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1 INTRODUCTION 

1.1 OVERVIEW 

In 2012, the Indian Health Service (IHS) Division of Environmental Health Services (DEHS) 
implemented a new web-based system to support its environmental health services programs.  
The new system, Web-based Environmental Health Reporting System (WebEHRS) supports 
the 12 Areas and headquarters of DEHS and provides system end user functionality as well as 
administration and support functionality.  This User Guide provides instructions and reference 
materials to users for each of the system modules.  

1.2 BACKGROUND 

This system replaces the previous DEHS-developed data system, also known as WebEHRS.  
WebEHRS was developed by Custom Data Processing, Incorporated (CDP) in conjunction with 
IHS using the CDP commercial off-the-shelf (COTS) software and customized to meet the IHS 
user needs.  Acronyms and definitions included in this Guide and in WebEHRS are provided in 
Appendix A. 

1.3 SUPPORT 

Support for WebEHRS is provided by both DEHS and CDP Customer Support.  

WebEHRS – Customer Support 

 

Technical Assistance for: Who to contact for assistance? 
• Acquire a new user account 
• Change  an existing user account  Area DEHS Division Director 

 
• First-time log--in help 
• System errors 
• “How-Tos” 

CDP Customer Support 

1-866-237-4814 

customersupport@cdpehs.com 

 
• Missing features/wrong business 

rules 
 

WebEHRS apFeedback Report 

 
• EH/IEH/IP Policy Questions 

 

 
Area EH/IEH/IP Contact 
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1.4 COMMON BUTTONS AND ICONS 

WebEHRS uses a common set of buttons and icons to provide a consistent user interface.  
These buttons and icons are defined below.    

 
Common Buttons and Icons 

 
Title Button/Icon Graphic Description 

Search button 
 

Left Click one time to 
apply all Search 
Criteria and return 
results from the 
database. 

Clear button 
 

Left Click one time to 
clear all Search 
Criteria and Search 
Results. 

Add New Record button 
 

Left Click one time to 
add a new record. 

Edit Record icon 

 

Left Click on the icon 
to edit the existing 
record. 

Copy Record button 

 

Left Click on the 
button to add a new 
record by copying all 
of the demographics 
from an existing 
record. 

Show/View Record icon 
 

Left Click on the icon 
to view the existing 
record. 

Checkbox 

 

Left Click in the box to 
select the record 
before proceeding to 
the next function. 

Drop Down List 
 Left Click to view a list 

of all appropriate 
values that can be 
selected for that field. 

Save 
 

Left Click on the icon 
to save edits. 

Print 
 

Printer Icon 

Expand 
 

Left Click to expand 
Window. 
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Common Buttons and Icons 

 
Title Button/Icon Graphic Description 

Collapse 
 

Left Click to collapse 
Window.  

Documents 

 

Documents exist in 
DMS for the record in 
the row. Left Click to 
view to documents.  

Scan 

 

Scan in/import 
document for the 
record in the row. 

Refresh icon 
 

Left Click one time to 
refresh the page with 
any modified Search 
Criteria. 

Reset Filters icon 
 

Left Click one time to 
clear all Search 
Criteria. 

Lookup Link icon  
 

Left Click to open a 
new window to search 
for a specific record. 

More Selections icon 

 

Left Click one time to 
open an additional 
search window with 
more Search Criteria 
and options. 

Reports/Complaints/Projects 
icon 

 Left Click to access 
Reports, Complaints, 
and Projects (R/C/P). 

Activities icon  Left Click to access 
Activities. 

 
Export Buttons & Icons 

 
PDF icon 

 
Left Click one time to 
export the results into 
a PDF report. 

MS Excel icon 

 

Left Click one time to 
export the results into 
a MS Excel file/report. 

MS Word icon 
 

Left Click one time to 
export the results into 
a MS Word file/report. 

CSV icon 
 

Left Click one time to 
export the results into 
a CSV file (sometimes 
referred to as 
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Common Buttons and Icons 

 
Title Button/Icon Graphic Description 

“Common Delimited 
File”). 

Search and Pagination Buttons 

When a search page results in multiple records being found, it may also result in the data 
being displayed in groups, or pages.  The image below will be present on all search pages 
and allows you to: 

1. Navigate from page to page 
2. Proceed immediately to the last page 
3. Go back immediately to the first page 
4. Change the number of items shown per page 

                                                                                                                                                    
 

Calendar Buttons 
 

Calendar icon 
 

Left Click one time to 
open the Calendar 
display. 

Calendar Display 

 

Left Click one time on 
a date to select it. 
 
Left Click on the 
arrows to navigate 
backward/forward in 
Months/Years. 
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2  NEW USER 

2.1 ACCOUNT 

When a new user is created, an automated email message is sent to the new user via the email 
address that is stored in the user profile.  The email will come from:  WebEHS.Admin@ihs.gov. 

The email will include the User Name, Temporary Password, instructions for accessing the 
system and User Manual. The email will also include information about the user’s permissions 
and restrictions.  

Users should review this information carefully before login to WebEHRS.  

Note: Depending on the user’s privileges and setting, the email can be very long. 
Caution should be used in printing the email. Users should review the email before 
printing or copy the portion of the email with the desired information into a separate 
document or email.  

To access the system for the first time, go to the link provided in new user account email.  

1. Click on the link provided in the email or go to the link 
https://portal.cdpehs.com/ihsenvsec. 

 

 

2.2 LOGIN 

The link should take the user to a new Login Screen. 
1. Enter the User Name and Password as provided in the new account email.  
2. Click on the Login button.   

mailto:WebEHS.Admin@ihs.gov
https://portal.cdpehs.com/ihsenvsec
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Before Login, the User should carefully review the Warning about the use of this system.  
 
If this is the first login, the user will be prompted to change the temporary password. 

 Note: The user should review the password rules CAREFULLY. 

2.3 CHANGE TEMPORARY PASSWORD 

Passwords must be at least eight (8) non-blank characters in length not exceeding 50, and 
contain at least three (3) of the following types of characters:  

• Uppercase letters (A through Z)  
• Lowercase letters (a through z)  
• Numbers (0 through 9)  
• Special characters (! # $ % - _ = + < >)  

 
To change the password: 

1. Enter the Current Password. 
2. Enter the New Password. 
3. Enter New Password in Confirm New Password. 
4. Save New Password. 
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A new message window will appear to confirm that the password has been changed. 

5. Click on the OK button. 
 

 
 
The user will be logged out and asked to log back in with the new passord. A new login window 
will appear for the user to login or the user can close the window and login at another time.  

2.4 PERMISSIONS  

User permissions will be determined by the Area DEHS designated users that have rights to set 
user permissions. Permissions will determine privileges for the user for functionality as well as 
data that can be accessed.  

If you believe that you should have different permissions than those assigned, please contact 
your Area DEHS Division Director. 
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3  LOGIN 

After the user changes a temporary password, the user will use the normal login process using 
an icon or shortcut setup to access WebEHRS.  Follow the link to the login page.  
 
To Login: 

1. Enter Username. 
2. Enter Password. 
3. Click on the Login button. 

 

3.1 FORGOT PASSWORD 

If the password is forgotten, it can be reset using the Forgot Password on the Login screen. 

 

1. Click on the Forgot Password button. 
A new window will appear.  To request a new password: 



WebEHRS User Guide CDP, Inc. 

 

9 

 

2. Enter Username. 
3. Enter Email Address. 
4. Click on the Send button. 

If the user remembers the Password, cancel by: 
5. Click on the Cancel button.  

 

If the user clicks on the Send button, a pop-up message will notify the user that a new Password 
has been sent via email.  

6. Click on the OK button to close the window. 

 
 

Note: The Email Address entered on the Forgot Password screen must match the email 
address value that is on the user account. 

3.2 INVALID USER NAME OR EMAIL 

If the email address does not match the email on the user account, the system will dispay a 
message indicating that the Username or Email Address was invalid:  

1. Click on the Cancel button. 

Or 
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1. Enter valid Username and Email Address. 
2. Click on the Send button. 

 

3.3 NOTIFICATION FORGOT PASSWORD 

The user will receive an email with username and a temporary password. The user can then 
use the temporary password to login. 

Note: The user will need to login and change his/her temporary password; similar to 
changing the temporary password for a new user account. 
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3.4 PROBLEMS WITH LOGIN 

If the user encounters problems with logging into WebEHRS, the user should contact CDP 
Customer Support found in Section 1.3, Support. 

3.5 LOGIN FAILURE NOTIFICATION 

If the user enters an incorrect Username and Password combination, WebEHRS notifies the 
user with a new login screen with a message indicating: 

Invalid Username/Password combination. 

 

The user can try to login again or use the Forgot Password feature.  

3.6 LOGIN WHEN DID NOT LOGOUT 

If a user does not logout and tries to log back in, WebEHRS displays a screen with options to 
continue with login in or not to continue to login. 

 

If the user chooses Yes, the user is automatically logged in to the Main Menu. If the user 
chooses No, the screen defaults to the login screen.  



WebEHRS User Guide CDP, Inc. 

 

12 

 

3.7 MULTIPLE FAILED LOGIN ATTEMPTS 

WebEHRS enforces a limit of six (6) consecutive failed login attempts with the same username 
and will automatically "lock-out" the account for 1 minute.  When the user executes the 6th 
consecutive failed attempt (and each subsequent attempt within the one minute time frame), 
WebEHRS displays the following message on the web page:   

"You have exceeded the number of failed login attempts.  Please wait one minute and try again. 
If you need assistance please contact your Area WebEHRS Representative or CDP Customer 
Support."  

 

When the 6th consecutive failed login attempt occurs, WebEHRS sends an auto-generated 
email to the email address on the user account notifying that user of the failed login attempts.   

After several failed login attempts (less than 6 consecutive attempts), if a successful login is 
completed, the counter resets. 
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3.8 EXPIRED PASSWORD 

Users are required to change passwords at least once every 90 days.  If a user does not 
change his/her password, attempting to login will result in an error message.  WebEHRS directs 
the user to the Change Password screen and forces a password change before the user can 
access WebEHRS.  A successful password change results in a pop-up message notifying the 
user to log back in with the new password:  "You have successfully changed your password.  
You will be logged out and asked to log back in with your new password.  Click OK to continue." 
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4 MAIN MENU 

After completing a successful Login, the user is directed to the Main Menu.  The user name 
always appears in the Banner at the top of the window for the Main Menu and all other modules.  

The Main Menu also includes a Message window and series of links to each of the application 
Modules on the left portion of the Main Menu.  The user clicks on any of the Main Menu items to 
navigate to a particular Module.  

 

The Message window displays messages that are posted by authorized users including the 
date, message, and the user that posted or updated the message.   

The users may also navigate using the forward and back arrows to scroll the list of messages 
and to change the number of items listed in the message window.  

 

4.1 FEEDBACK 

Feedback allows users to provide feedback to system administrators about suggestions to 
improve WebEHRS.  

The Feedback module can be accessed from the Main Menu or from the Main Menu Bar within 
other modules.  To navigate to Feedback from the Main Menu: 
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1. Click on the Feedback button. 

 

WebEHRS displays an Add Feedback screen that allows the user to provide feedback in 
response to several questions.  Feedback is used by the WebEHRS  
Support Team and the recommendations submitted by the user may be included in future 
updates to WebEHRS.  The feedback questions include: 

• Did you have any problems using WebEHRS? 
• If Yes, please provide details? 
• What would you change? (Please be specific) 
• What would you like to see added that is currently not included and why? 
• What would you like to see removed and why? 
• What other information would you like to share? 

The user must select yes or no from the dropdown for “Did you have any problems using 
WebEHRS?”.  The user may also enter text in any or all of the text boxes for each of the 
questions. 

Each question is limited to a 4,000 character response. A counter is provided to aid the user in 
tracking the length of his/her response.  

Note: The feedback report should be used only to recommend changes to the WebEHRS 
application and/or process, not to provide specific record recommendations or with system 
errors (bugs).  If the user encounters any application issues, please contact CDP Customer 
Support.  
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The feedback screen is continued on the next page…. 
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To save feedback input, the user may: 

 Click on the Save and Return to Main Menu button. 

Or 

 Click on the Save and Submit Another Feedback Report button. 

The user may also cancel and return to the Main Menu.  

4.2 LOGOUT 

Logout allows users to properly logout of WebEHRS.  Logout can be accessed from the Main 
Menu or from the Main Menu Bar within other modules.  To navigate to Logout from the Main 
Menu: 
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2. Click on the Logout button. 

 

WebEHRS logs the user out and displays the Login screen.  

 

4.3 POST NEWS ITEMS 

For specified Headquarters Level Users who have permissions to post news, a link is provided 
in the message window.  To access the link: 

1. Click here to post news items. 
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A new window opens and the user may compose a new item.  A text editor is provided that 
allows the user to enter and edit the News Item. (There is no spell check in the text editor.) 

The user has the option to enter Effective dates From and Thru for the news item.  The user can 
enter the effective date using the mouse and keyboard or by using the calendar. 

The user can Save or Cancel the message.  

 

If the user saves the message, a new message is posted and viewable by all users.  

Note: If text is copied and pasted from another application such as Microsoft® Word, 
“embedded HTML code” will be copied into the message along with the text.  The user will not 
be able to see the HTML coding until the information is posted to News Items.  See example 
below:  
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5 MY ACCOUNT 

My Account is used to manage the user’s personal account and to access any system 
administrative functions that are assigned to the user.  To navigate to My Account, go to the 
Main Menu: 

1. Click on the My Account button. 

 

Each user has a My Account page with functionality dependent on their role and security.  All 
users will have access to the components listed under User Functions. 
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Core functionality for all users includes Change My Password, View/Edit My User Account 
Information, Read News Items, My Pending Surveys, and Login History.  

Administrative Users also have System Support Tables and Admin Functions as shown in the 
central and right hand portion of the screen.  The User Guide for System Support Tables and 
Admin Functions is provided in a separate document.  

5.1 CHANGE MY PASSWORD 

To change a Password, go to the Change My Password Function: 

1. Click on the Change My Password link. 

 

A new window will open with the Change Password function.  
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To change the password: 
1. Enter the Current Password. 
2. Enter the New Password. 
3. Enter New Password in Confirm New Password. 
4. Click on the Change Password button. 

The password will be changed and the user will receive a message that the password was 
successfully changed. 

 Click on the OK button. 

 

The user is returned to the Login window to login with the Username and new Password. 
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Note: Passwords must be changed every 90 days. 

5.2 VIEW/EDIT MY ACCOUNT 

All users have the ability to view and perform some edits using View/Edit My Account 
Information.  To access user account information: 

1. Click on the View/Edit My User Account Information link.  

 

WebEHRS displays the account information including user profile, mailing information and user 
filters that are setup for each user when an account is created.  Users have rights to edit the 
account based on account permissions.  

User information edits are restricted for the following: 

• User Name, 
• User Status, 
• Active/Deleted, 
• Title, 
• Primary Area, 
• User Level, 
• Employed by, 
• Works For, 
• Data Filters. 

If any of this information is incorrect, the user should notify his/her Area DEHS Division Director.  
The user may edit all other data.  In this example, the Time Zone is incorrect and should be 
changed.  
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To edit My Account the user should: 

1. Enter information or use the dropdowns for the editable data elements to make the 
corrections. 

 



WebEHRS User Guide CDP, Inc. 

 

25 

 

Users should also review Data Access Filters.  Access Filters will determine what data users 
can access for Areas, Service Units, Communities, Establishment Types, Survey Types, Tribes 
and National Projects.  

Save user account changes by: 

1. Scroll to the bottom of the screen. 
2. Click on the Save button. 
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5.3 ROLES AND PRIVILEGES 

Roles and Privileges are determined by users with System Support and Admin privileges.  
These users can create new users and/or edit user accounts.  When these users go to My 
Account, they will have access to additional functionality that will not be available to most users.  

 

For additional information about user levels and roles and privileges, please see Appendix B.  

5.4 READ NEW ITEMS 

All users have the ability to Read News Items from the My Account screen or from the Main 
Menu login page.  Access News Items from My Account by: 

1. Click on the Read News Items link.  
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The Message window displays messages that are posted by authorized users including the 
date, message, and the user that posted or updated the message.   

The News Items show the most recent 3 news items by default.  View more News Items by 
using the forward and back arrow to scroll through the list of messages.  Change the number of 
News Items per page to show more than 3 news items at once. 

 

5.5 MY PENDING SURVEYS 

All users have the ability to view My Pending Surveys from My Account.  Access from My 
Account by: 

1. Click on the My Pending Surveys link.  

 

A new screen displays the pending surveys in a calendar view.  
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The default view is for the current month and year with the ability to select alternative Months 
and Years from dropdowns. Additionally, the calendar can be filtered by My Filters and Type. 
The Types are indicated by an S for Survey is Due, and A for Activity is Due. 

 

Each date box contains Establishment Names for the Establishments with a Survey Due 
scheduled on that date.  The Establishment Names display as a hyperlink; the link takes the 
user to the Edit Establishment page for that Establishment.   

Each Establishment hyperlink will have a mouse-over pop-up message that displays the 
following data elements: Establishment Name, Last Survey Date, Last Survey Type, Last 
Survey Purpose, and Next Survey Purpose.  The calendar view enables the users to navigate 
forward and backward (month-to-month and year-to-year).  
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Note: If dates on the calendar have too many surveys to list, the calendar displays a More.. link 
in the calendar. To see additional items, the user may click on the link. A new window will open 
with a list of additional pending surveys. 

A detailed view of the calendar can be displayed by clicking the Detail View button. 

 

The Detail View shows the pending surveys and activities in a table format displaying the File 
ID, Premise Name, Address, and Due Date. 

The Detail View gives the ability to map the premises by checking multiple locations, then 
clicking Map It! A Google Map will open giving directions and show a map to the locations. 
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5.6 LOGIN HISTORY CALENDAR 

The User Login History report can be accessed from the My Account page.   

1. Click on the Login History Calendar link. 

 

A new screen displays the logins for users in a calendar view.  The default view is for the 
current month and year with the ability to select an alternative Month and/or Year from the 
dropdowns 

Note: If dates on the calendar have too many users to display, the calendar displays a More.. 
link in the calendar.  To see additional users, the user may click on the link. A new window will 
open with a list of additional users. 
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Each date box contains User Records names for each user that executed a successful login on 
that date.  The user record name is shown in the date box as a literal display only.  The report 
also shows User Record names within the date boxes for users who have successfully executed 
Mobile Form submissions.  The calendar view enables the user to navigate forward and 
backward (month-to-month and year-to-year). 
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6 MY FILTERS 

A filter is the use of one or more selection criteria used to specify parameters for performing a 
database search. My Filters allows users to create and access their commonly used queries for 
quick access. 

Users may create and edit My Filters.  There are no limits to the number of My Filters that a 
user can create.  The following fields are available for building My Filters for most modules:  

• Areas/SU's,  
• SU's/Communities,  
• Reservation,  
• Establishment Type,  
• Tribe,  
• Active/Deleted,  
• Establishment Name (containing), 
• Address (containing),  
• City, and  
• Service Type.  

 

WebEHRS also supports using filters for Additional Search Options. Additional Search Options 
are module specific based on the search requirements for each module.  For example, 
additional search options for establishments include RRM Status, Establishment #, and 
Establishment Status. 

 

Additional Search Options can be stored with “My Filters “or can be used dynamically to perform 
searches.  

Filters created in one module can also be used in other modules.  For example, if a filter is 
created in the Establishment Module, the filter will be available in Temporary Estahblishments, 
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Surveys, R/C/Ps, etc.  Additional detailed information about Filters and how to best use filters is 
provided in Appendix C – Using Filters in WebEHRS.  

6.1.1 ADD FILTERS 

Users can create, edit, save, and delete My Filters. 

To create a new My Filter: 

1. Click on the "Add/Edit My Filters" link.  

 

WebEHRS will open a new screen for the user to edit an existing My Filter or add a new filter.  

To create a new filter: 

1. Click on the New Filter button. 

 

The application opens a new window to create a new filter.   

1. Enter a New Filter Name. 
2. Add a description for the filter. 
3. Edit one or more filters for the new filter. 

Note: The user must select at least one parameter that is different from the defaults to 
create a My Filter.  
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The user has the option to: 

 Save and Return,  
 Save and New Filter, or  
 Cancel.  

Note: Search fields that are formatted as free-form text entry boxes contain a “Look Ahead” 
feature.  As the user enters text into the text box, the system will actively scan the database 
and provide suggestions to the user.  Suggestions will appear on the screen in a drop down 
list box (immediately below the text box).  To use a “Look Ahead” suggestion, select it from 
the drop down list with your mouse. 

Note: If the user clicks Select Area/Service Units, picklist boxes for Communities, 
Reservations, and Tribes will automatically change to include only relevant lists.  
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If the user clicks on the Save and Return button, the new filter will be saved and the user will be 
returned to the search screen with the new filter selected. 

 

If the user clicks on the Save and New Filter button, the New Filter will be saved and the user 
will be provided with a new screen to add/edit My Filters.  
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If the user clicks on the Cancel button from the Edit My Filters page, the system prompts the 
user with a warning message: 

 

If the user clicks on the OK button, a screen will appear with the search screen for the module in 
use.  

If the user clicks on the Cancel button, the user will be returned to the Edit My Filters Screen. 

6.1.2 EDIT FILTERS 

To edit a filter: 

1. Click on the Add/Edit My Filters link.   

 

WebEHRS opens a new screen for the user to work with My Filters. For an existing My Filter, 
first: 

1. Select a filter from the dropdown. 

 

WebEHRS refreshes the screen and shows the fields to edit the selected filter. The user can: 
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 Edit the description and one or more filters for the existing filter. 

 

After the user performs all desired edits to the My Filter, the user will have options to: 

 Save & Return. 
 Save & New Filter. 
 Cancel. 

 
Note: If the user changes filters, refresh before conduction a new search.  

6.1.3 USING MY FILTERS 

To use a My Filter:  

1. Select a filter from the “My Filters” dropdown list in the top left corner of the Search 
Filters. 
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After a My Filter is selected, the search fields populate with the revelant criteria for the chosen 
My Filter.  

 

Before performing the search, the user can modify the search criteria by selecting different or 
additional values.  To specify additional criteria:  

 Edit or make additional selections from the picklist or dropdown list boxes. 

And/Or 

 Edit or enter additional criteria in the text search fields, such as “Estab. Name 
containing” or “City.” 
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7  ESTABLISHMENTS 

The Establishments module allows users to search, view, edit, and add establishments.  This 
Module also provides tools to assist the user and manage relationships between establishments 
and information contained in other modules. 

The Show Table Screen for Establishments includes multiple panels: 

• The top panel is the My Filters and basic search options. 
• The second panel is Additional Search Options, Search to execute a search, or Clear to 

clear the search criteria and search results. 
• A row of Menu Buttons separates the Search Filters sections from the result set.  Menu 

Buttons appear in the panel depending upon user permissions. 
• The Show Table panel provides the user with a listing of Establishments that the user 

has permissions to view that meet the search parameters in the top half of the screen. 

 

7.1 SEARCH 

The Establishments Module allows the user to search for one or more establishments.  
WebEHRS provides extensive filter options for performing searches to include name, location, 
type, status, etc.  

7.1.1 SEARCH BY ESTABLISHMENT NAME 

To search by Establishment Name: 
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1. Click the Estabs button at the top of the Menu Bar or the Establishments button on the 
Main Menu screen. 

2. Enter all or a portion of an Establishment Name in the “Estab. Name containing” field.  
3. Click the Search button.  

 

WebEHRS performs the seach based on the “Estab. Name containing” value and returns the 
results the Show Table panel.  

 

7.1.2 ADDITIONAL SEARCH OPTIONS 

The user may also perform searches using the Additional Search Options: 

1. Click the Clear button to reset the Search Filters. 
2. Enter or select the search criteria in the fields under “Additional Search Options”  
3. Click the Search button. 
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Based on the search criteria, WebEHRS returns the results in the Show Table panel.  In this 
example, the result set includes all establishments within the Phoenix Area that have a RRM 
Status set to “Pending RRM Credit Approval.”  

 

7.2 VIEW/SHOW RECORDS 

From the Show Table panel, the user can view an establishment record, edit an establishment 
record, or select an establishment to perform one of the functions in the Menu panel.  The user 
may also view scanned documents associated with an establishment and use the Google Map 
icon to navigate to an establishment’s location.  
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7.2.1 VIEW ESTABLISHMENT RECORD 

After a search is executed, the user can view any of the returned records.  To view an 
establishment: 

1. Click on the magnifier icon for the desired establishment. 

 

WebEHRS opens a new screen with a summary of information for the selected establishment 
including any comments.  Note: If a comment has an alert, the comment text for the 
establishment will be shaded.  
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Additionally, if there is an “alert” associated with the selected establishment, a pop-up window 
will appear to allow the user to view the entire comment and make adjustments necessary while 
also providing access to all other comments associated to the establishment.  The user has the 
option to view the establishment or click OK to close the window and return to the Establishment 
Screen. The summary can be printed if needed using the print page icon on the Internet 
browser.  

Some users will have access to the Permit Information section on the View Establishment 
screen.  Permit Information will be available in the system for capturing permit demographics. 
This section, by default, will not show for all users. The Permit Information Section can be 
enabled by removing the restriction from the User Permissions page.  (To enable the Permit 
Information Section, a user would contact a supervisor with rights to edit User Filters/User 
Permissions.) 

Note: Click to Hide Details icon on the panel can be used to expand and collapse the panel. 
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7.2.2 COMMENTS AND ALERTS 

Comments are displayed as a part of the view establishment screen. If there is an alert related 
to the comment, a new window opens with the date, description, alert date range, Created 
By/Updated By, and Created On/Last Updated. 

 

Click View Comments. Note that if multiple comments exist for the establishment red text will 
indicate that there are additional comments to view. 

The user can perform multiple functions within the Comment alert screen including the following: 

• Search for comments associated with the establishment. 
• Select and Export comment. 
• Add a new comment. 
• View comment(s). 
• Edit comment 

 

To add a new comment: 

1. Click on the Add New button.  

WebEHRS opens a new window.  To create a comment: 

2. Enter a Comment Date (or accept the default of today’s date). 
3. Enter comment text for the Description. 
4. Enter Alert From and To Dates (Optional). 
5. Click the check box for Alert? (Optional). 
6. Click on the Save button. 
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To close the comment alert screen, click the OK button.

 

7.3 EDIT ESTABLISHMENT 

To edit an existing establishment: 

1. Click on the Edit icon for the desired establishment. 
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WebEHRS will open the Edit Establishment screen with data for the establishment populated. 
To edit the establishment, the user will: 

2. Enter corrections or additions by adding/editing text values or using the dropdown list 
and text boxes. 

 

After the edits are completed, the user has options to view comments, save and return, or 
cancel.  

 

Note that if multiple comments have been entered for the establishment, red text will appear 
notifying the user that additional comments exist. To view all comments, click View Comments. 

 

If the user selects Save and Return, WebEHRS saves the edits and returns to the 
Establishment Show Table Screen.  
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Note: If the system cannot save the changes immediately, WebEHRS displays a message 
window notifying the user that the edits are being saved.  The user will not be able to leave this 
screen until the edits are saved or until the edits are canceled.  

 

Close the box by clicking the OK button or the close window icon. 

7.4 ADD ESTABLISHMENT 

To add an Establishment from the Establishment Show Table screen: 

1. Click on the Add New button .  

7.4.1 BASE ESTABLISHMENT 

A new screen is displayed for the user to add a new establishment.  Required fields are 
indicated with a small (*) Asterisk. Enter required fields at a minimum. 

1. Select Estabs. Status from the dropdown. 
2. Select Estabs. Type from the dropdown. 
3. Select Area/SU from the dropdown. 
4. Select SU/Community from the dropdown. 
5. Select Tribe from the dropdown.  
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Note: For Tribe and other dropdowns that contain an extensive list of values, an 

expanded dropdown list is available as indicated by the icon . 

Note: The “RRM Status” field will default to “Pending RRM Credit Approval” for most 
users. Only users with privileges to approve/reject RRM Status will be allowed to change 
this value.  

Users may also enter optional data for Reservation, A1, A2, District, and Risk Type.  

7.4.2 PREMISE INFORMATION 

After completing the basic information for adding an establishment, the user should add the 
Premise Information as shown below in the Premise Information section. Required fields are 
indicated by the small Asterisk (*) and include: Establishment Name, Address 1, City, State, Zip 
Code, and Primary Phone.  

The ”Check here if same as parent” function links a child facility to a parent facility. Checking 
this allows the establishment name, address, and phone information for the parent facility to 
populate in the child facility fields. 

1. Enter information or select from dropdowns for all Required Fields. 

Note: The system checks to make sure that the Zip Code and first six digits of the phone 
number are valid.   
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2. Enter additional Premise information as needed. (Optional) 

7.4.2.1 PARENT ESTABLISHMENT  

WebEHRS supports management of relationships between parent and child establishments.  
Users may assign an establishment to a parent on the Add or Edit Establishment screen.  To 
support this action, the system provides an establishment look-up.   

To select a parent: 

1. Click on the Lookup link.  

 

WebEHRS opens a new window for the user to search and select an establishment.  
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2. Use Filters to locate the desired establishment. 
3. Click on the Select link to select a Parent Establishment.  

 

Once the selection is made, WebEHRS closes the lookup window and returns the user to the 
Add or Edit Establishment screen. 

4. Click the Save and Return button. 

 

Note: Any Owner and Mailing Information associated with the Parent will populate into 
those respective fields for the child establishment. 

Parent/Child relationships can be unlinked from the Add or Edit Establishment screen.  To 
unlink a relationship: 

1. Click on the Unlink Relationship link.  
2. Click on the Save and Return button to save the change. 
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Note: Owner and Mailing Information, that was previously copied from the Parent 
Establishment, will remain even after the Parent Establishment is “unlinked” from this 
child record. 

 

7.4.3 ADDITIONAL EMAILS 

To add additional emails to an establishment, click the “Add New” button in the Additional 
Emails panel. 

 

A new row will display to add an email address. Email and Description are required fields.  The 
Email must be in a proper email format of  xxxxx@xxx.com. Optionally, Mobile Rpts may be 
selected. 

 

Repeat the steps to add more additional emails. If an email was entered incorrectly, clicking the 
red X will remove the entry.  These additional emails will be available on the mobile inspection 
entry page. 

mailto:xxxxx@xxx.com
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7.4.4 OWNER INFORMATION AND MAILING INFORMATION 

WebEHRS provides Owner and Mailing address fields to capture additional establishment 
demographics.  Owner and Mailing fields are optional.   

Note: If the information is the same or similar to the Premise Information, the user can copy the 
information by using the “Check here if same as premise” checkboxes.  To copy the 
information from Premise: 

1. Click in check box on the Owner Information shaded panel bar. 
2. Click in check box on the Mailing Information shaded panel bar. 

 

7.4.5 SUPPLEMENTAL INFORMATION 

The Establishment Module allows users to "Save & Continue" to access the Supplemental 
Information screen for some establishment types. The "Save & Continue" button will only show 
for the following Establishment Types:  01, 02.1, 02.2, 02.3, 02.4, 03.1, 03.2, 04, 05, 06, 08, 
15.1, 15.2, 16, 20, 21, 12, 13, 22.1, 22.2, 23, 26, 27, 28, 29, 30, 32.1, 32.2, 33, 34, 44, 49, 50, 
56, 57 and 58.   

Note: The "Save & Continue" button and associated explanatory text ("Click SAVE & 
CONTINUE...") is hidden when the Establishment Type does not capture Supplemental 
Information. 

To enter supplemental information: 

1. Click on the Save and Continue button. 

WebEHRS provides a screen for the user to enter supplemental Information.  
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7.4.6 ADD COMMENTS FOR ESTABLISHMENTS 

Users can add comments for establishments.  

 

To add a comment: 

1. Click in the checkbox beside Add New Comment. 
2. Accept the default of date and time or change to alternative. 
3. Enter text for comment. 
4. The Spell Check feature can be used to check the spelling of the comment (optional. 

Note that if multiple comments have been entered for the establishment, red text will appear 
notifying the user that additional comments exist. To view all comments, click View Comments. 
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After the comment entry is complete, save the comment to the Establishment by: 

5. Click the Save & Return button at the bottom of the screen. 

7.5 COPY ESTABLISHMENT 

WebEHRS allows a user to copy an existing establishment to create a new establishment.  To 
copy an establishment: 

1. Use the Search Filters to locate the establishment to copy. 
2. Use the checkbox to select the desired establishment from the Show Table panel. 
3. Click the Copy button.   

 

WebEHRS opens a new add establishment screen displaying the information for the selected 
establishment.  To create the new establishment: 

4. Modify any fields if necessary. 
5. Change the Establishment Name. 
6. Enter additional data as needed (optional). 
7. Click Save and Return or Save and Continue (if supplemental information is needed). 
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If the user does not change the establishment name, the system prompts the user with an error 
message.  

 

7.6 ATTACHMENTS BUTTON 

The Attachments button allows the user to view attachments associated with a selected 
establishment. To use the Attachments button: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click the Attachments button. 
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WebEHRS opens a pop-up window and displays the establishment name, address, 
establishment type, and any existing attachments for the selected establishment.  

 

To upload a new attachment: 

1. Click the Upload button. 
2. Use the Browse button to search for the desired file. 
3. Select a Document Type from the drop-down menu. 
4. Click Save and Upload. 

 
The new attachment displays with the file name, document type, created on/last updated dates, 
updated by, and active/deleted status.  
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To update or modify (replace) the attachment: 

1. Click the Edit record icon.  

 
The document type and active/delete status can be modified, but the document itself 
cannot be edited; only replaced with a new document. 

2. Click Save and/or Upload or Cancel without saving. 

7.7 SURVEYS BUTTON 

The Surveys button allows the users to view surveys associated with the selected 
establishment.  To use the Surveys button: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click the Surveys button. 
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WebEHRS displays a screen from the Survey Module.  The screen displays the name, address, 
establishment type, and next survey due in the establishment panel.  Survey history (if any) is 
displayed in the Survey History panel, including: survey date, survey purpose, EHS, survey 
status, date finalized, critical viols found, R/C/P title, survey type, origin, create/update user, 
setup/update dates, and active/deleted status.  If there are no previous surveys, no surveys will 
be shown. 

 

Adding new surveys is addressed in the Survey Module section of this User Guide.  

To return to the establishments screen: 

3. Click the Return to Establishments button. 

7.8 R/C/P BUTTON 

The R/C/P button allows the user to view requests, complaints, and projects associated with the 
selected establishment. To use the R/C/P button: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click the R/C/P button. 

 

WebEHRS displays a screen from the R/C/P module. The screen includes the name, address, 
establishment type, and next survey date in the establishment panel.  The R/C/P panel includes 
R/C/Ps related to the selected establishment and functionality to perform tasks related to 
R/C/Ps such as add new, copy, and many others. 
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Adding a new R/C/P and using the other functions are addressed in the R/C/P module section 
of this User Guide.  

To return to the establishment module: 

4. Click on the Return to Establishments button.  

7.9 ACTIVITIES BUTTON 

The Activities button allows the user to view activities associated with the selected 
establishment. To use the Activities button: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click the Activities button. 

 

WebEHRS displays a screen from the Activities module.  The screen displays the name, 
address, and establishment type in the establishment panel and related activities in the activities 
panel.  

 

Adding new Activities and other functions for activities are addressed in the Activities module 
section of this User Guide.  
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To return to the establishment module: 

3. Click on the Return to Establishments button.  

7.10 EDIT SUPPLEMENTAL INFO 

The Edit Supplemental Info button allows the user to add supplemental information associated 
with the selected establishment.  To use the Edit Supplemental Info button: 

1. Use the checkbox to select the desired establishment from the Show Table panel 
2. Click on the Edit Supplemental Info button. 

 

If the establishment type qualifies for adding supplemental information, the system displays a 
screen for the user to enter information. The establishment types that allow supplemental 
information to be added include: 01, 02.1, 02.2, 02.3, 02.4, 03.1, 03.2, 04, 05, 06, 08, 15.1, 
15.2, 16, 20, 21, 12, 13, 22.1, 22.2, 23, 26, 27, 28, 29, 30, 32.1, 32.2, 33, 34, 44, 49, 50, 56, 57 
and 58. 

If the selected establishment does not allow Supplemental Information to be captured, 
WebEHRS displays a warning message.   

 

If the establishment type has supplemental information, the screen displays the name, area, 
service unit, establishment type, and establishment number in the establishment panel. The 
supplemental information panel displays supplemental information associated with the 
establishment and/or allows the user to enter or edit information.  

Note: Supplemental information is variable depending on the type of establishment. All 
supplemental information is optional.  
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To edit or add supplemental information: 

3. Enter information. 
4. Click the Save and Return button. 

 

To return to the establishment module without saving additions or edits for the supplemental 
information: 

5. Click the Cancel button.  

7.11 CHILD RELATIONSHIPS BUTTON 

The Child Relationships button allows the user to view and edit information including children 
establishments associated with the selected establishment.  To use the Child Relationship 
button: 

1. Use the checkbox to select the desired parent establishment from the Show Table 
panel.  

2. Click the Child Relationships button. 
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WebEHRS displays a screen with information about the Parent/Child relationships.  The screen 
displays the name, area, service unit, address, and establishment number for the Parent in the 
establishment panel.  Information about all associated children will be displayed in the Child 
panel.  The user can edit the establishment including unlinking child establishments.  

To view the child establishment information: 

3. Click on the magnify icon. 

To edit the child establishment: 

4. Click on the edit icon. 

To unlink a child establishment: 

5. Click on the Unlink button. 

 

To return to the Establishment Show Table Screen: 

6. Click on the Return to Establishments button. 

If the user selects an establishment that is not linked as a parent establishment, WebEHRS 
notifies the user with a pop-up message. 
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To close the message window: 

7. Click on the OK button. 

 

7.12 PARENT RELATIONSHIPS BUTTON 

The Parent Relationships button also allows the user to view and edit information including child 
establishments associated with the Parent.  To use the Parent Relationship button: 

1. Use the checkbox to select the desired child establishment from the Show Table panel. 
2. Click on the Parent Relationships button. 

 

The system will display a screen with information about the Parent/Child relationships. The 
screen will display the name, area, service unit, address, and establishment number for the 
Parent in the establishment panel.  Information about all associated children will be displayed in 
the Child panel.  The user may edit the establishment including unlinking child establishments. 

 To view the child establishment information, click the magnify icon. 
 To edit the child establishment, click the edit icon. 
 To unlink the child establishment, click the Unlink button. 
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To return to the Establishment Show Table screen: 

3. Click on the Return to Establishments button. 

7.13 AQUATIC VENUES BUTTON 

To support facilities with multiple pools or aquatic venues, establishment type “55” has been 
replaced with two new types: 55.1 – Small Aquatic Facilities (1–4 aquatic venues) and 55.2 – 
Large Aquatic Facilities (5 or more aquatic venues). 

All pools at a single location are consolidated under one parent establishment, with each pool 
represented as an individual aquatic venue. 

The Aquatic Venues button allows users to view, add, and edit aquatic venues associated with 
a pool establishment. 

To use the Aquatic Venues button: 

1. Use the checkbox to select the desired pool establishment from the Show Table panel. 
2. Click the Aquatic Venues button. 
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WebEHRS displays a screen listing the pool establishment type and all aquatic venues 
associated with the establishment. For each aquatic venue, the following information is shown: 
the venue description, its operational status, its active or deleted status, the setup date, and the 
user who created the record. 

 

To add an Aquatic Venue: 

1. Click on Add New button. 
2. Type the description of the aquatic venue. 
3. Select the Operation Status of the aquatic venue using the drop-down list. 

The Setup/Update date and Update User fields will automatically populate. 
4. Click the Save & Return button after all the information has been entered. 
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Establishment Type Validation: 

• Select 55.1 – Small Aquatic Facilities when the establishment has four or fewer 
venues. 

• Select 55.2 – Large Aquatic Facilities when the establishment has five or more 
venues. 

In the example below, two venues (“Hot Tub 2” and “Hot Tub 3”) were added, bringing the 
total to five venues. Since the establishment type was not changed to Large Aquatic 
Facilities, the system displays the following validation error: 

 

 

 

7.14 COMMENTS 

The Comments button allows the user to view, edit, and add comments for the selected 
establishment. To use the Comments button: 

1. Use the checkbox to select the establishment from the Show Table panel. 
2. Click the Comments button. 
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WebEHRS displays a screen with information about the comments associated with the selected 
establishment. Information for comments includes the date the comment was created, a 
description (if applicable), alert information (if applicable), and the created by and update.  

 

To add a comment: 

1. Click the Add New button. 
2. Accept the default of date and time or change to alternative. 
3. Type the comment in the Description field. 
4. Specify an Alert From and Alert To date range (optional). 
5. Select the Alert? check box(optional).  
6. Click Spell Check feature to check the spelling of the comment (optional). 
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To save the comment, click the Save button. 

WebEHRS refreshes the comments screen with the new comment and/or any edits that are 
made for existing comments. 

 

To return to the Establishment Show Table screen, click the OK button. 

7.15 LETTERS BUTTON 

The Letters button allows the users to view letters for the selected establishment.  To use the 
Letters button: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click the Letters button. 

 

WebEHRS displays a screen from the Letters module.  The screen displays the establishment 
name, address, and establishment type in the establishment panel.  Letters (if any) are 
displayed in the Letter Master panel. 
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Information about viewing letters, adding new letters, and other functions for Letters is provided 
in the Letter Module section of this User Guide.  To return to the Establishments Module: 

3. Click on the Return to Establishments button.  

7.16 APP BUTTON 

The App button allows users to view the application for a selected establishment. To view the 
application for permit: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click the App button. 

 

WebEHRS displays a pop-up window with the application for health permit for viewing or 
printing.  
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7.17 AUDITS 

The Audit button allows users to view edit history for a selected establishment.  To use the Audit 
button: 

1. Use the checkbox to select the desired establishment from the Show Table panel. 
2. Click on the Audit button. 
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WebEHRS displays a new window with the establishment record number, establishment 
demographics, establishment name and a history of edits.  History includes change date, action 
performed and the name of the user that performed the action.  The user can expand or 
collapse the edit information using the plus and minus icons next to the date of the change.  By 
default, only the most recent change is expanded. In the expanded view, the screen displays 
the column name, and before and after values stored in the system. 
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8 TEMPORARY ESTABLISHMENTS 

The Temporary Establishments module allows users to search, view, edit, and add Temporary 
Establishments.  This Module also provides tools to assist the user and manage relationships 
between Temporary Establishments and information contained in other modules. 

The Show Table Screen for Temporary Establishments includes multiple panels: 

• The top panel is the My Filters and basic search options. 
• The second panel is Additional Search Options, Search to execute a search, or Clear to 

clear the search criteria and search results. 
• A row of Menu Buttons separates the Search Filters sections from the result set.  Menu 

Buttons appear in the panel depending upon user permissions. 
• The Show Table panel provides the user with a listing of Temporary Establishments that 

the user has permissions to view that meet the search parameters in the top two panels 
of the screen. 

 

8.1 SEARCH 

The Temporary Establishments Module allows the user to search for one or more Temporary 
Establishments.  WebEHRS provides extensive options for performing searches to include 
name, location, type, etc.  This section provides a few example searches.  However, users may 
perform searches based on workflow and business requirements.  
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8.1.1 SEARCH BY TEMPORARY ESTABLISHMENT NAME 

To search by an Establishment Name: 

1. Select the Temporary Establishments tab at the top of the Menu Bar or the Temporary 
Establishments button on Main Menu screen. 

2. Enter all or a portion of a temporary establishment name in the Establishment Name 
Containing field.  

3. Click the Search button.  

 

 

WebEHRS performs the seach based on the Establishment Name containing value and returns 
the results on the Show Table panel.  

 

8.1.2 ADDITIONAL SEARCH OPTIONS 

The user may also perform searches using the Additional Search Options: 

1. Click the Clear button to reset the search filters. 
2. Enter or select the search criteria in the fields under “Additional Search Options”  
3. Click the Search button. 
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Based on the search criteria, WebEHRS returns the results in the Show Table section.  

 

8.2 VIEW/SHOW RECORDS 

From the Show Table section, the user can view, edit, or select a Temporary Establishment to 
perform one of the functions in the Icon Menu.  

 

8.2.1 VIEW ESTABLISHMENT RECORD 

After a search is executed, the user may view any of the returned records.  To view a 
Temporary Establishment: 

1. Click on the magnifier icon. 

 

WebEHRS opens a new screen with a summary of information for the selected establishment 
including any comments.   
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2. Click on the Expand/Collapse arrows icon in the Permit Information bar to show/hide 
those fields.  

NOTE:  The image above shows a panel for “Permit Information.”  WebEHRS will NOT show 
the Permit Information section by default.  The Permit Information Section can be enabled 
by removing the restriction from the User Restrictions screen.  Contact your Area DEHS 
Division Director who has rights to edit User Data Filters/Permissions for assistance. 

 

Note: If a comment has an alert, the comment text for the establishment will be shaded. 

3. Click the OK button to return to the Temporary Establishment Show Table screen.  

8.3 EDIT TEMPORARY ESTABLISHMENT 

To edit an existing Temporary Establishment: 

1. Click on the edit icon next to the desired Temporary Establishment. 
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WebEHRS displays the Edit Temporary Establishment screen: 

1. Update the Temporary Establishment by adding/editing text values or using the 
dropdown list boxes. 

2. Click on the Save & Return button. 

Or 

Click on the Cancel button to leave this section without making any changes.  
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8.4 ADD TEMPORARY ESTABLISHMENTS 

Add a Temporary Establishment using the Add New button .  

8.4.1 BASE TEMPORARY ESTABLISHMENT 

A new screen is displayed for the user to add a new temporary establishment.  Required fields 
are indicated by a small Asterisk (*).  

1. Enter all required fields at a minimum. 
2. Select an Establishment Type from the dropdown. 
3. Select an Area/SU from the dropdown. 
4. Select a SU/Community from the dropdown. 
5. Select a Tribe using the dropdown.  

 

Note: For Tribe and other dropdowns that provide an extended list of options, an 
expanded dropdown list is provide beside the standard dropdown as indicated by the 

icon . 

Users may also enter optional data for Establishment Status, Reservation, A1, A2, District, and 
Risk Type.  

8.4.2 PREMISE INFORMATION 

After completing the basic information for adding a Temporary Establishment, add the Premise 
Information as shown below on the Premise panel.  Required fields are indicated by the small 
Asterisk (*) and include: Event Name, Establishment Name, City, Contact Name, and Primary 
Phone.  

1. Enter all Required Fields. 
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2. Enter additional Premise information as needed. (Optional) 

Note: WebEHRS checks to make sure that the Zip Code and first six digits of the phone 
number are valid.   

8.4.2.1 PARENT ESTABLISHMENT  

WebEHRS supports parent and child relationships between Permanent and Temporary 
Establishments.  Users may assign a temporary establishment to a parent.  To support this 
action, the system provides an establishment look-up.  To select a parent: 

1. Click on the Lookup link.  
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WebEHRS opens a new window for the user to search and select a parent establishment.  

1. Use Filters to locate the desired establishment. 
2. Click on the Select link to set the relationship.  

 

Once the selection is made, the lookup window closes. 

2. From the Edit Temporary Establishment page, click Save and Return.  
Note: If the user does not Save the Temporary Establishment after selecting a Parent 
link, the link will be lost. 
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Note: Any Owner and Mailing Information associated with the Parent 
Establishment/Event populates the respective fields for the child temporary 
establishment. 

Parent/Child relationships can be unlinked.  To unlink a relationship, the user must edit the 
Temporary Establishment and take the following actions: 

1. Click on the Unlink Relationship link. 
2. Save the change. 

Note: Owner and Mailing Information that was previously copied from the Parent 
Establishment will remain the same even after the Parent Establishment is “unlinked” 
from this child temporary establishment. 

 

8.4.3 OWNER INFORMATION AND MAILING INFORMATION 

After the user has entered Premise information, the user may continue to add additional 
information for Owner and/or Mailing information or save the establishment.  

 



WebEHRS User Guide CDP, Inc. 

 

84 

 

Note: If the information is the same or similar to the Premise Information, the user may copy the 
information by using the “Check here if same as premise” checkbox.  To copy the information 
from Premise: 

1. Click in check box on the Owner Information shaded panel bar. 
2. Click in check box on the Mailing Information shaded panel bar. 

8.4.4 VIEW/ADD COMMENTS FOR TEMPORARY ESTABLISHMENTS 

Comments may be added to Temporary Establishments.  To view existing comments for the 
Temporary Establishment: 

1. Click the View Comments button (at the bottom of the Temporary Establishments 
screen). 

 

WebEHRS will open a new window in the browser for Comments.  All existing Comments 
entries will be listed in the Show Table.  To add a new comment from the Comments screen: 

1. Click on the Add New button. 

 

The application opens a new window.  To create a comment: 
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1. Enter comment date (or accept the default of today’s date). 
2. Enter comment text. 
3. If it is an alert, enter a date range for Alert From and Alert To (optional). 
4. If it is an alert, select the checkbox for Alert? (Optional). 
5. Click the Save button. 

 

After saving the new comment, WebEHRS returns the user to the Comments screen.  To close 
the Comment screen, click on the OK button. 

 

Users may add a new comment for a Temporary Establishment directly from the Add/Edit 
Temporary Establishment screen (without opening the Comments pop-up window). 

 

To add a comment: 

1. Select the checkbox for Add New Comment. 
2. Accept the default date and time or change to alternative. 
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3. Select the “Alert?” Checkbox to set the Comment as an Alert (optional). 
4. Enter Alert Effective From/To date values, if appropriate (optional). 
5. Enter text for comment.  
6. After the comment entry is complete, save by clicking the Save & Return button. 

 

8.5 COPY  

WebEHRS allows a user to copy an existing Temporary Establishment to create a new 
Temporary Establishment.  To copy a Temporary Establishment: 

1. Use the Search Filters to locate the Temporary Establishment to be copied. 
2. Select the Temporary Establishment using the check box for the desired establishment. 
3. Click the Copy button.   

 

WebEHRS opens the Add Temporary Establishment screen.  The copied Temporary 
Establishment’s demographics will be filled in for all appropriate fields automatically. To finish 
creating the new Temporary Establishment: 

1. Modify any fields that are different. 
2. Change the Establishment Name. 
3. Enter additional data as needed (optional). 
4. Click the Save and Return button. 
5. Or click the Save and Continue button (if supplemental information is 

applicable/necessary). 
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Note:  If the Establishment Name is not modified, WebEHRS will prompt the user with an error 
message.   No two Temporary Establishments may share the same Area, Service Unit and 
Establishment Name. 

 

WebEHRS will return the user to the Temporary Establishments Show Table Screen with the 
new temporary establishment displayed in the Show Table  

 

8.6 ATTACHMENTS BUTTON 

The Attachments button allows the user to view attachments associated with a selected 
temporary establishment. To use the Attachments button: 

1. Use the checkbox to select the desired temporary establishment from the Show Table 
panel. 

2. Click the Attachments button. 
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WebEHRS opens a pop-up window and displays the temporary establishment name, address, 
establishment type, and any existing attachments for the selected establishment.  

 

To upload a new attachment: 

1. Click the Upload button. 
2. Use the Browse button to search for the desired file. 
3. Select a Document Type from the drop-down menu. 
4. Click Save and Upload. 

 

The new attachment displays with the file name, document type, created on/last updated dates, 
updated by, and active/deleted status.  
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To update or modify (replace) the attachment: 

1. Click the Edit record icon.  

 
The document type and active/delete status can be modified, but the document itself 
cannot be edited; only replaced with a new document. 

Click Save and/or Upload or Cancel without saving. 

8.7 SURVEY BUTTON 

The survey button allows users to view surveys associated with the selected Temporary 
Establishment.  To use the survey button: 

1. Use the checkbox to select the desired Temporary Establishment from the Show Table 
panel.  

2. Click the Surveys button. 
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WebEHRS displays a screen from the Survey module.  The screen displays the Temporary 
Establishment’s demographics in the Temporary Establishment Panel (Establishment Name, 
Address, Establishment Type, and Next Survey Due).  The Survey history (if any) is displayed in 
the Survey History panel.  If there are no previous surveys, no surveys will be shown. 

 

Adding a new survey is addressed in the Surveys Module section of this User Guide.  

To return to the Temporary Establishments Show Table Screen: 

3. Click on the Return to Temporary Establishments button. 

8.8 R/C/P BUTTON 

The R/C/P button allows the user to view requests, complaints, and projects (R/C/P) associated 
with the selected temporary establishment.  To use the R/C/P button: 

1. Use the checkbox to select the desired Temporary Establishment from the Show Table 
panel.  

2. Click the R/C/P button. 

 

WebEHRS displays a screen from the R/C/P Module.  The screen displays the Temporary 
Establishment’s demographics in the Temporary Establishment Panel (Establishment Name, 
Address, Establishment Type, and Next Survey Due).  The R/C/P panel includes R/C/Ps linked 
to the temporary establishment and buttons to perform tasks related to R/C/Ps such as add 
new, copy, and many others. 
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Adding a new R/C/P and using the other functions on this screen are addressed in the R/C/P 
module section of this User Guide.  

To return to the Temporary Establishment module: 

1. Click on the Return to Temporary Establishments button. 

8.9 ACTIVITIES BUTTON 

The Activities button allows the user to view activities linked to the temporary establishment.  To 
use the Activities button: 

1. Use the checkbox to select the desired Temporary Establishment from the Show Table 
panel.  

2. Click on the Activities button. 

 

WebEHRS displays a screen from the Activities Module.  The screen displays the Temporary 
Establishment’s demographics in the Temporary Establishment Panel (Establishment Name, 
Address and Establishment Type) and the linked activities in the Activity panel.  
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Adding new Activities and other functions for activities are addressed in the Activities module 
section of this User Guide.  

To return to the Temporary Establishment module click the Return to Temporary Establishments 
button.  

8.10 PARENT RELATIONSHIP BUTTON 

The Parent Relationship button allows the user to view and edit the link between the Temporary 
Establishment and its Parent establishment.  To use the Parent Relationship button: 

1. Select the Child temporary establishment using the check box for the desired 
establishment from the Show Table. 

2. Click the Parent Relationships button. 

 

WebEHRS displays a screen showing the Parent/Child relationships.  The screen displays the 
Parent Establishment’s demographics in the top panel (Establishment Name, Area, Service 
Unit, Establishment Type, Establishment Number, and Address).  The Child Establishment(s) 
displays in the Associated Child Establishment(s) in the lower panel.  From the Establishment 
Parent/Child screen, the user may navigate to the View Temporary Establishment or Edit 
Temporary Establishment screens for any of the Child Temporary Establishments listed.  The 
user may also unlink the relationship between the Child and Parent. 

 To view the child establishment information, click the magnify icon. 
 To edit the child establishment, click the edit icon. 
 To unlink a child establishment, click the Unlink button. 
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To return to the establishment Show Table screen: 

1. Click on the Return to Temporary Establishments button. 

8.11 LETTERS BUTTON 

The Letters button will show the Letters history for the selected temporary establishment.  To 
use the Letters button: 

1. Use the checkbox to select the desired Temporary Establishment from the Show Table 
panel.  

2. Click the Letters button. 

 

WebEHRS displays a screen from the Letters Module.  The screen displays the Temporary 
Establishment’s demographics in the Temporary Establishment panel at the top of the screen 
(Establishment Name, Address and Establishment Type) and the letter history in the Letter 
Master panel immediately below. 
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Information about viewing letters, adding new letters, and other functions for Letters is provided 
in the Letter Module section of this User Guide.  To return to the Temporary Establishments 
Show Table Screen: 

3. Click the Return to Temporary Establishments button. 

8.12 SURVEY HISTORY BUTTON 

The Survey History button allows users to view the survey history for a selected temporary 
establishment. To use the Survey History button: 

1. Use the checkbox to select the desired Temporary Establishment from the Show Table 
panel.  

2. Click on the Surv Hist button. 

 

A pop-up window displays the Survey History report, listing Inspectors, Survey Dates, and 
Violation Summary of Survey. Clicking a survey date displays the selected survey details. 
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Close the pop-up windows to return to the Temporary Establishments page. 

8.13 AUDITS 

The Audit button allows the users to view the edit history for the selected temporary 
establishment.  To use the Audit button: 
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1. Use the checkbox to select the desired Temporary Establishment from the Show Table 
panel.  

2. Click on the Audit button. 

 

WebEHRS displays the Auditing screen.  The Temporary Establishment Name and Event will 
be shown for reference.  The audit history (change date, action performed, and the name of the 
user that performed the action) will be shown on the screen.  

3. Click the plus icon to expand a row or the minus icon to collapse the row. 

NOTE:  By default only the most recent change is expanded when the screen initially loads. 

In the expanded view, the screen displays the column name, and the before and after values. 
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9 SURVEYS 

The Surveys module allows users to search, view, edit, and create new surveys.  This Module 
also provides tools to assist the user to manage: relationships between surveys and 
establishments; documents contained in WebEHRS; and surveys entered via the WebEHRS 
Mobile application.  

The Surveys module can be accessed from the Main Menu or from the Main Menu Bar within 
other modules.  To navigate to Surveys from the Main Menu: 

1. Click on the Surveys button. 

 

The Show Table Screen for Surveys includes multiple panels: 

• The top panel is the My Filters and basic search options. 
• The middle panel is Additional Search Options, Search to execute a search, or Clear to 

clear the search criteria and search results. 
• A row of Menu Buttons separates the Search from the results set.  Menu Buttons appear 

in the row depending upon user permissions. 
• The Show Table provides the user with a listing of Surveys based on search parameters 

and user permissions. 
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9.1 SEARCH 

The Surveys Module allows users to query the database for Survey records.  As shown in other 
sections of this User Guide, My Filters can be used to perform common searches.  

To apply a My Filter: 

1. Select a My Filter value from the My Filters drop-down list box. 
2. Click on the Search button. 

NOTE:  Additional detailed information about Filters and how to best use filters is 
provided in Appendix C – Using Filters in WebEHRS. 

Alternatively, a user can choose to query the database using any combination of the filters 
available for a Surveys query.  In the sample image (below), when the Show Table screen 
initially loads, all drop-down filters will be set to All (the default setting).  Queries can be 
performed to see All records, but most searches will be performed with one or more filters 
selected to return a manageable result set. 

NOTE:  The search filters pick list boxes for Areas/SU’s, SU’s/Communities, 
Establishment Types, Reservations and Tribes will populate with values based upon the 
user account’s permissions (Data Filters). 

To apply a Search: 

1. Make selections or enter values in the search filter fields. 
2. Click on the Search button. 

NOTE:  If you want to search on SU’s/Communities, you must first select one or more 
Areas/SU’s values and Click the Apply Areas button. 



WebEHRS User Guide CDP, Inc. 

 

100 

 

 

The top panel of Search Filters is general and applies to all modules within WebEHRS.  The 
Additional Search Options panel contains fields for building queries that are specific to the 
Survey record type.   

For the Surveys Module, Additional Search Options include: 

• Survey Status 
• EHS 
• Survey Purpose 
• Survey Type 
• Survey Date From/Thru 
• Origin 
• Establishment  # 

 

9.2 SELECT ESTABLISHMENT TO ACCESS SURVEYS 

An establishment can be selected to access surveys from the Establishments module or from 
the Lookup in the Surveys module. 

To select an establishment from the Establishments module: 

1. Select Establishment or Temporary Establishment from the Main Menu. 
2. Enter all or a portion of an Establishment Name in search for Estabs. Name containing 

field. 
3. Click on the Search Button. 
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WebEHRS performs the seach based on the filters and returns results to the Show Table panel.  

 Use the checkbox to select the desired Establishment from the Show Table panel.  
 Click on the Surveys button. 

 

WebEHRS displays a screen from the Survey Module for the establishment and any existing 
surveys. 

In the Establishment panel, the screen displays the name, address, type, and next survey due 
date in the establishment panel.  Survey history is displayed in the Survey History panel 
including date survey was performed, survey type, survey purpose, EHS, survey status, date 
finalized, critical violations found, R/C/P title, activity type, origin (of survey), dates and 
active/delete. 
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To view an existing survey for a specific establishment from the Surveys module:  

1. Enter an establishment name in the search field for Establishment Name Containing, if 
known. 

2. Click on the Search button. 

 

WebEHRS applies the search criteria and displays any associated surveys in the show table. 

 

9.3 ADD SURVEY FROM ESTABLISHMENT MODULE 

To add a new survey from the Surveys page, click Add New. 



WebEHRS User Guide CDP, Inc. 

 

103 

 

 

 

 

WebEHRS opens the Add Survey screen for the selected Establishment.   

Enter the Survey Date and select the Survey Type from the drop-down. 

 

Click Continue. 
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WebEHRS opens the additional panels on the Add Survey page.  Panels are opened based 
upon the Survey Type.  Some Survey Types will show additional panels for sampling results.  
All Surveys will include these common panels: 

• Establishment, 
• Add Survey, 
• Violations 
• Program/Element/Sub Element/Sub-Sub Element Information (or P/E/S/S/SS),10 

Essential Elements. 

 

Page continues on next page. 
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The Establishment / R/C/P Panel includes basic information about the establishment associated 
with the survey.  This information appears exactly as it does in the establishment record and 
cannot be edited.  This panel also has a cancel button to close the Add Survey page and return 
to the Surveys Show Table screen.  

NOTE:  A user cannot un-select an Establishment on the Add Survey page.  If a user selects 
the wrong Establishment, she/he must Cancel and start over. 

The Add Survey Panel allows the user to enter survey information.  The EHS drop down list box 
will populate with the creating user’s name.  The Latitude/Longitude and Manager Name 
First/Last fields will populate with values that are stored in those fields for the Establishment.   

 

If the user sets the value for Next Survey Purpose to “Routine,” WebEHRS will automatically 
calculate the Next Survey Date.  The calculated date is not final; once the calculation is 
complete, the user has the option to edit the Next Survey Date.  

NOTE:  This calculation only occurs if the Establishment Type has a Survey Frequency interval 
in the database.  Survey Frequency values are maintained by System Administrators.  Contact 
your Area EH/IEH/IP for additional details. 

NOTE:  When the Survey is saved into the database, the Establishment record’s values will be 
updated to reflect the values entered on the Survey for these fields: 

• Latitude/Longitude, 
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• Manager Name First/Last, 
• Next Survey Purpose, 
• Next Survey Date.  

The Add Survey panel includes hyperlinks to helpful tools including description of surveys types, 
reference documents, and Google Map link.  To use these tools: 

1. Click the Survey Purpose link to view the descriptions of each purpose. 
2. Select a Survey Reference Document from the drop-down, then click View. 
3. Click the Google Maps via coordinates… link to view the establishment location via 

Google Map, if coordinate values are entered into the fields. 

 

The user should continue to enter information in other panels of the survey as needed.  

The Survey Form allows the user to identify if a line item is in or out of compliance. When a line 
is out of compliance and Out is selected, a new window opens to detail the survey deficiency. 
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To add a deficiency/violation: 

1. Select a Deficiency Code from the drop down list box. 
NOTE:  A short description of the Violation Code text displays in the row. 

2. Specify a value for Occurrences. 
3. Select the Repeat and/or Corrected On Site check boxes f as needed. 

NOTE: The Repeat check box will be selected if the violation was marked out of 
compliance on the Establishment’s most recent Survey. Clear the Repeat check box, if 
necessary. 

4. Optionally, confirm No or select Yes for P or PF.   
NOTE: Some non-critical violations can be marked Critical. If the violation selected has 
this option, the Critical drop down box is active. Contact your Area Supervisor for 
additional details. 

5. Select a value for Corrected By. 
6. Type the Comments. 

NOTE: Click the Page Icon (to the right of the Comments text box) to populate the 
Comments box with a Predefined Comments entry. System Administrators maintain the 
values for Predefined Comments. Contact your Area EH/IEH/IP for additional details. 

To add more blank rows to the survey deficiency, click Add Row. To remove a deficiency, 
select the deficiency then click the red X. 
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9.3.1 AQUATIC VENUES 

The Aquatic Venues button is only available for establishment types:  

• 55.1 Small Aquatic Facilities 
• 55.2 Large Aquatic Facilities 

 

A pop-up window opens when the Aquatic Venues button is clicked. Click the Add Row button 
to create an aquatic venue row below the aquatic venue drop-down list: 

 

If the aquatic venue is not in the drop-down list, create a new aquatic venue by clicking the Add 
New Est Venue button: 
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Enter the following information for each aquatic venue: 

 

Establishment Type Validation:  

• Select 55.1 – Small Aquatic Facilities when the establishment has four or fewer 
venues. 

• Select 55.2 – Large Aquatic Facilities when the establishment has five or more 
venues. 
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After the aquatic venue inspection date has been set, click the Save/Close button. The pop-up 
window closes, and you are returned to the survey page. A green check mark displays on the 
Aquatic Venues button to indicate the aquatic venue portion of the survey has been completed.  

 

Click the Aquatic Venues button to reopen the pop-up window and edit or update the aquatic 
venue inspection data as needed. 

 

 

9.3.2 DEFICIENCY SEARCH 

Deficiencies can be searched for to quickly locate relevant line items that are out of compliance. 

To search for a deficiency, click Search for Deficiencies from the Add or Edit Survey page. 

 

A new window will open which allows users to search for deficiencies by Deficiency Code, Line 
Number/Description, or Deficiency Description. 



WebEHRS User Guide CDP, Inc. 

 

113 

 

 

9.3.2.1 SEARCHING FOR DEFICIENCIES BY DEFICIENCY CODE 

To search for a deficiency by deficiency code, enter the code or partial code in the Deficiency 
Code field, then click Search. 

Any deficiencies matching that Deficiency Code will appear highlighted in the search results. 

 

9.3.2.2 SEARCHING FOR DEFICIENCIES BY LINE NUMBER 

To search for a deficiency by line number/description, select the line number from the Line 
#/Description drop-down, then click Search. 

Any deficiencies matching that Line #/Description will appear in the search results. 

 

9.3.2.3 SEARCHING FOR DEFICIENCIES BY DESCRIPTION 

To search for deficiencies by deficiency description, enter the description or partial description in 
the Deficiency Description field, then click Search. 
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Any deficiencies matching that Deficiency Description will appear highlighted in the search 
results. 

 

Additional panels on the Survey page include Program, Element, and Essential Services. To 
enter information: 

1. Select Program from dropdown. 
2. Select Element from dropdown. 
3. Select Sub Element & Sub-Sub Element from dropdown. (OPTIONAL) 
4. Select 10 Essential Services from dropdown. (OPTIONAL) 

  

After the survey information is entered, click on the Validate/Confirm Survey Form button.  

WebEHRS will display all violation rows for the Survey Type.  Violations that were entered in the 
Violations Panel will be marked with an x for the In or Out column.  The user should review the 
information and make modifications as needed.  (NOTE:  If a violation was not marked as Out, 
WebEHRS automatically sets it as In.  N/A or N/O may be a more appropriate designation.  This 
is the time to make those changes.) 

1. Click on the Save/Inprocess or Save/Finalized button to save the Survey and return to 
the Show Table screen. 

2. Click Save/Finalized and Add Attachment to save and finalize the survey and add an 
attachment. 

3. Click on the Cancel button to return to the Show Table screen without saving. 
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9.4 VIEW/SHOW TABLE AND SURVEY ICONS AND LINKS 

In the Surveys Show Table screen, the user may:  

• View, scan, and manage documents associated with a survey using the DMS icons, 
• View surveys using the magnify icon, 
• Edit a survey using the edit icon,  
• View/Print a PDF of the Survey Form using the Printer icon,  
• Navigate to the Establishments or Activities using the links in the table, 
• Add a new Survey, or 
• View the Audit history of a Survey. 

 

9.4.1 DOCUMENT MANAGEMENT SYSTEM PAGE AND SCANNER ICONS 

To view scanned documents associated with the survey: 

1. Click on the page icon (icon on the far left column). 

Note: The page icon (to view existing documents) will not appear until at least one document 
has been added to the Survey.  

To add documents associated with the survey: 

2. Click on the scanner icon.  

WebEHRS opens the CDP Document Management (DMS) system and allows the user to 
scan/import, view, and manage documents associated with the survey.  



WebEHRS User Guide CDP, Inc. 

 

116 

 

 

For additional information about the DMS application, refer to Appendix D – CDPehs Document 
Management System.  

9.4.2 VIEW SURVEY RECORD ICON 

The users can edit an existing establishment by clicking on the edit icon next to the survey in 
the Show Table results: 

1. Click on the edit icon.  

 

WebEHRS opens the View Survey screen with data for the survey populated.  
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To return to the Show Table Screen: 

4. Click on the Ok button. 

9.4.3 EDIT SURVEY ICON 

The users can edit an existing establishment by clicking on the edit icon next to the survey in 
the Show Table results: 

1. Click on the edit icon button.  

 

WebEHRS opens the Edit Survey screen with data for the survey populated.  Some Survey 
Types will show additional panels for sampling results 
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To return to the show table screen, click on the Cancel button. 

NOTE:  If the user needs to change the Establishment that the Survey is associated with, this 
cannot be done.  Once an Establishment has been selected, it cannot be removed.  To change 
the Establishment, the user should: 

1. Change the existing Survey’s Active/Deleted to Deleted and Save. 
2. Create a new Survey record for the correct Establishment. 

 

All other panels on the Edit Survey screen will allow the user to edit the survey data.  Similar to 
the Add Survey screen, any changes made to the following fields will also be made for the 
associated Establishment record:   

• Latitude/Longitude 
• Manager Name First/Last 
• Next Survey Purpose 
• Next Survey Date  
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After edits are made, the user must re-confirm all violations entries: 

1. Click on the Validate/Confirm Survey Form button. 
2. Review the Violations table. 
3. Save the changes. 

NOTE:  When a Survey is Save/Finalized, WebEHRS will automatically generate a 
corresponding Activity record.  Many data elements from the Survey are used to create the 
Activity (example:  Survey Date will become the Activity Date).  If a user edits a Finalized 
Survey, the corresponding Activity record will also be updated.  The activity will trail the survey. 

9.4.4 PRINT SURVEY ICON 

The user may generate a PDF of the Survey Form for viewing/printing.  From the show table 
screen: 

1. Click on the printer icon. 
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WebEHRS opens a new window in the user’s internet browser.  The new window will display an 
image of the survey using the Crystal Report Viewer.  The user may view, export, or print the 
Survey Form from the Crystal Report Viewer. 

2. Click on the pagination arrows to view additional pages within the image. 
3. Modify the Zoom Percentage value to view a larger/smaller image. 
4. Click on the diskette icon in upper right section of the window to Export the report into a 

different format. 
5. Click on the printer icon to print the Survey. 
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9.4.5 SURVEY MENU ICONS & LINKS 

The Surveys Show Table screen has many tools to assist the user in managing Survey records. 

To view/edit the Establishment record associated with the Survey: 

1. Click on the Establishment Name link. 

WebEHRS will open the Establishments Show Table screen showing only the associated 
Establishment. 

To view Activities associated with the Establishment record:  select one or more surveys, the 
user will: 

2. Click on the View Activities link. 

 

WebEHRS will open the Activities by Establishments show table screen, showing all existing 
Activities associated to the Establishment. 

9.4.6 CREATE NEW 

To add a new survey from the Surveys Show Table screen: 

 Click on the Add New button. 

 

WebEHRS will open the Add Survey screen for the user to create a new survey.  

 

 Click on the Establishment Lookup link. 
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WebEHRS displays an establishment lookup screen for the user to search and select an 
establishment:  NOTE: If an establishment has already been selected, this link will not display.  
An establishment must be selected to proceed with adding a new survey. 

 Enter search criteria. 
 Click on the Search button. 
 Click on the Select link for the desired establishment. 

 

WebEHRS returns to the Add Survey page with the Establishment demographics showing in the 
Establishment panel. 

 Enter the Survey Date. 
 Select a Survey Type. 
 Click Continue. 

WebEHRS will open the remaining panels for the Survey record.  Enter the Survey information 
and click on Save to create this survey. 
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9.4.7 AUDITS 

To view a detailed Audit History of the Survey record: 

3. Use the checkbox to select the desired Establishment from the Show Table panel.  
4. Click on the Audit button. 

 

WebEHRS opens the Audit screen in a new window.  The user can expand and collapse the 
information by using the plus and minus icon on the far left column of the row.   
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10 REQUESTS/COMPLAINTS/PROJECTS (R/C/P) 

The Requests/Complaints/Projects (R/C/P) module allows users to search, view, edit, and 
create requests, complaints, and projects.  This Module also provides tools to assist the user to 
manage: relationships between R/C/Ps and establishments; documents stored in WebEHRS; 
and other information related to the R/C/Ps. 

The R/C/P module can be accessed from the Main Menu or from the Main Menu Bar within 
other modules.  To navigate to the R/C/P module from the Main Menu: 

1. Click Request/Complaints/Projects (R/C/P). 

 

The main screen for R/C/P includes multiple panels: 

• The top panel is the My Filters and basic search options. 
• The middle panel is Additional Search Options, Search to execute a search, Clear to 

clear the search criteria and results. 
• A Menu separates the Search panel from the results set. Menu buttons appear in the 

panel depending upon the user permissions.  
• The Show Table provides the user with a listing of search results and additional tools. 
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10.1 SEARCH 

The R/C/P Show Table Screen allows users to query the database for requests, complaints, and 
projects.  As shown in other sections of this User Guide, My Filters can be used to perform 
common searches.  

To apply a My Filters: 

1. Select a My Filter value from the My Filters drop down list box. 
2. Click on the Search button. 

NOTE:  Additional detailed information about Filters and how to best use filters is 
provided in Appendix C – Using Filters in WebEHRS. 

Alternatively, a user can choose to query the database using any combination of the filters 
available for a R/C/P query.  In the sample image (below), when the R/C/P Show Table Screen 
initially loads, all filters will be set to All.  Queries can be performed to see All records, but most 
searches will be performed with one or more filters selected to return a manageable result set. 

NOTE:  The search filters pick list boxes for Areas/SU’s, SU’s/Communities, Estab. Types, 
Reservations and Tribes populate with values based upon the user account’s permissions (Data 
Filters). 

To apply a Search: 

1. Enter or select the search criteria in dropdowns and text boxes. 
2. Click on the Search button. 
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NOTE:  If you want to search on “SU’s/Communities,” you must first select one or more 
Areas/SU’s and click on the Apply Areas button. 

 

The top panel of Search Filters is general and applies to all modules within WebEHRS.  The 
“Additional Search Options” panel contains data for building queries that are specific to the 
R/C/P record type.   

For the R/C/P Module, Additional Search Options include: 

• R/C/P Type, 
• Supplemental R/C/P type, 
• R/C/P Status, 
• R/C/P Tilte containing, 
• R/C/P Date Range, 
• R/C/P Number, 
• Location Person/Premise containing, 
• EHS,  
• Estab. Number, 
• R/C/P Contact containing, and  
• Open/Closed. 

10.2 VIEW R/C/P BY ESTABLISHMENT 

WebEHRS can show all R/C/Ps for a given establishment, if accessed from the Establishment 
module.  

To select an establishment from the Establishments module: 

1. Select Establishment or Temporary Establishment from the Main Menu. 
2. Use the search filters to identify the desired Establishment. 



WebEHRS User Guide CDP, Inc. 

 

128 

 

3. Click on the Search button. 

 

WebEHRS performs the seach based on the filters and returns results in the Show Table panel.  

1. Select an establishment using the check box. 
2. Click the R/C/P button. 

 

WebEHRS displays a screen showing all R/C/Ps for the selected Establishment. 

In the Establishment panel, the screen displays the name, address, establishment type, and 
next survey due date in the establishment panel.  The R/C/P history is displayed in the R/C/P’s 
panel including R/C/P date, resolved date, R/C/P type, supplemental type, R/C/P status, R/C/P 
title, R/C/P contact, the created by and update by and dates, and active/deleted status. 

 

From the R/C/P module, to view an existing R/C/P for a specific establishment: 
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1. Enter all or a portion of an Establishment Name in the “Estab. Name containing” text 
box. 

2. Click on the Search button. 

 

WebEHRS applies the search criteria and displays any associated R/C/Ps in the Show Table 
panel. 

 

10.3 VIEW/SHOW R/C/P ICONS AND LINKS 

In the Show Table panel, the user can view, edit, or select the R/C/P to perform one of the 
functions in the Menu Icon panel.  The user may also view documents associated with the 
R/C/P.  

10.3.1 VIEW R/C/P  

After a search is executed, the user may also view any of the returned R/C/Ps.  To view a 
R/C/P: 

1. Select the magnifier icon for the desired R/C/P. 
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WebEHRS opens a new screen with a summary of information for the selected R/C/P including 
any comments.  

  



WebEHRS User Guide CDP, Inc. 

 

131 

 

 

The user has the option to view the R/C/P or click OK to close the window and return to the 
R/C/P Show Table Screen.  The summary can be printed if needed using the print page icon on 
the user’s Internet browser.  

10.4 ADD R/C/P FROM ESTABLISHMENT MODULE 

To add an R/C/P from the Establishments module: 

1. Click on Establishments from the Main Menu or the Menu Bar. 
2. Perform a search query to return the desired establishment. 
3. Select the establishment with the check box. 
4. Click on the R/C/P button.  

 

WebEHRS navigates to R/C/P Show Table Screen and displays the demographics of the 
Establishment record and all existing R/C/Ps for the Establishment.  To create a new R/C/P for 
this Establishment: 

1. Click on the Add New button. 

 

WebEHRS opens the Add R/C/P screen for the selected Establishment.  The screen for Add 
R/C/P has multiple panels including the following: 

• Add R/C/P (Request/Complaints/Projects), 
• Location, 
• R/C/P Contact Information, 
• Owner or Occupant Involved, 
• Initial Action, 
• Findings for R/C/P, 
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• P/E/S/SS, 
• 10 Essential Elements, 
• Comments, Save or Cancel. 

The Add R/C/P Panel includes basic information about the establishment associated with the 
new complaint.  This information appears exactly as it does in the establishment record and 
cannot be edited.  This panel also has a cancel button to close the Add R/C/P page and return 
the user to the Establishment Show Table page.  

To return to the R/C/P Show Table screen, click on the Cancel button. 

To continue with the R/C/P, enter the information wanted: 

1. Enter information or select from dropdowns for all required fields. 
2. Enter for R/C/P Date. 
3. Select Assigned to from dropdown. 
4. Select R/C/P Type from the dropdown. 
5. Select Supplemental Type. 
6. Enter R/C/P Title. 

 

If an Establishment is linked to the new R/C/P, the Location Panel fields are populated from the 
Establishment and are locked from editing. 

The R/C/P Contact Information allows the user to enter contact information for the person that 
submits a complaint.  First name and Last Name are required.  All other information is optional. 

 Enter First Name by typing name. 
 Enter Last Name by typing name. 
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 Continue entering optional information as necessary using dropdowns and text boxes. 

 

To enter data for Program/Element/Sub Element/Sub-Sub Element Information ( P/E/S/SS): 
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1. Select an option from the drop-down for Program.  (NOTE:  The user cannot select an 
Element until a Program is selected.) 

2. Select an option from the drop-down for Element.  (NOTE:  The user cannot select a 
Sub Element until after selected an Element is selected.  Not all Elements have a Sub 
Element.) 

3. Select an option from the drop-down for Sub Element & Sub-Sub Element.  (OPTIONAL)  
(NOTE: The user cannot select a Sub-Sub Element until after a Sub Element is selected.  
Not all Sub Elements have a Sub-Sub Element.) 

4. Select an option from the drop-down for 10 Essential Services. Primary and Secondary. 
(OPTIONAL) 

 

Users may also add comments for R/C/P.  To add a comment: 

1. Select the check box for Add New Comment. 
2. Comment Date/Time default to the user’s system Date and Time.  Accept the default or 

change to an alternative. 
3. Enter text for comment. 
4. Click or Select the checkbox for Alert (OPTIONAL).  
5. Enter an effective date range for the Alert in Alert Effective From/To.  This action is 

optional.  The user may want the Alert to remain in effect for the life of the R/C/P or may 
want it to be effective for a set date only. 
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The Activity Master panel allows the user to add new activity at the same time an RCP is added 
or edited. 
 

1. To add activity, enter the Activity Date, Activity Due Date, Activity Type, and any 
comments. 

After the complaint information is entered the user may choose to save the R/C/P as InProcess 
or Finalized.  All required fields must be satisfied before the user can select Save/Finalized.  
Use the Save/Inprocess button to enter limited information and return to the R/C/P at a later 
time to enter all required fields. 

4. Click on the Save/InProcess button or… 
5. Click on the Save/Finalized button. 

 

A new screen displays the R/C/P Show Table screen with the new R/C/P in the Show Table 
panel.  

 

 

NOTE:  If the user intends to enter a Survey and link it to the R/C/P, the R/C/P MUST be linked 
to an Establishment. 

10.5 ADD R/C/P FROM THE R/C/P MODULE 

To add a R/C/P from the R/P/C Show Table Screen: 

1. Click on the Add New button. 

 

WebEHRS displays a screen for a new R/C/P.  The user may choose to link the R/C/P to an 
Establishment using the lookup link provided on the Add R/C/P screen. 
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To return to the Show Table screen, click on the Cancel button. 

To continue with the R/C/P, enter the R/C/P information: 

1. Enter R/C/P Date. 
2. Select Assigned to from dropdown. 
3. Select R/C/P Type from the dropdown. 
4. Select Supplemental Type. 
5. Enter R/C/P Title. 

 

The Location Panel includes the person/premise name and address for the R/C/P.  

The R/C/P Contact Information allows the user to enter contact information for the person that 
submits a request.  First name and last name are required. 

 Enter First Name by typing the name. 
 Enter Last Name by typing the name. 



WebEHRS User Guide CDP, Inc. 

 

137 

 

 

 Continue entering optional data as necessary. 

 

To enter data for Program/Element/Sub Element/Sub-Sub Element Information ( P/E/S/SS): 

1. Select an option from the drop-down for Program.  (NOTE:  The user cannot select an 
Element until  a Program is selected.) 
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2. Select an option from the drop-down for Element.  (NOTE:  The user cannot select a 
Sub Element until after selected an Element is selected.  Not all Elements have a Sub 
Element.) 

3. Select an option from the drop-down for Sub Element & Sub-Sub Element.  (OPTIONAL)  
(NOTE: The user cannot select a Sub-Sub Element until after a Sub Element is selected.  
Not all Sub Elements have a Sub-Sub Element.) 

4. Select an option from the drop-down for 10 Essential Services. Primary and Secondary. 
(OPTIONAL) 
 

 

The Activity Master panel allows the user to add new activity at the same time an RCP is added 
or edited. 
 

To add activity, enter the Activity Date, Activity Due Date, Activity Type, and any comments. 

After the request information is entered, the user may choose to save the R/C/P as “InProcess” 
or “Finalized.”  All required fields must be satisfied before the user can Save/Finalized.  Use the 
Save/InProcess button to enter limited information and return to the request at a later time to 
enter all required fields. 

6. Click on the Save/InProcess button. 



WebEHRS User Guide CDP, Inc. 

 

139 

 

Or 

7. Click on the Save/Finalized button. 

WebEHRS displays the R/C/P screen with the request displayed in the Show Table panel. 

 

10.6 EDIT EXISTING R/C/P 

To Edit an existing R/C/P begin with a search for the desired R/C/P: 

1. Enter seach criteria. 
2. Click on the Search button. 

 

WebEHRS displays search results in the Show Table.  To edit: 

 Click the edit icon. 

 

WebEHRS displays an edit screen for the R/C/P.  
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The user may cancel or make and save the edits. To edit: 

 Enter information using dropdowns and text boxes.  
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The Activity Master panel allows the user to add new activity at the same time an RCP is added 
or edited. 
 

3. To add activity, enter the Activity Date, Activity Due Date, Activity Type, and any 
comments. 

NOTE:  If either of the R/C/P Type or Supplemental R/C/P Type elements are modified, 
WebEHRS will PERMANENTLY delete any supplementals for the R/C/P.  Supplemental R/C/P 
information is covered later in the R/C/P Module section of this User Guide. 

After all edits are complete, save the edits by: 

4. Click on the Save/Finalized button. 

 

WebEHRS displays the edited R/C/P in the Show Table panel.  
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10.7 PRINT WORKSHEET BUTTON 

Printed Worksheets are helpful for field investigations/Surveys.  WebEHRS allows the user to 
print a worksheet for an R/C/P. To print a worksheet: 

1. Select the R/C/P using the check box in the Show Table panel. 
2. Click on the Print Worksheet button. 

 

WebEHRS opens a new window in the user’s internet browser.  The new window displays an 
image of the worksheet using the Crystal Report Viewer.  Data entered for the R/C/P populates 
the respective fields on the Worksheet.  The user may view, export, or print the Worksheet from 
the Crystal Report Viewer. 

3. Click the pagination arrows to view additional pages within the image. 
4. Modify the Zoom Percentage value to view a larger/smaller image. 
5. Click the diskette icon to Export the report into a different format. 
6. Click the printer icon to print the Worksheet. 
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10.8 ATTACHMENTS BUTTON 

The Attachments button allows the user to view attachments associated with a selected R/C/P. 
To use the Attachments button: 

1. Use the checkbox to select the desired R/C/P from the Show Table panel. 
2. Click the Attachments button. 

 

WebEHRS opens a pop-up window and displays the R/C/P Date, type, status, title/description, 
closed date, person/premise, address, conditions, and R/C/P # for the selected R/C/P.  
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To upload a new attachment: 

1. Click the Upload button. 
2. Use the Browse button to search for the desired file. 
3. Select a Document Type from the drop-down menu. 
4. Click Save and Upload. 

 
The new attachment displays with the file name, document type, created on/last updated dates, 
updated by, and active/deleted status.  

 
 
To update or modify (replace) the attachment: 

1. Click the Edit record icon.  
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The document type and active/delete status can be modified, but the document itself cannot be 
edited; only replaced with a new document. 

Click Save and/or Upload or Cancel without saving. 

10.9 COPY BUTTON 

WebEHRS allows a user to copy an existing R/C/P to create a R/C/P.  The Copy feature can 
save time when a user enters an R/C/P that is similar to an existing R/C/P.  To copy: 

1. Use the Search Filters to locate the R/C/P to copy. 
2. Use the checkbox to select the desired R/C/P from the Show Table panel.  
3. Click the Copy button.   

 

WebEHRS opens the add R/C/P screen; all data elements on the original R/C/P are copied into 
the fields on the Add screen.  To continue with the newly copied R/C/P: 

1. Modify any fields that are different. 
2. Change the R/C/P Title. 
3. Enter additional data as needed (Optional). 
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After all information is modified/entered: 

 Click Save/InProcess. 

Or 

 Click Save/Finalize.  

WebEHRS displays the R/C/P Show Table screen with the newly copied R/C/P in the Show 
Table.  
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10.10 SURVEYS BUTTON 

The Survey button allows the user to view surveys associated with the selected R/C/P.  To use 
the Survey button: 

1. Select the desired R/C/P using the check box in the Show Table panel. 
2. Click the Surveys Button. 

 

WebEHRS displays a screen showing the Survey History for the R/C/P.  The screen displays 
the R/C/P Title, R/C/P Number, Establishment Name & Address, Establishment Type and Next 
Survey Due in the R/C/P panel.  Survey history (if any) is displayed in the Survey History panel.  
If there are no previous surveys linked to the R/C/P, no surveys will be shown. 

 

Adding new surveys is addressed in the Survey Module section of this User Guide.  

To return to the R/C/P screen: 

3. Click on Return to R/C/P button.  

10.11 ACTIVITIES BUTTON 

The Activities button allows the user to view activities associated with the selected R/C/P. To 
use the Activities button: 

1. Select the R/C/P using the check box in the Show Table panel. 
2. Click the Activities button. 
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WebEHRS displays a screen with the Activities information. The screen displays the R/C/P 
Date, Type, Status, Title/Description, Closed Date, Person/Premise information, and Address in 
the R/C/P panel.  All Activities that are linked to the R/C/P will appear in the Show Table panel. 

 

Adding new Activities and other functions for activities are addressed in the Activities module 
section of this User Guide.  

To return to the R/C/P module: 

3. Click on Return to R/C/P.  

10.12 ADD AND EDIT SUPPLEMENTAL INFO BUTTON 

On the R/C/P Menu Icon bar, there are several buttons that allow the user to view or edit 
supplemental information that may be associated with a R/CP.  The supplementals types are: 

• Foodborne Illness, 
• Product (food), 
• Mortgage, 
• Well, 
• Wastewater, 
• Lead. 

These buttons allows the user to view or add supplemental information associated with the 
R/C/P.  To use the supplemental information buttons: 

1. Select the R/C/P using the check box in the Show Table panel. 
2. Click on the corresponding supplemental information button. 
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To edit or add supplemental information: 

 Enter information. 
 Click on the Save and Return button. 

All supplemental information is optional. 

 

To return to the R/C/P module without saving, click on the Cancel button.  
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Users may also edit R/C/P Supplemental Information.  The following example is from a 
Foodborne Illness supplemental.  Each supplemental is similar in process, but will display a little 
differently because of the type of information captured. 

 

To edit a supplemental type:  

 Select existing supplemental type using edit icon. 

WebEHRS displays the Edit R/C/P edit screen with information about the complaint and 
supplemental information in the edit panel.  
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10.13 COMMENTS BUTTON 

The Comments button allows the user to view, edit and add comments for an R/C/P. To use the 
Comments button: 

1. Select the checkbox next to the desired R/C/P from the Show Table panel. 
2. Click on the Comments button 

 

WebEHRS displays the Comments screen showing all existing comments associated with the 
R/C/P.  The Comments Show Table Panel shows the date the comment was created, a 
description (if applicable), alert information (if applicable), and the created/updated information.  

  

To add a comment: 

1. Click on the Add New button. 
2. Accept the default date or change to alternative. 
3. Enter text for comment. 
4. Enter an Alert From and Alert To date range (OPTIONAL) 
5. Select the checkbox for Alert? (OPTIONAL) 
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To save the new comment: 

6. Click Save. 

WebEHRS returns the user to the Comments Show Table Panel. 

  

To return to the R/C/P Show Table Screen: 

7. Click on the Ok button. 

10.14 AUDITS BUTTON 

The Audit button allows the users to view the edit history for an R/C/P.  To use the Audit button: 
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1. Use the checkbox to select the desired R/C/P from the Show Table panel. 
2. Click on the Audit button. 

 

 

WebEHRS displays the Auditing screen.  The R/C/P Title and R/C/P Date is shown for 
reference.  The audit history (change date, action performed and the name of the user that 
performed the action) will be shown in the panel.  

3. Click the plus + icon to expand a row. 

NOTE:  By default only the most recent change is expanded when the screen initially displays. 

In the expanded view, the screen displays the column name, and the before and after values. 

  

The Auditing screen also shows the change history for Supplemental R/C/P data (If applicable). 
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 Click on the Tab for the Supplemental R/C/P, if available. 

WebEHRS displays any changes associated with the Supplemental R/C/P.  (The example 
below is for a Well supplemental.) 
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11 NATIONAL PROJECTS 

National Projects is a special sub-set of the Requests, Complaints, and Projects (R/C/P) module 
of WebEHRS.  It has its own Main Menu button, but is based on the R/C/P format.  There are 
two types of National Projects: 

• National All.  These projects are originated at the IHS Headquarters level and only a few 
headquarters users will have permissions to create a new National All project.  (An 
example is a National Smoke Detector Distribution project.)  IHS DEHS HQ staff will 
create the National All project and allow access the project by all users in the field.  This 
allows headquarters to initiate a project and receive input from across the Areas directly 
into WebEHRS when users add Activities, as needed and requested. 

• National Specific.  These projects are also originated at the IHS DEHS HQ level only.  
(An example is a Solid Waste Data Call for specific users only.)  IHS DEHS HQ will 
create the National Specific project and allow access to the project for specified users 
through permissions control.  This allows headquarters to initiate a project and receive 
input from specified users directly into WebEHRS when the users add Activities, as 
needed and requested. 

Note:  All other WebEHRS users may set up their own special projects at their level using the 
R/C/P module. 

The National Projects module can be accessed from the Main Menu or from the Main Menu Bar 
within other modules. To navigate to National Projects from the Main Menu: 

1. Click on the National Projects button. 

 

The Show Table Screen for National Projects includes two panels: 

• The top panel includes a row of Menu Buttons.  Menu buttons appear in the row 
depending upon the user permissions.  
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• Below the menu panel is the Show Table panel which provides the user with a listing of 
search results and additional tools. 

 

The Menu panel includes buttons to view activities linked to a National Project, add a new 
National Project, and view the audit history of a National Project (depending on user 
permissions).  The Activities button takes the user to the Activities (by Project) show table page 
for the selected Project.  Users with permissions to add/edit National Projects have access to 
the Add New button and Edit icon directly from the National Project Show Table Page.   

Note: The Show Table displays all Project records with an Area value set to "National All" and/or 
"National Specific" based on user permissions.  

 

Each project displays on a separate row in the Show Table Panel with a button to toggle the 
"Open/Closed" status.  Each row also has icons to access the Document Management System 
(DMS)  and to view and edit project information.   

Only the user account declared in the "Assigned EHS" or a user of greater permissions will be 
able to toggle the "Open/Closed" status from the National Project and/or R/C/P Show Table 
Screen. 
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11.1 VIEW/SHOW R/C/P ICONS AND LINKS 

In the Show Table panel, the user can view, edit, or select the R/C/P to perform one of the 
functions in the Menu Icon panel.   

 

11.1.1 VIEW NATIONAL PROJECT INFORMATION 

To view information about a National Project: 

1. Click on the magnifier icon for the desired National Project. 

 

WebEHRS opens a new screen with a summary of information for the selected project including 
any comments.  Note: Although WebEHRS displays National Project, the panel title reflects only 
that you the user is in the R/C/P module. 
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2. Click on the OK button to close the view screen and return to the National Projects Show 
Table.  

 

11.2 ADD NEW NATIONAL PROJECT 

To create a new National Project:   

1. Click on the Add New button. 
Note: Not users will see the Add New button for National Projects.  If a user does not 
have this permission, add a new National Project will not appear in the Menu panel. 

 

WebEHRS opens the Add R/C/P screen.  The screen for Add R/C/P has multiple panels 
including the following: 

• Add R/C/P (Request/Complaint/Project), 
• Location, 
• R/C/P Contact Information, 
• Owner or Occupant Involved, 
• Project Information if R/C/P Type selected is Project, 
• Initial Action, 
• Findings for R/C/P, 
• P/E/S/SS, 
• 10 Essential Elements, 
• Comments. 

To continue with the National Project, complete all required fields: 

1. Select Area (National All or National Specific.) using the dropdown list. 
2. Enter an R/C/P Date. 
3. Select the Assigned EHS using the dropdown list (defaults to the EHS selection for the 

user who is creating the new record). 
4. Select R/C/P Type and Supplemental R/C/P Type using the dropdown list. 
5. Enter an R/C/P Title. 
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To continue with the new National Project, complete other required information: 

6. Enter an R/C/P Contact First Name and Last Name. 
7. Enter a Project Start Date. 
8. Select a Program using the dropdown list. 
9. Select an Element using the dropdown list. 
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After the information is entered the user may choose to save the National Project as “Inprocess” 
or “Finalized”.  All required fields must be completed before the user can Save/Finalized.  Use 
the Save/Inprocess button to enter limited information and return to the National Project at a 
later time to enter all required fields. 

8. Click on the Save/Inprocess button or the Save/Finalized button. 

WebEHRS displays the National Projects Show Table Screen with the newly added National 
Project displayed in the Show Table. 

11.3 ACTIVITIES BUTTON 

The Activities button allows the user to view activities linked to the National Project.  To use the 
Activities button: 

1. Use the checkbox to select the desired National Project from the Show Table panel.  
2. Click on the Activities button. 
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WebEHRS displays a screen from the Activities Module.  The screen displays the Date, Type, 
Address, Description, Closed Date, Person/Premise information, and Address in the R/C/P 
panel. All Activities that are linked to the National Project appear in the Show Table panel. 

 

Adding new Activities and other functions for activities are addressed in the Activities module 
section of this User Guide.  

To return to the National Project: 

3. Click on the National Projects Menu button.  
 
Note: Return to R/C/P in the R/C/P panel direct to user to the R/P/C Show Table Screen NOT 
National Projects.  

11.4 ATTACHMENTS BUTTON 

The Attachments button allows the user to view attachments associated with a selected 
National Project. To use the Attachments button: 

1. Use the checkbox to select the desired National Project from the Show Table panel. 
2. Click the Attachments button. 
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WebEHRS opens a pop-up window and displays the R/C/P Date, type, status, title/description, 
closed date, person/premise, address, conditions, and R/C/P # for the selected National Project.  

 

To upload a new attachment: 

1. Click the Upload button. 
2. Use the Browse button to search for the desired file. 
3. Select a Document Type from the drop-down menu. 
4. Click Save and Upload. 

 
The new attachment displays with the file name, document type, created on/last updated dates, 
updated by, and active/deleted status.  
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To update or modify (replace) the attachment: 

1. Click the Edit record icon.  
 

 

The document type and active/delete status can be modified, but the document itself cannot be 
edited; only replaced with a new document. 

Click Save and/or Upload or Cancel without saving. 
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12 ACTIVITIES 

The Activities module allows the user to search, view, edit, add, and manage activities.  The 
Activities module can be accessed from the Main Menu or from the Main Menu Bar within other 
modules.  To navigate to Activities from the Main Menu.  

 

The Activities Show Table screen includes multiple panels: 

• The top panel is the My Filters and basic search options. 
• The second panel is Additional Search Options, Search to execute a search, or Clear to 

clear the search criteria and search results. 
• A row of Menu Buttons separates the Search Filters sections from the search results.  

Menu Buttons appear in the panel depending upon user permissions. 
• The Show Table panel provides the user with a listing of Activities the user has 

permissions to view that meet the search parameters in the top and middle section of the 
page. 
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12.1 SEARCH ACTIVITIES 

The Activities Module allows the user to search for one or more Activities.  WebEHRS provides 
extensive options for performing searches to include name, location, type, status, etc.  

12.1.1 SEARCH BY AREA 

To search by Area: 

1. Select My Filters or Areas/SU’s using the dropdowns in the search panel. 
2. Click on the Search button.  

 

WebEHRS performs the seach based on the selected area and displays the results in the Show 
Table.  

 

If the activity is linked to an establishment or a request/complaint/project, a link is provided in 
the Show Table.  

 Click on the link. 

WebEHRS displays the establishment or R/C/P in the Establishment or R/C/P Show Table 
modules.  Note: User will leave the Activities module if the user clicks on these links and will 
need to select Activities from the Main Menu bar if you want to return to that module.) 

12.1.2 ADDITIONAL SEARCH OPTIONS 

The user may also perform searches using the Additional Search Options: 
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1. Click the Clear button to reset the Search Filters. 
2. Enter or select the search criteria in the fields under Additional Search Options. 
3. Click on Search. 

 

WebEHRS performs the seach based on the selected criteria and displays the results in the 
Show Table.  

 

12.2 VIEW/SHOW ACTIVITIES 

From the Show Table, the user can view, edit or select the Activity to perform one of the 
functions in the Icon Menu.   

 

12.2.1 VIEW ACTIVITY 

After a search is executed, the user may also view any of the returned records.  To view an 
Activity: 

1. Click on the magnifier icon for the desired Activity. 

 

WebEHRS opens a new screen with a summary of information for the selected activity.  
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To return to the Activity main screen: 

 Click on the OK button. 

12.2.2 EDIT ACTIVITY 

Existing Activities can be edited.  To edit an Activity: 

1. Click on the Edit icon for the desired Activity. 

 

WebEHRS opens the edit screen for the activity.  

2. Make changes or enter additional information by adding/editing text values, using the 
dropdown list boxes and/or the Lookup/Reset links. 
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After edits are complete: 

 Click on the Save/Inprocess button, 
 Or Click on the Save/Finalized button. 

To return without saving changes: 

 Click on the Cancel button. 

12.3 ADD ACTIVITY 

To add an Activity: 

1. Click on the Add New button. 

 

12.3.1 BASE ACTIVITY 

WebEHRS displays the Add Activity screen.  Required fields are indicated with a small, red 
Asterisk (*) and must be filled in/completed before the Activity can be Save/Finalized.  (All 
mandatory information does not have to be completed to save an Activity as Save/Inprocess.)  
To continue entering the new Activity: 

 EHS will default to the user logged into WebEHRS.  Modify using the dropdown (if 
necessary. 

 Enter an Activity Date. 
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 Click the Establishment hyperlink to search for an Establishment to link to this Activity 
(OPTIONAL).  Use the Establishment Large List Selector (LLS) screen to search for and 
select the desired Establishment. 
 

Note:  If an Establishment is linked to the Activity, WebEHRS will prefill the Area, Service Unit, 
Community, and Tribe fields from the Establishment.  The fields will not be editable.  
 
 Click the R/C/P Title hyperlink to search for an R/C/P to link to this Activity (OPTIONAL).  

Use the R/C/P Large List Selector screen to search for and select the desired R/C/P. 
 Select Area, Service Unit, Community and Tribe from the dropdowns (Optional). 
 Select Activity Type from the dropdown. 
 Select Program from the dropdown. 
 Select Element from the dropdown. 
 Select Sub Element and Sub-Sub Element from the dropdowns (OPTIONAL). 
 Select Activity Duration Hours and Minutes from the dropdowns (OPTIONAL). 
 Select 10 Essential Services from the dropdowns (OPTIONAL). 
 Enter Comments (OPTIONAL). 

 

12.3.2 ELEMENT DATA INDICATORS 

When the Element is selected from the dropdown, if the element has data indicators available, 
the Add Activity screen will refresh to show the Element Data Indicators panel.  

 Enter Element Data Indicators by entering text or using the dropdowns (OPTIONAL). 
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Note: If the activity is involved and will take some time to complete, the user should 
Save/InProcess at the bottom of the screen to avoid loss of information. 

Once all information is entered for the Activity: 

 Click on the Save/Inprocess button, 
 Or Click on the Save/Finalized button. 

To return to the Activity main screen without saving the new Activity: 

 Click on the Cancel button. 

 



WebEHRS User Guide CDP, Inc. 

 

174 

 

12.3.3 TRAINING INFORMATION 

If the Activity Type dropdown is set to Training Received or Training Provided, the Add Activity 
screen will display a Training Information panel.  Required fields are indicated with a small 
Asterisk (*) and must be completed before the Activity can be Save/Finalized.  To continue 
entering the new Activity with Training Information: 

1. Enter the Instructor Name (First and Last). 
2. Enter the Title of Training. 
3. Select a Certification Type using the dropdown. 
4. Select Yes or No using the Expiration Date Y/N? dropdown (Optional). 

 
Note:  The Expiration Date field is conditionally required if the Expiration Date Y/N 
dropdown is set to Yes. 
 

5. Complete all remaining fields as necessary (OPTIONAL). 

 

Note: Certificate Printing is not available for Training Received. 

12.3.4 ATTENDEES 

If the Activity Type dropdown is set to Training Provided, the Add Activity screen will display the 
Attendees panel and options to print certificates.  To continue entering the new Activity with 
Attendees: 

1. Enter text for First Name and Last Name, 
2. Select a Tribe for each Attendee using the dropdown (OPTIONAL), 

 
Note:  There are more Tribe values than what can be displayed in the dropdown for 
selection.  If the desired Tribe does not appear in the dropdown, click on the icon to the 
right-hand side of the Tribe dropdown.  This will open a pop-up window to search and 
select from all Tribes. 
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3. Select Pass or Fail using the Pass/Fail dropdown. 

Note:  WebEHRS defaults all Attendees to Pass. 

Note:  The Attendees panel shows 10 blank rows by default. To add more rows for 
Attendees: 

4. Click on the Add Single Row button to add one blank row at a time. 
5. Click on the Add 10 Rows button to add ten blank rows at a time. 

 

After all Attendees are entered, the user is ready to print certificates.  To continue with 
certificate printing: 

 Select the attendees, who should receive a certificate, using the check boxes in the 
Print? column. 
Note:  Select all attendees at once by using the checkbox in the Print? column header 
row. 
 

 Click on the radio button for Letter Size or Business Card to select the type of Certificate.  
 Click on the Save/Inprocess/Print button. 
 Or click on the Save/Finalized/Print button. 
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WebEHRS saves the Activity and returns the user to the Activity Show Table with the activity 
listed in the table.  WebEHRS also opens a new window in the Crystal Report Viewer showing 
the Certificates image. 

 Click on the printer icon in the upper left-hand corner of the Crystal Report Viewer 
screen. 
Note: If there are multiple certificates, user the arrows on the top of the report window to 
view the desired certificate.  

 

12.4 COPY ACTIVITY 

WebEHRS allows a user to create a new Activity using the Copy feature.  This saves valuable 
time in creating a new Activity when it is similar to an existing Activity. To copy an Activity: 

1. Use the Search Filters to locate the activity to copy. 
2. Select the activity using the check box in the Show Table panel.  
3. Click on the Copy button.   
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WebEHRS opens the Add Activity screen; all data elements on the original Activity are copied 
into the fields on the Add screen.  To continue with the newly copied Activity: 

4. Modify any fields that are different. 
5. Click on the Save/Inprocess button 
6. Or Click on the Save/Finalized button, 

To return to the Activity main screen without saving the newly copied Activity: 

7. Click on the Cancel button. 

 

12.5 AUDIT ACTIVITY 

The Audit button allows the user to view the edit history for an Activity. To use the Audit button: 

1. Select the activity using the check box in the Show Table panel. 
2. Click on the Audit button. 

 

WebEHRS displays the Auditing screen.  The Activity Date and Activity Type will be shown for 
reference.  The audit history (change date, action performed and the name of the user that 
performed the action) will be shown in the panel.  

3. Click the plus + icon to expand a row. 
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NOTE:  By default only the most recent change is expanded when the screen initially loads. 

In the expanded view, the screen displays the column name, and the before and after values. 

 

 

12.6 ATTACHMENTS BUTTON 

The Attachments button allows the user to view attachments associated with a selected Activity. 
To use the Attachments button: 

1. Use the checkbox to select the desired Activity from the Show Table panel. 
2. Click the Attachments button. 

 

WebEHRS opens a pop-up window and displays activity date, program, establishment, R/C/P 
title, activity type, and establishment type for the selected activity.  
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To upload a new attachment: 

1. Click the Upload button. 
2. Use the Browse button to search for the desired file. 
3. Select a Document Type from the drop-down menu. 
4. Click Save and Upload. 

 
The new attachment displays with the file name, document type, created on/last updated dates, 
updated by, and active/deleted status.  

 

To update or modify (replace) the attachment: 
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1. Click the Edit record icon.  
 

 

The document type and active/delete status can be modified, but the document itself cannot be 
edited; only replaced with a new document. 

Click Save and/or Upload or Cancel without saving. 
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13 LETTERS 

The Letters module allows the user to search, edit, and print letters associated with 
establishments.  The Letters module is designed to generate common letters from a Letter 
Template.  The Letters Module can be accessed from the Main Menu or from the Main Menu 
Bar within other modules.  To navigate to Letters from the Main Menu: 

1. Click on the Reference Library button 

 

The Letters Show Table Screen includes multiple panels: 

• The top panel is the My Filters and basic search options. 
• The second panel is Additional Search Options, Search to execute a search, or Clear to 

clear the search criteria and search results. 
• A row of Menu Buttons separates the Search Filters sections from the search results.  

Menu Buttons appear in the row depending upon user permissions. 
• The Show Table panel provides the user with a listing letters that meet the search 

parameters specified by the user.  
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Note: Only select users have permissions to create templates.  All users with permissions to 
modify an existing template are allowed to create letters using templates. 

13.1 SEARCH 

WebEHRS provides options for performing searches based on name, location, type, status, etc.  

To Search for a Letter: 

1. Click on the Letters tab at the top of the Menu Bar or the Letters button on Main Menu 
screen. 

2. Enter search criteria by using the dropdowns or entering key words in the Description 
text box. 

3. Click on the Search Button 
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WebEHRS performs the search based on the criteria entered and returns the results the Show 
Table panel.  From the Letters Show Table Screen, the user can view, edit, print, or view the 
audit history of any given Letter record.  

 

13.2 VIEW/SHOW LETTERS 

To view a Letter: 

1. Select the magnifier icon for the desired letter. 

 

WebEHRS opens a new screen with a summary of information for the selected letter including 
any comments.  

 

Note: If the user wants to review the text, place the cursor over the text section and a new 
window will open. The user may scroll down the window or expand the window to review all of 
the text for selected letter master. 

2. Click OK to close the window and return to the Letters Show Table Screen. 
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13.3 ADD LETTERS 

A new letter cannot be created from the Letters Module.  To generate a new letter, the user 
must first go to the Establishments or Temporary Establishments Modules. 

1. Click the Establishments or Temporary Establishment tab in the menu bar, 
Or  

2. Click the Establishments or Temporary Establishment button on the Main Menu Screen. 
3. Search for the desired Establishment or Temporary Establishment (to receive the letter) 
4. Select the desired Establishment or Temporary Establishment using the check box in the 

Show Table Panel. 
5. Click on the Letters button.  

 

WebEHRS displays a screen from the Letters Module. The screen displays the Establishment 
Name, Address, and Establishment Type in the Establishment panel.  Historical Letters (if any) 
are displayed in the Letter Master panel. 

 

To add a new letter: 

1. Click on the Add New button. 

WebEHRS displays the Add Letter screen.  Required fields are indicated with a small asterisk 
(*).  Establishment information displays in the Establishment Panel, including Establishment 
Name, Address, and Establishment Type.  In the Add Letter panel: 

1. Select a Letter Type from the dropdown. 

WebEHRS prefills the Letter Body text box with the Letter Template. 
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2. Select a Mail To from the dropdown. 
3. Enter the name of the person(s) to which the letter is being addressed in Salutation 

(Optional). 
4. Edit or enter additional text in Letter Body (Optional). 
5. Enter Comments (Optional). 

Note: Comments entered in the add letter panel will not appear in the letter. These 
comments are for documentation and search purposes only. 
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Note:  A text editor is provided for the Letter Body text box.  The user may modify the body of 
the letter text using any of the formatting buttons available, such as Font, Font Size, Text Color, 
etc.  

After all required fields are satisfied, the user may Save the Letter.  To finish the Letter: 

 Click on the Save button. 

WebEHRS saves the letter and returns the user to the screen that displays the Establishment or 
Temporary Establishment and its Letter Master history.  The newly created letter appears in the 
Letter Master Panel.  

 

13.4 EDIT LETTERS 

Once a Letter has been created for an Establishment, it will be stored in the database for future 
reference.  Existing Letters can be edited, if necessary. 

 Click on the Edit icon for the desired Letter. 

 

WebEHRS opens the Edit Letter screen. To edit the letter: 

1. Make all necessary changes by adding/editing text values or using the dropdown list 
boxes. 
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After edits are completed, the user may Save or Cancel.  Cancel will return the user to the 
previous screen without modifications.  To Save changes: 

 Click on the Save button. 

13.5 PRINT LETTERS 

After the Letter is created for an Establishment, it is ready for printing.  WebEHRS provides two 
options for printing: Print 0n Letter Head or Print on Blank Paper. 

Choose the Print on Letter Head button if the letter will be printed on pre-printed letter head 
stock paper. 

Choose the Print on Blank Paper button if the letter will be printed with the appropriate letter 
head on blank paper. 
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To print: 

1. Select the Letter by clicking the checkbox in the Show Table Panel. 
2. Click on the Print on Letter Head button, 

Or  
3. Click on the Print on Blank Paper button. 

 

WebEHRS opens a new screen for a Print Preview.   

 Click on the Printer button. 

 

13.6 AUDIT LETTERS 

The Audit button allows the users to view the edit history for a Letter. To use the Audit button: 

1. Select the desired Letter using the check box in the Show Table panel. 
2. Click on the Audit button. 
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WebEHRS opens the Audit screen in a new window.  The Letters Audit screen shows the 
Establishment Name and Letter type for reference.  The Audit history includes change date, 
action performed, and the name of the user that performed the action.  The user may expand or 
collapse the sub-panels using the plus and minus icons next to the date of the change.  By 
default the most recent change is expanded.  In the expanded view, the screen displays the 
column name, and before and after values stored in the system. 

 

Note: Some Audit screens, including the screen for letters may have more than one tab.  

Note The Audit screen is a separate window and will need to be close after the User completes 
desired activities.  

Users may also export the audit information in a variety of format including PDF, MS Word, or 
Excel using the icons on the Menu bar.  

 

 

WebEHRS will create a new file and give the user the option to save or open.  The following 
examples include a Microsoft Word Table and Excel Spreadsheet.  
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Exported Microsoft Word Table 

Change Date Action User 

11/29/2011 UPDATE 741 

Export Microsoft Excel Spreadsheet 
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14 REFERENCE LIBRARY 

The Reference Library module allows users to search reference document type and 
descriptions, view documents, add new documents, and view the audit history of a document.  
The Reference Library Module can be accessed from the Main Menu or from the Main Menu 
Bar within other modules.  To navigate to Reference Library from the Main Menu: 

1. Click on the Reference Library button. 

 

The Show Table Screen for Reference Library includes three panels: 

• The top panel is the search panel and can be used to search document type, 
descriptions, active/deleted and status. 

• A row of Menu Buttons separates the Search panel from the results set.  Menu buttons 
appear in the row depending upon the user permissions.  

• The Show Table provides the user with a listing of search results.  

 

14.1 SEARCH REFERENCE LIBRARY 

WebEHRS allows users to search the Reference Library for documents using a variety of data 
elements.  To search the Reference Library: 

1. Enter search criteria by using the dropdowns or entering key words in the Description 
text box. 
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2. Click on the Search button.  

 

WebEHRS displays the results in the Show Table panel based on the search criteria.  

 

To clear the search results: 

 Click on the Clear button. 

14.2 ADD DOCUMENT TO REFERENCE LIBRARY 

To add a new document to the Reference Library: 

1. Click on the Add New button in the Menu bar. 

 

WebEHRS displays a screen for the user to enter information about the document.  To continue 
adding a document to the Reference Library: 

2. Select Area from the dropdown. 
3. Select Service Unit from the dropdown (OPTIONAL). 
4. Select Tribe from the dropdown (OPTIONAL). 
5. Select Document Type from the dropdown. 
6. Select Document Status from the dropdown. 
7. Enter a Description in the text box. 
8. Click on the Save button. 
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WebEHRS saves the new Reference Library record into the database and returns the user to 
the Reference Library main screen.  The newly created Reference Library record is displayed in 
the Show Table panel.  

 

14.3 EDIT REFERENCE LIBRARY 

Reference Library records can be edited.  To edit an existing Reference Library record: 

1. Perform a search to locate the existing Reference Library record. 
2. Click on the edit icon.  

 

WebEHRS opens the Edit Reference Library screen.  The user may edit information using 
dropdown lists and text boxes.  

To Save any changes, click on the Save button.  

WebEHRS saves the changes and returns the user to the Reference Library Show Table 
screen. 
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To return to the Show Table screen without saving edits: 

3. Click on the Cancel button. 

14.4 AUDIT REFERENCE LIBRARY 

To view a detailed Audit History of a Reference Library record: 

1. Use the checkbox to select the desired Reference Library record from the Show Table 
panel.  

2. Click on the Audit button. 

 

WebEHRS opens the Audit screen in a new window.  The Reference Library Audit screen 
shows the Document Type and Description for reference.  The Audit history includes change 
date, action performed and the name of the user that performed the action.  The user may 
expand or collapse the sub-panels using the plus and minus icons next to the date of the 
change.  By default the most recent change is expanded. In the expanded view, the screen 
displays the column name, and before and after values stored in the system. 
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14.5 ATTACHMENTS BUTTON 

The Attachments button allows the user to view attachments associated with a selected 
Reference Library. To use the Attachments button: 

1. Use the checkbox to select the desired Reference Library from the Show Table 
panel. 

2. Click the Attachments button. 

 

WebEHRS opens a pop-up window and displays the description and document type for the 
selected Reference Library. 

 

To upload a new attachment: 

1. Click the Upload button. 
2. Use the Browse button to search for the desired file. 
3. Select a Document Type from the drop-down menu. 
4. Click Save and Upload. 
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The new attachment displays with the file name, document type, created on/last updated dates, 
updated by, and active/deleted status.  
 

 
 
To update or modify (replace) the attachment: 

1. Click the Edit record icon.  
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The document type and active/delete status can be modified, but the document itself cannot be 
edited; only replaced with a new document. 

Click Save and/or Upload or Cancel without saving. 
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15 REPORTS 

The Reports module allows users to generate, view and print reports.  The Reports module can 
be accessed from the Main Menu or from the Main Menu Bar.  To navigate to Reports from the 
Main Menu: 

1. Click on the Reports button. 

 

The main screen for Reports includes three panels: 

• The top panel is the search panel and can be used to search report names and 
descriptions. 

• A row of Menu Buttons separates the Search panel from the search results.  
• The Show Table provides the user with a listing of search results. By default the Show 

Table lists all reports.  
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15.1 SEARCH REPORTS 

WebEHRS allows users to search report names and descriptions. 

To Search Reports: 

1. Enter key words in Search Name and Description. 
2. Click on the Search button.  

 

WebEHRS display the results in the Show Table panel based the search criteria.  

 

To clear search results: 

 Click on the Clear button. 
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WebEHRS displays the default Reports list in the Show Table panel. 

15.2 ESTABLISHMENT LIST REPORT 

To generate the Establishment List report: 

1. Click on the “Establishment List” link in the Report Name column of the Show Table 
Panel.  

 

WebEHRS allows the user to specify report parameters.  The Reports screen displays the 
Report Name and Report Description in the top panel.  Report Parameters enable the user to 
generate the report using various data filters.  Required parameters are indicated with a small 
red Asterisk (*).  Many reports enable the user to set My Filters parameters.  To continue with 
the Establishment List report: 

2. Select Filter(s) using dropdown lists (OPTIONAL). 
3. Select Sort By using dropdown lists. 
4. Select Show Overdue indicators (Yes or No) using dropdown list.  
5. Click on the View Report using these parameters button.  
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WebEHRS generates the report in a new Crystal Reports window.  The user may view, export, 
and print the report.  The user may also scroll pages, zoom in and out, and search the reports 
using the icons on the top panel of the screen. 

 

15.3 VIOLATION SUMMARY REPORT 

To generate the Violation Summary report: 

1. Click on the “Violation Summary Report” link in the Report Name column of the Show 
Table Panel.  



WebEHRS User Guide CDP, Inc. 

 

202 

 

 

Some WebEHRS reports are interactive and allow the user to “drill down” from high-level 
summary views into detailed, specific views.  The Violation Summary Report is a good example 
of the “drill down” feature.  To generate the Violation Summary Report: 

WebEHRS allows the user to specify the report parameters.  The Report Parameters screen 
displays the Report Name and Report Description in the top panel.  

 

The lower portion of the screen displays the Report Parameters. Report Parameters enable the 
user to generate the report through various data filters.  

Required parameters are indicated with a small red asterisk (*).  Many reports enable the user 
to set My Filters parameters.  To continue with the Violation Summary Report: 

2. Select a Survey Type using the dropdown list. 
3. Select Last Survey Completed (Yes or No) using the dropdown lists. 
4. Or enter “From Date” / “To Date” range. 
5. Click on the View Report using these parameters button. 

NOTE: If Show Repeat Violations, Show Corrected On Site Violations, or Show Critical 
Violations is left as “Please Select,” WebEHRS will default those filters to “Yes.” 
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WebEHRS generates the report in a new Crystal Reports window.  The user may view, export, 
and print the report.  The user may also scroll pages, zoom in and out and search the reports 
using the icons on the top panel of the screen. 

 

Some WebEHRS reports are interactive and allow the user to “drill down” from high-level 
summary views into detailed, specific views.  The Violation Summary Report is equipped with 
the “drill down” feature.  The Violations Summary Report allows the user to click on the 
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Category name to view the specific violation counts in a new tab of the Crystal Report viewer.  
To view additional tabs: 

 Click on the Approved Source link in the report. 

 

WebEHRS opens a new tab within the Crystal Report viewer.  The user may return to the Main 
Report tab and click on additional Category links to open multiple sub-tabs at once.  (The 
screen shot below shows four open tabs from the drill-down.) 
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APPENDIX A - ACRONYMS, ABBREVIATIONS, AND DEFINITIONS 

A.1 ACRONYMS AND ABBREVIATIONS 

Acronym/Abbreviations Definition 

CDP Custom Data Processing 

CDPehs Custom Data Processing enterprise health systems 

COTS Commercial Off-the-shelf 

DEHS Division of Environmental Health Services 

DMS Document Management System 

DHHS Department of Health and Human Services 

FDA Food and Drug Administration 

EH/IEH/IP Environmental Health/Institutional Environmental Health/Injury 
Prevention 

Estabs. Establishments 

IE Internet Explorer 

IHS Indian Health Service 

Nat’l Projs. National Projects 

NIST National Institutes of Standards and Technology 

MS Microsoft 

O&M Operation and Maintenance 

OEHE Office of Environmental Health and Engineering 

Ref. Lib. Reference Library 

R/C/P Request/Complaint/Project 

RRM Resource Requirements Methodology 

SME Subject Matter Expert 

SU Service Unit 

Temp. Estabs.  Temporary Establishments 

WebEHRS Web Environmental Health Reporting System 

24/7 24 hours a day/7 days a week 
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A.2 DEFINITIONS 

• Panel – Used to refer to the different sections found on one screen (e.g., My Filters panel, 
Search panel, Show Table panel. 

• Screen – Same as a web page (e.g., Establishment Show Table, Add Establishment 
Screen, Reports Screen). 
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APPENDIX B - USER LEVEL AND ROLES

  What the User Can Access By Module 

User Level/Role 
Main 
Menu 

Top Menu 
Bar My Account Page "My Filters" Establishments 

System Administrator All Options All Options Full Access Full Access Full Access 

System Backup 
Administrator 

All Options All Options Full Access Full Access Full Access 

HQ EH Program Director All Options All Options Only "User Functions" column 
and "Edit User Accounts" Full Access Full Access 

HQ EH Program Deputy All Options All Options Only "User Functions" column 
and "Edit User Accounts" Full Access Full Access 

HQ Staff All Options All Options Only "User Functions" column Full Access Full Access 

Area EH Program Director All Options All Options Only "User Functions" column 
and "Edit User Accounts" Full Access Full Access 

Area EH Program Deputy All Options All Options Only "User Functions" column 
and "Edit User Accounts" Full Access Full Access 

Area EH Staff All Options All Options Only "User Functions" column Full Access Full Access 

District EH Program Manager All Options All Options Only "User Functions" column Full Access Full Access 

District EH Program Deputy All Options All Options Only "User Functions" column Full Access Full Access 

District EH Staff All Options All Options Only "User Functions" column Full Access Full Access 

Field EH Program Manager All Options All Options Only "User Functions" column Full Access Full Access 

Field EH Staff All Options All Options Only "User Functions" column Full Access Full Access 

COSTEP All Options All Options Only "User Functions" column Full Access Full Access 

Read Only All Options All Options Only "User Functions" column Full Access Read Only 
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  What the User Can Access By Module 
User Level/Role R/C/P Nat'l Proj's - All Nat'l Proj's -  Specific 
System Administrator Full Access - Can Delete Projects 

created by lower level users Full Access Full Access 

System Backup 
Administrator 

Full Access - Can Delete Projects 
created by lower level users Full Access Full Access 

HQ EH Program Director Full Access - Can Delete Projects 
created by lower level users Full Access Full Access 

HQ EH Program Deputy Full Access - Can Delete Projects 
created by lower level users Full Access Full Access 

HQ Staff Full Access - Can Delete Projects 
created by lower level users Full Access Full Access 

Area EH Program Director Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

Area EH Program Deputy Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

Area EH Staff Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

District EH Program 
Manager 

Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

District EH Program Deputy Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

District EH Staff Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

Field EH Program Manager Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

Field EH Staff Full Access - Can Delete Projects 
created by lower level users 

Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

COSTEP Full Access Can Add Activities, Documents, and 
Surveys to "National All" projects 

Can Add Activities, Documents, and 
Surveys to projects based on permissions 

Read Only Read Only Read Only Read Only 
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  What the User Can Access By Module 

User Level/Role Activities Surveys Reports 
Reference 

Library Letters Feedback Numbers 

System Administrator Full Access Full Access Full Access Full Access Full Access Full Access 1 

System Backup 
Administrator 

Full Access Full Access Full Access Full Access Full Access Full Access 1 

HQ EH Program Director Full Access Full Access Full Access Full Access Full Access Enter report only 2 

HQ EH Program Deputy Full Access Full Access Full Access Full Access Full Access Enter report only 2 

HQ Staff Full Access Full Access Full Access Full Access Full Access Enter report only 3 

Area EH Program Director Full Access Full Access Full Access Full Access Full Access Enter report only 4 

Area EH Program Deputy Full Access Full Access Full Access Full Access Full Access Enter report only 4 

Area EH Staff Full Access Full Access Full Access Full Access Full Access Enter report only 5 

District EH Program Manager Full Access Full Access Full Access Full Access Full Access Enter report only 6 

District EH Program Deputy Full Access Full Access Full Access Full Access Full Access Enter report only 6 

District EH Staff Full Access Full Access Full Access Full Access Full Access Enter report only 7 

Field EH Program Manager Full Access Full Access Full Access Full Access Full Access Enter report only 8 

Field EH Staff Full Access Full Access Full Access Full Access Full Access Enter report only 9 

COSTEP Full Access Full Access Full Access Full Access Full Access Enter report only 10 

Read Only Read Only Read Only Full Access Read Only Read Only Enter report only 11 
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APPENDIX C - USING FILTERS 

Understanding how to use filters in WebEHRS will enable you to organize your data in a way 
that may make more sense to you and those you serve. The tutorial below walks you through 
the concepts of what filters are and how to use them. 

In our graphic 
example, we are 
working with a district 
that has three service 
units: 22, 24, and 26. 

When we log into 
WebEHRS or run 
reports, all of the 
facilities for these 
service units appear. 

 

Maybe we just want to 
look at one of our 
service units #24  

 

 

 

Or, within that service 
unit, just the tree tribes 
that we serve. 

 

 

 

For more detail, 
maybe we just want to 
look at the data and 
reports for one tribe. 
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Or for more clarity on a 
specific set of services 
that we provide… 

 

 

 

 

  Just certain type of 
facilities… 

 

 

 

...or maybe even just 
one type of facility.  

 

 

 

 

 

Filters allow the user to do use all these filters with the WebEHRS data.  Users may have as 
many filters as desire. There is no limit.  

Getting what the user want out of filters requires an understanding of what facility data is filtered 
and the relationships used to manage the data in WebEHRS.

 

The chart to the right shows the data 
relationship  
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Notice that Tribes, Reservations, District or the Custom Fields A1 ad A2 are not in the chant 
about. 

This is because they are independent.  There is no defined relationship with the HIS 
dataset to link there items. 

C.1 COMMON MISTAKES WITH FILTERS

The most common mistake people make when building filters is doing too much. 

The available fields for a filter are: 

• Area/Service Unit 
• Tribe 
• Facility Name 
• Facility Type 
• Reservation Code 
• Area Specific 1 
• Area Specific 2 

If the user needs a list of facilities that only includes 3 types of facilities, 
Then only select those three facility types…there is no need to select 
anything in any of the other fields to filter. 

If the user wants to see the RRM for a particular Service Unit…again, select only that Service 
units.  Trying to select all of the tribes that may be in that service unit may cause the user to 
miss the Federal Facilities in that service unit. Plus…it is more work than necessary. 

If data has been correctly entered, what the user EXPECTS to see is what the user SHOULD 
SEE.  

IMPORTANT 
Users will only be able to filter facilities based on accounts 

permissions…meaning that a user can’t filter with something that they don’t 
have. 
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