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1 Document History 

Version Date Comments 
.01 9/22/2022 Initial document creation 

.02 1/4/2024 MiApps screenshots changed for 
SmartForms 

 

2 Acronyms and Definitions 

Acronym/Term Definition 
Form For the purposes of this Users Guide, form refers to the electronic 

forms that are accessed from the Apps List. This document details the 
Survey Form and RCP Form. 
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3 Introduction 

The WebEHRSmobile2 product is a mobile application that supports Environmental Health regulation 

and compliance activities through utilizing a mobile device or tablet, then syncing to the web system 

database. This guide contains instructions for completing Data Sync/Download, Survey Form, and 

RCP Form. 

3.1 Logging In 

Once SmartForms is downloaded, a Log In page will display. From the Log In page users can sign into 

the application, retrieve a forgotten password, configure using a QR code, change server settings 

provided by customer support, or sign up as a new user. 

To log in: 

 Enter your Username. 

 Enter your password. 

 Click Login. 
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3.1.1 Forgot Password 

If you have forgotten your password, select Forgot your password? from the Log In page. 

  

You will be prompted to enter the Customer Name and Username to reset the password. 

3.1.2 Changing Server Settings 

Server settings are provided by CDP customer support. These settings are uploaded automatically 

and should not change. If settings are lost, configure the QR code again from the Log In page. 

3.2 Apps List 

Once logged in to SmartForms the Apps List will display. The Apps List provides a list of all 

applications the user is able to access. This list displays the app’s name, version and revision 

number, and published date/time. Clicking on an app name will start a new instance, or session, of 

that app. The number to the far right of the app’s information displays how many in-process 

sessions exist for that app. The orange bar moving across the top portion of the screen indicates 

that the server is searching for any available updates to the forms listed. 
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3.3 Options 

When a form is open, the Options list can be accessed by clicking the pancake button at the top left 

of the page as shown below. 
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The Options list allows a user to view any App Rules/form violations, print, save the current session 

without uploading, close the current session, finish/upload a session, or discard a session. 

3.3.1 Settings 

The Settings page gives access to Server Settings and Advanced Settings by clicking Change your 

server settings.  

 

3.3.1.1 Server Settings 

The Server Settings page displays the Hostname, Port, URL Prefix and Customer Name. Server 

settings are uploaded automatically and should not be changed. If settings are lost, configure the QR 

code again. Contact Customer Support for settings issues. 
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3.3.2 Logout 

To logout from any page, select the pancake button at the top left, then select Logout. Using the 

logout link will exit out of the app and return to the login page. 
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4 Data Sync/Download 

Before starting any form, it is recommended to complete a data sync/download of establishment 

data and history so that the most recent data is downloaded to the mobile app. It is recommended 

to perform a data sync/download at least once a day prior to going out to do a day’s work. 

 To perform a data sync/download, click Data Sync/Download on the Apps List. 

 From the Download page, select Download Establishment Data. A message will appear 

when the download has been completed successfully. 

  

 Select Download Establishment History Data. A message will display when the download 

has been completed successfully. 
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 Using the Menu in the top left of the page, select Discard or Close to return to the Apps List. 
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5 Survey Form 

 To access the Survey Form from the Apps List, click Survey Form.  

You do not need to be connected to the internet to complete this form if Data Sync and Download 

were already performed, however you will need internet access to upload the completed form to 

the web system. 

  

The Survey Form will display. 
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All fields highlighted in yellow are required fields. Additionally, if a red circle with “x” is displayed at 

the top left portion of the page that indicates that there are missing required fields on the form. 

Clicking the red icon will display a dynamic list of fields by line item that need to be addressed. The 

form cannot be finished until all app rules are satisfied. Once all required fields are completed the 

red circle will change to a green circle indicating successfully completing all required fields. 
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5.1 Demographics 

   

 Select an Establishment by tapping on the Establishments field. Tapping the grid icon will 

display a more detailed list. To narrow down the list of establishments, the optional search 

filters at the top of the form can be used to select Establishment Type, Service Unit, 

Community, Tribe, Reservation, or search by Establishment Name, Address, Establishment 

Number, City. 
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 After an establishment is selected from the list, click Close to return to the Survey form. 

 Select a Survey Type. 
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Once an establishment and survey type have been selected, the establishment demographics 

information displays at the bottom of the screen. The available demographics information is based 

on the information loaded during the Data Sync and Download. 
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 NOTE: When there is no data provided in a field it is due to no data being added on the web 

system. To populate that information in the future, the user would need to log in to the web 

system, enter the demographic information, then run the Data Sync and Download again. 

 Complete all required fields of the Demographics page highlighted in yellow.  

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 

5.2 Survey History 

The Survey History page of the Survey form displays previous surveys completed for the selected 

establishment. For each survey the Survey Date, Purpose, Type, Number of Deficiencies, Number of 

P/Pf, Number of Repeat, and Comments is shown.  
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 To view a previous survey in detail, tap on the survey. It will highlight in blue and display the 

survey in detail. 
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Each line item deficiency for the selected survey is displayed as well as introductory comments. 

From the Survey History page, an existing survey can be copied to a new survey or printed. 
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5.3 Inspection Header 

  

 Select the Survey Purpose. 

 Enter Time In and Time Out of inspection by using the clicking on and using the time picker 

tools or using the Now button to log the current time. 

 Optionally, enter Travel Hours and an R/C/P from the list, if any exist, by clicking the grid 

icon. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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5.4 Update Establishment 

  

 

The Update Establishment page of the form allows the user to update any information on the 

establishment, if any changes are needed. The page is split into sections for Certified Manager, 

Establishment, Mailing, and Owner information. 
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 Make any updates if needed. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 



WebEHRSmobile2 Users Guide  CDP, Inc. 

23 
Survey Form 

 

5.5 Line Items 

The Line Items page allows the user to notate whether the establishment is in or out of compliance 

for each line item. The verbiage on line items will be different based on which survey type is 

selected. All highlighted fields are required and must be completed. 

  

The fields down the left side of the page indicate whether the corresponding line item is in or out of 

compliance. In the following example, the first line item, “1. Person in charge present, demonstrates 

knowledge, and performs duties” is checked as being in compliance. 
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 Complete all required line items by checking the appropriate compliance fields. 

 NOTE: Any line items marked as out of compliance will be highlighted. Any violations out of 

compliance must have a deficiency entered before the entire form can be complete. The 

comment will be entered on the Violations page. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 

5.6 Deficiencies 

The Deficiencies page displays any of the out-of-compliance violations from the previous Line Items 

page and associated comments. 

  

 To add a deficiency, select a Line Item that the deficiency falls under. 

 Tap the Deficiency To Add field and select a deficiency from the list.  
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The deficiency line will highlight blue/green. 

 

 Click Close. 
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 Select P or PF (if applicable), Repeat, or COS (Corrected on site). 

 Select a Correct by timeframe or date. 

 Enter the # of Occurrences. 

 Manually enter Deficiency Comments or tap the Predefined Comments and select a 

comment. 

 Enter any Deficiency Images by tapping the image icon to upload an image. 

 

 Click Save. 
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The deficiency and comment(s) will be added to the Deficiencies Already Added list at the bottom 

of the page.  

 To add an image to the violation, tap the Deficiency Images icon. 

A new window will display for adding an image. 

  

 To take a photo using the camera on the device, select the Photo button, or upload an 

existing image from the device by selecting the Upload button. Once a photo is uploaded, 

the image can be rotated by selecting the Rotate button. 



WebEHRSmobile2 Users Guide  CDP, Inc. 

28 
Survey Form 

 

 Click Save. 

 Enter a description of the image in the Caption field below the photo. 

 NOTE: It is important to indicate which deficiency the image pertains to in the description 

text. 

 Once the photo and any annotations are ready to save to the violation, click Save. The photo 

will display under Deficiency Images. Multiple photos can be added by following the same 

steps. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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5.7 Food Samples Taken 

The Food Samples Taken page displays any food temperatures recorded during a survey. 

 

 To record a food sample, select an Observation from the drop-down menu. 

 Tap the Food Item field and enter the Food Item. 

 Enter the Location of the food item. 

 Enter the Temperature. 

 Click Add. 
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The food sample is added to the Food Samples Taken section at the top of the page. 

 Repeat for any additional food samples. 

 NOTE: Multiple food samples can be entered before clicking add. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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5.8 Liquid Waste Sampling 

  

The Liquid Waste Sampling page of the Survey Form allows the user to enter information about 

liquid waste collected during the survey. 

 Enter any known information about the sample including Date of last EBA Sanity Survey, 

Phosphorous, BOD, pH, Suspended Solids, Flow Volume, Fecal Coliform, Oil and Grease, 

Total Nitrogen, Floatable Solids > Trace Amounts, or Lab Used for Sample Analysis. 

 Enter any comments in the Comments field. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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5.9 Drinking Water Sampling 

  

The Drinking Water Sampling page of the Survey Form allows the user to enter information about 

drinking water samples collected during the survey. 

 Enter any known information about the sample including Date of last EBA Sanity Survey, 

Date of last CCR, Coliform, VOCs, HAA5 &TTHM, Disinfectant Residual, Lead & Copper, 

Turbidity, Arsenic, pH Level, Radionuclides, Fluoride Concentration, Inorganics, Other(s), 

Nitrate, or Lab Used for Sample Analysis. 

 Enter any comments in the Comments field. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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5.10 Introductory Comments 

The Introductory Comments page of the Inspection form is used to select or enter any comments 

pertaining to the survey inspection. 

 

 

 Type any comments in the Introductory Comments text box field. 

 To add any images pertaining to the survey, tap the Inspection Images field. 

 To add any attachments, tap the Attachments icon. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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5.11 Inspection Footer 

The Inspection Footer is always the last page of any Survey form. 

  

 Review and/or update the Time Out by selecting a time, or use the Now button to enter the 

current time. 

 Use the calendar icon or manually enter Next Survey Date. 

 Use the drop-down to select Next Survey Purpose. 

 Use the drop-down to select a Program. 

 Use the drop-down to select an Element. 
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 Have the person in charge tap to sign the Person In Charge Signature either using their 

finger or a stylus, and print their name. 

 Tap to sign the Inspector Signature and ensure that the correct EHS Inspector is populated 

in the drop-down. 

  

 Optionally, to print the inspection, click Print Preview. 
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 Select whether to email the final report to the establishment and BCC yourself on the email. 

 Select an Email from the drop-down menu or click the Add/Change Email Addresses button. 
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5.11.1 Add/Change Email Address 

 To add or change an email address, click Add/Change Email Address. 

  

 Either select an existing email address from the list at the top of the page, or enter a new 

Email Address and Description. 
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 Click Add New. Alternatively, if an existing email address was selected, click Update. 

 The added or updated email address will be saved and added to the list of additional email 

addresses at the top of the page. 
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 Click Return to the Footer Page to leave the page and return to the Footer. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 

 NOTE: Saving the session does not upload the session, but will save it until the user has 

internet access to upload to the database, or to review and verify at a later time. The saved 

inspection will appear on the Apps List under Survey Form. 

5.12 Finish (Upload) Form 

When the survey is complete with no missing required fields, a green checkmark appears in the top 

right of the Finish (Upload) Form page.  
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 When ready to upload the completed form and finish the session, click Finish This Session. 

 NOTE: Internet access is required to upload the completed form to the web system. 

A pop-up window will appear to confirm that the session will be finished. 

  

  Click Yes to finish and upload the session to the database. 
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The survey form session will no longer display on the Apps List page. The session will be uploaded to 

the web system database and the emails (if selected) will be sent to the email addresses entered. 
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6 RCP Form 

 To access the RCP Form from the Apps List, click RCP Form.  

You do not need to be connected to the internet to complete this form if Data Sync and Download 

were already performed. 

  

The Create New or Update Existing RCP page will display. 
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6.1 Create New or Update Existing 

The first page of the RCP form allows the user to select whether to create a new RCP or update an 

existing RCP.  

 

  

 To create a new RCP, select New RCP. 

 NOTE: To update an existing RCP, select Update Existing RCP, and refer to section 

Demographics to continue. 



WebEHRSmobile2 Users Guide  CDP, Inc. 

44 
RCP Form 

 

  

The page will expand to display selections for Service Unit, Community, Tribe, and Reservation. 

 Use the drop-down to select the Service Unit. 

 After completing the required fields, use the navigation menu at the bottom of the page or 

the page navigation arrow to go to the next page of the form. 

 NOTE: When creating a new RCP, the next page of the RCP form will be RCP Information. 

The following section is for updating an existing RCP. 
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6.2 Demographics 

When a user selects Update Existing RCP, the first page of the RCP form that displays is Demographics. 

 

  

 Search for an RCP by entering an RCP Title or Premise Name in the RCP Search field, then 

clicking Search. To narrow down the list, the optional search filters at the top of the form 

can be used to select Establishment Type, Service Unit, Community, Tribe, or Reservation. 
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 Tapping the grid icon in the R/C/P’s field will display a more detailed list.  

  

 Tap on an RCP in the list to select it, then click Close to return the Demographics page. 
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Once an RCP has been selected, the RCP demographics information displays at the bottom of the 

screen. The available demographics information is based on the information loaded during the Data 

Sync and Download. 

 NOTE: When there is no data provided in a field it is due to no data being added on the web 

system. To populate that information in the future, the user would need to log in to the web 

system, enter the demographic information, then run the Data Sync and Download again. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 

6.3 RCP Information 

The RCP Information page of the RCP form allows the user to view, add, or update information on 

the RCP. There are no required fields on the RCP Information page. 
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 NOTE: The RCP Information page may require scrolling to view the entire page. The entirety 

of the page is shown on the following page. 
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 NOTE: Fields that are greyed out, such as the Location fields, cannot be edited. 
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 After reviewing all information and making any updates, use the navigation menu at the 

bottom of the page or the page navigation arrow to go to the next page of the form. 
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6.4 RCP Findings 

The RCP Findings page of the RCP form is used to document findings of the request or complaint. 

  

 

There are no required fields on the RCP Findings page, but if there are findings to record, follow the 

steps below. 

 Select the Initial Action Date. 

 Enter the Initial Action Taken By person’s name. 

 Enter a description of the Findings. 
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 Enter the Referred To person’s name. 

 Enter the Date Referred. 

 Enter the Date Closed and select whether Notification was made.  

 

 To upload an R/C/P image, tap the image icon, then use the mobile device camera to take a 

photo or upload an existing photo. Click Save. 
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 To upload an R/C/P attachment, click the paperclip icon, then select a file on the mobile 

device to attach.  

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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6.5 Add Activity 

  

 To add new activity to the RCP, tap to check the box under Add New Activity. 

The page will update with fields that only display when the new activity box is checked. 
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 Select the Activity Date and optionally, select Activity Due Date using the calendar icon. 

 Select a Type from the drop-down menu. 
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 Optionally, enter the Duration (Hours/Minutes). 

 Enter any comments in the Comments field. 
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 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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6.6 Activity Element Data Indicators 

The Activity Element Data Indicators page of the RCP form allows the user to enter a variety of 

information pertaining to the RCP activity. There are no required fields on this page of the form. 

 

  

 NOTE: Scroll on the mobile device to view the Activity Element Data Indicators page in its 

entirety. 
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 Enter any known information in the optional fields. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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6.7 RCP Footer 

The RCP Footer is the final page of the RCP form. 

  

 Ensure that the correct Program, Element, and Sub Element (if any) are selected. 

 If any of the 10 Essential Services should be selected, use the drop-down menus. 

 Tap the pen icon to sign the Inspector Signature.  

  

A pop-up window displays.  

 Use your finger or a stylus to sign. 
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 Click Sign to accept the signature, or Clear to clear the signature and sign again. 
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 Select the EHS Inspector from the drop-down menu. 
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 To view and print the RCP, click Print Preview. 

All of the information entered for the RCP will be compiled into a printable form and can be saved to 

the mobile device. 



WebEHRSmobile2 Users Guide  CDP, Inc. 

64 
RCP Form 

 

 

 In the Email Options at the bottom of the page, select whether to Email Final Report and 

BCC yourself on the Email. 

 Click Add/Change Email Addresses to add an email address. 

 Use the drop-down to select an email address, then click Add selected email to the list 

below. 

The email address(es) will be added to the bottom of the page. 

 Use the navigation menu at the bottom of the page or the page navigation arrow to go to 

the next page of the form. 
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6.8 Finish (Upload) Form 

When the RCP form is complete with no missing required fields, a green check mark appears in the top 

right of the Finish (Upload) Form page. 

  

 When ready to upload the completed form and finish the session, click Finish This Session. 

A pop-up window will appear to confirm that the session will be finished. 
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  Click Yes to finish and upload the session to the database. 

The inspection form session will no longer display on the Apps List page. The session will be 

uploaded to the web system database and the emails (if selected) will be sent to the email 

addresses entered. 

6.9 Discard Session 

If for any reason the RCP session should be discarded, the Discard Session page of the form allows 

the user to permanently delete the current session. 



WebEHRSmobile2 Users Guide  CDP, Inc. 

67 
RCP Form 

 

  

 To discard/permanently delete the session, click Yes. 

A pop-up window will appear to confirm that the session will be discarded. 
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6.10 Email Addresses 

The Email Addresses page of the form allows the user to enter additional email addresses. 

  

 To add a new email address, enter the Email Address. 

 Enter a Description for the email address. 

 Select whether to Always Get Receipts. 

 Select whether to Delete. 

After a new email address is entered, an Add New button will display on the page. 
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 Click Add New to add the email address to the list at the top of the page. 

Optionally, return to the Footer page by clicking Return to the Footer Page. 


