save 
first will ensure the data is saved. 
 
NOTE:  If you do not have all the information in Section IV to IX when submitting the Initial Report, 
these sections can be left blank and populated when the Final Report is prepared. 
  

(1) 
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A dialog box will appear asking for confirmation.  Click on the YES button. 
 
For an Initial Report: 
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If any fields are left blank, you will receive an error message at the top and bottom of the form. 
 

 
 
The user will need to address the errors first, and then click on the Submit to AQB button again. 
 
A dialog box will appear to confirm if you want to submit the report to the Air Quality Bureau. If you are 
sure, click Yes. 
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For an Initial Report, the user will see the Excess Emissions Report Submission page below. 
 

 
 
The user must click on the Download EER Form button (1) before the Submit button is enabled.  A 
message box will appear on the screen regarding opening and/or saving the document. 
 

 
 
It is recommended that the user opens the document to review the data entry (2) prior to submittal.  If 
any corrections are needed, the user can click on the Cancel button (3) on the Report Submission page 
to return to the data entry form. 
 
  

(1) 

(2) 

(3) 
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The following printable version of the report will open after selecting to Open or Save the document. 
 

 
 
After reviewing the form, the user returns to the Excess Emission Report Submission page. 
  



New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  5.0 Excess Emissions Reports 
 

Page | 55  
 

The Submit button will now be enabled. 

 
 
Click on the Submit button to submit the report.   
 
A confirmation message will appear after you click submit. 
 

 
 
Click OK.  The user should receive the email confirmation shortly after EER submittal.  Facility Admins 
will be copied on all email notifications for a given facility. 
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For a Final Report, the user will be required to answer another randomly selected security question.  
NOTE:  All sections, I through IX, of the form must be completed to proceed with the submittal. 
 

 
 
After a correct answer, the user is taken to the Excess Emissions Report Certification page. 
The user must click on the Download EER Form button (1) first before the Certify button is enabled. 

 
   
A message box will appear on the screen regarding opening and/or saving the document.  

(3) 

(1) 
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It is recommended that the user opens the document, saves it in the computer and reviews the data 
entry (2) prior to submittal.  If any corrections are needed, the user can click on the Cancel button (3) on 
the Excess Emissions Report Certification page to return to the data entry form. 
 
After selecting to Open or Save the document, click OK 
 
  

(2) 
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The following printable version of the report will open. 

 
 
 
After reviewing the form, the user returns to the Excess Emission Report Certification page.   
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The User now has to certify that he/she has reviewed the report and the information is correct by 
checking the “I agree” box (4). 

 
The Certify button will now be enabled.  Click on the Certify button (5) to submit the report.   
 
A confirmation message will appear after you click submit. 

 
 
Click OK.  

(4) 

(5) 
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After the report has been successfully submitted, the user will be returned to the EER Home page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Final report just submitted will now appear in the list with the submission date listed in the Final 
Report Submitted column (1).  If applicable, please note that there will now be a due date for the 
Affirmative Defense under the “Other Dates” (2) column and the Status will indicate “Submitting 
Affirmative Defense” (3); or if the User checked No Affirmative Defense, the EER will be “Closed” under 
the Status column (3). 
 
To view due dates for Final EERs, click on the Magnifying Glass icon in the Actions column on the far 
right. 
  

(1) 

(2) 
(3) 
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The user will also receive an email confirmation when the final report has been successfully submitted. 
 

 

 
 

5.1.1 Submitting Corrected EERs (formerly EER Cancellations) 

There are some cases in which an Initial Excess Emission Report (EER) will be submitted because a 
facility believes they have or may have exceeded a limit, but it is later determined that the limit was not 
exceeded and there were no excess emissions to report.  In this situation previously, the facility had 
requested that AQB cancel the EER and provided documentation to support their determination that no 
excess emission occurred. 
 
In an effort to better track EERs in our database we will no longer be processing EER cancellation 
requests.  The following notice was sent to all Facility Administrators on March 12, 2019 to explain the 
change.  If you have questions, please contact the AQB at nmenv-aqbeer@state.nm.us.  
Effective March 19, 2019, the Air Quality Bureau will no longer accept requests to cancel initial or final 
excess emission report notifications.  For each initial excess emission report submitted to the 
Department, a final excess emission report must be submitted in accordance with 20.2.7.110 NMAC.  If, 
upon review, a permittee determines that an excess emission event reported in an initial excess emission 
report does not constitute an excess emission, a final excess emission report should be submitted that 
indicates that zero excess emissions occurred and includes a detailed statement clarifying why the initial 
emission event reported was not an excess emission. If a permittee determines that there is an error in 
the final excess emission report, the permittee should contact the Air Quality Bureau in order to submit 
corrected data.  

mailto:nmenv-aqbeer@state.nm.us
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5.2 Submitting an Affirmative Defense Demonstration Form  
 
To submit an Affirmative Defense form, go to the EER Home page and look for the report for which an 
Affirmative Defense submittal is due. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the link for the report in the Affirmative Defense Due/Submitted column or click on the Pencil 
icon. 
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The user will now see the Affirmative Defense Demonstration Entry Form associated with the EER. 

 
 
The information in Section I is locked and cannot be changed. 
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Data is entered in Section II for all Affirmative Defense claims. 

 
 
Text fields in Sections II.B and II.E are enabled (required) only if No is selected.  Otherwise they will be 
disabled (grayed out). 
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In Section II.A, information must be added regarding the cause(s) of the event. 
 

 
 
Click on the Add a Cause button. 
 
The Affirmative Defense Demonstration – Detail Entry dialog box will appear. 
 

 

(1) 

(2) 

(3) 
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Choose the type of cause (direct or contributing) (1), add information to the description and reason (2), 
then click on the Save button (3). 
 
The information will now appear in a new line in Section II.A of the main Affirmative Defense form. 

 
 
To add additional cause information, click on the Add a Cause button as many times as necessary.  Note 
that the information can be edited or deleted as needed. 
 
 
Section III is enabled (required) only if the claim is for Malfunction, Startup or Shutdown.  If the claim is 
for Emergency the fields will be disabled (grayed out). 
 

 
 
The text field in Section III.B is enabled (required) only if No is selected.  Otherwise it will be disabled 
(grayed out).  
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Since this claim is for a Malfunction, the data fields in Section IV are enabled (required). 
 

 
 
The fields in Section IV will also be enabled if an Emergency is claimed. 
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To enter chronology information in Section IV.A, click on the Add an Action Taken button. 
 

 
 
The Affirmative Defense Demonstration – Detail Entry dialog box will appear. 
 

 
 
Enter a Date and Time (1), Action Taken and Comment (2), then click on the Save button (3). 
  

(1) 

(2) 

(3) 
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The information will now appear as a new line in Section IV.A of the main Affirmative Defense form. 
 

 
 
To add additional chronology information, click on the Add an Action Taken button as many times as 
necessary.  Note that the information can be edited or deleted as needed. 
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In this example, since a Malfunction was claimed, the data entry fields in Section V, Detailed Information 
Required for Startup or Shutdown, are disabled (grayed out). 
 

 
 
If an EER is submitted with a Startup or Shutdown claim, the fields in Section V would be enabled for 
data entry, and the fields in Section IV would be disabled.  
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When all data entry has been completed, you will be ready to submit the report by clicking on the 
Submit Final button. 
 

 
 
A dialog box will appear asking for confirmation. 
 

 
 
Click on the OK button. 
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Similar to submitting an Excess Emissions Report, the user will receive an error message at the top of the 
form if any data fields have been left blank. 
 
If all of the data fields have been populated, the user will see a box with a security question as shown 
below. 

 
Answer the security question and click Submit 
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If the answer is correct, the user will be taken to the Affirmative Defense Demonstration Certification 
page. 
 

 
 
The user must click on the Download Affirmative Defense Demonstration Form button (1) first before 
the Certify button is enabled.  A message will appear on the screen regarding opening and/or saving the 
document. 
 

 
 
It is recommended that the user open the document to review the data entry (2) prior to submittal.  If 
any corrections are needed, the user can click on the Cancel button (3) on the Certification page to 
return to the data entry form. 

(3) 

(2) 

(1) 
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The following printable version of the Affirmative Defense Demonstration Form will open. 
 

 
 
After reviewing the form, the user returns to Affirmative Defense Demonstration Certification page.   
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The User now has to certify that he/she has reviewed the report and the information is correct by 
checking the “I agree” box (4). 
 
The Certify button will now be enabled. 
 

 
 
Click on the Certify button to submit the report (5). 
 
  

(5) 

(4) 
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After the report has been successfully submitted, the user will be returned to the EER Home page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The report just submitted will now appear as “Closed” under the Status Column (1) and the submission 
date will be shown under “Other Dates” column (2). 
  

(1) (2) 
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The user will also receive an email confirmation when the final report has been successfully submitted. 
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5.3 Upload / Attach Documents 
 
The user may attach documents to both Excess Emissions Reports and Affirmative Defense Forms. 
At the bottom of each form (both Excess Emissions and Affirmative Defense) you will see an  
“Attached Documents” section. 
 
 
 

 
To upload a document from your PC, click on the Add button at the bottom right of the page. 
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The Attach New Document dialog box will appear. 

 
Enter a Document Title, and then click on the “Browse…” button to search for the file on your PC. 
 
Next, the Choose File to Upload dialog box will appear. 

 
Select the file that you wish to upload, and then click on the Open button. 
If you did not enter one prior to finding the document, you will need to type a name for the document in 
the “Document Title” field.  The file path and name automatically appear in the “File:” field. 
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Click on the Upload button. 
 

 
The file now appears in the “Attached Documents” section. 
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5.4 Downloading Reports and Attachments 
 
The user may download any report associated with an EER from the Home page. 
 

 
 
Click on the magnifying glass of the EER that you need to download reports. 
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You will see the Report Attached Documents page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You may download each report separately by clicking on the down arrow in the Actions column (1). You 
can also download ALL PDF documents by clicking on the “Download All PDFs” box (2). A message will 
appear at the bottom of the screen regarding opening and/or saving the document.   
 

 
 
To save the document to your computer, click on the Save button down arrow (3), and choose Save As 
(4). 
 

 
 
Follow the standard procedures for saving a document.  All PDF reports will be in one single document. 
“Download All PDFs” will not download any documents that are not PDFs. 

  

(1) 

(2) 

(4) 

(3) 
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5.5 Exporting Data 
 
You can export EER form data into a comma-separated-values (CSV) text file by clicking on the EER 
Export button at the bottom of the page.  If you do not filter the reports on your home page, all of the 
data from all of the reports that are currently in the list will be exported.  By default this is all reports 
opened or closed within the last 30 days.  To remove this 30 days filter you either need to search by 
Facility or Owner Name or by AI, or by a Final Report Date Range. 
 
In this example, we will filter the data first by FINAL Report* Date Range (1).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
We will filter by Final EER Date, 11/01/2014 to 12/08/2014, and then click on the Search button. 
  

(1) 
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Now the reports listed on the home page are only those with Final EERs submitted in the date range 
11/01/2014 to 12/08/2014. 
 

 
 
 
 
 
 
 
 
 
 
 
Click on the EER Export button at the bottom of the page. 
*NOTE: If a Final Report has not been submitted, the system will not display those EERs when a Final 
Report Date Range is entered. 
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The following table will appear.  
 

 
 
The user can customize the fields for export.  The default option will select all the information.  Uncheck 
the Select All box (1) and click on the options that you want to export (2) 
 

 
 
A ribbon will appear at the bottom of the screen (the example above is for Internet Explorer) asking if 
you want to open or save the document.  Click on the Open button. 
 
The selected options will be saved for the next time the user wants to export information.  If the cookies 
on the user’s computer have been deleted, the export will return to the default option. 

(1) 

(2) 
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If your computer is configured for CSV files to automatically open in Microsoft Excel, then Excel will open 
and display the file as in the example below. 
 

 
 
Above is a partial screenshot of the export data.  All data fields on the EER form for each report are 
listed in one row in the spreadsheet.  Save the file as a regular Excel file. 
 
If there is no application configured for CSV files, then the data will appear as follows when viewed in a 
text file application like Notepad: 
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6.0 ROUTINE REPORTS 
The Routine Reports (RR) part of the AQBCR application provides for electronic submittal of routine 
compliance reports such as annual compliance certifications, monitoring reports, permit requirement 
reports, and other reports required for submittal to the Department by New Mexico Administrative 
Code (NMAC) or the Code of Federal Regulations (CFR). 
 
Under this Report Group, the user will be able to submit the Types and Subtypes of reports provided in 
the following table.  Examples on how to submit these types of reports are provided in the section 
indicated in the table.   
 

Report Type Report Subtype 
Section in 
Guide 

TV ACC  6.1 
TV Semi-Annual  6.1 
NMAC Report Quarterly Sulfur Reports (per 20.2.35.112) 6.2 
Permit 
Requirement 
Reports 

Permit Condition 6.2 

NSPS Notification of Construction Date 6.3 
 Notification of Initial Startup Date 6.3 
 Notification of Physical/Operational Change 6.3 
 Notification of Demonstration Date 6.3 
 Notification of Opacity/Visible Emissions Observation Date 6.3 
 Notification to Determine Compliance with COMS 6.3 
 Excess Emissions & Monitoring System Performance Report 6.2 
 Monitoring Summary Report 6.2 
 Storage Vessel Seal Gap Measurement Notification 6.3 
 Storage Vessel Filling or Refilling Notification 6.3 
MACT Initial Notification of Applicability 6.3 
 Notification of Special Compliance Requirements 6.3 
 Notification of Performance Test Date 6.3 
 Notification of Opacity Observation Date 6.3 
 Notification of CMS Performance Evaluation Date 6.3 
 Notification to Determine Compliance with COMS 6.3 
 Notification of Alternative to Relative Accuracy Testing 6.3 
 Notification of Compliance Status 6.3 
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Report Type Report Subtype 
Section in 
Guide 

 Performance Test Results 6.3 
 Opacity/Visible Emissions Test Results 6.3 
 Progress Report 6.3 
 Periodic Report 6.2 
 Immediate Startup/Shutdown/Malfunction Report 6.3 
 Continuous Monitoring System Performance Evaluation Results 6.3 
 Excess Emissions & Monitoring System Performance Report 6.2 
 Summary Report 6.2 
 Storage Vessel Seal Gap Measurement Notification 6.3 
 Storage Vessel Filling or Refilling Notification 6.3 
NESHAP Notification of Startup 6.3 
 Source Reporting 6.3 
 Total Annual Benzene Report (per §61.340) 6.2 
Notifications Notification of Anticipated Startup Date (As specified in Permit) 6.3 
 Notification of Actual Startup Date (As specified in Permit) 6.3 
 Notification of Maximum Production Rate (As specified in Permit) 6.3 
 Notification of Actual Shutdown Date (As specified in Permit) 6.3 
 General Notification 6.3 
 Notification of Actual Startup Date/Maximum Production Rate (As 

specified in Permit) 
6.3 
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After login the user is taken to the AQB Compliance Reporting Home page.  The user will see a table that 
will list reports for the facilities to which they have been given access. 
 

 
 
To submit a Routine Report, click on the Add New Routine Report button. 
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6.1 Submitting Routine Reports for Title V ACCs and Semi-Annual Reports 
This section includes examples for Routine Reports that have pre-determined reporting periods and pre-
determined reporting due dates that are entered by the Air Quality Bureau. 

• Title V Annual Certification Compliance Reports 
• Title V Semi Annual Reports 

 

6.1.1 Prepare the Routine Report and Upload the Attachments 

After clicking “Add New Routine Report” you will see the Screenshot below. Open the dropdown menu 
from the Routine Report Type to Submit: 

 
Select the type of report you are submitting. 

 
Title V Annual Compliance Certifications and Semi-Annual Reports do not have Routine Report Sub-Type 
even though a dropdown menu appears.  Just leave it as is and click Next.
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On the next screen select the Facility for which you are submitting the Routine Report (Note: if you do 
not see your facility that means that you have not registered for that facility).  See 1.5.3 Registration for 
other roles. 
 

 
Then, click Select. 
 
On the next screen, open the dropdown menu and select the monitoring period for which you are 
submitting a report. 
Note: Monitoring periods for reports that have been Certified/Submitted should no longer be visible.  If 
there are previous monitoring periods visible, the user should confirm that the reports for those periods 
were Certified/Submitted properly.  To do this, go to the Home page, filter for Routine Reports and 
check the Status column to see if those reports say “Certified.” 
 

 
Then, click Next. 
 
NOTE, If the monitoring period is not in the dropdown, please send an email to nmenv-
aqbrr@state.nm.us providing the information, including the Facility ID, monitoring period and Report 
Type. 
  

mailto:nmenv-aqbrr@state.nm.us
mailto:nmenv-aqbrr@state.nm.us


New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  6.0  Routine Reports 
 

Page | 92  
 

The application will take you to the page where you will be able to upload your Routine Report.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To attach a report, click Add in the Attachments Section (1).   
 
After you do so, the following screen will pop up: 

 

(1) 

(2) 

(3) 

(4) 
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Type the title of the document you will upload (2) and then click Browse (3) to upload the document 
from your computer.  When you are done, click “Upload” (4) 
When you do, the application will return to the Routine Report submittal page and you will see the 
uploaded document in the Attachments Section, as shown below: 

 
 
You may add other documents you need but the number of uploads is limited so consolidate reports 
and attachments as much as possible.  The application will accept Word, PDF and Excel Documents.  The 
maximum file size that the application will take for each document is 100 MB. 
 
The icons under the Actions Column give you the option to:  

 Edit the document title             Upload a revised document 
                  (over write orginal) 
 

 Download the document  Discard the document 
 
 

If you are ready to submit the report, please go to section 6.4. 
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6.1.2 TV Semi-Annual and Annual Compliance Certification Reports 

In the case of TV Semi-Annual and Annual Compliance Certification (ACC) reports, the application will 
have a section about deviations as shown below.    
 

6.1.2.1 Semi-Annual and ACC reports with No Deviations 

If you do not have any deviations to report, Click No under Deviations (1) (the application pre-selects Yes 
as a default and automatically displays EERs submitted during the reporting period). 

 
 
When you select NO, the screen will change to the following: 
 

 
At this point, the user has three options: 

• Click Save (2), to come back later and complete the submittal, or  
• Click Ready to Certify (3), if you have uploaded all the information and it is ready for 

certification, or  
• Click Delete (4), if want to delete the submittal completely.   

If you are certifying your Routine Report, please refer to Section 6.4 

(3) (2) (4) 

(1) 
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6.1.2.2 Semi-Annual and ACC reports with Deviations 

If you have deviations click YES to the question: “Have any deviations occurred at this facility during this 
reporting period?” under the DEVIATIONS Section. See below 

  
 
The following table will appear: 

 
The Deviations Sections consists of three parts:  Deviation Incidents with EERs, Deviations Incidents 
without EERS and the Deviations Summary. 
 
Deviations Incidents with EERs. Any excess emissions reported to the application during the reporting 
period will automatically be pulled under the Deviation Incidents with EERs (1).  NOTE:  If you had Excess 
Emission Events during this reporting period that had not been submitted, please submit those events as 
new EERs in the AQBCR database prior to completing the Routine Report (for EER instructions refer to 
Section 5.0 Excess Emission Reports of this User Guide). 
 
Deviation Incidents without EERs.  This section is to provide details of the deviations reported under the 
Deviations Summary.  Click on “Add Non-EER Deviation” (2).  
 
Deviations Summary.  Under this section you will list the deviations to the permit conditions and/or rule 
citations that occurred during this reporting period.  Click on “Add Permit Condition or Rule Citation” (3). 

(1) 

(2) 

(3) 
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When adding Deviations to Permit Condition or 
Rule Citation.  You will see the table below.   

When adding a Non-EER Deviation, you will see 
the table below: 

 
 

Type the condition/citation and deviation 
information and click Save 

Enter the information requested and click Save 

 
You may add as many items as needed.  Any items will be shown under each table as shown below: 

 

Each line item can be Edited ( ) or Discarded ( ).  
If you have completed your deviations continue to section 6.4 if you are ready to certify your report.  
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6.2 Submitting Non-Title V Reports with Established Reporting Periods and 
Due Dates 
 
This section includes examples for Routine Reports that have pre-determined reporting periods and due 
dates based on regulation or permit, such as: 

• NMAC Quarterly Sulfur Reports (per 20.2.35.112 and 20.2.36.113) (20.2.36 has been repealed 
but it remains in the system) 

• Permit Condition Requirement Reports 
• NSPS and MACT Excess Emission and Monitoring System Performance Reports 
• NSPS Monitoring Summary Reports 
• MACT Periodic or Summary Reports 
• NESHAP Benzene Reports 

  

6.2.1 Prepare the Routine Report and Upload the Attachments   

After you click “Add a New Routine Report,” select the Report Type that you need to submit from the 
dropdown list (1). 
 

 
  

(1) 
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After you select the Report type, one or more additional dropdown menus will appear.  You will need to 
select the Regulation Subpart (2) and the Report Sub-Type (3), as shown below: 

 

 

(2) 

(3) 
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Permit Requirement Reports have a space for the Permit Condition to be entered before the Next 
button is clicked. 
 
After you have selected or entered the necessary information, click Next.  
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On the next screen, select the facility for the new Routine Report by clicking on the radio button.  Then 
click Select. 

 
 
The application is now going to ask the user to enter the start and end dates for the monitoring period 
as well as the due date for the report.  Enter the dates either by typing them in or by selecting from the 
calendar next to each line.  Then click Next. 
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The application will take you to the page where you will upload the Routine Report.   
 

 
 
To attach a report, click Add in the Attachments Section (1).   
 
  

(1) 
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After you do so, the following screen will pop up:  

 
Type the title of the document you will upload (2) and then click Browse (3) to upload the document 
from your computer.  When you are done, click “Upload” (4) 
 
When you do, the application will return to the Routine Report submittal page and you will see the 
uploaded document in the Attachments Section, as shown below: 

 

(2) 

(3) 

(4) 
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You may add any other documents you need.  The application will accept Word, PDF and Excel 
Documents.   
The icons under the Actions Column give you the option to:  

 Edit the document title             Upload a revised document 

 Download the document   Discard the document 
 
If you are ready to submit the report, please go to section 6.4. 
 

6.3 Submitting Other Routine Reports 
 
This section includes examples for Routine Reports that do not have pre-determined reporting periods 
but may have due dates.  These reports include: 

• NSPS Notification of Construction Date • MACT Notification of Opacity 
Observation Date 

• NSPS Notification of Initial Start-up Date • MACT Notification to Determine 
Compliance with COMS 

• NSPS Notification of Physical/Operational 
Change 

• MACT Notification of Alternative to 
Relative Accuracy Testing 

• NSPS Notification of Demonstration Date • MACT Notification of Compliance Status 
• NSPS Notification of Opacity/Visible 

Emissions Observation Date 
• MACT Performance Test Results 

• NSPS Notification to Determine 
Compliance with COMS 

• MACT Opacity/Visible Emissions Test 
Results 

• MACT Initial Notification of Applicability • MACT Progress Reports 
• MACT Notification of Special Compliance 

Requirements 
• MACT Continuous Monitoring System 

Performance Evaluation 
• MACT Notification of Performance Test 

Date 
• Notifications (Startup/Shutdown/Max 

Production) 

Results 
• NSPS or MACT Storage Vessel Seal Gap 

Measurement or Filling Notification 
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6.3.1 Prepare Routine Report and Upload the Attachments 

After you click “Add a New Routine Report,” select the Report Type that needs to be submitted from the 
dropdown list (1). 

 
 
After you select the Report type, you will need to select the Regulation Subpart (2) and the Report Sub-
Type (3) of the submittal or just the Report Sub-Type (4), as shown below: 

 

(1) 

(2) 
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After doing so, click Next. 
 
On the next screen, select the facility for the new Routine Report by clicking in the radio button.  Then 
click Select. 

(3) 

(3) 
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The application will take you to the page where you will be able to upload your Routine Report.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To attach a report, click Add in the Attachments Section (1).   
 

(1) 
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After you do so, the following screen will pop up:  

 
Type the title of the document you will upload (2) and then click Browse (3) to upload the document 
from your computer.  When you are done, click “Upload” (4). 
 
When you do, the application will return to the Routine Report submittal page and you will see the 
uploaded document in the Attachments Section, as shown below: 

 

(2) 

(3) 
 

(4) 
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You may add any other documents you need.  The application will accept Word, PDF and Excel 
Documents.   
The icons under the Actions Column, give you the option to:  

 Edit the document title             Upload a revised document 

 Download the document  Discard the document 
 
 
If you are ready to submit the report, please go to section 6.4. 
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6.4 Ready to Certify Uploaded Routine Reports 
 
After uploading the Routine Reports and Deviations, if applicable, the user has three options: 

• Click Save, to come back later and complete the submittal, or  
• Click Ready to Certify, if you have uploaded all the information and it is ready for certification, 

or  
• Click Delete, if want to delete the submittal completely.   

 
 
 
When you click “Ready to Certify,” the application will ask you if you are sure you want to mark this 
report as ‘Ready to Certify’ as shown below. 

  
 
Click Yes if you are.  
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The application will return to the previous screen and it will have a green message on top saying 
“Routine Report successfully updated.” 
 

 
 
The person who prepared this report will receive an email confirmation like the one below: 

 
 
The email will also be sent to the Facility Administrator and the Certifier or Responsible Official, 
depending on report type, for that facility.  Please NOTE that this report has not been submitted to the 
Department yet.  The Certifier or Responsible Official has to log in, review the document and certify it.  
Instructions on how to Certify and Submit a Routine Report are provided in Section 6.5. 
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6.5 Certifying and Submitting a Routine Report 
 
Certification of a report can only be completed by the users with role permission as the Routine Reports 
Certifier or Responsible Official.  If the report consists of a Title V Semi-Annual or ACC report, the 
certifier shall be the Responsible Official and only the Responsible Official role will be able to certify.  All 
other report types are certified by the Routine Reports Certifier, which could be the same person as the 
RO if they have both roles in the software.  See Section 1.5 for Role Registration Instructions. 
 
When a Routine Report has been submitted and it is pending certification, the Certifier/Responsible 
Official will receive an email like the one shown below: 
 

 
 
The email the user received specifies the facility and which type of report was prepared, and that it is 
pending certification.  In this example it is a Title V Semi-Annual report for the Agave Dagger Draw Gas 
Plant, Activity number 211-10072015-04. 
 
 
  

Activity Number 



New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  6.0  Routine Reports 
 

Page | 112  
 

After the Routine Report Certifier/Responsible Official logs into the application, the user will be taken to 
the Home Page.  On the Home Page the Certifier/Responsible Official will see a list of the different 
reports for the facilities that he/she is registered for. The Certifier/Responsible Official can search for the 
report by typing the activity number in the Activity Number Box (1) and clicking Search.    The Activity 
Number will be provided in the email (see previous page).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

(1) 
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After the Certifier/Responsible Official clicks Search, the home page will show the Routine Report on the 
Home Page as shown below: 

   
The Status of this report says “Prepared” (1), which means it is ready to be certified.  To open the report, 
click on the pencil icon under Actions (2). 
 
  

(1) 
(2) 
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When the Certifier/Responsible Official opens the Routine Report, the screen will show the submittal 
with the uploaded documents under Attachments (1) and any deviations will be listed under Deviations 
(2), otherwise the Deviations tables will not appear.  The Certifier/Responsible Official can download 
each attachment by clicking the downward arrow icon (3) or he/she can download all by clicking 
Download all PDFs (4) (Note: this will not download documents that are not PDFs).  If deviations were 
reported and listed, the Certifier/Responsible Official can modify these by clicking on the pencil icon (5) 
to edit or on the trash icon (6) to delete them.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(1) 

(4) (3) 

(2) 

(5) (6) 

(5) (6) 
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NOTE: This is the only time that the Certifier/Responsible Official will be able to review the content of 
the attachments.  It is the certifier’s responsibility to open each attachment and verify that the 
information provided in the attached reports is accurate.   
 
When the Certifier/Responsible Official has reviewed the Routine Report and is ready to submit it to the 
Bureau, they shall click “Certify and Submit” at the bottom of the page (see screenshot on previous 
page). 
 
A dialog box will appear asking for a confirmation. 

 
Click on the Approve button.  
 
The Certifier/Responsible Official will receive an error message at the top of the form if any data is 
missing or there is an error with the submittal.  
If information is complete and accurate, the Certifier/Responsible Official will see a box with a security 
question as shown below: 

 
Answer the security question and click Submit.  
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If the answer is correct, the Certifier/Responsible Official will be taken to the AQB Compliance 
Reporting Certification.  

 
The Certifier/Responsible Official must click on the Download Form button (1) before the Certify button 
will be enabled.   
 
A message will appear on the screen regarding opening and/or saving the document (2).  It is 
recommended that the user opens the document and reviews the information prior to submittal.  If any 
corrections are needed, the user can click on the Cancel (3) button on the Certification page to return to 
the Routine Report submittal form page. 

 
  

(3) 

(2) 

(1) 
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The following printable PDF version of the Routine Report Submittal Form will open: 

 
The submittal form now contains the certification that was previously provided on the Title V 
Certification Form. 
After reviewing the form, the Certifier/Responsible Official should return to their web browser to the 
AQB Compliance Reporting Certification page. 
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The Certifier/Responsible Official has to certify that he/she has reviewed the submittal form and that 
the information is correct by checking the “I Agree” box (4). 
 
The Certify button will now be enabled.   

 
 
Click the Certify button (5) to submit the report to the Department.   
After the user clicks Certify, a dialog box will open that indicates that the report was successfully 
submitted as shown below: 

 
 
Click OK.   
 
 

(4) 

(5) 
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After the report has been submitted, the Certifier/Responsible Official will return to the Home Page 

 
The routine report just submitted will say “Certified” under the Status column and will display the date 
that it was submitted (7). Note: Depending on the number of reports, the user may need to sort or filter 
the reports to see Certified reports. 
 
The Certifier/Responsible Official and Facility Administrator(s) will receive a submittal confirmation 
email when the Routine Report has been successfully submitted. 

(7) 
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6.6 Un-locking a Submittal 
 
If an update must be made to an already submitted and certified Routine Report, the 
Certifier/Responsible Official (only the Certifier/Responsible Official) will need to do the following: 
 

1. Log in to the application; 
2. Search for the submittal that needs to be revised by using any of the filters; and 
3. Click on the Pencil Icon to open the submittal that the Certifier/Responsible Official wishes to 

revise. 
 

 
 
In this example the Certifier/Responsible Official wants to update Routine Report AI 165-12062016-01. 
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When the Certifier/Responsible Official clicks on the Pencil Icon, the following screen will open.  

 
This is a Submittal Page.  At the bottom of the screen the Certifier/Responsible Official will see a button 
that says “Un-lock.” 
NOTE: The Un-lock button is not available to the Preparer. 
 
After the Certifier/Responsible Official clicks the Un-lock button a confirmation dialog box will appear: 
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Click Yes to continue. 
The Certifier/Responsible Official will be taken to the Submittal Page. 
 
A message in green will appear at the top of the page saying Routine Report successfully unlocked. 

 
 
The Certifier/Responsible Official will notice that previously uploaded attachments cannot be deleted. 
They can only be downloaded.   
At this point the Certifier/Responsible Official has two options:   

1. Upload new attachments, or 
2. Notify the Preparer so that he/she uploads the new attachments. 
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After un-locking a submittal, the Certifier/Responsible Official and the Preparer will notice that the 
status of the un-locked report changed on the Home page from Certified to In Progress. 

 
When the Preparer clicks on the Pencil Icon, he/she will notice, that he/she has the option to Add more 
attachments.   
The Preparer cannot delete any of the previously submitted/certified attachments.   
When the Preparer is done with the updates, the Preparer clicks the button Ready to Certify.  
At this point, the Certifier/Responsible Official will review and complete the submittal process as 
described before. 
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If the Certifier/Responsible Official does the updates, he/she will Add any new attachments and click on 
Certify and Submit to complete the submittal process as explained before. 
 
The Certifier/Responsible Official cannot delete any of the previously submitted/certified attachments.   
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7.0 REPORT STATUS DESCRIPTIONS 
The Home Page shows a list of all the reports that have been entered to which you are registered as a 
Facility Administrator, a Certifier, and/or a Preparer.  The AQB Compliance Reporting List has a column 
named “Status” which will show the Status of each EER and Routine Report.  The different status 
descriptions are provided in the definitions below:  

 

7.1 EERs Status Descriptions  
 

Status Definitions 
Entering Initial The Initial Report has been prepared and saved but NOT submitted 
Entering Final The Initial Report has been submitted and the final has not been submitted or 

it has only been prepared and saved.   
Closed The Final Report has been submitted (when no Affirmative Defense was 

claimed); or the Affirmative Defense has been submitted. 
Submitting 
Affirmative Defense 

The Final Report has been submitted and the Affirmative Defense is pending.  
The Affirmative Defense may have been prepared or saved but NOT 
submitted. 

Cancelled The EER has been cancelled per facility’s request.  This is no longer done by 
AQB.  See Section 5.1.1 

 

7.2 Routine Reports Status Descriptions 
 

Status Definitions 
In Progress A Routine Report has been prepared and saved, but the Preparer has not 

clicked on “Ready to Certify.” 
Prepared The Routine Report was completed by the Preparer and he/she clicked on 

“Ready to Certify.”  The report is pending review and certification from the 
Certifier or Responsible Official. 

Certified The report was certified by the Certifier or Responsible Official and submitted 
to the Air Quality Bureau. 

Reviewed The Air Quality Bureau has reviewed the Routine Report that was submitted. 
 

 



New Mexico Environment Department 
Air Quality Bureau Compliance Reporting (AQBCR) Application User Guide 

  8.0  Logging Out of the System 
 

Page | 126  
 

8.0 LOGGING OUT OF THE SYSTEM 
When you have completed your task, please logout of the system. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The logout button is at the upper right part of the Home page. 
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The first logout will take you back to the SEP Applications page. 

 
Click logout on this page, also in the upper right corner. 
 
 

 
 
After the final logout, you will see the SEP login page. 
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9.0 CONTACT US/REPORT ISSUES 
 
If you are reporting an issue, please be sure to include the following: 
 
• A description of the action taken that resulted in the issue (i.e.; “I entered my username and 

password, clicked on the Login button and received an error message). 
• If the issue involves a specific report in the AQBCR Online Application, please be sure to provide 

the following information: 
 

Information Example 
User ID (and User’s Name and 
Facility) 

jdoe (John Doe, Acme) 

Activity Number 610-06062013-01 

Workflow step or task being 
performed: Entering an initial 

Enter pollutant detail line for an initial/final EER 

Web Page on which issue 
occurred 

EER Entry form 

Last Action taken by user 
(clicked/tapped on link/button) 

Click Save on Detail Line pop-up dialog box??? 

Error Message received Unable to save EER, a server error occurred. Could not 
execute JDBC batch update: SQL [insert into 
EER.chemical_submission_detail … 

What happened (or what didn’t 
happen) when the last action 
was taken? 

Not putting anything in the “averaging period”, number of 
exceedances or average emission rate for averaging 
period”. Chemical detail line was not saved. Could not 
submit EER to AQB.  
What were the values entered on the chemical detail line 
pop-up dialog box? 

What should have happened? Chemical detail line saved correctly so EER could be 
submitted to AQB. 

 
• A screenshot of the issue encountered.  This will help the developers in troubleshooting the issue 

(see example below). 
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9.1 Contact/Report Issues for EER 
 
If you have any questions, or any issues about the Excess Emissions Reporting program in AQBCR, please 
send an email to: nmenv-aqbeer@state.nm.us.   
 
You may also contact the AQBCR EER Administrator directly: 
at (505) 476-4300 
 
 

9.2 Contact/Report Issues for RR 
 
If you have any question or issues with Routine Reports in AQBCR, please send an email to: nmenv-
aqbrr@state.nm.us.  
 
You may also contact the AQBCR RR Administrator directly: 
at (505) 476-4300 

mailto:nmenv-aqbeer@state.nm.us
mailto:nmenv-aqbrr@state.nm.us
mailto:nmenv-aqbrr@state.nm.us
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