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DOCUMENT INFORMATION
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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?
e Acquire a new user account o _
e Change an existing user account Area DEHS Division Director

CDP Customer Support
e First-time log--in help
e System errors 1-866-237-4814

e “How-Tos customersupport@cdpehs.com

e Missing features/wrong business WebEHRS apFeedback Report
rules

e EH/IEH/IP Policy Questions Area EH/IEH/IP Contact
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1.4 COMMON BUTTONS AND ICONS

CDP, Inc.

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/lcon Graphic

Description

Search button

Search

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

Clear button

Clear

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

Add New Record button

Add New

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

All

Left Click to view a list
of all appropriate
values that can be
selected for that field.

Save a Left Click on the icon
to save edits.
Print .ﬁ Printer Icon
Expand — Left Click to expand
Window.
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Common Buttons and Icons
Title Button/lcon Graphic Description
Collapse — Left Click to collapse
Window.
Documents Documents exist in
DMS for the record in
the row. Left Click to
view fo 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

Lookup new window to search
for a specific record.
More Selections icon ™ Left Click one time to
__I. open an additional
search window with
more Search Criteria
and options.
Reports/Complaints/Projects RICIP | Left Click to access
icon Reports, Complaints,
and Projects (R/C/P).
Activities icon Activities ] 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.

CSVicon Left Click one time to

export the results into
a CSV file (sometimes
referred to as
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CDP, Inc.
Common Buttons and Icons
Title Button/lcon 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

First Page Mext Page Mumber of items per page

‘ a4 4 F of5768| | 57675 ltems | [10 / Page |

|[ Previous Page Last Page
Calendar Buttons
Calendar icon l""_,?l Left Click one time to
open the Calendar
display.

Calendar Display Left Click one time on

¢ June, 1988 g a date to select it.
Su Mo Tu We Th Fr Sa
29 30 31 7 03 4
5 6 7 8 8 10 1 Left Click on the
2 13 14 15 16 17 18 arrows to navigate
19 20 21 22 23 24 25 .
w7 3 @ P 1 o backward/forward in
34 5 6 7 8 9 Months/Years.

Today: April 8, 2010




WebEHRS User Guide CDP, Inc.

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.

© Click here to download pictures, To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

From: WEBEHRS Admin KYTEST1 <WebEHRS. Admin@cdpehs. com> Sent: Tue11/1/2011 1:40 P!
To: Annie Metcalf

Cc

Subject: IMPORTANT: New WebEHRS Account Information

IMPORTANT: PLEASE DO NOT REPLY DIRECTLY TQ THIS MESSAGE. This email was sent from a notification-only address that CANNOT accept incoming email.

Viollet,
Your NEW account information for WebEHRS is as follows:
Website: https:/test cdpehs.com/ihsenvsec

Usemame: VGray
Password: Vg227018

To access WebEHRS for the first time:

1 Go to the address hiips Jtest cdpehs comlihsenvsec (make sure you type in hitps /)

2. At the login screen enter your Usemame and Password

3. If this is your first login. you will be prompted to change your password - Read The Password Rules CAREFULLY
4. After you have fully changed your p d. you will be prompted to login again using your new password.

Accessing the WebEHRS User Manual [Needs CDP instructions here.
1. After you log into WebEHRS, click on HELP (undemeath Reports on the WebEHRS toolbar)
2 _Nintha WahFHRS Haln Tanics mani waiwill saa bun antinns far nrintina ar viawina tha \AWahFHRS manial

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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f Environmental Health Reporting System - WebEHRS

* Indicates required field

*Username |VGray
Note: This system is designed to run on an
* Password [ssesssss| Internet Explorer web browser. Using another

web browser may impact performance.

'Tﬂi{' Forgot Password

*****WARN]NG***WARN]N’G***WARN]N’G*****

This is an IHS computer system. IHS computer systems are provided for the processing of Official U.S. Government
information only. All data contained on THS computer systems is owned by the THS and may be monitored, intercepted,
recorded, read, copied, or captured in any manner and disclosed in any manner, by authorized personnel. Unauthorized use of
this information system is prohibited and is subject to criminal and civil penalties. THERE IS NO RIGHT OF PRIVACY IN
THIS SYSTEM. System personnel may give to law enforcement officials any potential evidence of crime found on IHS
computer systems. USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES
CONSENT TO THIS MONITORING, INTERCEPTION, RECORDING, READING, COPYING. OR CAPTURING. AND
DISCLOSURE.

%%+ WARNING***WARNING***WARNING*****

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:
o Uppercase letters (A through Z)
o 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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n 3
¥ Environmental Health Reporting System - WebEHRS

A T— - -
User: Viollet Gray

Change Password | cancel |

Either you are a new user, or your password has expired/been reset or an administrator has requested that you change your password in order to continue.

Use the form below to change your password (you will be logged out.)

Pazzwords 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:

Upp letters (A gh Z)
Lowercase letters (a through z)
Numbers (0 through 9)

Special characters (! #8% -_=+<>)

* Indicates required field

* Current Password |“““..

* New Password |-.......

* Confirm New Password |u“u“

[ Crangegrpovora

_‘ Save new password entered on page and return to '
wianrupe| View My Account page lg Drnraccinmg Ine Al rinhte rasanmsd fiheanusar varcinn 4 035 0 ANIRHAL icd2 0 D dh-latastd)

A new message window will appear to confirm that the password has been changed.
5. Click on the OK button.

Message from webpage ﬁ

— e S—

. You have successfully changed your password.
-_l_}. You will be logged out and asked to log back in
with your new password, Click OK to continue,

o

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.

f  Environmental Health Reporting System - WebEHRS

r—

* Indicates required field

* Username |\VGray
Hote: This system is designed to run on an

*Password ssssssss Internet Explorer web browser. Using another
web browser may impact performance.

]F@ Forgot Password

Click here to login to Environmental Health Reporting
FREFEPY System T

This is an IHS computer system. IHS computer systems are provided for the processing of Official U.S. Government
information only. All data contained on IHS computer systems is owned by the THS and may be monitored, intercepted,
recorded, read, copied, or captured in any manner and disclosed in any manner, by authorized personnel. Unauthorized use of
this information system is prohibited and is subject to criminal and civil penalties. THERE IS NO RIGHT OF PRIVACY IN
THIS SYSTEM. System personnel may give to law enforcement officials any potential evidence of crime found on THS
computer systems. USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES
CONSENT TO THIS MONITORING, INTERCEPTION, RECORDING, READING, COPYING, OR CAPTURING, AND
DISCLOSURE.

*#E 5 WARNING* **WARNING** *WARNING*****

3.1 FORGOT PASSWORD

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

- s

Hate: Thia syatem is designed o man on an
* Password | Inferned Leplorer web browser, Using snother
: web browser may impact performance.

Click here # you forgot your paseword b receive new |
| passaced vis email
ik LT A R TR L =

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

Forgot Password

* Indicates required field

* Username |

* Email Address |

send |  Cancel

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.

Message from webpage M

I
I—E Paszword sent!

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




WebEHRS User Guide CDP, Inc.

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

Forgot Password

* Indicates required field

* Username |jgrabky6[]

* Email Address |jgrady@cdpehs.com

Send Cancel

Invalid Username or Email Address. Please try again or contact CDP Customer Support for assistance.

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.

IMPORTANT: PLEASE DO NOT REPLY DIRECTLY TO THIS MESSAGE. This email
was sent from a notification-only address that CANNOT accept incoming email.

|
Charlie,

This message was sent to you in response to a request for a WebEHRS password
reset.

Your Usemame is: CBrown.
Your TEMPORARY Password is: Cb294000

(NOTE: If you did not request a password reset, please notify the WebEHRS Help Desk
immediately )

You will be required to change your Temporary password when you log into the system.

Y en: L | ]
2 Once you are Iogged |n Clle on the Tables Ilnkonthe WebEHRS menu bar.
3. Clickonthe Change My Passwaord link underthe "User Functions" header.
4 Follow the instructions. Don't forget your new password!

Please contact the WebEHRS Help Desk at the email address below if you have any
issues loggingin.

Thank you,

WebEHRS System Administrator

10
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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 naotifies the
user with a new login screen with a message indicating:

Invalid Username/Password combination.

(Melel])

Invalid Username/Password combination
* Indicates required field

* Username [igrady Note: This system is designed to run on an
Internet Explorer web browser. Using another
* Password [ web browser may impact performance.

Login | Forgot Password

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.

LOGIN

* Indicates required field

* Username

You are already logged on to WebEHRS on another computer.
Opening WebEHRS on this computer might cause you to lose unsaved information on the other computer.

Do you want to continue logging in? Note: This system is designed to run on an
Internet Explorer web browser, Using another
YES NO web browser may impact performance.

(HOTE: This is most likely because you did not logout last time.

Please use the logout button instead of just closing the browser.

When you use the logout button it helps WebEHRS close out your account properly.
If you have not logged onto WebEHRS recently, please notify your local Help Desk.)

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.

11
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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.”

Subject: WebEHRS Warning— Notice of Failed Logins
From: WebEHRS System Administrator
Sent Tuesday, April 19, 2011 9:49 AM

To:  Buck, Nancy (IHS/HQ)

IMPORTANT: PLEASE DO NOT REPLY DIRECTLY TO THIS MESSAGE. This email was sent
from a notification-only address that CANNOT accept incoming email.

|
MNancy,

This message was sent to you because you have had six (8) consecutive failed login attempts.

IMPORTANT: If you are not attempting to loginto WebEHRS and believe that there may be a
security issue, please contact your Area/Tribal Information System Security Officer and the CDP
Help Desk immediately.

This notification is a component of the security reguirements of the Department of Health and
Human Services as outlined in the Information Security Program Handbook, Section 5.2.1.

Thank you,

WebEHRS System Administrator

customersupport@cdpehs.com

1-800-888-6035

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."

| I
p—

You have successfully changed your password,
& I_'h You will be logged out and asked to log back in

with your new password. Click OK to continue,

13
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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.

Environmental Health Reporting System - WebEHRS

S - 2
User: Peppermint Pattie

Welcome to the WebEHRS Main Menu Page

Click here to post news item

|| 1k orz| | r_utems|3 tPage | Go |

Date " |Update User
T

3

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.

|| 4D of2| | r_utems|3 /Page | Go |

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:

14
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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?

o If Yes, please provide details?

¢ What would you change? (Please be specific)

e What would you like to see added that is currently not included and why?
¢ What would you like to see removed and why?

e 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.

15
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Add Feedback

Please review these options before entering Feedback:

For Contact
: ';;r:};;;]mérlr?p; S CDP Customer Support - 1-866-237-4814 or email
_"How-To's" customersupport@cdpehs.com

- Acquire a new user account
- Change an existing user account

- EH/IEHNP Policy Questions Your Area EH/IEH/IP Contact

Your Area DEHS Division Director

If the options above do not address your issue and you are making a recommendation for improvements
to WebEHRS (e.g., request desired features, give ideas to make WebEHRS better), please use the
Feedback Report to document your ideas.

Suggestions for improving WebEHRS
* The data entries and selections marked with a red asterisk are mandatory and must be completed.

In and effort to keep WebEHR S up-to-date with your needs and requirements, we would like you to fill out this form if
there are any changes you would like to see incorporated.

This feedback report should be used only to recommend changes to the WebEHRS application and/or process, not to
provide recommendations concerning a specific record you have submitted.

Please note that each question is limited to a 4,000 character response.

* Did you have any problems using WebEHRS? |Please Select| v
If yes, pleaze provide details.

Spell Check
{Maximum characters: 4000
You have characters lefi.
What would you change? (please be specific)
| would like for the colors to be different
Spell Check

{Maximum characters: 4000)

You have

The feedback screen is continued on the next page....

characters lefi.

16
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What would you like to see added that is not currently included and why?

Spell Check

{Maximum characters: 4000}
You have | 4000 characters left.

What would you like to 2ee removed and why?

Spell Check

{Maximum characters: 4000

You have | 4000 characters lefi.

What other information would you like to share with us?

Spell Check

{Maximum characters: 4000}

You have | 4000 characters lefi.

Would you like to attach a file (document, picture, etc.) to your feedback?
Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file,

| Browse...

Thank you for your comments!

Thank you for taking the time to fill out the suggestion/feedback form and providing us with your suggested improvements. Your comments will be reviewed by the WebEHRS
Support Team and may be included in future updates to WebEHRS.

Save and return Save and submit Cancel
to Main Menu another feedback report

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:

17
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2. Click on the Logout button.

stablishments

emporary Establishments

equests/Complaints/Projects (R/C/P)
ational Projects

WebEHRS logs the user out and displays the Login screen.

LOGIN

* Indicates required field

* Username | Note: This system is designed to run on an
Internet Explorer web browser. Using another
* Password | web browser may impact performance.

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.

18
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Welcome to the WebEHRS Main Menu Page

Click hore o post niws item
| ol 2 T Page | Go |

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.

Environmental Health Reporting System - WebEHRS

User: Peppermint Pattie

Cancel

* Indicates required field

Effective dates: From: |11/30/2011 'L"?'] Thru: [12/08/2011 l‘:ﬂ

* Enter and format text within editor frame and click Save to post new message board item.

ololB|1|u|eel x| x| === == wlnle BER X & & BZ] ront| s [~ size|1[~]iE 2| =
MNews Items can be posted with an effective date. These messages will not be visible to the users until the effective date. After the effective date, the New item will be removed
automatically.

@ve Cancel

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:

Welcome to the WebEHRS Main Menu Page

‘ - oft| | [ hems|[3 IPage | Go

Date Message Updated By
AM12/2017 =A onmouseover="" onmouseout="detailRollove I'POD LIDC|OS€{};" 0|‘|c|icK="gPer5 ist=true;"><P=All Users, </P> JGrady
=P:=Please be advised that Custom Data Processing (CDP]: Inc. wa... ¥
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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.

= Establishments

Temporary Establishments

& Surveys
Requests/Complaints/Projects (R/C/P)
2 National Projects

| Activities
S Letters

i Reference Library
Reports

= My Account

i My Pending Surveys
¢ Feedback

2 Logout

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.

20



WebEHRS User Guide CDP, Inc.

iy —— = -
f [surveys [ FCT==Fecaback Fiogout]
User Functions System Support Tables Admin Functions
Change My Password View System Tables Edit User Accounts
Change your personal Displays the Tables Menu Edit other user accounts
password page based on your permissions. based on your permissions

View/Edit My User

Account Information View/Edit User | evels View Failed Logins
View/Edit your personal Displays the user level View Failed Logins
account information definitions and allows
viewing andfor editing
based on permissions.
Read News ltems Feedback Report
View the News ltems View Feedback reports submitted
for WebEHRS
My Pending Surveys Message Broadcast
A calendar with pending View/edit/create messages
establishment surveys to be broadcast in WebEHRS
you have access to.

Login History Calendar

A calendar with your
daily fogins by month.

Core functionality for all users includes Change My Password, View/Edit My User Account
Information, Read News ltems, 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.

Change @{ Password

Change your personal
password

A new window will open with the Change Password function.
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Change Password ~ cancel

Use the form below to change your password (you will be logged out.)

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 (! #%$%-_=+<>)

* Indicates required field

* Current Password |

* New Password |

* Confirm New Password |

Change Password |

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.

p—

. You have successfully changed your password.
__I; You will be logged out and asked to log back in
with your new password, Click OK to continue.

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.

View/Edit My User
Accountinformation

View/Edit your personal
account information

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:

e User Name,

e User Status,

e Active/Deleted,
o Title,

e Primary Area,
e User Level,

e Employed by,
e Works For,

e 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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Edit My Account Ca

* Indicates required field
Usermname VGray
User Status Finalized
ActivelDeleted Active

* FirstiLast Name [Violie! [Gray

* Office Name/Description |P‘h cenic Area HS

* Physical Office Address: |Tw0 Renassance Square

|-!ﬂ Nosih Central Avenue, Sulte 500 2nd address ing i NOT required.
* City [Pheenix *State [Arzona [«] -zipcode [ss00s
* Primary Phone [(602) 384-5300 Ext | *Type [work [=]
Alternate Phone [ ) . Ext. | Type [Piease Select =]

Fa |y

bR T T LT U (GMT-05:00) Easiern Time (US & Canada) | “Use Daylight Saving? |“es : *Mobile User? |Ho |w=

* Email Address [anr-ne.m:cali@cnpens.mm

Title Area EH Program Director
Primary Area PHOENKX User Level AreaEH Program Director

Employed By Federal Works For Federal

Mailing Information Check here if same as Physical Address

' Mailing Address: |TWO Renassance Square

|4l! North Central Avenue, Sulte 500 2nd address line i NOT required.
* City |Pﬂoenot *State |a'-\nzr.ms E “Mailing ZIP Code 35004

To edit My Account the user should:

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

Edit My Account [ cancel |

* Indicates required field h
Username VGray .
User Status Finalized
ActivelDeleted Active

* FirstiLast Name [violet [Gray

* Office Name/Description [Phoentx Area HS

* Physical Office Address: |Twn Renaissance Square

|4U North Central Avenue, Suite 500 2nd address Ine is NOT required,
* City [Phoenix *State |Aarzona (=] ziPcode [2s00s
* Primary Phone  [(602) 384-5300 Ext. | “Type [work =
Alternate Phone [, . Ext. | Type [Please Select[+]
Fax | )_ -
* Time Zone ” (GMT-08:00) Pacific Time (US & Canada) E| | “Use Daylight Saving? ’Y_eslzl “Mobile User? m

* Email Address [annie. metcali@cdpens com
Title Area EH Program Director
Primary Area PHOEND{ User Level Area EH Program Director

Employed By Federal Works For Federal

Mailing Information Check here if same as Physical Address

* Mailing Address: |Twn Renaissance Sguare

|ﬂU Horth Central Avenue, Suite 600 2nd address ine is NOT required.
* City [Phoenix *State [Arizona (=] *Mailing ZIP Code [25004
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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.

Areas, Service Units, Reservation Codes, Tribes and Community Codes

Page will first load with only Areas. Once you select your area(s) with Ctri-click, click the “Select Areas” button. This will result in the
service units, tribes AND reservation code pick-lists being made visible and populated. You can then utilize the Ctri-click process to
select all service units. Then click the “Select SU's” button, and you will see community codes being visible and populated.

* Indicates recjuired field
* Area(s) * Service Unit(s) * Community Code(s)

Please Select Please Select Please Select

ALASKA
ALBUQUERQUE
BEMIDJI

BILLINGS Select Areas Select SU's |
CALIFORNIA
GREAT PLAINS
HQE

HQW
NASHVILLE _
National All * Reservation Code(s)
National Specific
NAVAJO
OKLAHOMA
PHOENIX
PORTLAND
TUCSON

Please Select

* Tribe(s)

Please Select

Establishment Types, Survey Types and National Project (Supplemental R/C/P) Types

* Establishment Type(s) * Survey Type(s) National Project (Supplemental R/C/P) Type(s)
Please Select Please Select Please Select
01 Comprehensive Health Care Referral Facility None Other
02.1 Hospital w/ Surgery w/ DEHS Funded Safety Officer Barber and Beauty Survey
02.2 Hospital w/ Surgery and No DEHS Funded Safety Officer Drinking Water Survey
02.3 Hospital w/o Surgery /w DEHS Funded Safety Officer FDA 2001 Food Survey
02.4 Hospital w/o Surgery w/ no DEHS Funded Safety Officer FDA 2005 Food Survey
03.1 Health Center w/ DEHS Funded Safety Officer FDA 2009 Food Survey
03.2 Health Center w/ no DEHS Funded Safety Officer V' |FDA 2013 Food Survey v
04 School Health Center Healthcare Survey
Save/lnProcess Save/Finalized Clear Filters Cancel
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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.

User Functions System Support Tables Admin Functions
Changs My Paswodd View System Tables Edit Usar Accosintg
Clvange your pevrsonal Dizplays the Tables Meno Eoli oiher ser SOoounts
page based an your pErmiSSns. fased 6 JOUr pErmiSsons
View/Edit My Usor
Account Infeomaticn Vims/Edit User Lavaks Vigw Ealled Loging
ViewrEoht yoor pevicns Displays the user lvel Wiew Faded Loging
BCcounl indormation definiions and alows
wissing andior edimng
Basad G0 DERMIESR0NS.
Baad Maws Mo Eendback Repor
Vi i News oms View Feapdhack reporTs submimed
Tor WebEHRS

My Pending Sureys Message Bropdoast

A calendar with pending WinwedRicreme mesiages
ALRDIAMIENT SUTVEYE 10 be broadcast in WebENRS
VO R ACCEES B0,

Legin History Calondar
A cafandar with your
iy kg [y movlh.

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 ltems from My Account by:

1. Click on the Read News Items link.

Read News ltems

Wiew the ibws hrems
for WebEHRS
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Welcome to the WebEHRS Main Menu Page

| N oft] | 1 ltems | [3 Page| Go |

Date Message Updated By

<A onmouseover="" onmouseout="detailRolloverPopupClose()," onclick="gPersist=true;"><P=All Users, </P=

422017 | b Please be advised that Custom Data Processing (COP), Inc. wa..

JGrady

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 ltems show the most recent 3 news items by default. View more News ltems 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.

| | | | 1 {}f2| | -Iltem5| 3 .l'F"agE|Gu |

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.

My H;@ding Surveys

A calendar with pending
establishment surveys
you have access to.

A new screen displays the pending surveys in a calendar view.




WebEHRS User Guide CDP, Inc.
[ £ [ [ frice § [ [ [ ] |y Account | | [ |
e | ey |
My Filters [ Please Select ~  SelectMonth |January ~ SelectYear [2023 v Type [PleassSslect Search Clear

(S)=Survey is Due, (A)=Activity is Due

January 2023

1 2 3 4 5 [} I
Hopi - Hopi Jr.... COTTONWOOD ASSL... [HARD ROCK CASIN... BAR-CAMPO CHEMEHUEVI - CH...
COTTONWGOD ML Purchase Ref... GOLDE... MHA Interpretiv...
GROU... ML Sokaogon Chi... CAFE-CAMPO-
HEART BUTTE SEN... |NAZLINIHEAD ST.. GOLD...
WMAT - Rocky Mo... CAFE-CAMPO-
More... GOLD...
CAFE-CAMPO-
GOLD...
More...
8 9 10 11 12 13 14
DAKOTA SIOUX CW... |CAFE-BARONA CAS... |FALLON-SENIOR C... AK-CHIN - HARRA... |YERINGTON - FQO...
DAKOTA SIOUX LA... |CAFE-BARONA CAS... |GCML 1981 Bar ... Comanche WarPon... |YERINGTON - SEN...
CAFE-BARONA CAS... |GCML 1981 Kitch... YERINGTON - SEN...
CAFE-BARONA CAS... |GCML Associate ...
More... More...
15 16 17 18 19 20 21
GCH Double Diam... C&A Lucky Star ... LADOTS CAR
GCH Mntne. Shop... C&A Travel Cent... WASH...
GCH Provisions ... GCH Banquets/Pr... Lucky Star Casi...
GCH Stories Bar... GCH Bar 411 (S... SC Andahwod Sen...
SC Nimkee Welin...
More... More...
More...
22 23 24 25 26 27 28
BISHOP-WANAAHA |COFFEYVILLE CAS... |BLACKFEETBIAD... |BACA SENIOR CIT.. Staybridge Suit... SALTRIVER -A... ANTELOPE
- FSS - IYANBITO ... Knights of Colu... Red Lake Hospit... SCAT- San Carl... COMMUN...
LADOTS BINGO HA... |Sault Tribe Ear... MARKOMA CAMPUS
Lucky Star Casi... =
Mission Single-...
More... Mission-Menw C...
More...

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.

My Pending Surveys/Activities

Detail View || Return to My Account I

My Filters | Please Salect ~  SelectMonth [January ~ SelectYear 2023 v Type | (A)-Activities Dus ~ Search Clear
(S)=Survey is Due, (A)=Activity is Due Please Select
(5) - Surveys Due
January 2023 Robites e
Sun | Mon | Tue | Wed | Thu | Fri | Sat

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).

28



WebEHRS User Guide CDP, Inc.

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.

My Pending Surveys/Activities - Detail View Monthly Snapshot
My Filters [Please Select ~] DueDate [01/01/2023 [ 1o [01312023 ™ 1ype [Please Select  ~ | Search Clear
(S)=Survey is Due, (A)=Activity is Due
Map It BRI [T |5 7 tems [0 /Page |
[ FilelD Premise Name Address Due Date
[J | Es3iris BURNT CORN BUILDING - SENIOR CENTER PO BOX 4470 1/2/2023 (3)
BLUE GAP
[J | Es3i724 BURNT CORN BUILDING SENIOR CENTER KITCHEN BOX 4427 1/2/2023 (S)
BLUE GAP
[J | Es19939 FOREST LAKE SENIOR CITIZEN CENTER PO Box 2092 1/2/2023 (3)
Chinle
O |esz3s79 FSS-FOREST LAKE SENICR CITIZEN CENTER KITCHEN PO Box 2092 1/2/2023 (3)
Chinle
[J | Es4514 Honl - Hopl Jr/St. High School P.O. Box 337 1/2/2023 (3)

Keams Canyon

[ | Es1g788 COTTONWOOD ASSISTED LIVING GROUP HOME B P.C. Box 69 1/4/2023 (8)
Chinle

[J | Esaorso COTTONWOOD GROUP HOME BLDG C P.O. BOX 69 17412023 (S)
COTTONWOOD

[ |Est2647 HEART BUTTE SEN CITZ CENTER Main Street 1/4/2023 (8)
Heart Butte

[ | Es32134 WIMAT - Rocky Mountain Spotted Fever Trailer 309 W Elm St 1/4/2023 (8)
Whiteriver

[J | Esz0799 HARD ROCK CASING ENVIRONIMEMNTAL (LBF) 777 5. Cherokee St 1/5/2023 (S)
Catoosa

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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My Pending Surveys/Activities -- Detail View Monthly Snapshot
My Filters | Please Select ~ DueDate [01/01/2023 M to [01/31/2023 [ 1ype [Please Select  ~ | Search Clear
(5)=Survey is Due, (A)=Activity is Due
¢ Mapid T3 = E O Q_J 1 lof1s ttems [0 /Page |
[] FilelD Premise Name Address Due Date
[J |Es3ir1s BURNT CORN BUILDING - SENIOR CENTER PO BOX 4470 11212023 (S)
BLUE GAP
[J |Es31724 BURNT CORN BUILDING SENIOR CENTER KITCHEN BOX 4427 11212023 (S)
BLUE GAP
@ ES19939 FOREST LAKE SENIOR CITIZEN CENTER PO Box 2092 11212023 (S)
Chinle
ES23579 FSS-FOREST LAKE SENIOR CITIZEN CENTER KITCHEN PO Box 2092 1/2/2023 (S)
Chinle
0 |Es4514 Hopi - Hopi Jr./St. High School P.O. Box 337 11212023 (S)
Keams Canyon
[J |Estsrss COTTONWOOD ASSISTED LIVING GROUP HOME B P.O. Box 69 1/4/2023 (S)
Chinle

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.

Login History Calendar

A calendar with your
daily logins by month.

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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Login Calendar Return to My Account
select Month [[TIE0IEH|~ | Select Year [2011[«
November 2011
Tue Wed Thu Fri Sat
1 z 3 4 5
Brown, Charlie Gray, Viollet Brown, Charlie
Gray, Viollet
6 7 g g 10 11 12
Gray, Viollet Gray, Viollet
13 14 15 16 17 18 18
Gray, Viollet Brown, Charlie Gray, Viollet Gray, Viollet
Gray, Viollet
20 21 22 23 24 25 26
27 28 25 30

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:

e Areas/SU's,

e SU's/Communities,

e Reservation,

o Establishment Type,

e Tribe,

e Active/Deleted,

e Establishment Name (containing),
¢ Address (containing),

¢ City, and

e Service Type.

Establishments

A ol Pse the fiekds below Tor ad-hoc fftenng. Chck Estab. l-'n-ul—
Fillors | Flesse Seiea = iy Fimerg” “AddTdit Wy Filters™ bo save the current filtering options. containing
Aread/SUa .:' eI emimunities Edtab. Typas

|01 Comgreheraive Hashn Ciee Ratersl Faaliny E
182 1 Heapitsl ' Susgiey w! DEMHS: Funses Sabaty Offiom
|02 2 Hotpital w Susgary and Mo DEHS Funded Sadaty Offic
|93 3 Hoapial w's Hongary fa DEHS Funged Salyly Do
Resereations Tribes | B2 4 Hoapits wit Sugay = ng DEHS Funded Selaty Ca

| 031 Haalth Canted w DEHE Funsed Sataty Offiol

{033 Health Canter w' s DEHS Purced Salety Oficar

| 94 Sohood Hesizh Canie

PHQENL | COLDRADD FTVER E m!I
PHOERIX | DUCH VALLEY gyt

| PracEran ; ELKD -

FrTy
AFCHIN RLARICCRA,

ARGEMTEE-EHAWNEE TRIBE. O
AF QENAK

4 M
g Wy

ALABAMA COUSHATTA LVINOSTON TEXAS ABLIA-CALIENTE BAMND CAMUILLA IMDUAKE, C4 |05 Hass Samton
Address hm-l_——. Actvel T
mmmmgl city| Type' " L=l Deteted L=

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

RRM Status |4 [=] RiskType [an [=] Establishments Estab. Status  [an =

T il — e . -

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.

My Filters | Flease Select El ::I ﬂ:-l'ldv;trs

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.

Use this page to Add/Edit/Delete "My Filters.” You must select at least one parameter below to create a new filter.
* Indicates required field

Please 'ﬂ Select filter to edit or click here = New Filter | to create a new filter.

[EE==]
Cancel

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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Use this page to AddEditDelete “My Filters.” You must select al least one parameter below 1o create a new filler,
*Indicates required fisld

Pease Select Select filter to edit or click here I

Edit My Filters

* Hew Filter Name |PH-:IEMD{ AREA FOOD EST

Description |FI.TER FOR ACTIWVE PHOEND AREAS FOOD ESTABLEHMENTS

Area(s)Service Unit(s) Community(s)
DKLA&HOME | TAHLEGUAH - Piease Selact -
OKLAHOMA F TALHMA =

OELAHOMS, 'WEWORA, COLORADO RIVER 1 BiG RIWVER
CELAHOMA, [ WICHTA COLORADO RAVER / BLYTHE
PHOERD! | COLORADD RVER COLORADD RIVER 1 BOUSE
PHOEND | DUCK VALLEY COLORADO ANER J BULLHEAD CTY

PHOEND: | ELKO COLORADO AVER / CHEMEHUEVI VALLEY
PHOEND / FORT YUMA El COLORADO AVER / CHLORDE
PHOENIDC / GLA RIVER HCC COLORADO AVER / DOLAH SPANGS
PHOEND: | KEAMS CANYOM - COLORADO RIVER / EAR -
Reservations) Establishment Type(s) Tribe{s)
Faast Select a |33 BorberBeauty Shop - -
=1 |34 ndustriad or Manufacturng Establshment =
AK-CHI MARICOPA, 35 Injury Pravention 10 MOVS00-User Population) {141} ABSENTEE-SHAWNEE TRIBE, OK
BATTLE MOUNTARN COLONY 42 Bakary, Cannary, Bottin (710} AFDGHAK
BENTOM PALITE 43 Slaughier Heuas, Fsh.procesaing Plant Bl ({263} AGUA-CALENTE BAKD CAHULLA MOANS, CA
BIG PHE 44 Senie Citizens’ Center (711} AHKEK-KAGUYAK NATIVE CORPORATION
BEHOP 4% Food Warehouss (5000 AHTHA, M.
BRIDGEPORT 45 Trading Post, Grocery, Convenience Sione (360} AK CHN NDWAN COMM, PAPAGO MDD, AZ
CAMP ANTELOPE 47 Cafe/Restaurant (501} AKHIK, HATWVE VILLAGE OF AKHION, AK
CANP VERDE-MIDOLE VERDE * [458ar = |{502) AKIACHAK, NATIVE VILLAGE OF AKIACHAK, AK -
Active/Deleted |Active - RRM Siatus |Pease Select [=]
Establishment Hame |
Establishment Number Address Containing
city |
I
Estsh Status |Pesss Selct = Service Type |Pleass Seeet | Risk Type |Fease Seiect == |
Al A2 District

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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* Hgw Fitter Hame [User Documentation Fited

Description [Lock Ahead feature

Area{s)/Service Unit{s) C
OKLAHOMA f HOLTON & o MO SERVICE URIT I AREZ0NA UNK
OELAHOMA / LAWTON GaLAER
OKLAHOMA § NON SERVICE UNIT NOH SER SRFELD
ORLAHOWA | PAVWHEE NON SERVICE UNIT / LAKEWOOD -
ORLAHOLL | SHAWNEE HOH SERVICE URIT 7 LAYTON T
ORLAHOWA  TAHLEQUAR HOH SERVICE UNIT F NEVADA, UHK
OHLAHOMA | TALMMA NON SERVICE URIT § OREM
ORLAHOWA FWEWDKS = NON SERVICE UNIT 7 FROVO
- NON SERVICE UNIT / SALT LK CTY
HOH SERVICE UNIT 7 SPRMNGVLLLE b
Reservation(s) Establishment Type(s) Tribe{s}
M Comprahensive Healh Care Referral Facity - -
021 Hospital wi Surgery wi DEHS Funded Safety Officer = (A El
2.2 Hosptal wi Surgery and No DEHS Funded Safety Officer (141) ABSENTEE-SHAVWHEE TRIBE, OK
023 Hospial wio Surgeny v DEHS Funded Safety Ofhcer (T10) AFQGHAK

02 4 Hospital wio Surgery wi no DEHS Fundsd Safaty Officer
03.1 Heakh Center wi DEHS Fundéd Satety Officer

3.2 Heakh Center wi no DEHS Funded Safety Officer

04 School Healh I

i
108 Dertal H

{263) AGUA-CALENTE BAND CAHULLA NDIANS, CA
{711} AHKIOK-KAGUY 2K NATNVE CORPORATION
(S00) AMTNA, INC

(360) AK CHM NDWN COMM, PAPAGO ND, AZ
{501} AKHIOK, HATIVE VILLAGE OF AKHIOK, AK

alh Station (502) AKICHAK, HATIVE VILLAGE OF AKISCHAX, AK -
ActiveiDeleted [Actve |+ RRM Status [Piease Seiect =
Establishment Hame |
Establishment Number | Address Containing |
ity |
Estab Status [Pesse Seect | Service Type [Pease Seect |+ Risk Type [Pesse Seect |+
m[ a2 pistrict [

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.

AddTdin
My Fislory

Use the fields below for ad-hoc Mtering, Chick

S s Communities

COLSRADD RNVER | MOHAVE WALLE
COLORASD ANVER § LALIHLIN
COLDRADD AIVER F CHLORIDE

Tribes

AT, E}

ABFENTEE-FHAANEE TRIBE. J%

A ATHIY WARMCDR A, AFCEMNAR
|MHMMTTALI'-'1‘I35TOH TEXAS = |AGH#GALIENTEBANG CAHLILLA, INDUANS, TA
Address Servics
5 i AN =
:ulrrhi-'rnl | Type —

“AdEdit My Fillere™ 1o gave the current fllaring opticns.

Deteted

Extabs. Rame I—
wantaming
Estab. Types
a A0 -
B |91 Comprabariie Heak® Cas Rafessl Faoisy Bl

031 Mowpitel wi Surgery w' DEHS Funded Sadety Officer
¥ 03 2 Mgpgiinl wi Fosgrry 8nd Mo DEHS Ferded Balely Offic
323 Hirkpitn] Wi Susgay v DEME Funded Satety Ofioe
B2 Hisksitn] wie Susiaey w' no DEHS Fusaes Salesy O
A &3 1 Haah® Cantit w' DEHE Fundad Safety Clioe:
=y |53 Weskn Santee w no BERE Funded Safaty Officer
24 Sohao Meshh Canter
o &% Haalih Sissgn 2

Actve!

Adtive =]

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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Use this page to Add/Edit/Delete "My Filters." You must select at least one parameter below to create a new filter.
* Indicates required field

Pl et Select filter to edit or click here ~ New Filter to create a new filter.
Edit My Filters
Cancel

If the user clicks on the Cancel button from the Edit My Filters page, the system prompts the
user with a warning message:

Message from webpage |

| All changes will be lost, Are you sure you want to cancel?

) [

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.

My Filters | Please Select El ; fﬁ:’étm

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.

Use this page 1o AddEdibDelete "My Filters.” You must select at least one parameter below to create a new filter.
* Indicates required field

';.\ﬂ‘“ Sabect = Solest filter 1o odil or click here  Maw Filter 1o croale a now filler,

Fase Ssiect

Uy P

WebEHRS refreshes the screen and shows the fields to edit the selected filter. The user can:

36



WebEHRS User Guide CDP, Inc.

» Edit the description and one or more filters for the existing filter.

Use this page to Add/Edit/Delete "My Filters." You must select at least one parameter below to create a new filter.
* Indicates required field

Clear Filter

PHOENIX AREA FOOD EST El Select filter to edit or click here = New Filter to create a new filter.

Descripti FILTER FOR PHOENIX AREA OPEN FOOD ESTABLISHMENTS

Area(z)/Service Unit{s) Community(s)

OKLAHOMA / WEWOKA Please Select -
OKLAHOMA / WICHITA =
PHOENIX / COLORADO RWVER COLORADO RWVER / BIG RIVER

PHOENIX / DUCK VALLEY COLORADO RVER / BLYTHE

PHOENLX / ELKC Select IService Unit COLORADO RWVER / BOUSE

PHOENLX / FORT WUMA A COLORADO RWVER / BULLHEAD CMy

PHOENIX / GILA RWER HCC COLORADO RWER / CHEMEHUEWVI VALLEY
PHOENIX / KEAMS CANYON E] COLORADO RWVER / CHLORIDE

PHOENLX / NON SERVICE UNIT COLORADO RVER / DOLAN SPRINGS

PHOENLX / PHOENLX COLORADO RIVER / EARP e
Reservation(s) Establishment Type(s) Tribe(s)

Please Select

35 Injury Prevention 10 MOVS00-User Population) » |Please Select -
42 Bakery, Cannery, Bottling

>

AK-CHIN MARICOPA 43 Slaughter House, Fish-processing Flant {141) ABSENTEE-SHAWNEE TRIBE, OK

BATTLE MOUNTAIN COLONY 44 Senior Citizens’ Center (710) AFOGNAK

BENTON PAIUTE 45 Food Warehouse [5] |(263) AGUA-CALENTE BAND CAHUILLA INDIANS, CA

BIG PINE 4E Trading Post, Grocery, Convenience Store (711) AHKIOK-KAGUYAK NATNE CORPORATION

BISHOP 47 Cafe/Restaurant (500) AHTNA, INC.

BRIDGEPORT 48 Bar (360) AK CHIN INDIAN COMM. PAPAGO IND, AZ

CAMP ANTELOPE 49 Bingo Parlor / Gaming Facilty (501) AKHIDK, NATIVE VILLAGE OF AKHIOK, AK

CAMP VERDE-MIDDLE VERDE ~ |50 Community Buikding, Chapter House = |(502) AKIACHAK, NATIVE VILLAGE OF AKIACHAK, AK 2
ActivelDeleted |Active = RRM Status |Please Select [=]

Establishment Hame |

Establishment Number Address Containing

Service Type |Please Select : Rizsk Type |Plzase Select :
A2 District

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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My F - e T AGHESN  Use the felds belbow for ad-hos ffenng. Clch sl E—

‘lni By Fgen  “AddEde My Filters™ {0 save Bhe carrent Tiberieg optons. ok
SraCommanidies

B3 2 Fsapetal w Torpedy 940 Y DEWE Fomaed Salety Dy

52 3 Hsastal w's Sorgey e DEHE Futsed Satety 8o
e servabcns Tribes 33 4 Honpial w's Sorgery o rg DEWE Furded Sately o

7 F . 5} | euin Cocser = GES Funces Sebny Cbon

AL, B ABSENTEE SHANNEE TRIBE. oW By |51 3 eahn Canter m fo DEHS Funsed Satety Offioe
A MARSO DR A AP 34 Sorcci Health Canter
ALABALLE COUSHATTA LRANGETON TERAS o A DA-CALMERTE BAND CAHUILLA DWANT, CA = [0 Haaith Suston w
MI[ ity m,_” = WIM—;

After a My Filter is selected, the search fields populate with the revelant criteria for the chosen
My Filter.

AGSEGE  Une the fiekds below for sd-hot iltering. Cikck Estab. Ramme
My Fters POt AEa FOCO BST [ Lo P wauan My Fiers® io seve the curment iSering opions. containing
AP R O
-l - L CRADE RPVER | MCHAVE VALLE d
COLSRADD Rl / LadLiN
¢ | R DRALDT RFER R SR o
Beservatans Tribes
[ . _
= 5 ABSENTEE-SHAANEE TRSBE, O+ B
Ay BAARRS S il ek
ALARALLE COURHEATTA LIVINGSTON TEXAS = AJUSCALIENTE BAND CAMUILLA MOLANE, C& W
Addrgus 3 Service FT N Actren!
contaming| cay[ Tioe ™ L=l Daloteg! "= L=

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.”

¥ Py ASGEGE  Use the Telds bebow for sd-ho filtering. Clck Eatab. lame
— 1 s e mm “hddEde My Fiters” b0 save the current filbering optons. oo EEing

-

Ej - COLCRADD BRLR - MICeal v VALLE
COLCRADD BATER | LAUDHLIN

=

a5 A SR,

AZTRLL El A ACALTENTE BAND CASALLA INERANE, TA
Ar ek MARITORA AHEIOE AR A MATIE CORPIRA TION
ALARARA COLrSHAT TA LANOSTON TEXAS " AT, D

Address Service T
unl.-hql car| Type' \T
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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:

e The top panel is the My Filters and basic search options.

e 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.

e 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.

Establishments

Usze the fields below for ad-hoc filtering. Click

My Filters [Phosnix Area Add/Edit

HiyFiers  "Add/Edit My Filters™ to save the current filtering i [Kenny x
options.
Areas/SU's SU's/Communities Estab. Types
Al Apply
ALASKA [ ANCHORAGE A Areas 01 Comprehensive Health Care Referral Facility
ALASHA [ ANNETTE ISLAND v 0Z2.1 Hospital w' Surgery w/ DEHS Funded Safety Officer
ALASKA | BARROW 02.2 Hospitsl wi Surgery and No DEHS Funded Safety Officer
02.% Hospitsl wio Surgery fw DEHS Funded Safety Officar
Reservations Tribes 02.4 Hospital wio Surgery wi no DEHS Funded Safety Officer
03.1 Heaslth Center wi DEHS Funded Safety Officer
ACOMA ~ 03.2 Health Center w/ no DEHS Funded Safety Officer
AK-GHIN MARICOPA 04 School Health Centar v
ALABAMA COUSHATTA LIVINGSTON TEXAS v 0% Heslth Stetion
Address - Service Activel ,—-
containingl City | Type Al Deleted | A5tve
Additional Search Options
RRM Status  [al Risk Type [l Establi t# Estab. Status Al
Al A2 District Search Clear
Tl Al 3l 6=l =1 —= | [l
Attachments
AddNew | Copy | | L] =] =] &) 0] sl | (LI ol [ Feensific reselos |
Surveys | RICIP |  Activities |  Child Relationships | Parent Relationships | Edit | @ | Letters | App | SurvHist | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Rizk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/STIZIP Estab. Status ~ Permit #
O%E D &000470001 KENNY'S TEST CAFE (602) 264-5078 Active Kenny Hicks khicks 8M32013 5
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 21472014 khicks 202412014 g ?
AK CHIN INDIAN COMM. PAPAGO | STREET STREET High
IND, AZ PHOEMIX Arizona 85004 PHOENIX Arizona 85004 | Open

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” fi

3. Click the Search button.

Establishments

eld.

Use the fields below for ad-hoc filtering. Click

<

02.2 Health Center w/ no DEHS Funded Safety Officer
04 School Heslth Centar
05 Health Ststion
Reservations Tribes D6 Dental Health Station
O7 Dialysis Unit
02 Mursing Care Facility

ALASKA [ BARROW

ACOMA

—
My Filters [Phoenix Area I~ AddF.'ﬁg;:s "Add/Edit My Filters” to save the current filtering Ei‘:gta"::mw ®
options.
Areas/5SU's SU's/Communities Estab. Types
Al ~ Apply 02.4 Hospital wio Surgery wi no DEHS Funded Safety Officer
ALASKA [ ANCHORAGE Areas 02.1 Heslth Center w/ DEHS Funded Safety Officer A
ALASKA [ ANNETTE ISLAND

AK-CHIN MARICOPA 02 X-Ray Unit, Medical
ALABAMA COUSHATTA LIVINGSTON TEXAS v 10 X-Reay Unit, Dentsl
Address - Service ,—_l Active/ ,—_l
containing | Cl'ly\ Type Al = Delets Active
Additional Search Options
RRM Status Al [v] RiskType [al [v] Establi t# Estab. Status [al v
A1 A2 District | (| search )  Clear

(e

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

v L

the

TS = e s o Apply all data filters and perform search
AddNew | Copy | | [ IDIJI‘@IOI_lsj] [
Surveys | RIC/P |  Activities |  Child Relationships |  Parent ips | Edit | «© | Letters | App | Survllist| Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created Created On  Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/STIZIP Estab. Status Permit #
Q W [] eDoo470001 KENMY'S TEST CAFE (602) 364-50753 Active Kenny Hicks khicks 8132013 e
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 2014/2014 khicks 21242014 ‘ ?
AK CHIN INDIAN COMM. PAPAGO | STREET STREET High
IND, AZ PHOENMIX Arizona 85004 PHOEMIX Arizona 35004 | Open

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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r Use the fields below for ad-hoc fillenng. Click Estab. Mame

Filters: | My PecERL | AddEdi =

My Lt | = My Filters “AddTdit My Filters™ 1o save the current filtering options. containing

Areas/Sirs Srs/Communities Estab. Typas
All - - -
FHOENID ! COLORADD RIVER B COLORADD RIVER / MIDHAVE WVALLE | 01 Comprahensive Haaltn Care Rafereal Fasilicy | .
PHOENIX / DIACE WALLEY COLCRADD RIVER / LAUGHLEN 021 Heagitsl w' Siagady o'’ DEHS Funded Sahety Offios
PHOEMEX / ELKO - COLORADD RIVER /| CHLORICE e 022 Heapital w' Swgary and ha DEHS Funded Salety Ofic

32 3 Heagitsl w's Surgaey 'w DEHS Funded Satety Office:
Resarvations Tribes

102 4 Hengital w's Surgaey w' s DEHS Funded Safaty O
& (031 Healsh Centar w' DEFS Funded Saduty Offioer
ACTAL | ABSENTEE-SHAWNEE TRIBE, OF Ey |32 Health Center w! ng DEHS Funded Satety Office
AKCHIN MARICORA ) | AFOGAK T 04 School Health Centar

ALABAMA COUSHATTA LIVINGSTON TEXAS - AGUACALIENTE BAND CAHUSLLA IMDIANS, & ™ |09 Health Saation x
Addreas [ Service T Activel T——T—
Al | At =]
containing| ciry| Type = beietea “*** (=]
Additional Search Options
RRM Status (] Penaing ARM Creit Approval | w ik Type | a0l v Establishment # Estab. Status | an -
Al e A2 District [ ﬂnj Clear

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.”

Additional Search Options

RRM Status Risk Type [A1 [v] Establishment# Estab. Status [l
A1 A2 District | | Search | Clear
ncanew | copy | [ T M Y o B ) o=
Surveys | RICIP |  Activities | Child Relationships | Parent ips | Edit | IE | Leters | App | SurvHist | Audit |
Estab. # Premise Name Primary Phone Owner Name |A|:1iveJ'Deleted EHS Created By Created On  Google
[] Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ STIZIP Estab. 5tatus Permit#

@ [ [] e0e6330008 A BORGATA SALON & SPA | (928) 443-9118 Jan Stauffer Active 12017 -
33 Barber/Beauty Shop -PRESCOTT RESORT 122712016 1972017 g?
YAVAPAI-PRESCOTT 1500 East State Route 69 Cpen
TRIBE, AZ Prescott Arizona 86301

Q§ [l? [[] eoeg471221 AK-CHIN - HOT 505 FOOD | (619) 737-6438 Active 1172017 -
47 Cafe/Restaurant TRUCK 1112017 12002017 g ?
AK CHIN INDIAM COMM. 44301 Maricopa/Casa jimmieflre@gmail.com Open
PAPAGO IND, AZ Grande Hwy

Maricopa Arizona 85138

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.

Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
D Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ST/ZIP Estab. Status  Permit #
D 5000470001 KEMNNY'S TEST CAFE (602) 3645075 Active AM32013 g
47 CafelRestaurant 123 DOES NOT EXIST 123 DOES MOT EXIST Category | - 2014/2014 SMe0T g?
: IM INDIAN COMM. PAPAGD | STREET STREET High
Show Record PHOENIX Arizona 85004 PHOENIX Arizona 85004 | Open
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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.

Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Google
Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Map
Permit # City/STIZIP City/ST/IZIP Estab. Status
")—W 5066141000 GREAT PUMPKIN FOSTER CARE (502) 695-19599 Active
14 Foster Care Homes 5000 N CENTRAL AVE 5000 N CENTRAL AVE ‘ 7
m PHOENIX Arizona 55013 PHOENIX Arizona 56013 Open

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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View Establishment

CDP, Inc.

Establishment # 6000470001

*Estab. Type 47 Cafe/Restaurant

*Area/SU PHOENEMNON SERWVICE UNIT
Reservation _UNKNOWRN-PHEX_

A1
RRM Status MNon-RRM Creditable

Permit Information

Premise Information

*SUICommunity

*Estab. Status Open

MNON SERVICE UNIT/Unspecified Community

*Tribe AK CHIN INDIAN COMM. PARPAGO IND, AZ Service Type Direct Service
A2 District
Risk Type Category | - High Active/Deleted Active

Click to Show Details..

Parent Establishment
“Establishment Name
*Address 1

Address 2

*City

Primary Phone
Alternate Phone

Fax Number

Email Address
Latitude! Longitude

Water Supply

Solid Waste Method

Year Built

Smoke Free?

Manager First Mame

Primary Phone

Alternate Phone

Certified Food Manager Employed?
Cert Food Mgr First Mame
Cert Food Mgr Phone

Safety Officer First Name
Safety Officer Phone

Safety Officer Email Address
Hours Of Operation

Next Survey Purpose

Last Survey Date

Opening Date

KEMMY'S TEST CAFE

123 DOES NOT EXIST STREET
PHOEMIX *State Arizona *ZIP Code 85004 Google Map Via Address..
{602) 364-5078 Ext. Type Work MName
Ext. Type Name
Website

Google Map via Coordinates.. Land 5tatus

GP5 coordinates should be in decimal degrees (Ex: Latitude 38.19802 Longitude -84.86261)

Liquid Waste Disposal

Seasonal?

If no, smoking policy in place? Description

JOHM Manager Last Name SMITH
Ext Type MName
Ext Type MName

If yes, enter Certification #
Cert Food Mgr Last Name
Ext Type

Safety Officer Last Name

Ext. Type

Routine MNext Survey Date 5/14/2014

2M42014 Performed By Kenny

Closing Date Activity Due Date
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Owner Information

Mame Corporate Name
Address 1 123 DOES NOT EXIST STREET
Address 2
City PHOEMIX State Arizona ZIP Code 255004
Primary Phone (502) 364-5072 Ext Type Work Name
Alternate Phone Ext Type MName

Fax Number

Email Address
Mailing Information
Name

Address 1 123 DOES NOT EXIST STREET
Address 2
City PHOEMIX State Arizona ZIP Code 25004
Created On 2M 32013 Created By khicks

Laste Updated 2/24/2014 Updated By khicks

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.

Permit Information Click to Hide Detatils

Permit Number Permit Status | Please Select : Permit Issued E'gi Permit Expiration E‘g‘
Renewal Status | Please Select : Renewal Sent E?T Renewal Received E?i Fee Waived? : Fee Amount
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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.

View Comments | 1/23/2023
Additional comments exist. Another comment for testing additional comments feature.

Click the View Comments
button to view.

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:

e Search for comments associated with the establishment.
e Select and Export comment.

e Add a new comment.

e View comment(s).

e Edit comment

Include current alerts? | Al «  Active/Deleted | All v Search
AddNew | T ] ] & O K | 1 of1 2items [0 /Page | Go |
a Date Description Alert? Alert Date Created By Created On
Range Updated By Last Updated

%[?[:] 1/23/2023 | Another comment for testing additional comments feature. | No 1/23/2023
1/23/2023

%B [T 11116/2021 | (VG) This space was formerly occupied by Bulldog's Diner. | No 11/16/2021
11/16/2021

OK Click OK to close window and
return to previous screen.

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).
Enter comment text for the Description.

Enter Alert From and To Dates (Optional).

Click the check box for Alert? (Optional).

Click on the Save button.

o0k w
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Add Comment
Comment Date |11/232011 _*'

Add addtional commenis using this functon, Comments will be saved to the
establishment record. The comment date is autematically populated with
today's date. However, the user can change the date if needed. Users may
also add akters for the comment along with from and fo dates.

Description

Alert From el o

Alert To [fmozonn [0

Alert?

To close the comment alert screen, click the OK button.

e —
Include current alerts? Active/Deleted Search
Cagaew | 7| (]| (=) 7a) | O s | [ |

4 of1| | r_ilhems|1D IPage | Go |

Date Description Alert?  Alert Date Created By Created On
L]
Range Updated By Last Updated
Q-\\,[[? [] sMe=017 Test comment entersd here. hi=H afa2my 8207
BM12017 SM8207

oK Click OK to close window and
return to previous screen.
7.3 EDIT ESTABLISHMENT

To edit an existing establishment:

1. Click on the Edit icon for the desired establishment.
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Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Map
Permit # City/STIZIP City/STIZIP Estab. Status
j_-y(_‘% [ soes141000 GREAT PUMPKIN FOSTER CARE (502) 695-15599 Active
14 Foster Care Homes 5000 N CENTRAL AVE 5000 N CENTRAL AVE “ [
PHOENIX Arizona 55013 PHOENIX Arizona 56013 Open

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.

Edit Establishment m

® indicates required field

S
Establiahmont® 6065141000 * Eatab. Statas. |Opes =
* Estab. Type |14 Fosser Care Momes = service Type
* ArearSU [ PHOEND FPHOEND [= * SWCommunity | PROENE [ SALT RIVER =
Remervation [AK Crp LARKCOSA =] *Tribe [AK CHIN NN CONM. PAPAGO 1D, AZ [=] F
A | az |
District

* RRGM Status | Pending ARM Credt Approval| = Resk Type |Fieass Seiect =l * ActhveiDeleted |Actve =
| Peass Calect
| Pending RRM Credit Approval

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

Mailing Information M Check here if same as premise B Check here if same as owner

Name ‘GREAT PUMPKIN FOSTER CARE CENTER

Address 1 ‘E-DDD N CENTRAL AVE

Address 2 ‘

City [PHOENIX State | Arizona [=] ZIP Code [s8013

View Comments 11/23/2011 Effective from 11/23/2011 to 11/30/2011 THIS A NEW FOSTER CARE CENTER. A HOME VISIT SHOULD BE SCHEDULED AS SOON A POSSIBLE.
[7] Add Hew Comment

]T@mm 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.

Mailing Information B Check here if same as premise M Check here if same as owner

Name |

Address 1 |157 W Riverside Drive

Address 2 |

City |Parker State | Arizona v ZIP Code |85344

View Comments 1/23/2023
Additional comments exist} ANOther comment for testing additional comments feature.
Click the View Comments

utton to view.

[ Add New comment

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.

La Y
Message from webpage @

y l} Your data is being saved.

b F

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. A |

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.

Select Estabs. Status from the dropdown.
Select Estabs. Type from the dropdown.
Select Area/SU from the dropdown.
Select SU/Community from the dropdown.
Select Tribe from the dropdown.

oo~

Add Establishment | Cancet |

"
" lndicates required Tiekd

* Estab. Status il:‘.':-en—'_;i * Estsb. Type | &8 Bingo Paror [ Gaming Facity =
* AreaSU | PHOEND / PHOENDS [=] * SUCommunity | PHOEND! [ FHOEN [=]
Reservation |Peass Sewct [=] *Tribe [AK CHIM NS COMU. PAPAGD ND, AZ [=] &
ar [ Az [ ]
District | f
RRM Status | Pendng RAM Creda I-pi:ra.'ali__-_v__ Rizsk Type W
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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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Premise Information M Check here if same as parent

Parent Establishment Lookup Unlink Relationship

* Establishment Name |

* Address 1 |
Address 2 |
*City | * State [ Please Select v *zPcode [  Google Map Via Address
*Primary Phone [(_ ) - Ext. | Type |Please Select v Name |
Altemate Phone [(— ) Ext. | Type [Please Select v  Name |
FaxNumber [ ) -
Email Address | Website |
| Add New Email * Description * Mobile Rpts? Record Status ‘
Latitude/ Longitude | [ Google Map via Coordinates Land Status | Please Select  ~
GPS coordinates should be in decimal degrees (Ex: Latitude 38.19802 Longitude -84.86261)
Water Supply [ Please Select ~  Liquid Waste Disposal [ Please Select -
Solid Waste Method | Please Select v

Year Built Seasonal? e

Smoke Free? ~  If no, smoking policy in place? ~ Description |

Manager Name First Name | Manager Name Last Name |
Primary Phone [(__)_ - Ext | Type [Please Select v Name |
Alternate Phone [(__)__ - Ext | Type | Please Select v Name |
Certified Food Manager Employed? | v  Ifyes, enter Certification # |
Cert Food Mgr First Name | Cert Food Mgr Last Name
Cert Food Mgr ExpirationDate | [T
Cert Food Mgr Phone [(__)_ - Ext | Type | Please Select v

safety Officer First Name safety Officer Last Name |

safety Officer Phone [(__ ) - Ext. | Type | Please Select v

Safety Officer Email Address |

Hours Of Operation |
Next Survey Purpose | Please Select  ~  NextSurveyDate | [T
OpeningDate [ [ ClosingDate [ [ ActivityDueDate [  [7
Inactivate Date | [T Reactivate Date | [

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.

Premise Information
Parent Establishment @ Unlink Relationship
* Establishment Name [KENNY'S TEST CAFE
* Address 1 [123 DOES NOT EXIST STREET

Address 2 |
* City [PHOENIX * State [Arizona [v] *2IP Code [35004 Google Map Via Address
* Primary Phone [(502) 364-5073 Ext. | Type [Work [~v] Mame |
Alternate Phone [ ) Ext | Type [Please Select| v| Name |
Fax Number E

WebEHRS opens a new window for the user to search and select an establishment.

50



WebEHRS User Guide CDP, Inc.

2. Use Filters to locate the desired establishment.
3. Click on the Select link to select a Parent Establishment.

Establishment Lookup

Use the fields below for ad-hoc filtering. Select

Estab. Name t"Esl rad"w"“

an Establishment record or click on the red X to close this window. containirlgL_ _)

Areas/SU's SU's/Communities Establishment Type

ALASKA | ANCHORAGE ~ Areas 01 Comprehensive Health Care Referral Facility A

ALASHA [ ANNETTE ISLAND v 02.1 Hospital w' Surgery w/ DEHS Funded Safety Officer

ALASKA | BARROW 02.2 Hospital w' Surgery and No DEHS Funded Safety Officer

- - 02.3 Hospital wio Surgery fw DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospitsl wio Surgery wi no DEHS Funded Ssfety Officar
A 03.1 Health Center w/ DEHSE Funded Safety Officer

ACOMA 02.2 Health Center w' no DEHS Funded Safety Officer

AK-CHIN MARICOPA Vv 04 School Health Center v

ALABAMA COUSHATTA LIVINGSTOMN TEXAS 0% Heslth Station

Address . Service m I~ Active/ T

containing | Crly| Type Al > Deleted All >

Additional Search Options

RRM Status |2l [v] RiskType [a1 ~ | Establishment # Estab. Status  [Al %
A1 A2 District Search Clear
L =@ @sl | [ L el | [Fonems|fic | mpege|oe |
Name Estab. Type Address 1

City / ST/ ZIP

est Facility Food Service 47 CafelRestaurant 1224 Brown Strest

Rhinelander Wisconsin 54501

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.

Premise Information

Parent E: i est Facility Food Service Unlink Relationship
* Establishment Name ’W
* Address 1 [123 DOES NOT EXIST STREET
Address 2 |
*City [PHOENIX  * State [Arizona w| *ZIP Code [35004 Google Map Via Address
* Primary Phone [(502) 364-5073 Ext. | Type [Work [~v] Name |
Alternate Phone [ ) - Ext. | Type [Please Select|~| Name |
Fax Number lr
Email Address | Website |
Latitude/ Longitude | | Google Map via Coordinates Land Status ’m
GPS5 coordinates should be in decimal degrees (Ex: Lafitude 38.19802 L i -84.86261)
Water Supply |Pleas& Select ﬂ Liquid Waste Disposal |Please Select ﬂ
Salid Waste Method |Please Select [v]
Year Built ’7 Seasonal? ’W
Smoke Free? l—ll

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.

Premise Information

Parent Establishment Test Facility Food Service
* Establishment Name |KENNY'S TEST CAFE
* Address 1 |123 DOES NOT EXIST STREET
Address 2 |
*City [PHOENIX  *State [Arzona  |v| *ZIP Code [35004 Google Map Via Address
* Primary Phone [(502) 364-5073 Ext. | Type [work [v] Mame |
Alternate Phone [ ) - Ext. | Type [Please Select[v| Name |
Fax Number ’j
Email Address | Website |
Latitude/ Longitude | | Google Map via Coordinates Land Status ’m
GPS coordinates gshould be in decimal degrees (Ex: Latitude 38.19802 L i -B84.86261)
Water Supply |Please Select ﬂ Liguid Waste Disposal |Please Select ﬂ
Solid Waste Method [Please Select [v]
Year Built ’7 Seasonal? ’W
Smoke Free? l—ll

7.4.3 ADDITIONAL EMAILS

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

Premise Information B Check here if same as parent

Parent Establishment  Lookup Unlink Relationship

* Establishment Name |

“Address 1 |
Address 2 |
*city | * state [ Please Select v “zZIPcode [  Google Map Via Address
* Primary Phone [(__)_ - Ext. | Type |[Please Select ~  Name |
Alternate Phone [ ) . Ext. | Type |[Please Select v  Name |

FaxNumber |(__)_ -

Email Address | Website |

[ —
Additional Emails | Add New Email © Description * Mobile Rpts? Record Status ‘
e

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.

Additional Emails Add New | Email* Description * :;:;'!,E Record Status
P " =
X ¢fSampieemaii@cdpens com (@Ie Email O Aclive v

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.

52


mailto:xxxxx@xxx.com

WebEHRS User Guide CDP, Inc.

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.

Owner Information W Check here if same as premise

Hame
Corporats Hams [SUN VALLEY RESORT AKD CASHD
Address 1 [4450 R CENTRAL AVE
Address 7 |
Ciey [PcERo [T r— = BPeode [Eon
Primary Phone (=07 ass- 1999 Ext Tips |Prerme T= Hame
Alermate Phone | Ext Type [Pesse Seect =] Hame

Fax Mumbaer

Erail dress |

City [PwoER " stae [arcos T=| TP Code [E5002

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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Supplemental Info

Estab. Engineer Hame(FiL) | |

Estab. Engineer Phone |[ Yy - Ext | Type |Pleaze Select :

Infection Control Officer Name(FiL) | |

Infection Control Officer Phone |[ Y - Ext | Type |Pleaze Select :
Occupancy Class | Flease Select El Click here for Occupancy Classification Comparision Table

Operator |Please Select :
Facility Accreditation |Pleaze Select :

Health Center Director Name(FiL} | |

Health Center Director Phone |[ Y - Ext | Type |Pleaze Select :

CEO Hame(FiL) | |

CEOPhone |__)__- Ext | Type [Please Select [+

Save and Return |  Cancel |

7.4.6 ADD COMMENTS FOR ESTABLISHMENTS

Users can add comments for establishments.

View Comments |

%Add Hew Comment

To add a comment:

Click in the checkbox beside Add New Comment.

Accept the default of date and time or change to alternative.

Enter text for comment.

The Spell Check feature can be used to check the spelling of the comment (optional.

oobnh =

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.

Mailing Information M Check here if same as premise B Check here if same as owner
Name |

Address 1 |157 W Riverside Drive
Address 2 |
city [Parker State [ Arzona ~  ZIP Code (85344

View Comments 1/23/2023
Additional comments exist} Another comment for testing additional comments feature.
Click the View Comments
utton to view.

| Add New Comment
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Add New Comment Comment Date [05/19/2017 [ Time [11:31 AM  [EF)
Alert? | | Alert Effective From [ To [
Adding a test comment for an establishment
Spell Check

{Maximum characters: 4000}

You have characters left.

Save & Return | Cancel |

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.

adanew | (“copy )  Attachments = #l = A 8l sl | 1 of 1 thems [0 iPageeo |
Surveys | RIC/P | Activities |  Child Relationships | Parent Relationships |  Edit | | Letters | App | Survhist | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On Google
[ ] Estab. Type Address Alt.Phone  Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/STiZIP Estab. Status  Permit#
4, [B? [¥] 6000470001 KENNY'S TEST GAFE (502) 364-5075 Active Kenny Hicks Khicks 813/2013 "
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOTEXIST  Category |- 21412014 JGrady CEETERT A
AK GHIN INDIAN COMM. PAPAGO  STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOENIX Arizona 85004  Open

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

Modify any fields if necessary.

Change the Establishment Name.

Enter additional data as needed (optional).

Click Save and Return or Save and Continue (if supplemental information is needed).

No o bk

55



WebEHRS User Guide CDP, Inc.

Add Establishment

* Indicates required fiekd

* Extaly, Siatus | Open =] * Estab. Type [32.1 Trader Pari Twl
P — - — 132 1 Trader Part =
" Area/sy [PHoOEHK / HOEHK " SWCommianity EEMP
r - _ - 33 BarberBea Shop
Renarvation | FORT YUMA &4 Tribe |3J: industrial or Manlacturing EatabEshment
o r—- AZ 35 Injury Pravention 10 MOSD0-User Population]
|42 Bakery, Cortry, Botting
Diairiet | |43 Swmughter Houas, Fsh-processing Pant
| 44 Senior Cizens’ Center
* R Siatus | Pendng REMN Crede .é.n:;egval__vi Risk Type |15 Food Wareboose

| 46 Tradieg Post, Grocery, Comatnncs Sione

T Caf |
T - '

ParentEstablishment Lookyp  Unlink Relationshin |48 Brge Parior / Garming Facity
| 50 Communiy Buiiding, Chapber House
* Establishment Name [SH0995 CAFE 55 Swimming Pool 3
15 g
* Address 1 2500 1 CENTRAL AVE Eﬁ m;‘:;:iru
58 ColetrationFar
Aodress 2 | |80 Rsbies Cinics
* ity [PHOEND. "~ *State [Arizena 61 Bneran Food Vendors res.
|62 Epidemicicpcal nvestigations
* Priencary Phome (503 695-1959 Ext | Type |Prel63 ENS Projcts
et B5 Afd Specihc
Alernate Phone |._; = Ext. | Type |PadTo ares Specific

: m—r |78 Ares Specific
Fax Hamber [} - 1:11] F:-a-df‘::..n:tﬂperabcr.i
— & | B1 Area Specific
Addres 18101 Shawses, 0% Vel Dats
Latitude! Longitude | | G 61,02 b - WV [=
GRS coordinates should be in decimal degrees (Ex L0103 409 - Gotn Dump Stes
T

Water Supply |Communiy Waler Sysiem [=] Liquid Waste Dispossl [ Communty Laud Waste Colection Sysie= -
Solid Waste Method |Communty Sokd Waste ColectonTagesal System] w |

Year Bailt (2011 Seasomal? |No =

If the user does not change the establishment name, the system prompts the user with an error
message.

Add Establishment

* indecates requined field

* Estab. Status | Open (= *Estab, Type |32.2 MotesHotel

=] £
* ArealSU | PHOENDC / PHOENIK [=]
Resarvation |FORT YULLA =] T .
Al Establishment with same Establichment Mame slready easts n Area/5U
AL PHOENDX / PHOENIX,
Diatrict | Please change the Establishment Mame,
* RAM Status [Pending RRU Credt Approval =) Risk

Premise Information

Parent Establishment Lookup  Unlink Relationship
* Establishment Hame [SHOPES CAFE

* Address 1 [£400 1 CENTRAL AVE
Address 2 |

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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AdaNew | copy (2 @ = @l ol &l | [T 11 el | [nemlic rweloo |

Surveys | RICP |  Activities Child ionships |  Parent Relationships |  Edit | B | Letters | App | survHist | Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google

[ ] Estab. Type Address Alt.Phone  Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/ST/ZIP Email City/STIZIP Estab. Status  Permit #
4,3 [¥] 6000470001 KENNY'S TEST GAFE (502) 364-5075 Active 81372013 »

47 CafelRestaurant 123 DOES NOT EXIST 123 DOES NOTEXIST  Category 1 - 2/1412014 snann7 | 7
AK GHIN INDIAN COMM. PAPAGO  STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOENIX Arizona 85004  Open

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

Name/Address Establishment Type

KEMNY'S TEST CAFE 47 Cafe/Restaurant
123 DOES NOT EXIST STREET
PHOENMIX, Arzona 85004

Attachments
Active/Deleted i Search Clear

posesa]| [ [ Z (2 2@ O] | | | [T ool | [ owmslio— rueloo |

File Mame Document Type Created On Updated By Active/Deleted
Last Updated

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.

Attachment Upload

* Indicates required field

Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file,

* File Name I Browse. .

* Document Type |P‘Iease Select ﬂ

Save and Upload | Cancel |

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




WebEHRS User Guide CDP, Inc.

Name/Address Establishment Type
KEMMY"S TEST CAFE 47 CafefRestaurant
123 DOES NOT EXIST STREET
PHOEMLX, Arizona 85004
Attachments
Active/Deleted |2CTIVE | v Search Clear
upioad || ||| islB | QI | L LI ertl | [Tanems|[o pegeloo |
File Name Document Type Created On Updated By Active/Deleted
Last Updated
E Test Attachment. docx Azsessments Q22017 5232017 ACTIVE

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

Update/Modify Attachment

* Indicates required field

This allows you to update/modify the infermation in this pop-up. You cannot edit the document itself, but you can replace the document.
Please remember that excessively large files can take a leng time to load.

Click the Browse button below to select your file.

File Name l Browse...

Current File Name Test Attachment.docx

* Document Type |Assessmr=nts ﬂ

* Active/Deleted |ACTIVE b

Save andior Upload | Cancel |
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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Add New | Copy |  Attachments | =i = =l El 8% J 1 of 1 thems [0 |iPage |G|
(surveys ) RICP |  Activities |  child ionships |  Parent ips | Edit | I | Letters | App | SsurvHist | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
[] Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/ST/IZIP Email City/ST/ZIP Estab. Status Permit #
OQ E 6000470001 KENNY'S TEST CAFE (602) 364-5075 Active Kenny Hicks 8132013
47 CafelRestaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 20142014 SMeR2017 ‘ ?
AK CHIM INDIAN COMM. PAPAGDO | STREET STREET High
IND, AZ PHOEMLX Arizona 85004 PHOEMIX Arizona 85004 Open

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.

Establishment Return to Establishments

Name/Address Establishment Type MNext Survey Due

KEMNY'S TEST CAFE 4T Cafe/Restaurant 814/2014
123 DOES NOT EXIST STREET

PHOEMIX, Arizona 85004

AddNew | Audit | Copy | Attachments | | w] ]| ) O | 1 of 1 2htems |10 iPage |
Survey Date Survey EHS Survey Date Critical Viols RICIP Title Survey Type Origin  Create User Setup Date Active/Deleted
Purpose Status Finalized Found

Update User Update Date

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.

Add New | Copy | Atta | = #l =l &l 8] % J 1 of 1 1items= | [10 IPage | Go |

surveys | Activities | chilg ionships |  Parent jonships | Edit | EE | Letters | App | survhist | Auait
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google

|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ STIZIP Estab. Status  Permit #
Oﬁ E 6000470001 KENNY'S TEST CAFE (602) 364-5075 Active 8M3f2013

47 CafelRestaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category |- 211472014 SMe2017 \ ?
AK CHIN INDIAN COMM. PAPAGDO STREET STREET High
IND, AZ PHOENLX Arizona 85004 PHOENIX Arizona 85004 | Open

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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Iy s
Name/Address Establishment Type Next Survey Due
KENNY'S TEST CAFE 47 Cafe/Restaurant 8/14/2014
123 DOES NOT EXIST STREET
PHOENIX Arizona 85004
AddNew | Copy | Printw | |'7'_—||@|@|@|d|b‘_|| TR ao| | 0 iteme |10 /Page | Go |
Surveys | Activities | F liness | Product | M | wen | w | Lead | | Audit |
RICIP Date RICIP Type Suppl. Type RICIP Title RICIP Contact Created By Created On Active/
[] Resolved Date RICIP Status Updated By Last Updated Deleted

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.

adanew | copy | Atmewmens | | T ] ] @ 0 & ] [ | el o |
Surveys RICIP Child Relationships |  Parent Relati | Edit | I | Letters | App | survist |  Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ ST/ZIP Estab. Status Permit #
C% E 5000470001 KENNY'S TEST CAFE (602) 264-5078 Active 81372013
47 CafelRestaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 2014/2014 5192017 ‘ ?
AK CHIN INDIAN COMM. PAPAGD  STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOEMIX Arizona 85004  Open

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.

(smistment ———————————— Emmemen
Establishment Address City / ST/ ZIP Estab. Type
KENNY'S TEST CAFE 123 DOES NOT EXIST STREET PHOERNIX Arizona 35004 47 Cafe/Restaurant
Activity
e 2 O S S e T D R Y™ o
AddNew | Copy | Audit | |
Activity Date  Activity Type Element 10 Essential RIC/P Title Comments EHS Created By Due Date Created On  Active/
[] Activity Status Program Sub-Element  Primary Updated By Last Updated Deleted
Secondary

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.

Add New | Copy |  Atta | =1 = s J 1 of 1 1 items | [10 Feg=|Go |

Surveys | RICIP |  Activities |  Child Relationships | Parent ionships | ¢ Edit 3 c© | Letters | App | SurvHist | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google

|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By LastUpdated Map
Tribe City/ST/ZIP Email City/ST/ZIP Estab. Status  Permit #
CQ E &000470001 KENNY"S TEST CAFE (602) 364-5075 Active 8M3r2013

47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 201412014 5192017 ‘ ‘3'
AK CHIN INDIAN COMM. PAPAGO  STREET STREET High
IND, AZ PHOEMIX Arizona 35004 PHOEMIX Arizona 85004 Open

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.

Message from webpage [i_E-J

Supplemental information is not available for the
! % selected establishment's type.

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.

Edit Establishment | Cancel |

Estab. Name Peanuts Comprehensive Health Care Area PHOENIX Service Unit PHOEMIX
Estab. Type 01 Comprehensive Health Care Referral Facility Establishment # S06G11000

Supplemental Info

Estab. Engineer Name{F/L) |Aron [vanPelt
Estab. Engineer Phone  |(550) 227-4214 Ext Type |'l.l".|'<:-rk :
Infection Control Officer Name(F/L) |LLE¥5‘ |Gra1,f

Infection Control Officer Phone  [(25%) 2374514 Ext | Type [Premiz= |
COecupancy Class | Healthcare Ococupancy El Click here for Occupancy Classification Comparision Table
Operator III-I‘.':'-—E
Facility Accreditation | Fleaze Sslect :

Health Center Director Name(F/L) | |

Health Center Director Phone | ) _ - Ext Type |F"|aaaa Select :
CEOQ Name(FiL) | |
CEOQ Phone |} _ - Ext Type |P'Iaase Selzct :

WM.

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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Add New | Copy |  Atta | |: =i =l =l El 8 % :| | 1 of 1 1items | [10 ipage|Go |
Surveys | RICIP |  Activities | ¢Child Relationships 3}  Parent ionships | Edit | B | Letters | App | survHist | Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/ST/ZIP Email City/ST/IZIP Estab. Status  Permit #
(._‘.% E £000470001 KENNY'S TEST CAFE (602) 364-5075 Active 81372013
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 201472014 SM92017 ‘ ?
AK CHIN INDIAN COMM. PAPAGO  STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOEMIX Arizona 35004 Open

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.

Establishment Parent/Child Links Return to Establishments I
Name SUNWALLEY RESORT AND CASING Area PHOENDX Service Unit PHOENE{

Estab. Type 45 Bingo Parlor / Gaming Facility Establishment # 6065451000
Address 1 4400 N. CENTRAL AVE

Address 2

City PHOENIX State Arizona ZIP 85013
Associated Child Establishment(s)
Click on the Unlink button to the right of the Establishment to remove the Parent-Child relationship. These must be done one at a time. Each

Unlink function will refresh this page.
NOTE: Removing the Parent-Child relationship will NOT delete the Establishment.

Establishment # Name/ Address Estab. Type

Areas Setup Date
Service Units  Last Update
Qb @ 6056471000 SNOPPY"S CAFE 47 Cafe/Restaurant PHOENLDX 111172011 Unlink
4400 N. CENTRAL AVE PHOENDX 1103002011
PHOENLK Arizona 85013
Qﬁ @ 6086321000 SUN WALLEY RESORT AND CASING HOTEL 32.2 MotelHotel PHOENLDX

4400 N. CENTRAL AVE
PHOENLX Arizona 85013

11720 Unlink
PHOENDX 1143002011 Q

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.

L
-

Message from webpage

[

establishment.

The selected establishment does not have
l % any child record relationships with other

7.12 PARENT RELATIONSHIPS BUTTON

CDP, Inc.

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.

AddNew |  Copy | At |

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

=i Ml =l &5l 9 8 J 1 of 1 1 ttems= | [10 /Page | Go |
Surveys | RIC/P |  Activities | Child ips | ¢ Parent Relationships [} Edit | BE | Letters | App | SurvHist | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP City/STIZIP Estab. 5tatus ~ Permit #
C“% E 6000470001 KENNY'S TEST CAFE (602) 364-5078 Active 8132013
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | -
AK CHIN INDIAN COMM. PAPAGD  STREET

IND, AZ PHOENIX Anzona 85004

STREET
PHOENIX Arizona 85004

High
Open

211412014 T &)

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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Establishment Parent/Child Links Return to Establishments I

Mame SUN VALLEY RESORT AND CASMO HOTEL Area PHOEMD Sarvice Unit PHOEND
Estab. Type 32.2 MotelHotel Establishment # S056321000
Address 1 4400 N. CENTRAL AVE
Address 2
City PHOEMNX State Anzona ZIP BS013

Associated Child Establishment(s)

Click on the Unlink button to the right of the Establishment to remove the Parent-Child relationship. These must be done one at a time, Each
Unlink function will refresh this page,

MNOTE: Remowving the Parent-Child relationship will NOT delete the Establishment.

Establishment®  Name/ Address Estab. Type Areas Setup Date
Service Units  Last Update
@, [ sose421000 SHOPFY'S BAKER AND COFFEE SHOP 42 Bakery, Canngry, Batthng PHOEND! 11172011 Uniink |
4400 M CENTRAL AVE PHOENDX 11302011 —_—

PHOEMND Arizona 85013

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.

Add New | Copy | 1 W=alalsl || 1 of 4 36 Items |10 IPage |
o Child Parent Aquatic Edit N :
Surveys | RIC/P | Activifies | =T . ‘ o ‘ Venues | c | Letters | App | SurvHist | Audit
Estab. # Premise Name  Primary Phone Owner Name Active/Deleted EHS
[] Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Created By Created On  Google
Tribe City/ST/ZIP Email City/STIZIP  Estab. Status Permit # Updated By Last Updated Map
%B 7086556080 7 FEATHERS (293) 874-9218 Active Timmy 1/1/1900 »
55.1 Small Aquatic SWIMMING Category Il - Medium Feltenberger TFeltenberger 11/4/2025 ‘ ’
Facilities POOLs Open 10/26/2025

COW CREEK BAND 8937490128
UMPQUA INDIANS, roseburg Oregon
OR 98237
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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.

Establishment | Return |

Premise Name
T FEATHERS SWIMMING POOLs

Premise Address 1
8937490128

City / ST/ ZIP
roseburg, Oregon 98237

Establishment Type

(55.1 Small Aquaiic Facilities v)

Aquatic Venues

* Indicates required field Active/Deleted | Active W
AddNew | ) g

Setup Date
* Description

* Operation Status * Active/Deleted Update Date Update User File ID
[Hot Tub [ Open v | [Active v 10/20/2025 | Feltenberger, Timmy | 84
2/4/2026
‘Lap Pool \ Open v \ Active v 10/2/2025 Feltenberger, Timmy | 31
21472026
‘Water Slide \Open v \Active v 10/20/2025 | Feltenberger, Timmy | 85
2/4/2026

Save &Return | Cancel |

To add an Aquatic Venue:

1. Click on Add New button.
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.

Establishment

Premise Name
7 FEATHERS SWIMMING POOLs

Premise Address 1
8937490128

City / ST/ ZIP
roseburg, Oregon 98237

Establishment Type

[ 55.1 Small Aquatic Facilities v

Aquatic Venues

* Indicates required field Active/Deleted | Active

Setup Date
* Operation Status * Active/Deleted Update Date Update User File ID
] [Please Select~  [Active v

|Hot Tub \ Open ~ \ Active 10/20/2025 | Feltenberger, Timmy | 84
2/4/2026

[Lap Pool [ Open v |[Active v 10/2/2025 | Feltenberger, Timmy | 31
2/4/2026

|Water Slide [ Open v [Active v 10/20/2025 | Feltenberger, Timmy | 85
2/4/2026

Save & Return Cancel
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Establishment Type Validation:

o Select 55.1 — Small Aquatic Facilities when the establishment has four or fewer
venues.

e 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:

Establishment | Retum |

Premise Name Premise Address 1 City / ST/ ZIP Establishment Type
7 FEATHERS SWIMMING POOLs 8937490128 roseburg, Oregon 98237 | 55.1 Small Aquatic Facilities v

Aquatic Venues

*Indicates required field Active/Deleted |Active

Add New SN |

Setup Date
* Description * Operation Status * Active/Deleted Update Date Update User File ID
X [Hot Tub 3 [ Open v |Active v
> [Hot Tub 2 [Open v [[Active w
[Hot Tub [ Open v |[Active ~ 10/20/2025  Feltenberger, Timmy | 84
2/4/2026
‘Lap Pool \ Open v | Active v 10/2/2025 Feltenberger, Timmy | 31
2/4/2026
‘Water Slide \ Open v | Active v 10/20/2025 | Feltenberger, Timmy 85

2/4/2026

This establishment is type 55.1 (1-4 venues) and has a total of 5

venue(s). Please update the establishment type to 55.2

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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AddNew |  Copy | _ Attachments | [I | EINE] ‘@I Ol Bl | [[ [ [T o] [ [Temens|[c magelco ]

Surveys | RIC/P |  Activities |  Child | Parent ips | Edit | - Letters | App | SurvHist |  Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS reated By Created On Gongle

|:| Estab. Type Address Alt. Phone Address Rigk Type Last Survey Date Upda‘lell By Last Updated Map
Tribe City/ST/ZIP Email City/ST/ZIP Estab. Status  Permit #
C\ﬁ W 6000470001 KENNY"S TEST CAFE (602) 364-5073 Active 8132013 s

47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category |- 214/2014 SM92017 ‘ ?
AK CHIN INDIAN COMM. PAPAGD  STREET STREET High
IND, AZ PHOEMIX Arizona 85004 PHOEMIX Arizona 85004  Open

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.

Include current alerts? [T -  Active/Deleted Al - Search
Aaa-&:- =] ) W= Em o @_I L Mo stol |- P oems [0 Page |Go |
Description Alert? Alert Date Created By Created On |
jHange _[Updied By East bndate

Chck OK o close window and
return to previous screen,
To add a comment:

Click the Add New button.

Accept the default of date and time or change to alternative.

Type the comment in the Description field.

Specify an Alert From and Alert To date range (optional).

Select the Alert? check box(optional).

Click Spell Check feature to check the spelling of the comment (optional).

o0k wnN=

Add Comment

Comment Date [05/192017 [

Description Spell Check

{Mazximum charscters: 4000)

You have (4000 characters left.

Alert From [
Alert To |“"_.';“|

Alert? |
Save Cancel
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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.

Include current alerts? &l | » Active/Deleted |2l w Search
Add New E|@|@|@|d|w | | | |1 -:rf1| | 3Item5|1l2- -'F"age|Gu |

I:l Date Description Alert? Alert Date Created By Created On
Range Updated By Last Updated
[ [ 5192017 | test comment Mo ?1 Z:ESE
W 3

oK Click OK to close window and
return to previous screen.

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.

Add New | Copy |  Attachments | |:|'7'_.|| W =l & O §| :| | Bz o] | 1 tame | [10 IPsge | Go ‘
surveys | RICIP |  Activities |  Child Relationships | Parent Relationships | | Edit | IE | App | SurvHist | Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ST/ZIP Estab. Status Permit #
f‘% E &000470001 KENNY'S TEST CAFE (602) 364.5073 Active 8M32013 g
47 CafelRestaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 2114/2014 SMar017 ‘ ?
AK CHIN INDIAN COMM. PAPAGD | STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOEMIX Arizona 85004 | Open

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.

Establishment Return to Establishments
Estab. Name/Address Establishment Type
SMOPPY'S BAKER AND COFFEE SHOP 42 Bakery, Cannery, Bottling
4400 N CENTRAL AVE
PHOENIX Arizona 85013

Letter Master

addew | | |7 (]| (5] |5 OB | f an 18eme | 10 o2 co |
Print on Letter Head | Print on Blank Paper |
D Letter Type Comments Created By Created On Actives
Updated By Last Updated Deleted
@, [ [] HS EH Survey Contact Letter Letter test VGray 11/28:2011 Active
This is the first letter sent to this establishment, Follow-up may be required. VGray 1172872011
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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.

Add New | Copy |  Atta | = = 8 sl | 1 of 1 thems [0 iPspe|eo |
Surveys | RIC/P |  Activities |  Child Relationships |  Parent ionships | Edit | IE | Letters | Surv Hist | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Rizk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ST/ZIP Estab. Status  Permit #
C\% B 6000470001 KENNY'S TEST CAFE (602) 364-5073 Active 8132013 »
47 CafelRestaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 2114/2014 SMe2017 \ ?
AK CHIN INDIAN COMM. PAPAGO  STREET STREET High
IND, AZ PHOEMIX Arizona 85004 PHOEMIX Arizona 85004 Open

WebEHRS displays a pop-up window with the application for health permit for viewing or
printing.
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@¥ &3 | [ Parameters (T2 GroupTree | M 4 f1 boM [ [[son ]+ | %
Main Report |
t,“"l Hc.,,;“

§ %,

£ x =

g 2 Indian Health Service

= g

# APPLICATION FOR HEALTH PERMIT
The urdersigned herely makes application for 2 permit to operzte a food establishment and/or retzil food stors in the
NAME OF ESTABLISHMENT EENNY'S TEST CAFE
ADDRESS: 123 DOES NOT EXIST STREET PHOENTX 83004
(Stest) (Ciry) (Zip)
PHONE: (602)364-3078 FAX
EMALL:
OWNER: PHONE: (602) 364-3078
ADDRESS: 123 DOES NOT EXIST STREET PHOENDL 83004
(Stest) (Ciry) (Zip)
MANAGER: JOHN SMITH PHONE:
TYPE OF ESTAELISHMENT: 47 CafeRestourant
WATER SUPALY:
HOURS OF OPERATION:
DOES THE ESTASLISHMENT EMPLOY 4 CERTIFIED FOOD MANAGER? 1Es X No
[F YES, NAME: JOHN SMITH
I affirm that the above information is trus to the best of my knowledze and balisf:
DATE SIGNATURE
- OFFICE USE ONLY
Priarity 4 By
Pareit Tzued O By
Establishmant Number 6000470001 Parmit Number
(Dfisia] Us: Ordy)
TREENV_applemtion Fer_Pormit Pagsiefl Repost Genermied ST2I0M7  S-10:4SPM Exstem Time

7.17 AUDITS
Use the checkbox to select the desired establishment from the Show Table panel.

The Audit button allows users to view edit history for a selected establishment. To use the Audit
button:
1.
2. Click on the Audit button.
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Addllew| Cow| thhmenis| |:|'7'_—|| @| @| @| (j| §|:| | | | |1 or1| | 1|lerns|10 fF'age|Gu |
Surveys | RICP |  Activities |  Child ionships |  Parent ionships |  Edit | EE | Letters | App |  SurvHist |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
[ | Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/ST/ZIP Estab. Status Permit #
Oﬁ W 6000470001 KENNY'S TEST CAFE (602) 364-5078 Active BM32013 o
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category | - 21472014 5182017 ‘?
AK CHIM INDIAN COMM. PAPAGO  STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOEMIX Arizona 85004  Open

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.

Auditing- Establishment Record # 26800

Establishment Demographics |

Estab. Name KENNY'S TEST CAFE

= ml=B Al | L el | Prnems|c | pageloe |
Change Date Action User
G)EM 92017 12:51:24 PM UPDATE Test User

Column Name Before Value After Value
UPDATE_DATE | 24-FEB-14 19-MAY-1T

PARENT_EST_ID 2B570
G)Z):w_um 3:27:45 PM UPDATE
T 2242014 3:27-45 PM UPDATE
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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.

§ § [ Temp. Estabs. § |
Temporary Establishments (All Temporary Establishments are Non-RRM Creditable)
AT Use the fields below for ad-hoc filtering. Click e
My Filters v —!!Fme'rs "Add/Edit My Filters™ to save the current filtering smn'tai:ir:;
options.
Areas/SU's SU's/Communities Estab. Types
Al P Apply 02.1 Hospital wi Surgery w/ DEHS Funded Safety Officer
ALASKA | ANCHORAGE Areas 02.2 Hospitsl wi Surgery and No DEHS Funded Safety Officer
ALASKA [ ANNETTE ISLAND v 02.3 Hospitsl wio Surgery fw DEHS Funded Safety Officer
ALASKA | BARROW 02.4 Hospitsl wio Surgery wi no DEHS Funded Safety Officer
B X 032.1 Health Center w/ DEHS Funded Safety Officer
Reservations Tribes 032.2 Heslth Center w/ no DEHS Funded Safety Officer
04 School Heslth Center

ACOMA ~ 05 Heslth Station v
AK-CHIN MARICOPA v 0 Dentsl Heslth Station

ALABAMA COUSHATTA LIVINGSTON TEXAS 0T Dialysis Unit

Address " Service ’—_l Active/ ,—_l
c:ontaining| City| Type Al v Deleted | A%t ~

Additional Search Options

Event Name Organization Name Stand Location

A1 A2 District

Risk Type | w Establishment # Search Clear

AddNew | Copy | |2 B OS] | [ L1 os| | [Fmwems|t | exeleo |

Surveys | RIC/P | Activities | ParentRelationships | Letters | SurvHist | Audit |

| Event Name Estab. Name Area Community  Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation O izati Stand Locati: Entered By Updated By Last Updated Email
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.

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

3. Click the Search button.

2.

Temporary Establishments (All Temporary Establishments are Non-RRM Creditable)

Use the fields below for ad-hoc filtering. Click

My Filters |F'h|:|en o Area ﬂ Add/Edit

- P - - _ Estab. Nam@i
My Filters Ad_d. Edit My Filters” to save the current filtering TR ®
options.

Areas/SU's SU's/Communities Estab. Types

A Apply

ALASHA | ANCHORAGE A Areas 01 Comprehensive Health Care Referral Facility

ALASHA [ ANNETTE ISLAND v 02.1 Hospital w/ Surgery w/ DEHS Funded Safety Officer

ALASHA | BARROW 02.2 Hospital wi Surgery and No DEHS Funded Safety Officer

) X 02.3 Hospital wio Surgery fw DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital wio Surgery wi no DEHS Funded Safety Officar
03.1 Health Center w/ DEHS Funded Safety Officer

ACOMA ~ 02.2 Heslth Center w/ no DEHS Funded Safety Officar

AK.CHIN MARICOPA 04 School Heslth Center v

ALASAMA COUSHATTA LIVINGSTON TEXAS v 05 Hesilth Station

Address ” Service ,—_l Active/ ,—_l

containing | Crly| Type Al > Deleted Active >

Additional Search Options

Event Name Organization Name Stand Location

A1l A2 District
Risk Type |l W Establishment # Clear
= S L

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

WNN| CBW| || |'7'_—||@|@|@|O|b|_|| ETIA =2l Siiems [ 10 IPage | Go |
Surveys | RICIP |  Activities | ParentRelationships | Letters | SurvHist | Audit |
Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
D City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email
@[ [] SunValley Pow- | Sun'Valley |PHOENIX | PHOENIX AK CHIN INDIAN COMM. 53 Active 712017 Open
Wow PHOENIX _UNKMOWN- PAPAGD IND, AZ Celebraticn/Fair BT2017
Phoenix PHX_

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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Additional Search Options
Event Name (Sun Valley Pow-Wow Organization Name Stand Location

Al A2 District
Risk Type |All Establishment # S%ch Clear

Based on the search criteria, WebEHRS returns the results in the Show Table section.

AddNew | Copy | REEEREI IR 1 of 1 1 items |[10 Page|cs |
Surveys | RICIP |  Activities | ParentRelationships | Letters | SurvHist | Audit |
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email
C‘% W [] SunValley Pow- Sun Valley PHOENIX PHOEMLX AR CHIN INDIAN COM. 58 Active BTi2017 COpen
Wow PHOENIX _UNKMNOWN- PAPAGOD IND, AZ Celebration/Fair BT2017
Phoenix PHX_

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.

AddNew | Copy | || == =S M| 1 of 1 1 ttems | [10 /Page | Go |

surveys | RICIP |  Activities |  ParentRelationships | Letters |  SurvHist |  Audit |

ent Name . Name Area ommuni i ype Ve real n stab. 5
DE\! nt N Estab. N Al C ity Tribe Estab. T Active/Deleted Created By Created O Estab. Statu
City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email
27 [ Sun Valley Pow- SunValley | PHOENIX PHOEMIX AR CHIM IMDIAM COMB. 58 Active B72017 COpen
Wow PHOENIX | _UNKMNOWHN- PAPAGD IND, AZ Celebration/Fair BT2017
Phoenix PHX_

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.

AddNew | Copy | || e G ERAR S | 1 of 1 1 ttems | [10 /Page | Go
Surveys | RICIP |  Activities | Parent Relationships | Letters | SurvHist |  Audit |
Event Mame Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
L City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email

Q.

D Sun Valley Pow- Sun Valley PHOENIX PHOEMIX AK CHIM INDIAN CONMM. 58 Active BT2017 Open
Wow PHOENIX | _UNKMNOWHN- PAPAGD IND, AZ Celebration/Fair BT2017
Phoenix PHX_

WebEHRS opens a new screen with a summary of information for the selected establishment
including any comments.
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'w Temporary Establishment

Establishment # 6065581004 Active/Deleted  Active Estab. Status Open
Estab. Type 358 Celebration/Fair Service Type Direct Service

Area/SU PHOENI/PHOEMIX SUCommunity PHOENIPHOENIX

Reservation _UNKNOWN-PHX_ Tribe AK CHIN INDIAN COMM. PAPAGO IND, AZ Risk Type
Al A2
Digtrict

Permit Information Click to Show Details..

Vendor Information

Parent Establishment/Event
Event Name Sun “alley Pow-Wow
Establishment Name Sun Valley
Address 1
Address 2

Organization Name
Contact Name Establizhment Owner
Stand Location

Primary Phone (801) 234.5671 Ext. Type Name
Alternate Phone Ext. Type Name
Fax Number
Email Address  Website

Latitude! Longitude Google Map via Coordinates.. Land Status

Water Supply Liguid Waste Disposal
Solid Waste Method

Hours Of Operation

Comments ‘

City Phoenix *State Arizona *ZIP Code Google Map Via Address..

GPS coordinates should be in decimal degrees (Ex: Latitude 38.19602 Longitude -54.56261)

Owner Information

View Comments

Email Address

Name

Address 1
Address 2

City State ZIP Code

Primary Phone Ext Type Name
Alernate Phone Ext  Type Name

Fax Number

Website ‘

Mailing Information

Name

Address 1
Address 2

City State ZIP Code

Created On &/7/2017 Created By JGrady

Laste Updated &6/7/2017 Updated By JGrady
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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.

Owner Information

Name
Address 1 4400 N Central Avenue
Address 2
City Phoenix State Arzona ZIP Code 25013
Primary Phone (502} G85-1233 Ext Type Premizz Mame
Alternate Phone Ext Type Name
Fax Mumber
Email Address
Name
Address 1 4400 N Central Avenus
Address 2
City Phoenix State Arzona ZIP Code 25012
Created On  12/14/2011 Created By FFattie
Laste Updated 12/28/2011 Updated By FFatbie

12/28/2011 Effective from 12/28/2011 to 12302011
This is an annusl event. Work schedules and assignments should be incleded in staff planning
Comments =3ch year for the month of December.

b
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.

AddNew | Copy | REEEREI 1 of 1 tiems |l Pege|ee |
Surveys | RICIP |  Activities | ParentRelationships | Letters | SurvHist | Audit |
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email
(@:‘ Sun Valley Pow- Sun Valley PHOENIX PHOEMLX AR CHIMN INDIAN COM. 58 Active BTi2017 COpen
Wow PHOENIX _UNKMNOWN- PAPAGD IND, AZ Celebration/Fair BT2017
Phoenix PHX_
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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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Edit Temporary Establishment Cancel

* Indicates required field

Establishment # EB066521004 * Active/Deleted Estab. Status |Opzn

* Estab. Type |52 Celebration/Fair

Service Type Direct Service

* ArealSU  [FHOENIX | PHOENIX [v] * SUICommunity |[PHOENIX | FHOENIX v

Reservation |_L.INK\ICW\I-F'H)(_

* Tribe |A'( CHIM INDIAN COMM. PAPAGD IND, AZ Risk Type |Please Selact el

I w2 [

District |

Permit Information Click to Show Details..

Premise Information

Parent Establishment/Event Lookup Unlink Relationship

* Event Name |5JI" Valley Pow-Wow

* Establishment Name [Sun Valiey

Address 1 |

Address 2 |

* City [Phoenix State [Arizona [v] zIP Code Google Map Via Address

Organization Name |

* Contact Name |Estab|is hment Cwner

Stand Location |

* Primary Phone [(211) 224-5871 Ext. | Type [Fleass Select v| Name |
Aliernate Phone || y__ - Ext. | Type |F' ease Select Name |
Fax ||' y__ -
Email Address | Website |
Latitude/ Longitude | Google Map via Coordinates Land Status

GPS coordinates should be in decimal degrees (Ex: Latitude 38.19202 Longitude -24.86261)
Water Supply |Plesse Select

Liquid Waste Disposal |Flesse Select

Solid Waste Method |F'ease Select zl

Hours Of Operation |

Comments Spell Check

{Maximum characters: 4000)
You have 4000 characters left.

Owner Information M Check here if same as premise
Name |
Address 1 |
Address 2 |
City | State |F'\Esse Select ZIP Code
Primary Phone |[_}_—_ Ext | Type m Name |
Alternate Phone [[__)__ - Ext | Type [Flesse Select|w | Mame |
Fax Number ,[_,7
Email Address | Website |

Name |

Address 1 |

Address 2 |

City | State |Flesse Select

View Comments

[ Add New Comment

Save & Return Cancel
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8.4 ADD TEMPORARY ESTABLISHMENTS

Add a Temporary Establishment using the Add New button 248

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 (*).

Enter all required fields at a minimum.

Select an Establishment Type from the dropdown.
Select an Area/SU from the dropdown.

Select a SU/Community from the dropdown.
Select a Tribe using the dropdown.

Add Temporary Establishment m

* Indicates required field
Estsb. Status [Opsn |4 * Estab. Type [20 Food Service Cperations =l
* AreafSU [PHOENIX / FHOENIX [« * SU/Community [PHOENIX / PHOENIX [=
Reservation |FORT YUMA [=l *Tribe [AK CHIN INDIAN COMM. FAFAGD IND, AZ = & Rick Type [Flezsz Szkct |
m[ e

District |

aorON =

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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Premise Information

Parent Establishment/Event Lookup Unlink Relationship

* Event Name |

* Establishment Name |

Address 1 |
Address 2 |
* City | State |Please Select ﬂ ZIF Code Google Map Via Address

Organization Name |

* Contact Name |

Stand Location |

* Primary Phone [} _ . Ext. | Type |Flesse Select| ™| Name
Alternate Phone [ | Ext. Type [Flease Select| v | Mame
Fax Number || __ -
Email Address | Website
Latitude/ Longitude | | Google Map via Coordinates Land Status |Plesse Select | v |
GP35 coordinates should be in decimal degrees (Ex: Latitude 38.13802 Longitude -84.86261)
Water Supply |=‘Iease Select ﬂ Liquid Waste Disposal |=‘Iease Select ﬂ
Solid Waste Method |=‘Iease Select ﬂ

Hours Of Operation |

Comments Spell Check

(Maximum characters: 4000)

You have (4000 | characters left.

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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[Parent Cntablzhmantiven) Looken Wnlink Reiatonyhip
* Evert Bame Wby Pow.aw

* F ntsblintenen] Mama |‘.J:u‘5'.|n-!

Addresa 1 [BO00 N Cermal v

Addrens 7 |

* Gty [Proens Siste [arzena T=] 2 Code 52515 Gooale Mas W Addreas
Dwysnization Mame |
* Comtact Mama [Grorge Wanmegion
Sasnd Location [Secton 18

* Primnary Pheme (502 £55 1204 Ext. | Type [Cea [=] mame |
Amtgrnste Phone [ . ot | Troe [Pesss Soeci[=] Mama |
Fax [

Ermall Address | Websdae

Latitude! Loegitusie
[ I T ool Mag i Coprdngles Lasd Stalus |Peass Sees =
Viwer Supply [Pesse Seect (= Liqusd Wasbe Divponal [Feass Seuct -

St Wiante Mathad | Pesse Seect [
Hours Of Operaton |

Temporany Tadd Fand s ta n plasce T dayn

Camments
(Maimurm charmctars: 4000}
You hawe JO5E characion loff

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.

Establishment Lookup

Use the fields below for ad-hoc filbering. Sebect Extaly. Rlaame e
an Fatabliahment record or chok on the red X 10 close thes wiendows, conisining st
Argas/sU's SUrsACommanddies Extablishment Type
— =

| PHOEND / DDUDRADD RIVER

(31 Ca~gprabanires raaith Care Radamal Fadlity 1
PHOENG | DUCK VALLEY

!U: ! Hoapiisl w' Surgary W' DEHS Funded Salety CfMiosr
PHOENDE | ELED - |02.2 Haapitsl w' Susgplry 85 e DEHE Fussss Salety Offie
la3
(033 Mcapiial wig Sorgeny ‘'w DEMS Eyunded Salwiy Officer
Ressrvationa Tribes {02 4 Heagitl win Surgary wi no DEKS Funses Sulety Offi
|03 1 waaith Canter w DS Punded Salety Officer
103.2 Haalth Canter wf n0 DEHS Fonted Sataty SHiow

(ACOALS
| A ARG S,

ABSENTEE-SHAWNEE TRIBE, Cw

AR CAR {04 School Health Center
ALABARA COUSHATTA LIVINGSTON TEXAS ASUA-CALIENTE BAND CARUILLA INCIANS, CA (02 Hea Smicn -
Address Service T T Actived ———— 11
(AN | An 1
containing | oy | Type' - Deleted Lo

Additional Search Options

RRM Status  [am [=] MiskType [an [=] Estsblishments | " Estab. Status [an [=

LN az | Diatrict | [ search | | ciear |
A a1 [ immlfc  eaelco | |

Estab. Type Address 1 City | 5T 1 2@
Salec] SUMN VALLEY RESGAT AND CASHD HOTEL 32.2 WobsiMotel 4400 K. CENTRAL AVE PHOENI Anigen BS013
gy M VALLEY RESOAT AND CASHO 45 Bingo Paricr | Garming Facty 4400 N CENTRAL AVE PHOEND Arizons 85013

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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Premise Information

Parent Establishment/Event SUN WALLEY RESCTRT AND CASIND Unlink Relationship
20

* Event Name |

* Establishment Name |Tacc| Stand

Address 1 |44DD M. CENTRAL AWE

Address 2 |

*City [PHOENC state |Arizona [=] ziP Code [ss013 Google Map Via Address

Organization Name |

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.

Premise Information

Parent Establishment/iEvent Lookup..
* Event Name | o
* Establishment Name |Tacu Stand
Address 1 |
Address 2 |
* City | State [Please Select || ZIPCode |  Google Map Via Address

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.

Owner Information Check here if same as premise

Name |George Washington

Address 1 [0000 N Central Ave
Address 2 |

City | State [Arizona [v]| ZIP Code [25013 %
Primary Phone [[502) 555-1224 Ext | Type [Cel ] MName |
Alternate Phone |(_]_—_ Ext | Type |F'Iease Sele:tﬂ Name |
Fax Number ,E
Email Address | Website

Mailing Information M (_heck here if same as premise B Zheck here if same as owner
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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).

Owner Information M Check here if same as premise

Name |George Washington

Address 1 (0000 N Central Ave

Address 2 |

City [Phoanix State [Arizons [~] zIP Code [35013
Primary Phone [(502) 555-1234 Ext | Type [Cell ] Name |
Alternate Phone | y___- Ext Type |3\esse Select|w | Name |

Fax Number [(__)__-

Email Address Website |

Mailing Information M Check here if same as premise B Check here if same as owner

Name |

Address 1 |

Address 2 |

CView Comments )

City | State |Plesse Select |v| ZIP Code

[]Add New Comment

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.

Include current alerts? |00+ | ActiveiDeleted [al +| Search

AMEH E|@|@|@|U|b| | | ETI N ofo| | 0 ttems | [10 Fage | Ga |
I:l Description Alert? Alert Date Created By Created On
Range Updated By Last Update

oK Click OK to close window and
return to previous screen.

The application opens a new window. To create a comment:
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Enter comment date (or accept the default of today’s date).

Enter comment text.

If it is an alert, enter a date range for Alert From and Alert To (optional).
If it is an alert, select the checkbox for Alert? (Optional).

Click the Save button.

Add Comment

Comment Date [08/08:2017  [7]

oo~

Add 3 new comment using this functon. Comments will be saved to the establizsment record. The comment date is
automatically set to todsy's date. Howswver, the user can change the date if needed. Additionally, aleris can be set for
the comment with from and fo dates.

Description Spell Check

{Maximum characters: 4003)
You have | 3735 characiers left.

Alert From Dem7antT [0
Alert To D607 [0
Alert?

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

Include current alerts? |00+ | ActiveiDeleted [al +| Search

Add New E|@|@|@|U|b|_| | ad 4 [ ofo| | 0 ttems | [10 /Page | Go |
I:l Date Description Alert? Alert Date Created By Created On
Range Updated By Last Update

oK Click OK to close window and
{}_,.,) return to previous screen.

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).

View Comments |

%Add New Comment

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.

([Dhdd New Comment Comment Date (08082017 [7) Time [02:504M [G7)

Alert? [ Alert Effective From M To M

Spell Check

(Maximum characters: 4000)
You have | 4000 characters left.

Save & Return ) Cancel

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.

AddNew { Copy | JAtmchments | | T W] 9 A 0 K| 1 of 1 ftems [0 Page|Ga
g ——
Surveys | RIC/P |  Activities | ParentRelationships | Letters |  SurvHist |  Audit
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation ‘Organization Stand Location  Entered By Updated By Last Updated Email
=Y g Sun Valley Pow- Sun Valley PHOENIX PHOENLX AK CHIN INDIAN COMM. 52 Ative 87207 Open

Woaowr PHOENIX _UNKNOWN- PAPAGO IND. AZ Celebration/Fair BT2MT
Pheoenix PHX_

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:

Modify any fields that are different.

Change the Establishment Name.

Enter additional data as needed (optional).

Click the Save and Return button.

Or click the Save and Continue button (if supplemental information is
applicable/necessary).

ar®ON =~

86



WebEHRS User Guide CDP, Inc.

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.

Add Temporary Eztablishment m

* Indicates required field

Estab. Status [Cpan = * Estab. Type [0 Feod Service Operations =

* Area/SU [FHOENIX / PHOENIX [« * SUICommunity [FHOENIK/ PHOENIX
Reservation [FORT YUMA [« *Tribe [ CHIN INDIAN COML. PAPAGO IND, 42 [ & Risk Type | Fiease Select =
m I
District |

Premise Information

Parent Establishment/Event Lockup Unlink Relationship

* Event Name |S|.r Valley Pow-Wow

* Establishment Name |E'C‘.' Concession Stand

Address 1 |4+3‘D N Central Avenue

Address 2 |

* City [Fhoenix State | Arzons [] 2P code [ez0iz Gooqle Map Via Address

Organization Name |S|.r Walley Event Hosting

* Contact Name |LLW Brown

Stand Location |E\.'art Staging Arez 2C

* Primary Phone [[502) 6351558 Ext. | Type [Fremice [=] Hame |
Alternate Phone |[_} - Ext. | Type |Plaa;a Select |z| Mame |
Fax Number E
Email Address | Website |
Latitude/ Longitude | | Google Map via Coordinates Land Status |Plaa'=a Select |z|
GP3 coordinates should be in decimal(Ex: Latitude 3813802 Longitude -84.86261)
Water Supply |F'I—:'oasa Select |z| Liquid Waste Disposal |P|3;53 Select |z|
Solid Waste Method |Flezse Seiect [«]
Hours Of Operation |
-
Comments =

(Maximum characters: 4000}
r'ou have 4000 characters left.

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

AddNew | Copy | Attachments | | T W] 9 il O & | 1 of 1 titems [0 Page|Go
Surveys | RIC/P |  Activities | ParentRelationships | Lefters | SurvHist |  Audit |
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand L i Entered By By Last Updated Email
'_% ? [] SunVslley Pow- Sun Valley FHOEMNIX PHOENIX AR CHIN INDIAN SOMM. 58 Active 872017 Open
Wow PHOENIX _UMNKNOWN- PAPAGO IMD, AZ Celebration/Fair 872017
Phoenix PHX_

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.




WebEHRS User Guide CDP, Inc.

paanen | coms (Cauaemmens |71 A W 0 & | e | e e oo |

Surveys | RICIP |  Activiies | ParentRelationships | Letters | SurvHist |  Audit |
D Event Mame Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. 5tatus
City Service Unit Reservation Organization Stand Location Entered By Updated By LastUpdated Email
'._% E Sun Valley Pow- Sun Valley PHOENIX PHOENLX AR CHIM IMDIAN COMM. 52 Active BT2017T Open
Wiow PHOEMNIX _UNENOWN- PAPAGO IND. AZ Celebration/Fair 872017
Phoenix PHX,

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

Temporary Establishment

HamelAddress Establishment Type
Sun Valley B8 Celebration/Fair

Phioenix, Anzona

Attachments

Active/Deleted [ACTVE [w Search Clear

upiond || [ 7| [ = B[O &] || | ool | [Tovems|[v__ mageloo |
File Name Document Type Created On Updated By Active/Deleted

Last Updated

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.

Attachment Upload

* Indicates required field

Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file.

* File Mame I Browse...

* Document Type |Please Select ﬂ

Save and Upload | Cancel |

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




WebEHRS User Guide CDP, Inc.

Temporary Establishment

Hame/Address Establishment Type
Sun Valley B8 Celebration/Fair
Phoenix, Arzona
Attachments
ActiveiDeleted [ACTIVE |w Search Clear
Upload || ’;';_I E @ @ O b_l | | 1 -:|l1| | 1IlEfn5|1IZI .'F'agelGu |
File Name Document Type Created On Updated By Active/Deleted
Last Updated
E Test Attachment.docx Assessments Bref2017 [ 682017 ACTIVE

To update or modify (replace) the attachment:

1. Click the Edit record I icon.
* Indicates required field
This allows you to update/modify the infermation in this pop-up. You cannot edit the document itself, but you can replace the document.
Please remember that excessively large files can take a leng time to load.

Click the Browse button below to select your file.

File Name l Browse...

Current File Name Test Attachment.docx

* Document Type |Assessmr=nts ﬂ

* Active/Deleted |ACTIVE b

Save andlor Upload | Cancel |

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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Add Mew | Copy | -’L_ Iﬂ Iﬂ '@ 2 b | 1 of1 10=ms | |10 Fage | GO
5ur{ﬁ5 RIC/P |  Activities | ParentRelationships | Letters | Audit |
ol Event Mame Estab. Name Area Community Tribe Estab. Type Active/Deleted E’ ) IEgy East U OI " 1 Estab. Status
City Service Unit Reservation Organization Stand Location Entered By
e 1O g Sun Valley Pow | BQ Concession | PHOENIX PHOEMIX AK CGHIN INDIAN COMM. | 80 Food Service Active VGray 121472011 Open
T Wow Stand PHOENIX FORT PAPAGO IND, AZ Operstions VGray 12/14/2011
[Phoenix YLUMA ‘Sun Valley Event Hosting  Event Staging Area
2c

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.

Surveys

Temporary Establishment Return to Temporary Establishments Jf
Name/Address Establishment Type Next Survey Due

Sun Vallay 52 Celebration/Fair

Phoenix, Arizona

Survey History

AddNew | Audit | Copy | | ZilM =2 8] 0 of 0 Dliems | [10 IPage |
Survey Date Survey EHS  Survey Date Critical Viols RIC/P Title Survey Type Origin Create User Setup Date Active/Deleted
Purpose Status Finalized Found Update User Update Date

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.

AddNew | Copy | Attachments | T w] 1] Al O 1 of 1 titems [0 /Page|Go
Surveys Activities |  ParentRelationships | Lefters |  Surv Hist Audit
—a
] Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email
[ .Q E Sun Valley Pow- Sun Valley PHOEMIX PHOENIX AK CHIN INDIAN COMM. 52 Active B72017 Open

Wow PHOEMIX _UNKNOWM- PAFPAGO IND. AZ Celebration/Fair a72017
Phoenix PHX_

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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RICIP
Temporary Establishment Return to Temporary Establishments I
NamefAddress Establishment Type Mext Survey Due
Sun Valley 58 Celebration/Fair

Phoenix Arizona

AddNew | Copy | PrintWorkshest | Attachments | 75 W] =] &) O K | 0 of 0 0items |[10 Page | Go |
Surveys | Activities | Foodbornelliness | Product | Mortgpage | wenl | | Lead | Comments | Audit |

RICIP Date RICIP Type Suppl. Type RICIP Title RIC/P Contact Created By Created On Activel
|:| Resolved Date RICIP Status Updated By Last Updated Deleted

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.

AddNew | Copy | Attachments | T w| =] )0 & 1 of 1 itiems|[i0 Page|Go
surveys | RICP | ¢ Activitie ) | ParentRelationships | | Lefiers | | Sureist | | Audit
——
I:l Event Name Estab. Name Area Community Tribe Estab. Type ActiveiDeleted Created By Created On Estab. Status
City Service Unit Reservation Organization Stand Location  Entered By Updated By Last Updated Email
"b B Sun Valley Pow- Sun Valley PHOENIX PHOENIX AK CHIN INDIAN COMM. 58 Active 672017 Open

Vo PHOEMIX _UMKMOWMN- PAPAGD IND. AZ Celebration/Fair 872017
Phoenix PHX,

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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Activities
Temporary Establishment Return to Temporary Establishments [I
Establishment Address City ! 5T ! ZIP Estab. Type
Sun Vallay Phoenix Arizona 58 Celebration/Fair
Activity
BN 0 of 0 0 tems | [10 Page|Go |
AddMew = Copy | Audit | Attachments |
Activity Date  Activity Type Element 10 Essential RIC/P Title Comments EHS Created By Due Date Created On  Activel
|:| Activity Status Program Sub-Element Primary Updated By Last Updated Deleted
Secondary

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.

AddNew | cCopy | Attmchments | | T = ) O & 1 of 1 titems |10 iPage|Go
surveys | RICIP | Activities | ¢ Parent Relal:iunshipsg Letters |  SurvHist | Audit
D Event Name Estab. Name Area _Cﬁrnuni'ly Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand Location Entered By Updated By LastUpdated Email
( .Q E Sun Valley Pow- Sun Valley PHOEMIX PHOENIX AK CHIN INDIAN COMM. 58 Active G707 Open
Wiow PHOENIX _UNKNOWN- PAPAGO IND. AZ Celebration/Fair BT2017T
Phoenix PHX,

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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s en, BN sy [§wcre [t o [t aters [ et i [ epors i

Name SUNWALLEY RESORT AND CASING Area PHOENIX Service Unit PHOENDX

Estab. Type 45 Bingo Parlor / Gaming Facility Establishment # 5065451000
Address 1 4400 N. CENTRAL AVE
Address 2
City PHOENIX State Arizona ZIP 85013
Associated Child Establishment(s)

Click on the Unlink button to the right of the Establishment to remove the Parent-Child relationship. These must be done one at a time. Each
Unlink function will refresh this page.
NOTE: Removing the Parent-Child relationship will NOT delete the Establishment.

Establishment # Hame/ Address Estab. Type Areas Setup Date
Service Units Last Update

G, [ 6088471000 SHOOPY'S CAFE 47 Cafe/Restaurant PHOENIX 1172011 Unlink
4400 N. CENTRAL AVE PHOENIX 121372011
PHOENIX Arizona 85013

@, [# 6086321000 SUN VALLEY RESORT AND CASING HOTEL 32.2 MotelHotel PHOENEK 11172011 Unlink
4400 N. CENTRAL AVE PHOENIX 113002011
PHOENIX Arizena 85013

Qt> H 6086581000 Sun Valley Consession Stands 58 Celebration/Fair PHOENDX 12114/2011 link
4400 N. CENTRAL AVE PHOENIX 1211472011 gﬁ')

PHOENIX Arizona 85013

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.

AddNew | Copy | IE-=TEEEIRIE RN I of1] | 1 ttems | [10 J'PagE|Gu—|
Surveys | RICIP | Activities | Parent Relationships | Surv Hist |  Audit
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Sta
City Service Unit Reservation Organization 5Stand Location  Emtered By Updated By Last Updated Email
'_% E Sun Valley Pow- Sun Valley PHOEMIX PHOEMEX AK CHIN IMDIAN COMM. 52 Active 872017 Open
Wow PHOEMIX _UNENOWM- PAPAGO IND, AZ Celebration/Fair 82017
Phoenix PHX,

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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Letters

Temporary Establishment k Return to Temporary Establishments.

Estab. Name/Address Establishment Type

BQ Concession Stand 80 Food Service Operations
4400 N Central Avenue

Phoenix Arizona 85013

Letter Master

aganew || F (M= E 0S| i EL 0 items |[10 g |Go |
Print on Letter Head | Print on Blank Paper |
|:| Letter Type Comments Created By Created On Active/
Updated By Last Updated Deleted

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.

I -
AddNew | Copy | IRE=EE IR S 1 of 1 1tems|[i0 /Page|Go
Surveys | RICIP |  Activities |  ParentRelationships | Letters | Audit
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand Location Entered By Updated By Last Updated Email
I“‘b E Sun Valley Pow- Sun Valley PHOENIX PHOENDX AK CHIN INDIAN COMM. 52 Active 872017 Open

Wiow PHOENIX _UNENOWM- PAPAGO IND. AZ Celebration/Fair 872017
Phoenix PHX,

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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Indian Health Service

.@c““ﬂ ””‘"ﬂ;
A K
=) [
£
= Survey History of Sun Valley
= 58 Celebration/Fair

**% click on the survey date to see the survey details **%

ann?

L

Viclation Summary of Survey

Recreational Area Survey
John c GE7 2017 ) Tatal Vielstions:0 (C-0) (B-0) (COS-00
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Indian Health Service
Survey History of Sun Valley

yal H.
o s
: 7
"‘: s Recreational Area Survey - 6/7/2017
£ j
‘%!‘z s =% Click here to ses the Inspection Compienes *%%

S

IN/OUT Categories: - Ciick on the blug italic underlined categariss to sse the violstions in that cstegory and the vislation comments. **

Listing of Survey INJOUT Categories

1. Site and lots well drained; Graded

3. Lot size in compliance; RV parking in compliance

5. Community streets, drivewsys, parking and wallwsys maintained

7. Lighting at entrances, intersections, service buildings and sanitary ststions

8. Approved Source

11. Approved distribution lines and connections; RV space connections located and construcied

o prevent damage

13. Backflow and Backsiphonage prevention

18. RV Space sewer riser connection

17. Sewer outleis capped on vacant lots

18. Water outlet hose reel or tower mounted; vacuum breaker installed propery; sign posted:

{This water for flushing and cleaning purposes only.) OR {Mon-FPotable, Do Mot Drink.)

21. Sufficient numbers and capacity of containers

23. Frequent call=cton

25. Locatfion; adequste bailding: clean, good repair; outer openings protected.

27. Community free of insect and rodent harborage and infestation

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.

AddNew | Copy | Attchments | | W] 9 A 0 & || [ of1] | Ahems|[l0__ page|Go |
surveys | RICIP | Activities | ParentRelationships | Letters |  SurvHist |
D Event Name Estab. Name Area Community Tribe Estab. Type Active/Deleted Created By Created On  Estab. Status
City Service Unit Reservation Organization Stand Location Entered By Updated By Last Updated Email
i, [# 7] SunValley Fow-  SunValley ~PHOENIX  PHOENIX AK CHIN INDIAN COMM. 58 Active /712017 Open
Wiow PHOENIX  _UNKNOWN-  PAPAGO IND, AZ Calebration/Fair &7/2017
Phoenix PHX,

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.

Auditing- Temporary Establishment Record # 25400

Establishment Diemographics

Estab. Mame Sun Valley Consession Stands  Event Mame Sun Valley Pow-Wow

- E IS TN RSN o1 | [Trmemslio  regeleo

Change Date Action Lot

= 1272872011 1:58:02 PM UPDATE Peppermint Pattie
Column Mame Before Value After Value
UPDATE_DATE | 28-DEC-11 | Z8-DEC-11

= 122872011 1:54:27 PM UPDATE Peppermint Pattie
Column Hame Before Value After Value
UFDATE_DATE | 14-DEC-11 28-DEC-11

EVEMT_MAME | SUM VALLEY RESORT AMD CASINGD | Sun Valley Pow-Wow

+ 121472011 1:45:11 PM UPDATE Peppermint Pattie
+ 121472011 1:41:58 PM UPDATE Peppermint Pattie
¥ 121452011 12:48:40 PM UFPDATE Pepparmint Pattie
¥ 121472011 12:00:16 PM UPDATE Peppermint Pattie
+ 121472011 10:55:22 AM UPDATE Peppermint Pattie
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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.

R

The Show Table Screen for Surveys includes multiple panels:

e 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.

¢ Arow of Menu Buttons separates the Search from the results set. Menu Buttons appear
in the row depending upon user permissions.

e The Show Table provides the user with a listing of Surveys based on search parameters
and user permissions.
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Surveys
Surveys
5 Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Name ,7
Ly RLTS ‘ Please Select A My Filters  "Add/Edit My Filters" to save the current filtering options. containing
Areas/SU's SU'siCommunities Estab. Types
ALASKA/ANCHORAGE :Egalg 01 Comprehensive Health Care Referral Facility
ALASKA/ANNETTE ISLAND 02.1 Hospital w/ Surgery w/ DEHS Funded Safety Officer
ALASKA/ BARROW - 02.2 Hospital w/ Surgery and No DEHS Funded Safety Officer
) 02.3 Hospital w/o Surgery w/ DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital w/o Surgery w/ no DEHS Funded Safety Officer
03.1 Health Center w/ DEHS Funded Safety Officer
ACOMA 03.2 Health Center w/ no DEHS Funded Safety Officer
AK-CHIN MARICOPA 04 School Health Center
ALABAMA COUSHATTA LIVINGSTON TEXAS e 05 Health Station e
Address - Service . -
containing city [ e Al v Active/Deleted [Aclive
Additional Search Options
Survey Status | All v EHS | Al v Survey Purpose | All v Survey Type | All v
Survey Date From | T e | [ origin [a1 Establishment # Search | Clear
A1 A2 District Risk Type | All v
AddNew | Audit | Copy | ts | X ) 1= )| QO B 0 of 0 0ltems |[10 IPage |
Date Survey  Estab. Name RIC/P Title Survey Type sSurvey Survey Status EHS Origin  Create User Setup Date Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
Tribe

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.
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My Filters m Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Name
¥ A My Filters  "Add/Edit My Filters" to sawe the current filtering options. containing
Areas/5U's SU's/Communities Estab. Types
- App
ABERDEEN / BISMARCK = A 'l;
ABERDEEN / CHEYENNE RIVER
ABERDEEN / CROW CREEK
Reservations Tribes
= 2 | 02.2 Hestth Ca
ACOMA =1 ABSENTEE-SHAWNEE TRIBE, OK =1 _:4';_\'_9" HU-_Ir
AK-CHIN MARICOPA AFOBNAK 25 Hontth S?‘.t a
ALABAMA COUSHATTA LIVINGSTON TEXAS i AGUA-CALIENTE BAMD CAHUILLA INDIANS, C& ™ o Hesith Statian
city Service "y - Active/Deleted Al -
containing Type

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:

e Survey Status

e EHS

e Survey Purpose

e Survey Type

e Survey Date From/Thru
e Origin

o Establishment #

Additional Search Options k

Survey Status Al + EHS Al + Survey Purpose Al + Survey Type Al -
Survey Date From| @Thru| Im_'n Origin Al + Establishment # Search Clear

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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Establishments

Uze the fredds below Tor ad-hoc fitbering. Cleck Estab. Hame

1 A Edit =
My Filtars [Please Selea “F My Filleay  “AddEde My Filters™ fo save the current fitering options. coavtaining ’
AreanlSirs S Communites Extab, Types
PHOERD | COLORADD RIVER I Aresa |0 Comprahani Health Tem Ruelevsl Feoliy E
IPHOERES | DUCH WALLEY . (021 Heigitil w' Surgaty w' DEHS Fundes Salety ONaar
PN 2 LM - |02 2 sigital wi Surgaey sod ho DERS Furded Safwty Ofic
3 |02 3 sigigiinl woo Sugery v DEMS Funded Satety CMow
Reservations Tribes |02 & Horigital w'o Butgery w55 DEHS Fusted Saluty D
= |01 Hasi Cecter w DEHS Funded Satety Citcar
TR E ABSENTEE-SHAWMEE TRIBE. 0% By |09.3 Maatn Center w' no DS Fundesd Salety O oer
AH-Crib RRARICORA, AFCIMAR |04 SBaraal Hashn Caenoer
ALABANA COUSHATTA LIVIRGETON TEXAS 7 ADUA-CALIENTE BAND CAHUILLA INDIANS, CA = |05 Haahh Sussa =
Address | Service T Activgl [
o Al an
containing' i 'rypnr = mmul L=

Additional Search Options

|
|

RRM Statws |4l - [Risk Type |an | = Istablshment # Estab. Status |40l -

M a Distriet [ % Chear

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.

Sueys  RICP |  Activities | Child ips | ParentRelationships | Edit Info. | | Letters | Audit
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date ﬁrml'::'g E;:?tlfdlor:m Map
Permit # City/STIZIP City/STIZIP Estab. Status
:)C% B I:‘ 5066421000 SNOPPY'S BAKER AND COFFEE | (S02) 595-1999 Active VGray 117011 ke
42 Bakery, Cannery, SHOP 4400 N CENTRAL VGray 11/30/2011 Q 7
Bottling 4400 N CENTRAL AVE AVE Open
PHOEMNIX Arizona 85013 PHOENIX Arizona
85013
5066471000 SNOPPY'S CAFE (502) 695-199%  LUCY BROWN Active Charlie Brown VGray 1172011 ke
47 Cafe/Restaurant 4400 N. CENTRAL AVE 4400 N. CENTRAL 113002011 VGray 11/30/2011 ‘ ?
PHOENLX Arizona 85013 AVE Open
PHOENLX Arizona
85013

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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Establishment Return to Establishments ]|
Name/Address Establishment Type Next Survey Due
SNOPPY"S CAFE 47 Cafe/Restaurant 112172011

4400 N. CENTRAL AVE
PHOENLX, Arizona 85013

Survey History

Mlcllleu| m|'£||@‘@|@|d| || T R Tl rPage | Go |
| Date survey survey Survey Survey  Date  Critical Viols Activity | - . Create User SetupDate  ActiveiDeleted
Performed Type Purpose EHS Status  Finalized  Found  RIC/PTitle Type 2" Update User Update Date
:)Cg W@D 11/3042011 | FDA 2001 Food Surve Pre-Operational | Brown,Charlie | InProcess o IMS WGray 113002011 Active
WGray 11302011

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.

My Filters Flesse Select - Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Name
y My Filters "Add/Edit My Filters" to save the current filtering options.

containing FrorRy
Areas/SU's SU'siCommunities Estab. Types

- Apply Al -
ABERDEEN / BISMARCK. =1 o 01 Comprehensive Health Care Referal Facility =1
ABERDEEM /| CHEYENME RIVER 02.1 Hospital w/ Surgery w/ DEHS Funded Safety Cfficer
ABERDEEM /| CROW CREEK 2 02.2 Hespital w/ Surgery and Mo DEHS Funded Safety Offi
02.3 Hospital w/o Surgery /w DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital w/c Surgery w/ no DEHS Funded Safety Offic
- (9| 3.1 Health Center wf EHS Funder! Safety Officer
ACOMA (=1 ABSEMTEE-SHAWNEE TRIBE, OK (=1 03.2 Health Center w/ no DEHS Funded Safety Officer
AK-CHIN MARICOPA B AFOGNAK 3| 9| 04 School Heslth Canter i
ALABAMA COUSHATTA LIVINGSTON TEXAS S AGUA-CALIENTE BAND CAHUILLA INDIANS, CA S 05 Heslth Station
Address city] Sevicel - ActivelDeleted All -
containing Type

Additional Search Options

Survey Status Al +~ EHS &) ~ Survey Purpose Al + Survey Type Al -
Survey Date From @Thrul @1 Origin Al + Establishment # Sean:h& Clear

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

—
Addhiew | awdit | T W] K@ O || | D ot1] | [Tnems|[r0 rage|Go_|
|:| Date Survey Estab. Name RICIP Title Survey Type Survey Survey Status EHS Origin Create User Setup Date Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
:)CQW@D 11/30/2011 | SNOOPY"S CAFE FDA 2001 Food Survey | Pre-Operational | |nprocess Pattie, Peppermint | IMS | VGray 13002011 | Active
47 Cafe/Restaurant View Activities VGray 1222011

9.3 ADD SURVEY FROM ESTABLISHMENT MODULE

To add a new survey from the Surveys page, click Add New.
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i ] || EETTTE Rer £ f [[Letters [ || [ [ [ Logout
Surveys
. Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Nameli
My Filters [ Please Select ™ MyFilters "Add/Edit My Filters" to save the current filtering options. containing
Areas/SU's SU's/Communities Estab. Types
Apply o =
ALASKA / ANCHORAGE Areas 01 Comprehensive Health Care Referral Facility
ALASKA/ ANNETTE ISLAND 02.1 Hospital wi Surgery w/ DEHS Funded Safety Officer
ALASKA | BARROW - 02 .2 Hospital v/ Surgery and No DEHS Funded Safety Officer
i 02.3 Hospital wio Surgery w/ DEHS Funded Safety Officer
Reservations Tribes 02 4 Hospital wio Surgery w/ no DEHS Funded Safety Officer
03.1 Health Center w/ DEHS Funded Safety Officer
ACOMA 03.2 Health Center w/ no DEHS Funded Safety Officer
AK-CHIN MARICOPA 04 School Health Center
ALABAMA COUSHATTA LIVINGSTON TEXAS 2 05 Health Station g
Address - Service " :
containing city| Type [ Al ~ Active/Deleted [ Active  ~
Additional Search Options
Survey Status | All v EHS |Al Survey Purpose AII v Survey Type |Al
Survey Date From | i Thru | a Origin | Al ~ Establishment # Search Clear
A1 A2 District Risk Type | Al N4
CAddNew ) Audit | Copy | | H MW = R ol | 0 a0 [ oitems |70 Ipage |
Date Survey  Estab. Name R/CIP Title Survey Type Survey Survey Status EHS Origin  Create User Setup Date Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
Tribe

Establishment / RIC/P [ Cancel |

Establishment Lookup... RIC/P Lookup... Reset RIC/P
Name/Address Establishment Type Next Survey Due RIC/P Title RICIP #

Add Survey

* Indicates required field

“Survey Date ici] “Survey Type | Please Select v Continue

Enter a survey date, select a survey type and click Continue to display the full
Add Survey page.

WebEHRS Help and Suppert  Copyright © 2011 Custom Data Processing, Inc. All rights reserved.  (version 1.3.0.36 3/11/2022 isd12.2.0)  Keep Me Logged In

WebEHRS opens the Add Survey screen for the selected Establishment.

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

Establishment / RIC/P

Estahlishment Lookup... RIC/P Lookup... Reset RIC/P

Name/ADOTESS Establishment Type Next Survey Due RICIP Title RICIP £
BILLY"S WING SHACK 47 Cafe/Restaurant  5/16/2023

157 W Riverside Drive

Farker, Arizona 55344

Add Survey

* Indicates required field

| p————
*Survey Date *Survey Type(.P.Iease Select ) W Continue
Enter a survey date, select a survey type and click Cont Please Selec

Add Survey page. FDA 2001 Food Survey

FDA 2005 Food Survey

FDA 2009 Food Survey

FDA 2013 Food Survey

WebEHRS Help and Support [T gaFlis] FDA 2017 Food Survey .. All rights reserved.  (version 1.3.0.36 3/11/2022 isd12.2.0)  Keep Me Logged In
Mavajo Mation Food Survey

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:

e Establishment,

e Add Survey,

¢ Violations

e Program/Element/Sub Element/Sub-Sub Element Information (or P/E/S/S/SS),10
Essential Elements.

Establishment / RIC/P [ Cancel |

Name/Address Establishment Type Next Survey Due RICIP Title RICIP #

BILLY'S WING SHACK 47 Cafe/Restaurant  5/16/2023
157 W Riverside Drive
Parker, Arizona 85344

Add Survey

* Indicates required field

Survey Date 01/13/2023 Survey Type FDA 2017 Food Survey
* Survey Purpose [Flease Select ~ “EHS [1allinteniga Doy ~
For definitions of Survey Purpose Select item from list and click button
values, to view a Survey Reference Documem‘ ~ M

click the Survey Purpose label
scoreN/A [] Score [  Scoreentryis optional
Criticals Found
Tmein [ &
Timeout | &
Travel Time | ~ hrs [ v min Latitude / Longitude | I Google Map via Coordinates

. - GPS coordinates should be in decimal degrees (Ex: Latitude
Manager Name First/ Last [Billy [Beeson 38.19802 Longitude -84.86261)

Cert Mgr First/ Last [Billy [Beeson
CertMgrMumber [  CertMgrExpirationDate | [
Cert Mgr Phone [(928) 853-5082 Ext | Type |Please Select v
* Next Survey Purpose ’m
* Next Survey Date ’7 m

Introductory Spell
Comments =

(Maximum characters: 4000)
You have | 4000 characters left

Save InProcess and Refresh |

Page continues on next page.
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O, -
 Search for Deficiencies |
KB Survey Form - Each Line Must Have A Selection
Line In Out N/A N/O Description U::;:Ed Aftzre:\ra:ng
= |1 oo Person in charge present, demonstrates knowledge, and performs duties
& |2 Oololo Certified Food Protection Manager
73 oo IManagement, food employee and conditional employee; knowledge, responsibilities and reporting
w04 aolo Proper use of restriction and exclusion
|5 oo Procedures for responding to vomiting and diarrheal events
76 alo (7] | Proper eating, tasting, drinking, or tobacco use
|7 oo (7] | No discharge from eyes, nose, and mouth
+ 8 alo (7] | Hands clean and properly washed
+ | 9 olo|lolo No bare hand contact with RTE food or a pre-approved alternative procedure properly allowed
=10 |00 Adequate handwashing sinks properly supplied and accessible
& | 11 0Ol0 Food obtained from approved source
& |12 olololo Food received at proper temperature
F |13 ol0 Food in good condition, safe, and unadulterated
+ | 14 olololo Required records available: shellstock tags, parasite destruction
+ |15 o0 Food separated and protected
¥ | 16 Oololo Food-contact surfaces; cleaned and sanitized
=17 |00 Proper disposition of returned, previously served, reconditioned, and unsafe food
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AddRow | @ X

] oObservation Food Item Location Temperature

[J [Please Select ~ [ [ F
[ [Please Select v [ [ F
[ [Please Select ~ ] [ [ F
[ [Please Select ~ [ [ F
[J [Please Select ~ [ [ F
() [Please Select v | [ [ F

Liquid Waste Sampling
Date of Last EPA Sanitary Survey
Sampling-BOD
Sampling-Suspended Solids
Sampling-Fecal Coliform

Sampling-Total Nitrogen

Comments

sampling-Phosphorous |
SamplingpH [
sampling-Flow Volume [
sampling-Oil and Grease |

Sampling-Floatable Solids > Trace Amounts

Lab Used for Sample Analysis

(Maximum characters: 2000)

You have | 2000

characters left

Date of Last EPA Sanitary Survey
Sampling-Coliform
sampling-HAAS & TTHM
Sampling-Lead and Copper
Sampling-Arsenic
Sampling-Radionuclides
Sampling-Inorganics

Sampling-Nitrate

Comments

Drinking Water Sampling

@

Lab Used for Sample Analysis

Date of Last CCR [kt

Sampling-VOCs ’—
Sampling-Disinfectant Residual
Sampling-Turbidity |
sampling-pH Level [
Sampling-Flouride Concentration

Sampling-Other(s)

(Maximum characters: 2000)

You have| 2000

characters left.

PIE/SISS Information

“Program [ Please Select
Sub Element |

“Element | ~

Sub-Sub Element |

10 Essential Services Information

10 Essential Services: Primary | Please Select

Secondary | Please Select

rocess SaveiF

‘ Save/Finalized and Add Attachment
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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.

Add Survey

* Indicates required field

Survey Date 01/13/2023 Survey Type FDA 2017 Food Survey
* Survey Purpose | Please Select v “EHS [ mOnn g i v
For definitions of Survey Purpose Select item from list and click button | v Diew
values, to view a Survey Reference Document
click the Survey Purpose label.
Score NIA [ | Score Score entry is optional
Criticals Found
Time In o
Time Out ©
Travel Time v hrs v min Latitude / Longitude | [ Google Map via Coordinates..
- . GPS coordinates should be in decimal degrees (Ex: Latitude
Manager Name First / Last [Billy [Beesan 38.19202 Longitude -84.86261)
Cert Mgr First/ Last [Billy [Beesan
Cert Mgr Number Cert Mgr Expiration Date i)
Cert Mgr Phone [(928) 853-6062 Ext | Type |Please Select v

* Next Survey Purpose [ Flease Select v
* Next Survey Date i)

Introductory
Comments

(Maximum characters: 4000)
You have | 4000 characters left
Save InProcess and Refresh |

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:

e [Latitude/Longitude,
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o Manager Name First/Last,
e Next Survey Purpose,
o 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.

Add Survey

* Indicates required field

Survey Date 01/13/2023 Survey Type FDA 2017 Food Survey
e e,
* Survey Purpose 1@ ‘EHSd EL‘II‘.IHI.'H.{,'L Ly, V>
For definitions of Survey Purpose Select item from list and click button
values, to view a Survey Reference Documentl h M

click the Survey Purpose label
Score NIA [ Score Score entry is optional

Criticals Found
Time In [7-00 AM (0]
Time Out [9:15 AM o

Travel Time ~ hrs ~  min Latituce / Longitude | [ Google Map via Coordinates

- GPS coordinates should be in decimal degrees (Ex: Latitude
Manager Name First/ Last [Billy [Beeson 3818802 Longitude -84.86261)

Cert Mgr First/ Last [Billy [Beeson

Cert Mgr Number Cert Mgr Expiration Date |

Cert Mgr Phone [(928) 853-6082 Ext | Type [Please Select v

* Next Survey Purpo: Please Select
* Next Survey Date.[05/12/2023 [79)
Enter any comments here

Introductory Spell
Comments Check

{Maximum characters: 4000)

You have | 3976 characters left.

Save InProcess and Refresh |

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.

108



WebEHRS User Guide CDP, Inc.

Save InProcess and Refresh Search for Deficiencies
Survey Form - Each Line Must Have A Selection
cos Repeat
Line In Out NA N/O  Description EP,e
Updated After Saving
+ (1 m Person in charge present, demonstrates knowledge, and performs duties

g2 O Cerified Food Protection Manager x X

Survey Deficiency (to change a line from "Out" to anything else, all deficiency rows must be deleted)

Add Row x For pre-defined canned comments, click the icon to the right of comments Box.

(| Deficiency Code(s) Corrected By Comments

O || 2-102.12(8) - Certified Faod Protection Manager « || |[Food Manager was called to come onsite immediately

1 Yes v || Immediately v

M Management, food employee and conditional employee; knowledge, responsibilities and reporting

+
©
<]

Proper use of restriction and exclusion

+

-
a
0

Procedures for responding to vomiting and diarrheal events

+

P
a
@]

Proper eating, tasting, drinking, or tobacco use

+

o
<]
@]
[m]

No discharge from eyes, nose, and mouth

o

=
<]
O

Hands clean and properly washed

+

o
4]
@]
[m]

No bare hand contact with RTE food or a pre-approved alternative procedure properly allowed

+

©
Q
@]

Adequate handwashing sinks properly supplied and accessible

+

3
<]
0

Food obtained from approved source

+
a
0

Food received at proper temperature

+
<]
@]
@]
()

| Food in good condition, safe, and unadulterated

,L
3
a

To add a deficiencyl/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
o 55.2 Large Aquatic Facilities

* Indicates required field

Survey Date 1/9/2026 Survey Type CDC 2024 Model Aquatic Health Code * Active/Deleted | Active
~ Survey Purpose | Please Select w *EHS | Feltenberger, Timmy v
For definitions of Survey Purpose values, Select item from list and click button
click the Survey Purpose label to view a Survey Reference Dncumeml ™ M

Score NJA []  Score Score entry is optional

Criticals Found 0
Timein li @ Time Out li @
Travel Time l—v hrs ~ o min Latitude li Longitude li Goagle Map via Coordinates..
Manager FirstName [ ManagerLastName | g?f::;‘djza;gi;Eg;t'n::ii::l::i";;léesﬂres
Certified Manager: First Name l— Last Name |
Certified Manager Number ’7 Certified Manager Expiration Date ’7 E"‘I

Certified Manager Phone | Ext. | Type [Please Select v

* Next Survey Purpose |Please Select ~ “ Next Survey Date E“'I

Introductory
Comments
Spell Chec|
{Maximum characters: 4000)
You have |4000 characters left.

Save InProcess and Refresh ‘

m. Deficiencies |

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:

* Indicates required field

Aquatic Venues

Active/Deleted | Active

Establishment Type |55.1 Small Aquatic Facilities v

Venue Number
Current Establishment Venues * Description  * Operation Status  * Record Status

X

Please Select A

Please Select

BOGUE HOMA SWIMMING POOL
Savel/Close ‘ Cancel/Close |

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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* Indicates required field

Active/Deleted [Active ~
AddRow | Establishment Type \55.1 Small Aquatic Facilities v

Venue Number
Current Establishment Venues * Description  * Operation Status  * Record Status

X

A
Add New Est Venue |

—

SaveiClose |  CanceliClose |

Enter the following information for each aquatic venue:

* Indicates required field

Agquatic Venues
Active/Deleted | Active v
AddRow | Establishment Type \ 55.1 Small Aquatic Facilities v
Venue Number
Current Establishment Venues * Description * Operation Status * Record Status
X[ |East Pool [ Open v [Active v
[Please Select ~
Air Temp‘ Chlorine - Free‘ H‘
F) (PPM) P
Water Temp‘ Chlorine - Combir \r:u‘ Total Alkahnity‘
(°F) (PPM) (PPM)
Flaw‘ Chlorine - |um|‘ Calcium Hardness‘
(GPM) (PPM) (PPM)
Free Bmmme‘ Cyanuric ACId‘
(PPM) (PPM)

Establishment Type Validation:

o Select 55.1 — Small Aquatic Facilities when the establishment has four or fewer
venues.

e Select 55.2 — Large Aquatic Facilities when the establishment has five or more
venues.

* Indicates required field

Aquatic Venues

Active/Deleted | Active v
Addrow | (Establishment Type | 55.1 Small Aquatic Facilities v
Venue Number i
Current Establishment Venues * Description * QOperation Status * Record Status
X4 [East Pool [Open v [Active ~
[ Please Select v
Air Temp‘ Chlorine - Free‘ H‘
F) (PPM) P
Water Temp‘ Chlorine - Combir \r:u‘ Total Alkahnity‘
(°F) (PPM) (PPM)
Fluw‘ Chlorine - |um|‘ Calcium Hardness‘
(GPM) (PPM) (PPM)
Free Brorn\ne‘ Cyanuric ACId‘
(PPM) (PPM)
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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.

* Indicates required field

Survey Date 1/9/2026 Survey Type CDC 2024 Model Aquatic Health Code ~ Active/Deleted | Active
* Survey Purpose | Flease Select v *EHS |[Feltenberger, Timmy v
For definitions of Survey Purpose values, Select item from list and click button
click the Survey Purpose label to view a Survey Reference Ducumenll hd M

ScoreNJA [ ] Score Score entry is optional

Criticals Found 0
Time In ,7 9 Time Qut ,7 9
Travel Time |~ hrs [~ min Latitude |  Longitude |  Google Map via Coordinates
Manager First Name ’7 Manager Last Name ’7 [GEi:Sf::;‘d;:a:::i;Qg;tio::mg:m_aalée&ﬂres
Certified Manager: First Name ’7 Last Name l—
Certified Manager Number li Certified Manager Expiration Date ’7 m

Certified Manager Phone | Ext. | Type |Please Select v

* Next Survey Purpose | Please Select w * 7 Next Survey Date f"\

Introductory
Comments
Spell Checl

(Maximum characters: 4000)
You have 4000 characters left.

Save InProcess and Refresh |

Aquatic Venues v m

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.

VR o we——
Save InProcess and Refresh Search for Deficiencies |}
Survey Form - Each Line Must Have A Selection
cos Repeat
Line In  Out MNA NO Description epe:
Updated After Saving
w1 m Person in charge present, demonstrates knowledge, and performs duties
9|2 Certified Food Protection Manager x X

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

Survey Type |FDA2022 Food Survey v Deficiency Code |
Line #/Description | All v Deficiency Description [ | Search Clear
| -'El lﬂ @ (4] b | ,1—Bf36 356\Iems”10—fpags |
Line #Description Code Deficiency Description
Person in charge present, demonstrates knowledge, and perfor. 2-101.11 Assignment [PT]
Person in charge present, demonstrates knowledge. and perfor. 2-103.11(A)~(P) | Person-In-Charge-Duties [P1]
Person in charge present, demonstrates knowledge. and perfor. 2-102.11(A)(B) K Demonstration {also includes 2-102 11(C)(1).(4)-(16)} [PT]

Certified Food Protection Manager 2-102.12(A) Certified Food Protection Manager

IManagement, food employee and conditional employee; knowledg... | 2-102.11(C2) Demonstration {also includes (3) and (17)} [P1]

Management, food employee and conditional employee; knowledg... | 2-103.11(0) Persan in Charge-Duties [Pf]
Proper use of restriction and exclusion 2-201.11(D)(F) | Responsibility of Permit Holder, Person in Charge, and Conditional Employees-Responsibility of the PIC to Exclude or Restrict [P]

Proper use of restriction and exclusion 2-201.13 Removal, Adjustment, or Retention of Exclusions & Restrictions [P]

1-
1-
1-
2-
3-
3 - Management, food employee and conditional employee; knowledg... | 2-201.11(A) Responsibility of Permit Holder, Person in Charge, and Conditional Employees {also includes (8), (C), & (E)} [P] and [P1]
3-
4-
4-
4-

Proper use of restriction and exclusion 2-201.12 Exclusions & Restrictions [F]

29.3.2.1 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.

Deficiency Search

Survey Type | FDA 2017 Food Survey » Deficiency Code {[2-103

Line #/Description [ Al v Deficiency Description Search Clear
BEEEIREITIES 1 |eit 2hems |10 /Page |

Line #/Description Code Deficiency Description

1 - Person in charge present, demonstrates knowledge, and perfor. 2-103. 1M (A-F) Person-In-Charge-Duties [Pf]

3 - Management, food employee and conditional employee; knowledg... 2-103.11(0) Person in Charge-Duties [PT]

29.3.2.2 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.

Deficiency Search

Survey Type | FDA 2017 Food Survey w Deficiency Code
Line #JDescriptich - Certified Food Protection Manaaer ; ~ Deficiency Description Search Clear

s | 1 of1 1 ltems |[10 IPage |

Line #/Description Code Deficiency Description
2-102 12(A)

2 - Certified Food Protection Manager Certified Food Protection Manager

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.

Deficiency Search

Survey Type [FDA 2017 Food Survey ~ Deficiency Code |
Line #/Description [ Al v Deficiency Description Search Clear
=S IERIE Y [T it 2items |[10
Line #/Description Code eficiency Description
3 - Management, food employee and conditional employee; knowledg. . | 2-201.11(, Responsibility of Permit Holder, Pgrson in Charge, and Conditional Employees {also includes (B). (C), & (E)} [P] and [PT1]
4 - Proper use of restriction and exclusion 2-201.11(D Responsibility of Permit Holdeg#Person in Charge. and Conditional Employees-Responsibility of the PIC to Exclude or Restrict [P]
—

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)

PIEISISS information

*Program  Ervironmantasd Haslsh - *Element Houing -

Sub Element © - Suwb-Suls Elemsent

10 Essential Services Information

10 Expentinl Services: Primary Evalusie -

Secondary [IEICT TN -

\I'W Survey Form
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/lnprocess 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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Save/inPrgcess | Sawvel/Finalized Cancel

Required Fields are only "required” for Save/Finalized.

Line In Out M/A N/O Description CO5 Repeat
1 7 Ewvery sleeping room and living ares, primary and secondary means of escape unobstructed

2 ® Smoke alarms, min. 1 per level; adjacent to bedrooms; 1 per bedroom or living area ®

3 7 Indoor smoking prohibited; candle use; other ignition risks

4 7 Fire extinguisher(s) available

5 7 Famnily fire evacuation plan; emergency phone numbers

g 7 All poisonsitoxics labeled, stored, and safely used; emergency numbers posted

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,
e View surveys using the magnify icon,

o Edit a survey using the edit icon,

e View/Print a PDF of the Survey Form using the Printer icon,

e Navigate to the Establishments or Activities using the links in the table,

e Add a new Survey, or

e View the Audit history of a Survey.

Add New | Audit | e AR | 1 of 1 1 ttems | [10 iPage | Go
Date Survey Estab. Name RICIP Title Survey Type Survey Survey Status EHS Origin Create User Setup Date Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
> (“% E & 11302011 | SHOPPY'S CAFE FDA 2001 Food Survey | Pre-Operational | jnprocess Brown, Charlie | IMS VGray 112002011 Active
47 Cafe/Restaurant View Activities VGray 113002011

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.
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- &) x
@ Document Management
>um == 0O000000000000606000
- Explore.
Image Type

? o Mult-Page Files
o m
Use default options
@ ted files:

Filename 5

Ly

8 = B Current Document: 13154

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.

=
Adawew | Auwait | T W] =] w@ O H 4 4 att] | 1 items |[10 /Page | Go |
D Date Survey Estab. Name RICIP Title  Survey Type Survey Survey Status  EHS Origin Create User  Setup Date Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User  Update Date
> B@ [C] 11302011 | SNOOPY'S CAFE FDA 2001 Food Survey Pre-Operational InProcess Pattie, Peppermint NS VGray 113002011 Active
47 Cafe/Restaurant View Activities VGray 121212011

WebEHRS opens the View Survey screen with data for the survey populated.
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Establishment | ok |
Nameifddress Establishment Type MNext Survey Due RICIP Title RICIP #
SNOOFY'S CAFE 4T Cafe/Restsurant BM1/2012

4400 N. CENTRAL AVE
PHOEMIX, Arzona 85013

Show Survey
Survey Date 11/20/:2011 Survey Type FDA 2001 Food Sur Active/Deleted Active

*Survey Purpose Fre-0

EHS Pattie, Pepparmint

For definitions of Survey Purpose values, click Click here for Survey Refersnce Document
the Survey Purpose lsbel.

Score N/A Score 32 Score entry is optional

Criticals Found
Time In 2 20
Time Out 4 :20
Travel Time Latitude § Longitude

. GP§ coordinates should be in decimal degrees (Ex: Latitude

Manager Mame First / Last BROWHN 38 13802 Longitude -84.86261)

*Mext Survey Purpose Routine
*Next Survey Date 05/20/2012
‘Comments This is the first survey for this operation.

p’ucm ‘Oceurrences Repeat Corrected On Site Critical Corrected By Comments.
»
Utensis, equipment. inens, - 1 Mo 2 Utensils were found face-up and uncovered
property stoned, dried, handled v
Garbage, refuse propery dispased: « 1 MNs 2 Gate was unlached
faciites mantsned -

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.

D Date Survey Estab. Mame RICIP Title Surwey Type Survey Survey Status EHS Origin Create User Setup Date  Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
B 1 % & D 11/30/2011 | SMOOPY'S CAFE FDA 2001 Food Survey | Pre-Operational | |nProcess Gray, Vicllet | IMS | VGray 11/3002011 | Active
e/ restauran iew Adtivities
47 Cafe/Resta it View Activiti

VGray 12/2/2011

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.

Establishment | Cancel |

Hams/Addreny Eptabliphment Type Hext Survey Dos RACTF Tisle LB ]
SHOGFCE CARE 47 CafeRetsennt R T2 L L]

4400 H. CENTRAL AVE

PHOEMLE, Arizenn B2013

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:

o [atitude/Longitude

e Manager Name First/Last
o Next Survey Purpose

o Next Survey Date

Edit Survey

* Indicates required field

*Survey Date  [11/20/2011 .h'!: *Survey Type FDA 2001 Food Survey - *Active/Deleted Active -
*Survey Purpose  Fre-Cperational *EHS Fattie, Peppermint w
For definitions of Survey Purpose values, didk Cligk here for Survey Reference Document

the Survey Purpose label.

Score N/A I:‘ Score |32 Score entry is optional

Criticals Found

Timeln 2 w: 20 = -

Time Out 4 »: 30 « -
Trawel Time * hrs * min Latitude / Longitude Google Map wia Coordinates..
Manager Name First/ Last [SNOOFPY [BROWN ?;fgmrﬂ‘:‘;?;;;g‘a:; rl:}de"'i'“a' cemEslarme
*Next Survey Purpose Routine -
“Next Survey Date 05202012 [7)
This is the first survey for this cperation. -
Comments

{Maximum characters: 4000)
You have 4000  characters left.
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Violations
Add Row | x o ‘b_ Faor pre-defined cannad comments, click the icon to the right of commeants box.

[7] wiol Code O Repeat Corrected On Site Critical Corrected By Ci ts

|:| Flesse Select - |:| I:‘ - Flesse Select -

|:| Flease Select - |:| I:‘ - Flease Select -

[[] | Flease Select - [ = w | Flease Select « .

|:| Litensils, equip... 42 - (|1 |:| Mo Immediately  w» | [Utensils were found face-up and uncovered. -
Utensils, equipment, linens, properly stored, dried, handled i

|:| Garbage, refuse... 52 - |1 |:| Mo Immediately « ||[Gate was unlached. -
Garbage, refuse properly disposed: facilities maintained i

PI/E/SISS Information

*Program Envirenmental Health - *Element Food Protection -
Sub Element Flease Select + Sub-Sub Element
10 Essential Services: Primary Evaluate -
Secondary Inform, Educate, Empower -

ICi ._.IEEMFi\,I |

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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AddMew | pudit | T ] 5] ) O | 1 of 1 1 ltems |[10 /Page | Go
Date Survey Estab. Mame R/C/P Title Survey Type Survey Surwvey Status EHS Origin Create User Setup Date Active/Deletec
Performed Estab. Type Purpose Date Finalized Update User Update Date
> 11/20/2011 | SHOOPY"S CAFE FDA 2001 Food Pre- InFrocess Fattie, IMS | VGray 11/30/2011 | Active
ﬁ 47 Survey Operaticnal Peppermint VGray 12722011

Cafe/Restaurant View Adtivities

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.

Addbhew | Muait | T ] 3 & G| 1 of 1 T 4 tteens |12 Fage |00 |
Digbe Swurvey Estab. Name RICIP Title Survey Type Survey Survey Hatus EHS Owigin Creste User Setup Date  Active/Deleted
Estab, Tyn Purpose Date Finalized Update User Update Date
- an'z' 11m1| FDA 2001 Food Pra- inicicas Paitig. IMS  VGeay 113072011 Active
Oparational Papparmint ViGray 12722011
CafeRastaurant

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.

Lz | Audit | T’.‘ lﬂ Iﬂ @ \.’ | 1 of 1 1 ltems | |10 /Page | Go
DDabSu’vey Estab. Name RIC/IP Title Survey Type Survey Surwvey Status EHS Origin Create User Setup Date Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
o> Qg a 11/30/2011 | SNOOPY'S CAFE FDA 2001 Food Fre- InProcess Fattie, IMS  ViGray 11/20/2011  Active
T 47 Survey Operational Peppermint ViGray 1222011
Cafe/Restaurant View Adivities

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

Establishment Looiuig... RICIP Lookup...
Mame/Address Esh_slishment Type MNext Survey Due RIC/P Title RICIP #

Add Survey

*Indicates required field

*Survey Date [__ ,’_—} *Survey Type |Flesse Sslect Continue

Enter a survey date, select a survey type and click Continue to display the full
Add Survey page.

> 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.
2 Etabilshment record or cick on the red X o close this window.

Estab. Name
|3|:|r|1:=1ining|SnmW

Areas/5U's

SUs/Communities

Establishment Type
2 Apply - = =
ABERDEEN / BISMARCK =] Taeas 01 Comprehenzive Heslith Care Referal Facilin =1
ABERDEEN / CHEYENNE RIVER 02.1 Hospital wi Surgery w/ DEHS Funded Safety Officer
ABERDEEN / CROW CREEK 2 02.2 Hospital w/ Surgery and No DEHS Funded Safety Office
. . 02.3 Hospital wio Surgery fw DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital wie Surgery w/ no DEHS Fundzd Safety Office
- . |03.1 Heslth Center w/ DEHS Funded Safety Officer
ACOMA =1 ABSENTEE-SHAWNEE TRIBE, OK [E] |03.2 Haslth Canter wi no DEHS Funded Safety Officer
AK-CHIM MARICORA AFOBMAK 04 School Heslth Canter
ALABAMA COUSHATTA LIVINGSTON TEXAS 2 AGUA-CALIENTE BAND CAHUILLA INDIANS, C& ™ |05 Heslth Station -
Address " Service Active/
containing city| Typel ™ Deleted !
Additional Search Options

RRM Status | Al [«] RiskType [an

Establishment # Estab. Status |All
Al AZ District Search Clear
B —— . . — -
W R olel [ | ] et | [Te2mens|f mumefoo |
Name Estab. Type Address 1 City / 5T/ ZIP
Selkt SNOOPY'S BAKER AND COFFEE SHOP 42 Bakery, Cannery, Bottling 4400 N CENTRAL AVE PHOEMNIX Arizona 5013
Select SNOOPY'S CAFE 47 Cafe/Restaurant 4400 N. CENTRAL AVE PHOEMIX Arizona 85013

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.

Establishment

Hame/Address

RIC/IP Lookup...
Establishment Type Mext Survey Due RICIP Title: RICIP #
SHOOPY'S BAKER AND COFFEE SHOP 42 Bakery, Cannery, Bottling
4400 M CENTRAL AVE
PHOENIXAZ 85013
Add Survey

* Indicates required field

*Survey Date |12/052011 E] TSR S FOA 2001 Food Sunvey - |

Enter a survey date, select a survey type and click Continue to display the full 5
Add Survey page.
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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.

| ITi e m aPage|Gu|

|
Survey Estab. Name RIC/P Title Survey Type Survey

o] Survey Status EHS Origin Create User Setup Date  Active/Deleted
Performed Estab. Type Purpose Date Finalized Update User Update Date
> ‘_% ?@ 11/20/2011 | SNOOPY"S CAFE FDA 2001 Food Pre- InFrocess Fattie, IMS | VGray 11/20/2011 | Active
47 Survey Operaticnal Peppermint WGray 12272011
Cafe/Restaurant View Adtivities

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.

Auditing- Survey Record # 1081

Estab. Name SNOOPY'S CAFE Survey Date 11/20/2011

S SRR IR [ e

j'.D !P:gnI Go I

'O 2/2/2011 2:20:53 PM UPDATE Vicllet Gray

Details

Column Name Before Value After Value

EHS_USER_ID | 741 724
. - 12/2/2011 2:45:43 PM UPDATE Vicllet Gray
"Details
Column Name ' Before Value After Value

CERT_MGR_FIRST_NAME | SNOFFY SNOOPY
EHS_USER_ID 740 741
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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:

o 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.

o The Show Table provides the user with a listing of search results and additional tools.
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= SO Use the fakis bolow for sd-hes fsering. Clhck Estab. ml
T My Filters  “AddTdit My Fillers™ o save the current fiftering options. comipnng

Esiab. Types

Al
ABERDEEM BMSMAARCK 00 gy MERESRERR (01 Comprehaniive sinatth Care Fafarsl Fasilty
ABERDDEN - CHEVENRE BIVTR 02 1 soapsisl w' Surgeny o' DEWS Fundsd Satety Ofos
ABERDEEN  SROW CREEK 02 2 Hotpasl w Sugeny and Ko DEHS Funded Safaty Ofc
|02 3 Henpaal wes Surgery fa DEHE Funded Sadaty S% o
02 & Heigail wo Surgary o 7s DEMS Funded Sataty O
03 ¢ HaEith Cister o' DEMS Funsed Bataty Do
03 T vbith Casiee w An DEHS Funded Batity O
ok SePad HEEIT e
= |05 Healm Swan

Reserations

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.

RIC/P-Requests/Complaints/Projects

" = = Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Name
Phoel nd Salt River : r— . . - - - -
L5 iz e My Filters "Add/Edit My Filters" to save the current filtering options. containing |
Areas/SU's SU's/Communities Estab. Types

All

FHOEMIX | AHWATUKEE
FHOEMIX / STAR VALLEY
PHOENIX / CASHION

m e

01 Comprehensive Health Care Refemral Facility I
02.1 Hospital w/ Surgery w/ DEHS Funded Safety Officer
02.2 Hospital w/ Surgery and Mo DEHS Funded Safety Offic
02.3 Hospital wic Surgery f'w DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital wic Surgery w/ no DEHS Funded Safety Office

All - Al
ABERDEEM / BISMARCK =il A:?::;
ABERDEEM / CHEYENNE RIVER

ABERDEEM / CROW CREEK

FINTIN

03.1 Health Center w/ DEHS Funded Safety Officer

ACOMA |-':| ABSEMTEE-SHAWNEE TRIBE, OK |-':| 03.2 Health Center w/ no DEHS Funded Safety Officer
AK-CHIN MARICOPA [ AFOGNAK [~ 04 School Health Center
ALABAMA COUSHATTA LIVINGSTON TEXAS % AGUA-CALIENTE BAND CAHUILLA INDIANS, CA = |05 Heslth Station S
Add . Service ’—El Activel
All All :
containing | Cl'l‘.'l| Type Deleted
Additional Search Options
RICIP Type |All Supplemental RIC/IP Type |All RICIP Status Al
RICIP Title containing RIC/P Date Range From: Ij?i Thru: Ij?i RIC/IP Humber
Location Person/Premise containing EHS AN Estab. Number
RIC/P Contact containing OpeniClosed |All Search Clear

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:

o R/C/P Type,

e Supplemental R/C/P type,

e R/C/P Status,

¢ R/C/P Tilte containing,

e R/C/P Date Range,

e R/C/P Number,

e Location Person/Premise containing,
e EHS,

e Estab. Number,

e R/C/P Contact containing, and
e 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.
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3. Click on the Search button.

My Filters |Plaasa Select EI Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Narnel

My Filters  "Add/Edit My Filters" to sawve the current filtering options. containing
Areas/5U's SU's/Communities Estab. Types
- Apply 12 Custodisl’Residentizl Care Facility -
ABERDEEN / BISMARCK = A = 13 Substance Abuse Rehabilitation Canter
ABERDEEN / CHEYENNE RIVER 14 Foster Care Homes =
ABERDEEM / CROW CREEK S 15.1 Summer Youth Camp =
15.2 Migrant Labor Camp
Reservations Tribes

16 Jail, Detention Home

CHALUKA CORPORATION (NIKOLSKI)
ACOMA = CHANEGA, NATIVE VILLAGE OF CHANEGA
AK-CHIM MARICOPA CHEFORMAK, VILLAGE OF CHEFORMNAK

20 School {Public, BIA, Tribal)
21 Dormitony
22.1 Head Start

4

ALABAMA COUSHATTA LIVINGSTON TEXAS 57 ‘CHEMEHUEVI TRIBE,CHEMEHUEV| RES, CA 22.2 Preschool, Kindergarten S
. Service Active/
Al All
Dnnfairlingl Cltyl Type Deleted

Additional Search Options

RRM Status | Al [«] RiskType [a1 Establishment # Estab. Status | Al =
A1 Az District | | k@l Clear

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.

AddNew | Copy | O e = T Y S o210 B ™ el
Smws| Activities |  Child Relationships |  Parent Relationships |  Edit | EE | Letters | App | survhist | Audit |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google
|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/STIZIP Estab. Status Permit #
C‘% [I? 6000470001 KEMNY'S TEST CAFE (602) 364-5078 Active 8M372013 2
47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Category |- 201412014 SMe2017 ‘?
AK CHIN INDIAN COMM. PAPAGD  STREET STREET High
IND, AZ PHOENIX Arizona 85004 PHOENIX Arizona 85004 Open

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.

[E Main Menu [ Estabs. [ Temp. Estabs. [ Surveys BTG Nat1. Proj.’s | Activities JLetters fIRef. Lib. fReports My Account fFeedback fLogout |

I
Name/Address Establishment Type Next Survey Due
KENNY'S TEST GAFE 47 Cafe/Restaurant 8142014
123 DOES NOT EXIST STREET
PHOENIX Arizona 85004
RICIP's
AddNew | Copy | Printw | | '7'_—||@|@|@|O|b|_| | 444 ool | 0lltme |10 Page | Go |
Surveys | Activiies | F lness | Product | M | wen | we | Lead | € | Audit |
RICIP Date RICIP Type Suppl. Type RICIP Title RICIP Contact Created By Created On Activel
[] Resolved Date RICIP Status Updated By Last Updated Deleted

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.

R/C/P-RequestsiComplaints/Projects

My Filters | Flease Select Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Name ‘j“ p—
¥ My Filters "Add/Edit My Filters" to save the current filtering options. containing
Areas/SU's SU's/Communities Estab. Types

mo

01 Comprehensive Health Care Refenal Facility

021 Hospital w/ Surgery w/ DEHS Funded Safety Officer
02.2 Hospitsl w/ Surgery snd No DEHS Funded Safety Offic
02.3 Hospital wio Surgery jw DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital w/o Surgery w/ no DEHS Funded Safety Office
02.1 Health Center w/ DEHS Funded Safety Cfficer

ABERDEEN/ BISMARCK
ABERDEEN / CHEYENNE RIVER
ABERDEEN / CROW CREEK

Apply
Areas

-

02.2 Heelth Center w/ no DEHS Funded Safety Officer
04 School Health Center

ABSENTEE-SHAWNEE TRIBE, OK
AFOGMAK

ACOMA
AK-CHIN MARICORPA

PTG
PRI

ALABAMA COUSHATTA LIVINGSTON TEXAS AGUA-CALIENTE BAND CAHUILLA INDIANS, CA& 05 Health Station 4
Address - Service Activel
All All -
ocmtainingl CﬂY| Type Deleted

Additional Search Options

RICIP Type [ Al Supplemental RIC/P Type [a &) RICIP Status  [All |+
RICIP Title containing | RICIP Date Range From: | [ Thew: | [ mcPwumber [
Location Person/Premise containing ’7 EHS AN Estab. Number ’7
RICIP Contact containing | OpeniClosed [All || Search |  Clear

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

AddNew | Copy | PrintWorkshest | Attachments | 7 W] 4] &) 0 K I of1| | 2lems [0 /Page Go
Surveys | Activities | Foodborne lllness | Product | Mortgage | Well | Wastewater | Lead | G | Avadit |
RICIP Date RICIP Type  Suppl. Type Location Person/Premise Location Address RIC/P Title Open/Closed Created By Created On Activel
D Resolved Date RIC/P Status Tribe RIC/P Contact Updated By LastUpdated Deleted
'.\’ E [] ewzaizo17 Request Foed Product Incident Test Request Cpen GIZ8/2017 Active

Final Smith, John Open/Close GI28/2017

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.

10.3.1VIEW 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.

AddNew | Copy | PrintWorkshest | Attschments | % w]| 9] ] O & [ 444 [ of1| | 2iems |10 iPage Go
Surveys | Activities | Foodbome liness | Product | Mortgage |  Well | W | Lead | @ | Audit |
RIC/P Date RICIP Type  Suppl. Type Location Person/Premise Location Address RIC/P Title Open/Closed Created By Created On Activel
D Resolved Date RIC/P Status Tribe RIC/P Contact L By Lastl
@ D 8282017 Request Food Product Incident Test Request Cpen GI282017 Active
Final Smith, John Open/Close B/28/2017
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WebEHRS opens a new screen with a summary of information for the selected R/C/P including

any comments.

View R/C/P (Request/Complaint/Project) OK

Establishment

JOE COOL'S SUMMER CAMP

Area PHOENIX Service Unit COLORADO RIWER Community CHEMEHUEWIWVALLEY
Reservation CHEMEHUEWVI Tribe CHEMEHUEVITRIBE,CHEMEHUEVIRES, CA Active/Deleted Active
RICIP Number 345 RICIP Status Finalized
RIC/P Date 12/8/2011 Time 1:.00 FM
Received By Peppermit Pattie
Request Method Phone Assigned EHS Brown, Charlie
RIC/P Type Complaint Supplemental RIC/P Type Nong RICIP Title UNSANTARY CONDIMONS JOE COOL CAMP
RICIP

TroerTreT Un=anitary condictions including standing water.

PersoniPremise JOE COOL'S SUMMER CAMP
Address 1 44009 LAKE HAVASU RD
Address 2

City LAKE HAVASU State California ZIP Code 92363

RIC/P Contact Information (Requestor, Complainant or Project Contact)

First lame CONCERNED Last Name PARENT

Address 1
Address 2
City State ZIP Code
Primary Phone (502) 695-199% Ext. Type Name
Alternate Phone  Ext. Type Name
Fax Email
Conditions
First Name Last Name
Address 1
Address 2
City State ZIP Code
Primary Phone  Ext. Type Hame
Alternate Phone  Ext. Type Name

Initial Action

Initial Action Taken On 12/62011
Findings for RICIP
ASSIGN TO FIELD STAFF TO PERFORM INVESTIGATION.
Referredto CHARLIE BROWN

Taken By P PATTIE

Date Referred 12/6/2011
Date Closed 12/%02011

Notification “ves

P/E/S/SS Information

Envir Health Element Environmental lssues

Sub Element Sub-Sub Element
10 Essential Services: Primary
Secondary

Created By PPattie Updated By PKothapali

Created On 12/8/2011 Last Updated 12/14/2011

Comment

o
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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.

AddNew |  Copy |  Attachments | =l M =l @l el sl | 1 of 1 thems [0 Page|eo |

surveys | Activities |  Child Relationships |  Parent Relafionships |  Edit | E Lefters | App |  SurvHist |
Estab. # Premise Name Primary Phone Owner Name Active/Deleted EHS Created By Created On  Google

D Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By Last Updated Map
Tribe City/STIZIP Email City/STIZIP Estab. Status  Permit #
4, [ [v] 8opo470001 KENNY'S TEST CAFE (802) 364-5078 Active Kenny Hicks. 811312013

47 Cafe/Restaurant 123 DOES NOT EXIST 123 DOES NOT EXIST Categary | - 211412014 S/10/2017
AK CHIN INDIAM COMM. PAPAGO  STREET STREET High
IND. AZ PHOENIX Arizona 85004 PHOEMIX Arizona 85004  Open

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.

RICIP

Name/Address
KENNY'S TEST CAFE

Return to Establishments

Establishment Type Next Survey Due

47 Cafe/Restaurant 814/2014

123 DOES NOT EXIST STREET
PHOENIX Arizona 85004

RICIP's

[ AddNew.) Copy | Printw | atta ElEE R g ofo oitems|[[ Psgelee |

Surveys | Activites | Foodborne lliness | Product | M | wen | w | Lead | © | Audit |
RICIP Date RICIP Type Suppl. Type RICIP Title RICIP Contact Created By Created On Active/
[] Resolved Date RICIP Status Updated By Last Updated Deleted

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),
e Location,

e R/C/P Contact Information,

e Owner or Occupant Involved,

e |nitial Action,

e Findings for R/C/P,
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e PJ/E/S/SS,
e 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:

Enter information or select from dropdowns for all required fields.
Enter for R/C/P Date.

Select Assigned to from dropdown.

Select R/C/P Type from the dropdown.

Select Supplemental Type.

Enter R/C/P Title.

o0k wN=

Add R/C/P (Request/Complaint/Project) Cancel
* Indicates required field

Establishment JOE COOL'S SUMMER CAMP

“Area [PHOENIX [+ Service Unit [COLORADO RIVER[+| Community |CHEMEHUEVI VALLEY [~ |
Reservation [CHEMEHUEVI[ = | Tribe |CHEMEHUEVI TRIBE.CHEMEHUEVI RES, CA [« |

RICIP Number|
‘RicPDae[ [ Time[  [@9
Received By li
Request Method ’m‘zl *Assigned EHS ’WE'
“RICIP Type [Please Select[ =]  *Supplemental RIC/P Type [Please Select “RICIP Title
~
RICIP
Description

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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Persun.fF'rH'nise|

Address 1 |

Address 2|

City | State | Californis ZIP Code

RICIP Contact Information (Reguestor, Complainant or Project Contact)

PARENT

*First Hame / Last Hame |C.DNC.EF{NED

Address 1 |

Address 2|

City | State Plesse Select w ZIF Code

Primary Phone [[502) 695-1958  Ext. | Type ~ MName |

Alternate Phone [} __ - Ext. | Type + MName |

Fax|__)__ - Email |

Conditions.

» Continue entering optional information as necessary using dropdowns and text boxes.

Owner or Occupant Invelved Check here if same as location

First Hame / Last Name | |

Address 1 |44UUB LAKE HAVASU RD

Addressz|
City [LAKE HAVASU State | California [=] ZIP code [s2263
Primary Phone|(_}_—_ Ext. | Type l—lz‘ Name |
Secondary Phone|(_}_—_ Ext. | Type l—lz‘ Name |

Initial Action

Init Act Taken Date |12/06/2011 E‘q Init Act Taken By |P Pattie
Findings for R/IC/P

ASSIGNED FIELD STAFF TO PERFORM INVESTIGATION. P
Refered to [CHARLIE BROWN Date Referred [12/08/2011 [
Date Closed [
Notification =

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)

P/E/SISS Information
"Program ‘ Please Select ~ “Element v
Sub Element| v Sub-Sub Element|

10 Essential Services Information

10 Essential Services: Primary | Please Select v

Secondary | Please Select ~

() Add New comment

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.

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.

B

Add Activity Master

* Indicates required field
*Activity Date |  [Y] ActivityDueDate | [
“Activity Type | Flease Select v
Duration: Hours v Minutes |~

Comments Spell Check

(Maximum characters: 4000)
You have | 4000 characters left

savelinProcess |  SavefFinalized |  Cancel |

Required Fields are
only 'required’ for
Save/Finalized.
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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/lnprocess 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.

‘mw@-nn | SaveFinalized | Cancel
‘ Required Fields are

only ‘required’ for
Save/Finalized

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

AddNew | Copy | PrintWorksheet | Attachments | | W] 2] %] 0 & E of 1 2ltems |[10 IPage Go
Surveys | Activities | Foodborne liness | Product | Mortgage | wen | w | Lead | comments | Audit |
RICIP Date RICIP Type Suppl. Type Location Person/Premise Location Address RIC/P Title OpeniClosed Created By Created On Activel
D Resolved Date RIC/P Status Tribe RIC/F Contact Updated By Last Updated Deleted
@, w D 8282017 Reguest Food Product Incident Test Request Open GiZ82017 Active
Final Smith, John OpeniClose BIZB2017

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

Copy | _PrintWorksheet | Attachments | T [w] )| | 0 & | [T |et20 1921tems |10 iPage | Go
Surveys | Activiies | Foodbomne lliness |  Product | | wen | Lead | Comments | Audit |

RICIP Date  RICIP Type  Suppl. Type Location Person/Premise Location Address RICIP Title OpeniClosed Created By Created On  Activel
["] Resolved Date RIC/P Status Tribe RIC/P Contact Updated By Last Updated Deleted

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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Add R/C/P (Request/Complaint/Project) Cancel
* Indicates required field
Establishment Lookup... Reset Establishment
“Area Service Unit ’WE Community l_
Reservation ‘F'Iease Select El Tribe |P\ease Select El ;ﬂ
RICIP Number |
‘RIC/PDate| [ Time|
Received By ’7
Request Method m *Assigned EHS WE'
“RICIP Type [Please Select v |  “Supplemental RIC/P Type [Please Select | x| “RIC/P Title
-
RIC/P
Description

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:

Enter R/C/P Date.

Select Assigned to from dropdown.
Select R/C/P Type from the dropdown.
Select Supplemental Type.

Enter R/C/P Title.

Edit RIC/P (Request/Complaint/Project) | Cancel |

* Indicates required field

aorON =

Establishment Lookup.. ResetEstablishment
*Area | PHOENDX [=] service Unit [COLORADO RVER[w]| Community [Please Select [=]
Reservation | COLORADO RIVER [+] Tribe [CAHUILLA BAND OF WISSION INDIANS, CA [=] & Activeieleted [Active =

RICIP Number RIC/P Status InProcess
“RICIP Date [121092011 [ Time [z30P0 [@5)

Received By |P Pattis
Request Method | Phone : *Assigned EHS | Brown, Charlis :
*RICIP Type | Request : *Supplemental RICIP Type | Well Survey : *RICIP Title [Well Survey Request

Resident reported bad oder and reddish brown color in water =
supplied from well..

RIC/IP
Description

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.
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Person/Premise |Luke Skywalder

Address 1 [42009 Lake Havasu Rd

Address 2 |
City |Lake Havasu State | Arizona |=| ZIP Code [s2263

RICIP Contact Information (Requestor, Complainant or Project Contact)

*First Name / Last Name |Lu ke |Skywalter

Address 1 42009 Lake Havasu Rd

Address 2 |
City | State |Please Select || ZIP Code |
Primary Phone [(502) 6951999 Ext. | Type [Home Name [Luke
Alternate Phone |(_} - Ext. | Type | EI Name |
Fax|(__)__-___ Email |
Primary water well for home and farm -
Conditions

» Continue entering optional data as necessary.

Owner or Occupant Involved Check here if same as location

First Name { Last Name |

Address 1 [42002 Lsks Havasu Rd

Address 2 |
City |Laka Hawvaszu State |Arizara |;_| ZIF Code [F2282
Primary Phone [__} _ - : Type | Name |

Secondary Phone [__) _ - 2 Type | [w] Hame |

Initial Action

Init Act Taken Date (1207272011 |l_-"i Init Act Taken By |s:r=_~:|.|5: SUrVEy.

Findings for RIC/IP

Refered to [Chariiz Brown Date Referred [1z32011 [T
Date Closed ™
Motification | ez :

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)

P/E/S/SS Information

“Program [ Please Select ~ “Element | v
Sub Element | ~ Sub-Sub Element| ~
10 Essential Services: Primary | Please Selecl ~

Secondary [ Please Select v

) Add New Comment

Add Activity Master

* Indicates required field
“ActivityDate [ ] ActivityDueDate [ [ 7]
*Activity Type | Please Select ~
Duration: Hours ~  Minutes [~

Comments Spell Check

(Maximum characters: 4000}

You have | 4000 characters left

SavellnProcess | SavefFinalized |  Cancel |

Required Fields are
only 'required' for
Save/Finalized.

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.
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7. Click on the Save/Finalized button.

CDP, Inc.

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

AddNew | Copy | Print t | | Tl =Bl e sl | R ot1| | P 2iems |0 Fage Go |
Surveys | Activities | F liness | Product | m [ wen | w | Lead | com | Auait |
RIC/P Date RICIP Type Suppl. Type Location Person/Premise Location Address RIC/P Title OpeniClosed Created By Created On Activel
D Resolved Date RIC/P Status Tribe RICIP Contact Updated By Last Updated Deleted
f\’ B [] e/zg2017 Requast Food Product Incident Test Request Open BIZR/201T Active
Final Smith, John Open/Close GiZ82017

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.

My Filters [ Fiesse S2iect

Add/Edit
My Filters

=]

Areasi5U's

ABERDEEN / BISMARCK

Use the fields below for ad-hoc filtering. Click
“Add/Edit My Filters™ to save the current filtering options

SUrsiCommunities

- Apply
oy PR =1 Areas
ABERDEEN / CHEYENNE RVER by
ABERDEEN / CROW CREEK S
Reservations Tribes
= -
COMA = ABGENTEE-SHAWNEE TRIEE, OK =
AR-CHIN MARICOPA s AFDENAK -
ALABAMA COUSHATTA LWINGSTON TEXAS il AGUA-CALIENTE BAND CAHUILLA INDIANS, CA i
Address = Service
ore Ci Al
containing | ity [

RICIP Type [an

Type

Supplemental RIC/P Type

RIC/P Title containing

Location Person/Premise containing

Active/
Deleted M =]

Additional Search Options

Estah.
Mame |jo-ec=m|
containing

Estab. Types

01 Comprenencike Healn Cane Retnral Faclily

021 Hospkzlw Surgery w! DEHS Fundad Skt Oficer
02 2 IHoesplRal w' Surgery and No DEHS Funded Saiety Officer
023 Hospkal wio Surgery aw DEHS Funded Sty Ofcer
024 HospRal wio Sungery w! no DEHS Funded Sty Ofioar
1031 iHeain Center w! DEHS Funded Sty Ofcar

032 iHeain Cenfier w! no DEHS Fundad Satty Officer

04 School Healh Cenler
05 Healin Siation

mp

RICIP Status | Al

R/C/F Contact containing

All

RIC/P Date Range From: | |‘:‘1 Thru: |
EHS |AN
OpeniClosed Al

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

> Click the edit icon.

m R/CIF Humber
Estab. Number

ey Dciesel]

AddNew | Copy | Print t | | Tl =@ sl | FESER ott| | P 2heme [0 IPage Go
Surveys | Activities | Foodborne lliness | Product | Mortgage | Well | Wastewater | Lead | Comments | Audit |
RIC/P Date RICIP Type Suppl. Type Location Person/Premise Location Address RIC/P Title OpeniClosed Created By Created On Activel
["] Resolved Date RIGIP Status Tribe RICIP Contact Updated By LastUpdated Deleted
f@l 282017 Request Food Product Incident
Final

Test Request
Smith, John

WebEHRS displays an edit screen for the R/C/P.

Cpen

G28/2017
Open/Close

B/28/2017

Active
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Edit RIC/P (Request/ComplaintiProject)
* Indicates required field

Establishment JOE COOL'S SUMMER CAMP  Reset Establishment

RN PHOEMIX : Service Unit | COLORADD RIVER : Community |CHEh‘EHUE\"I '\"ALLEYIZl

Reservation | GHEMEHUEV| [ Tribe |CHEMEHUEV| TRIBE,CHEMEHUEV] RES, CA[w| Aetive/Deleted |Active =

RIC/P Number RIC/P Status Finalzed

*RICIF Date [12/08/2011 1]  Time [1.00 FM [@%)
Received By [Feppermit Fattie
RequestMethod [Fhone || *Assigned EHS [Brown, Charie  [o]
*RICIP Type [Complsint || *Supplemental RIC/F Type [Mone || *RICIP Title [UNSANITARY CONDITIGNS JOE COOL CAMP

Un=anitany condictions including standing water. -

RICIP
Description

The user may cancel or make and save the edits. To edit:

» Enter information using dropdowns and text boxes.

Findings for R/IC/P

Spell Check

(Maximum characters: 4000)

You have characters left.
Referred to | DateReferred| [T
Dateclosed| [T
Notification|  ~
P/E/SISS Information
“Program | Please Select ~ “Element | v
Sub Element| - Sub-Sub Element | v
10 Essential Services Information

10 Essential Services: Primary | Please Select ~

Secondary | Please Select ~

View Comments

() Add New Comment
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P/E/S/SS Information

“Program | Please Select ~ ‘Element | v
Sub Element| »+ Sub-Sub Element|

10 Essential Services Information

10 Essential Services: Primary | Please Select v

Secondary [ Please Select v

) Add New Comment

Add Activity Master

* Indicates required field
-ActivityDate [ ] ActivityDueDate [  []
*Activity Type | Please Select ~
Duration: Hours ~  Minutes [~

Comments Spell Check

(Maximum characters: 4000}
You have | 4000 characters left

SavellnProcess savefFinalized | Cancel |

Required Fields are
only ‘required’ for
save/Finalized.

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.

SavelinProcess | SavelEjnalized |  Cancel |

R‘i‘l}ulf@FlErﬂi are
onily “required’ lor
SaxvelFinalized.

WebEHRS displays the edited R/C/P in the Show Table panel.
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Add New | Copy | Print t | A | "'__- _vﬂ ﬁ ‘@] W ) b | 1 of1 2 ltems |[10 IFage Go
Surveys | Activities | Foodborne lliness I Product I Mortgage | Well l Wi | Lead | Commen | Audit |
RIC/P Date RICIP Type Suppl. Type Location Person/Premise Location Address RIC/P Title OpeniClosed Created By Created On Activel
D Resolved Date RIC/P Status Tribe RICIP Contact Updated By Last Updated Deleted
[ '&' H [] s/z82017 Requast Food Produst Incident Test Request Open BiZ8/2017 MArtive
Final Smith, John Open/Close GiZ82017

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.

AddNew | Copy | PrintWorksheet [) Attachments | % | ] =] % O & | et tiems|[f0 | /Page|Go
Surveys | Activities | Foodbome lliness | Product | M | wen | | Lead | Comments | Audit |
RICIP Date RICIP Type  Suppl. Type Location Person/Premise  Location Address RICIP Title Open/Closed Created By Created On Activel!
["] Resolved Date RICIP Status Tribe RICIP Contact Updated By LastUpdated Deleted
C“%[? [ erarz017 Request Food Product Incident Test Request Open /282017 Active
Final Smith, John OpeniClose BI28/2017

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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@ 5 P crowTee [ Qs » ¥ | CRYSTAL REPG

Main Rsport ‘

Indian Health Service

esvl Heay, :

np

E

A
] g [ REQUEST FOR SERVICE

R/C/F Number
DateTime: 12052011  100pm  Received By, Poppesmi Prsia Statuy: _Isfroess

Area: PHOENTE Service Unit:  COLORADO RIVER. Community. CHEMEHUEVIVALLEY
CHEMEHUEVT Tribe: CHEMEHUEVT TRISE CHEMFHUEVI RES, CA

Request Method: Psos RCEType Comgisi
RCFTpe R/C/PTitle: UNSANITARY CONDITICNS JOE COCL CAME

RIC/P Description: Unsantan oondictions ingluging standing water

Laocation:
Person/Premise: JOF COCL'E UMMER CAME

Location: 44009 LAKE HAVASU BD, LAKE HAVASU CA_§2363
R/C/P Contact on (R , Complainant or Project Contact)
Service Requested By:  CONCERNED BARENT Address:
Email:
Fax
Initial Action Taken Om: 12062011 By: PPATTE
Conditions:
Ovwner or Occupant Involved:
Person:
Location:
Primary Phone: Alternate Phone:
Initial Action:
Init Act Taken Date: Init Act Taken By:

Findings for R/C/F: ASIGHN TO FIELD STAFF TO PERFORM DNVESTIGATION.

Referred To: CHARLIE SROWN Date: 12062011

Date Closed:

Notified Requester: YES Chacke Brows

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.
AddNew | Copy | Print € D'T_*I EERRSIRE RS | [ eiz0 192 hems |10 iPage | Go |

Surveys | Activities | Foodborne lliness | Product | | wen | | Lead | c Audit |
RICIP Date RICIP Type  Suppl. Type Location Per ise Location RICIP Title Open/Closed Created By Created On  Active/
"] Resolved Date RICIP Status Tribe RICIP Confact Updated By Last Updated Deleted
C‘% B &l282017 Request Food Product Incident 123 Test Street Test Request Open B/28/2017 Active
Final B/29/2017

Phoenix AZ Smith, John OpeniClose

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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RIC/P (Request/Complaint/Project)

RICIP Date RICIP Type RICIP Status RICIP Title/Description Closed Date

B282017 Request Final Test Request

Person/Premise Address City I 5T /! ZIP Conditions RICIP #

123 Test Street Phoenix Anzona
Attachments
Active/Deleted |aCTIVE | W Search Clear
upioad || || (]|l Ol | [ | | [P o0l | [Totems|[@  iPageleo |

File Name Document Type Created On Updated By Active/Deleted

Last Updated

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.

Attachment Upload

* Indicates required field

Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file.

* File Name I Browse. .

* Document Type |P‘Iease Select ﬂ

Save and Upload | Cancel |

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

RIC/P (Request/‘Complaint/Project)

RICIP Date RICIP Type RICIP Status RICIP Title/Description Closed Date

SI2872017 Request Final Test Request
Person/Premise Address City | 5T/ ZIP Conditions RUCIP #
123 Test Street Phoenix Arizona

Attachments

Active/Deleted |[Eil= Search Clear
upioad || | [ | (]| 8 Q1| | [ | [ ot | " anems|[m  sgeleo |
File Mame Document Type Created On Updated By Active/Deleted
Last Updated
E Test Attachment.docx Azzeszzments Bf2902017 [ 62972017 ACTIVE

To update or modify (replace) the attachment:
1. Click the Edit record ¥ icon.
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Update/Modify Attachment

* Indicates required field

Thig allows you to update/modify the infermation in this pop-up. You cannot edit the document itself, but you can replace the document.
Please remember that excessively large files can take a long time to load.

Click the Browse button below to select your file.

File Name I Browse...

Current File Name Test Attachment docx

* Document Type |Asse*ssm&nts ﬂ

* Active/Deleted [ACTIVE | v |

Save andlor Upload | Cancel |

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.

lLED | I | | =il =S ehsl | 1 o1 1 liems | [10 /Page | Go
Surveys | Activities | Foodbornelliness | Product | M | wen | w | Lead | | Audit |
RICIP Date RICIP Type  Suppl. Type Location Person/Premise  Location Address RICIP Title Open/Closed Created By Created On Activel!
I:‘ Resolved Date RIC/P Status Tribe RICIP Contact Updated By LastUpdated Deleted
CQ E 282017 Request Food Product Incident Test Reguest Open 6282017 Active
Final Smith, John OpeniClose 61282017

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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Add RIC/P (Request/Complaint/iProject) | cancel |

* Indicates required field

Establishment Lookup.. ResetEstablishment
*Area [ PHOENIX [=] service unit [COLORADO AVER[=| Community [Please Select
Reservation | COLORADO RIVER [=] Tribe |CAHUILLA BAND OF MISSION INDIANS, CA =&

RICIP Number |
*RICIP Date [121172011 [ Time [230 P10 (23]
Received By [P Patie
Request Method [Phone || *Assigned EHS |Pattie, Peppermint | = |
*RICIP Type [Request  |=| *Supplemental RICIP Type [Wel Survey |+ *RICIP Title [Wel Survey Reguest - Hann Solo

Resident reported bad oder and reddish brown color in water =
supplied from well..

RICIP
Description

Person/Premise |Hann Solo

Address 1 |4ZDD12 Lake Havasu Rd

Address 2 |

City [Lake Havasu State | Arizona [=] zIP Code [s2383

RIC/P Contact Information (Requestor, Complainant or Project Contact)

*First Name / Last Name |Hann |SUIU

Address 1 |420012 Lake Havasu Rd

Address 2 |
City | State [Pleage Select || ZIP Code |
Primary Phone [(502) 5951398 Ext. | Typj%mg Name [Luke
Alternate Phone |(_} - Ext. | Type ’—El Name |
Fax[(_)_ - Email |
Primary water well for home and farm. -
Conditions

Owner or Occupant Involved Check here if same as location

First Name / Last Name | |

Address 1 |420012 Lake Havasu Rd

Address 2 |
City [Lake Havasu State | Arizona [=] zIP Code [92383
Primary Phone|(_}_—_ Ext. | Type I—El Name |
Secondary Phone|(_}_—_ Ext. | Type ’—El Name |
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Findings for RIC/P

1 |

Refered to |Char|ie Brown

Date Referred [12/09/2011 [
Date Closed i)
Notification | ves :

P/E/SISS Information

*Program | Envircnmental Health

|Z| *Element |Water EI
[=] sub-subElement [ ||

Sub Element | Individual Well
10 Essential Services Information

10 Essential Services: Primary | Diagnose & Investigate El

Secondary | Diagnose & Investigate El

[”] Add New Comment

SaveilnProcess SavelFinalized Cancel

Required Fields are
only ‘required’ for
Save/Finalized.

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.

AddNew | Copy | Printw | | eI sl | [ o] | [Fzuems|[i0|eagelco |
surveys | Activities | liness | Product | m | wen | w | Lead | «© | Audgit |
RICIP Date RICIP Type  Suppl. Type Location Person/Premise Location Address RIC/P Title OpeniClosed Created By Created On  Active/
[] Resolved Date RICIP Status Tribe RIC/P Contact Updated By Last Updated Deleted
C%M D S282017 Request Food Product Incident 123 Test Street Test Request Open S282017 Active
Final Phoenix AZ Smith, John OpeniClose &2972017
ng |:| 8282017 Request Food Product Incident 458 Test Street Copy of Test Request Open S292017 Active
Final FPhoenix AZ Smith, John OpeniClose &2972017
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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.

AddNew | Copy | PrintWorksheet | Atta | =il =58 sl | 1 of 1 2iems|[10 | Page|Go
m Activities | Foodbome lliness | Product | M | wen | | Lead | comments | Audit |
RIC/P Date RIC/IP Type  Suppl. Type L tion Py i Location Add RICIP Title OpeniClosed Created By Created On  Active/
[ Resolved Date RICIP Status Tribe RICIP Contact Updated By Last Updated Deleted
4 [ [v] 61282017 Request  Food Product Incident 123 Test Street  Test Request Open 628/2017 | Active
Final Phoenix AZ Smith, John OpeniClose 2972017

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.

Surveys
RIC/P Return to RIC/P
RICIP Title ~ RIC/P#  Name/Address Establishment Type Next Survey Due
Test Test Facility Food Service 22 1 Head Start 5/20/2016
1234 Brown Street
Rhinelander, Wisconsin 54501
Survey History
AddNew | Audit | copy | S EE R 0 of0 0ltems | [0 IPage |
Date Survey survey EHS |Survey  Survey Final Date # of Critical Estab. Name Survey Type Origin  Create User Setup Date Record Status
Performed Purpose Status or PIPF Update User Update Date

Deficiences

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.

AddNew | Copy | PrintWorksheet | Atta | =il =58 sl | 1 of 1 2iems|[10 | Page|Go
Surveys Foodborne lliness |  Product | M | wen | | Lead | comments | Audit |
RICIP Date RICIP Type  Suppl. Type Location Person/Premise Location Address RICI/P Title Openi/Closed Created By Created On  Active/
[ ] Resolved Date RIC/P Status Tribe RIC/P Contact Updated By Last Updated Deleted
C%E B282017 Request Food Product Incident 123 Test Strest Test Request Open B28/2017 Active
Final Phoenix AZ Smith, John OpeniClose 2972017
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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.

Activities

R/C/P (Request/Complaint/Project) Return to RIC/IP
RICIP Date RICIP Type RIC/P Status RIC/P Title/Description Closed Date
1282011 Complaint Finalized UNSANTARY CONDITIONS JOE COOL CAMP 12/%2011
Person/Permise Address City | 5T/ ZIP Conditions RICIP #

JOE COOL'S SUMMER CAMP 44008 LAKE HAVASU RD LAKE HAWASU California 82383

T._"] @ L@ l@ | 0 of 0 0 ltems | |10 /Page | Go |

AddNew | Copy | Audit |

Activity Date Activity Type Element 10 Ezzential Comments EHS Created By CreatedOn Active/
|:| Activity Status Program Sub-Element Primary Updated By Last Updated Deleted
Secondary

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:

e Foodborne lliness,
Product (food),
Mortgage,

Well,
Wastewater,

e 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.

149



WebEHRS User Guide CDP, Inc.

AddNew | Copy | _Printw, | | HlmlRl R elsl | [ LI foal | [Tewens|ic  eegelso |
Surveys | Activities | F liness | Product | m | Wi | Lead | © | Audit |
RICIP Date RICIP Type  Suppl. Type Location Person/Premise Location Address RIC/P Title OpeniClosed Created By Created On  Active/
Resolved Date RICIP Status Tribe RICIP Contact ! By Last
O[] 6282017  Reauest  Food Product Incident 123TestStrest  Test Request Open 62812017 Active
Final Phoenix AZ Smith, John OpeniClose 61282017

To edit or add supplemental information:

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

All supplemental information is optional.

RICIP (RequestiComplaint/Project)

RICIP Date  FCHP Type Supplemental PersoniPremiss RIC/P Contact Nameliddress RICIPE
RICIP Type
1202011 Reguest  WellSuney  Luke Skpwakder  Luke Skpwalker
42009 Lake Havasu Rd

Edit Private Well | erntvusn |
pate [tzoazon1 [
Dwwstling Statiss | Cwner Cocupied :

If Unoccupled, vacant for how long?

sampls Taken? |ves Locstion [42009 Lske =asu Ra
Wil Typa | Drien : Deptn [200 Feet Casing Matenial | Sricx
Top Ssaled? |ves : How Ssaiea | Latitugs | Longituds |
sl In Pit? : PS5 coandinztes shoukd 02 In decimz| degress
Ex LstRude 3319502 Longiuds -34 85261 Lise mils Ik to verty
iisll i PTt Comiplaint : coondinEtzs.  GoOqls Maps

Weil In Prt Deficsancias |

Distancs Above Ground

Pressure Tank Size | Locstion |

Pump sizs | Locztion |

Property Vented? : Commsnt It O |

Evidence of Cross Connections? : ‘Comment if YE5 |

A |gp|d}

Isolation Distances Comect? : ‘Comment it NO |

[Mear oy Swook Yar -

Possibs Routss of Contamination

Comments

EH% |Srown, Charlie :

Datsiamt Recsiven [izoszon [0 o

RecaiptiCheck # E 78

Namsiinitisis Person Revd Payment [Crarlle Srown

ActrveDeistad | Actie :

e

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 lliness supplemental. Each supplemental is similar in process, but will display a little
differently because of the type of information captured.

PrintinterviesWorkshest | duat | T v] 1] &) O & | o 2nees [T maze o |
inanegusl Reporting  frc. Reutionislp  GrthDabs  Employnest  Pucect Sox  Crested By Crested On Letrvel
— [Reporting W For Sst? Phons Empeopmant Updsted By Last Updated Dhpstad
Lro Prmasan 1IN0 Az
Proapall | 1232011
% Yes WEE 12T W Eana APk lveis k] At
VG 12162011 |

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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RIC/P [Request'Complaint’'Project)

Request Dats RIC/P Typs Suppismental  Person/Pramiss RICIP Contact Namsliddrsss Request £
RICIP Type
1ze20n Complaint  Foodoome liiness  JOE COOL'S SUMMER CAMP  JOHN ADAMS 5

MEDICAL CLINIC

Edit Foodborne lliness Interview
Interviowsd by FirstiLast Name [Crariie [Brcwm
Inaiviausl Reporting W7 [ es [] It No, Ratstionship |
Reporting for sair? [ves[ ]

Subjsct Mating FirstiLsst Nams | [
Maling Address 1 |
Malling sddress 2 |
wating Cityststazp | EEr=mmm|
PrmaryFhons [ - Ext | Typs [Pz et [ ] Nams [
aternatePhone [ - Ext [ Type [Plezze sieai[ ] Mame |

Subject Information
Barth Date [12072011 [0 sx [ []

IPiaca OT Empiomant |

Empiomentphons [ &t | we [ [

Employes Posttion |

Schoo¥Daycans Canter |

P

ymptom [Information
First Symptom Datemime (12072011 [0 | =

Mausea? [¥] Duration [1Zhowrs Vomiting? Durstion [5
G T )

spoominsl Cramps? (7] Dursbion [3700r: Bodyache? [ Duration [

Hessscne? [ purston 12 Prostration? [ Duraton [

Other Symptom Description | Duration
Call or 399 3 Physkclan? | mio : Diagnosis |

Fhysician FirstiLst Hame | [
Hospitalizad? | ho
Hospitsl Nams | Duration |
stooi Cutture Dons? | |
Laboratory | Result |
Food Esten Datamime [1z0s2011 [T | E=

Others Eating Suspected Meal
A0d Row Dalets Row
[ ] FirstiLast Hams AddressiCiy Statsi@ip | Primary Phons Atternats Phons is I

72 Hour Food History

Aod Row Dwlata Row
[ "] Food Date |Food Thme | Typs OF Meal | Food Location | Food femdimownt

|

ssvesRetun | ssvesNew | cancal |
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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

AddNew | Copy | Printw | | e I eSS 1 of 1 2 ltems | [10 IPage | Go
Surveys | Activities | Foodbornelliness | Product | M | wen | w | Lead | c Audit_|
RICIP Date RICIP Type  Suppl. Type L tion P i Location Add RICIP Title pen/Closed Created By Created On  Active/
D Resolved Date RIC/P Status Tribe RICIP Contact Updated By Last Updated Deleted
(._‘% E B2812017 Request Food Product Incident 123 Test Street Test Request Open 828217 Active
Final Phoenix AZ Smith, John OpeniClose 2872017

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.

Include current alerts? [[[+| Active/Deleted [An Search
Add{ﬁw I':P__--] @ E‘E l@ W h | 0 of 0 0 ltems | (10 /Page | Go |
D Date Description Alert? Alert Date Created By Created On
Range Updated By Last Update

oK Click OK to clqse window and
return to previous screen.
To add a comment:

Click on the Add New button.

Accept the default date or change to alternative.

Enter text for comment.

Enter an Alert From and Alert To date range (OPTIONAL)
Select the checkbox for Alert? (OPTIONAL)

abrowbd-~
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Add Comment
Comment Date 121122011 | 7]

There iz a stock yvard nearby. Meed to investigate to determine if thizs is the -
zouce of potenital ground water contamination.

Description

Alert From ki
AlertTo kil

Alert? [l

"S{| [iCancel |

To save the new comment:
6. Click Save.

WebEHRS returns the user to the Comments Show Table Panel.

Include current alerts? Active/Deleted | All +|  Search

mm|'£]|@|@|(@|0|\b| || ETI of 1| | 1 ttems| [0 /Psge | Go |
= Date Description Alert? Alert Date Created By Created On
Range Updated By Last Update
Q@W |:| 12122011 | There is a stock yard nearby. Need to investigate to determine if this is the souce of potenital gro... | No PPattie 1212201

PPattie 12122011

0K Click OK to close window and
‘"\[t') return to previous screen.
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.

AddNew | Copy | Printw | | = =S 0D 1 of 1 2 iems | [10 /Page | Go
Surveys | Activities | Foedbome lliness | Product | M | wen | w | Lead | ( Audit ¥
RIC/P Date RIC/IP Type  Suppl. Type Location Person/Premise Location Address RICIP Title OpeniClosed Created By Created On  Active/
[] Resolved Date RICIP Status Tribe RIC/P Contact Updated By Last Updated Deleted
4 [ [v] erEroT Request Food Product Incident 123 Test Street | Test Request Open 61262017 Active
Final Phoenix AZ Smith, John OpeniClose 2972017

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.

Auditing- R/C/P Record # 102

R/C/P Demographics || Well

RICIP Title Well Survey Request R/C/IP Date 125072011

7__-1 @ L@ l@ \J | ”1— of 1 2 ltems ’15— /Page | Go
Change Date Action User
= 12M1/2011 2:12:50 PM UFPDATE Peppermint Pattie
Column Name Before Value After Value
RECQUEST_DATE 12-DEC-11 0e-DEC-11
RCP_STATUS_IDv 1 2
MOTIFICATION_%N Yes
PROGRAM_CODE_ID 1
ELEMENT_CODE_ID 11
ELEMENT_SUBCODE_ID 53
ESSENTIAL_PRIMARY _SREV_ID 2
ESSENTIAL_SNDARY_SREV_ID 2
+ 12M1/2011 2:08:51 PM UFDATE Peppermint Pattie

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.)

Auditing- R/IC/P Record # 102

R/C/P Demographics | well |

LmiM=Emla] LR | en] P 2uems|[c | Pagelas |
Change Date Action User
= 12M152011 UPDATE Peppermint Pattie

Column Name Before Value After Value

+ 121102011 ‘ UPDATE Peppermint Pattie
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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.

|

g

[

The Show Table Screen for National Projects includes two panels:

e The top panel includes a row of Menu Buttons. Menu buttons appear in the row
depending upon the user permissions.

157



WebEHRS User Guide CDP, Inc.

o Below the menu panel is the Show Table panel which provides the user with a listing of
search results and additional tools.

Nat'l. Proj.'s
Mational Projects
Activities | AddNew | Audit | A | =il =5 8l% 1 of 1 5 ltems | [10 mage|co |
Project Area Supplemental Type Project Contact  Project Project Statuzs Created By Created On  Open/Closed
[ (ricip) Title Start Date R/C/P Status  Updated By Last Updated
Cts E |:| Dental X-ray Exposzure Trends | Maticnal All Other Mchahon, David Active dmemahen | 3212012 Open
InProcess dmcrmahen | 2M5/2013 Close
C‘%E [] IEH Training Mational All MeMahon, David Active dmcmahon | 5/2/2012 Open
InProcess dmcrmahen | 2M5/2013 Close
C‘% E |:| IP PM Testing Maticnal All IP PM16-20 Smith, John 41172015 | Active dbuchanan | 4/8/2015 Open
InProcess dbuchanan | 4/8/2015 Close
C‘%B |:| MAPS Project Placeholder Mational Specific | Other Buchanan, Darren | 6/30/2014 | Deleted dbuchanan | 6/30/2014 Cpen
Final dbuchanan | &ME&2015 Close

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.

National Projects

Activities | AddNew | Audit | Attachments | T %] =] @ 0 & 1 o 1 siems [T Page| G0 |
Project Area Supplemental Type Project Contact  Project Project Status Created By Created On  Open/Closed
[ (ricip) Title Start Date RIC/P Status  Updated By Last Updated
C‘%B |:| Dental ¥-ray Exposure Trends | National All Other McMahon, David Active dmemahon | 322012 Open
InProcess dmecmahon | 2/15/2013 Close
C‘%B [ EH Training Mational All McMahon, David Active dmcmahon | S/2/2012 Open
InPracess dmemahon | 20152013 Close
Oﬁ@ D IP PM Testing National All IP PM16-20 Smith, John 41172015 | Active dbuchanan | 4/8/2015 Dpen
InPracess dbuchanan | 4/8/2015 Close
C‘%B |:| MAPS Project Placeholder Mational Specific | Other Buchanan, Darren | 6/30/2014 | Delsted dbuchanan | 6/20/2014 Open
Final dbuchanan | &/16/2015 Close

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.

11.1.1VIEW NATIONAL PROJECT INFORMATION
To view information about a National Project:

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

National Projects

Activities | AddNew | Audit | Attachments | T | (#] =] )| O &K | 1 of 1 stems [0 sgeGo |
Project Area Supplemental Type Project Contact  Project Project Status Created By Created On  OpeniClosed
[ (ricip) Title Start Date RIC/P Status  Updated By Last Updated
|:| Dental X-ray Exposure Trends | Mational All Other Mchahon, David Active dmcmahon | 322012 Open

InFrocess dmecmahon | 2015/2013 Close

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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View R/C/P (Request/Complaint/Project) oK

Establishment

Area Mational All Service Unit Community
Reservation Tribe Active/Deleted Active
R/C/P Number R/C/P Status Finalized
RIC/P Date 121132011 Time 9:00 AM
Received By F Patiie
Request Method Letter Assigned EHS Fattie, Peppermint
RICIP Type Project Supplemental RIC/P Type Mot Applicable RIC/P Title Smoke Detector Distribution
RICIP

- Project to Distrubute Smoke Detectors for any home or establishment that serves as community center ..
Description

Person/Premise

Address 1

Address 2

City

ZIP Code

First Hame Peppermint Last Name Pattie

Address 1
Address 2
City State ZIP Code
Primary Phone (502) 555-12234 Ext. Type Hame
Alternate Phone  Ext. Type Name
Fax Email
Conditions.

Last Hame
Llate IOP Code
Primary Phone  Ext Type LIS
ARprnsts Phane  Exi Type Flame

Project Info

Project St Date 121182011 End Dabe 27172012

Initial Action
Iritinl Acton Talen On 1202011
Findings for RICIP

Taken By P Patiis

Rabeiced 1o
D Closaed
Hatificatian

PEISISS Information

Prograsn  bnjury Prawestian Elemant Hama | Fird Satety

Faib Elemarmt Sub-Sub Chement

10 Essenti
10 Essential Services: Primary bofoim, Ecucate, Empowsr
Secondsry

Created By FPamia

Created On 127182011

wvices Inforr

Updated By FFatia
Last Updaied 127152011

CDP, Inc.
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2. Click on the OK button to close the view screen and return to the National Projects Show

Table.
Project Area Supplemental Type Project Contact  Project Project Status Created By Created On  Open/Closed
a s p y Las
[] {RICIP) Title Start Date R/C/P Statu: Updated By Last Updated
C})E [[] Dental X-ray Exposure Trends | National Al Other McMahon, David Active dmecmahon | 3/2/2012 Open

InProcess dmcmahon | 20152013 Close

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.

National Projects

Activiies | (AddNew J Audit | Attachments | & @] 5] {0 &K 1 o 1 stems [ Psge|co |
Project Area Supplemental Type Project Contact  Project Project Status Created By Created On  OpeniClosed
[ (ricrp) Title Start Date RIC/P Status Updated By Last Updated

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),

e Location,

e R/C/P Contact Information,

o Owner or Occupant Involved,

o Project Information if R/C/P Type selected is Project,
e [nitial Action,

e Findings for R/C/P,

e P/E/S/SS,

e 10 Essential Elements,

e Comments.

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

1. Select Area (National All or National Specific.) using the dropdown list.

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).

Select R/C/P Type and Supplemental R/C/P Type using the dropdown list.

5. Enter an R/C/P Title.

A

B
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Add RICIP (RequestiComplaint/Project) | Cancel |

* Indicates required field

Establishment Lookup... Reset Establishment
*Area |Mational All j Service Unit Community
Reservation Tribe |F'Iease Select E| JP Active/Deleted | Active i

RIC/IP Number RICIP Status Finalized
“RICIP Date [1219/2011 (%) Time [3:00 AM

Received By [P Patie
Request Method [Lsttsr |~ | *Assigned EHS | Pattie, Pepparmint | = |
*RICIP Type [Project. | =] *Supplemental RIC/P Type [Not Applicable [=] *RICIP Title [Smoke Detector Distribution
Project to Distrubute Smoke Detectors for any home or -

establishment that serves as community center for childern or
RICIP |adults as long as supplies last.
Description

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.

RIC/P Contact Information (Requestor, Complainant or Project Contact)

“First Name / Last Name |Pepperm|m |F'aﬁ|e

Address 1 |

Address 2 |
City | State [Please Select |~ | ZIP Code |

Primary Phone |(502) 555-1234 Ext. | Type ~] Name |
Alternate Phone |(_) _ -

- Ext. | Type | El Name ‘
Fax |(_)_-_ Email ‘

Conditions

Owner or Occupant Involved M Check here if same as location

First N\ame [ Last Name |

Address 1 |
Address 2 |
City | State [ Please Select [~] ZIP Code |
Primary Phone |(_) - Ext. | Type ,—E Name ‘
Secondary Phone |L] - Ext. | Type ’—E Name ‘

Project Info

“Project Start Date |12/19/2011 m End Date; [03/01/2012 D

Initial Action
Init Act Taken Date [12/09/2011  [*¥] Init Act Taken By |F‘ Pattie
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Findings for R/C/P

‘ \ |

Refered to | Date Referred M
Date Closed Izﬂ
Notification :
PIE/S/SS Information
“Program |Injury Prevention E| “Element ‘ Home / Fire Safety El

Sub Element | Please Select i Sub-Sub Element

10 Essential Services Information

10 Essential Services: Primary |Infc|rm. Educate, Empower El

Secondary |F‘\ease Select E|

[ Add New Comment

Savel/lnProcess Save/Finalized Cancel

Required Fields are
only ‘required’ for
Save/Finalized.

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/lnprocess 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/lnprocess 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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National Projects

Cactivities ) AddNew | Audit | attachments | T W] 9] H) 0 & | [ oi1] | siems |[l7 mage|Go |
Project Area Supplemental Type Project Contact  Project Project Status Created By Created On  Open/Closed
[] (ricip) Titte Start Date RIC/P Status  Updated By Last Updated
LB Dental X-ray Exposure Trendz | MNational All Other e Mahon, David Active dmemahon | 3/2/2012 Open

InPracess dmemahon | 2M5/2013 Close

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.

| | | | [{rce | TN f

RICIP [Request/Complaint/Project)

R/CIP Date RICIF Type RICIF Status RICIF Title/Description Closed Date
12152011 Project Finalizad Smoke Detector Distribution
Person/Permise Address City / 5T/ ZIP Conditions RVCIP #

o ﬂl 'HI -P_n.i | | | b ol | omems |1-:| FEge GO |

Add Mew | Copy |  Audit |

Bctivity Date  Activity Type Element 10 Essential Comments EHS Created By Created On  Activel

[ Activity Status Program Sub-Element Primary Updated By Last Updated Deleted
Secondary

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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National Projects

Activities | AddNew | Audit |(“Attachments DT W] 5] @ O & | IR oi1| | siems [T smsge|Go |
e —
Project Area Supplemental Type Project Contact  Project Project Status Created By Created On  Open/Closed
[ (ricip) Title Start Date RIC/P Status  Updated By Last Updated
4, [ [v| Dental Xray Exposure Trends  Mational All Other Mechahon, David Active dmemahon | 3/2/2012 Open

InProcess dmemahon | 2/15/2013 Close

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.

National Project

RICIP Date RICIP Type RICIP Status R/CIP Title/Description Closed Date
Project InProcess Dental X-ray Expozure Trends
Person/Premise Address City / 5T/ ZIP Conditions RIC/P &

Attachments

A{:’llve.l'[}eleted ACTIVE

Upload | IEI@IQI‘@IOIW I\ | IEoto| | [Totems|[i0 — iPage|Go |
File Name Document Type Created On Updated By Active/Deleted
Last Updated

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.

Attachment Upload
* Indicates required field

Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file.

* File Name l Browse...

* Document Type |Please Select ﬂ

Save and Upload | Cancel |

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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Mational Project

RICIP Date RIC/IP Type RIC/P Status R/CIP Title/Description Closed Date
Project InProcess Dental X-ray Expozure Trends
Person/Premise Address City f ST/ ZIP Conditions RICIP 2
Attachments

Active/Deleted [0 ~ Search Clear
Lupioad || ||| (=] | @1l | | [ [ I era| | aems|[i0 iPegeleo |

File Name Document Type Created On Updated By Active/Deleted
Last Updated
E Test Attachrnent docx Asgsessments 292017 F 6292017 ACTIVE

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

Update/Modify Attachment

* Indicates required field
Thig allows you to update/modify the infermation in this pop-up. You cannot edit the document itself, but you can replace the document.

Please remember that excessively large files can take a long time to load.

Click the Browse button below to select your file.
File Name I Browse...

Current File Name Test Attachment docx

* Document Type |ﬂ.ssessm&nts ﬂ

* Active/Deleted |ACTIVE ~

Save andior Upload | Cancel |

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.

i

7

The Activities Show Table screen includes multiple panels:

o The top panel is the My Filters and basic search options.

e The second panel is Additional Search Options, Search to execute a search, or Clear to
clear the search criteria and search results.

o A row of Menu Buttons separates the Search Filters sections from the search results.
Menu Buttons appear in the panel depending upon user permissions.

e 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

L [ £ [ EriciP | B Leceers | [ [ £ [lLogout
. . AddiEdit  Use the fields below for ad-hoc filtering. Click Estab. Name
Filters [T v | (o o .
My = ] My Filters  "aded/Edit My Filters” to save the current filtering options. wmﬂlmﬂul
Areas/SU's SU'sIC: i Estab. Types
Al Apply
ALASKA | ANCHORAGE ~ aras
ALASKA | ANNETTE ISLAND v
ALASKA | BARROW
Reservations Tribes
ACOMA ~ er wi no DEHS Funded Safety Officer
AX-CHIN MARICOPA D4 School Health Center v
ALABAMA COUSHATTA LIVINGSTON TEXAS R £5 Heslth Stetion
Address . Service Activel -—
containing | city| Type 1! Deleted |*=®
Additional Search Options
Activity Type [ Activity Status  [an ~ EHS [an ~]
Program [a Element
Sub Element Sub-Sub Element
Activity Date From ™ Thru ] Establishment #
10 Essential Services:
Primary 1 Secondary |All - Search Clear
AddNew | Copy | Audt | | H M=ol | [ o] [ ] s ems|[ii | poseco |
Activity Date | Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Active/
[] Activity Status  Program Sub-Element Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary  Tribe
Q@[] emrot7 Survey Food Protection Sun Valley . 6/5i2017 Active
Finalized Environmental Health 58 Celebration/Fair 61972017
6302017 AK GHIN INDIAN GOMM. PAPAGO IND, AZ Show Survey
P P P S [hem menzsn =o | | TP YV —— [mzmner [ amsin
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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.

12.1.1SEARCH 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.

Wy Filters [ Add/Edit Use the fields below for ad-hoe filtering. Click Estab. Name
My Filters  “Add/Edit My Filters™ to sawve the current filtering options. containing
Areasi5U"s SU's/Communities Estab. Types
Apply - -

PHOENIX ! COLORADO RVER Areas (COLORADD RIVER | MOHAVE VALLE (=1 |9 Comprenenshe Healn Care Reterral FacliRy =

PHOENIX ! DUCK VALLEY [COLORADD RIVER | LAUGHLIN = Q2.1 HospRal w Surgery w DEHS Funded Safely Officar i

PHOENIX | ELKO | COLORADD RVER | CHLORIDE % 02 2 Hosplal w Surgery and Mo DEHS Funded Saefy Oficer

023 Hosphal wo Surgery s DEHS Funced Satety OMiosr
Reservations 02 4 HospRa1 Wi Surgery w! no DEHS Funded Sty OMcer
= " 03,1 Healn Center w IDEHS Funded Satkety OmMcer

ACTOMA = ASSENTEE-SHAWNEE TRIBE, OK = 032 'EBh_ﬁE'iJEI'\M-“'O DEHS Funded Satety OMcer

AK-CHIN MARICOPA £ AFCENAK = m?cml ealn Certer a

ALABANA COUSHATTA LVINGSTON TEXAS 2 |AGLA-CALIENTE BAND CAHUILLA INDIANS, CA || G5 Heet Stancn

Address - Service Active/ a2
containing | Gty [ Type M Deleted |
Additional Search Options
Activity Type  [All = Activity Status | Al EH5 [al
Program |All Element
Sub Element Sub-Sub Element
Activity Date From l‘.-‘] Thruw l’_ﬂ Establishment #
10 Essential Services:
Primary All Secondary | Al Sea{gj Clear

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

Adew | Comy | uat @A SO0 [ [ wms] [ et rmwle |
Activity Date  Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On | Active/
[ Activity Status  Program Sub-Element Primary  Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary  Tribe
Q@[] 67017 Survey Food Protection Sun Valley 6/3/2017 Active
Finalized Enviranmental Health 55 Celsbration/Fair 6972017
613012017 AK CHIN INDIAN GOMM. PAPAGO IND, AZ Show Survey

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.)

12.1.2ADDITIONAL 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.

Additional Search Options
Activity Type |4l =] Activity Status | All EHS [an
Program |All Element l_
Sub Element [ [_| Sub-Sub Element [ |_|
Activity Date From  [rovan L) Thea [riszen L0 Establishment# [

10 Essential Services:

- All Secondary | Al Seamrll{E:J Clear
Primary

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

AddNew | Copy | Audit | |l m e sl | 1 of 3249 32483ktems [[1T /Page|Go
Activity Date  Activity Type Element 10 Essential |Establishment RICIP Title Comments Created By Created On | Activel
[ ] Activity Status  Program Sub-Element Primary  Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary  Tribe
@, [ O] emior? Survey Food Protection Sun Valley BODIT | Active
Finalized Environmental Health 58 Celebration/Fair 51912017
813072017 AK CHIN INDIAN GOMM. PAPAGO IND, AZ Show Survey

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.

Add New | Copy | Audit | | 'E @ thl @ IR | 1 of 42 416 items | [10 iPage | Go
Activity Date Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Active/
D Activity Status Program Sub-Element  Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary Tribe
C‘%B’ D &TRO1T Survey Food Protection Sun Valley JGrady 692017 Active
Finalized Environmental Health 58 Celebration/Fair

JGrady 62017
/3012017

AK CHIN INDIAN COMM. PAPAGO IND, AZ | Show Survey

12.2.1VIEW 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.

AddNew | Copy | Audit | Attachments | M= E e bs | 1 of 42 416 ftems | [10 iPage | Go
Activity Date Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Active/
D Activity Status Program Sub-Element  Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary Tribe
|:| BTR2017 Survey Food Protection Sun Valley /972017 Active
Finalized Environmental Health 53 Celebration/Fair 622017
B202MT

AR CHIN INDIAM COMM. PAPAGO IND, AZ | Show Survey

WebEHRS opens a new screen with a summary of information for the selected activity.
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View Activity | oK |

EHS Kapuscinski, Brian Activity Date 1252011 Active/Deleted Active
Establishment JOE COOL'S SUMMER CAMF Activity $tatus Finslzed
RUCIP Title

Area PHOEMIX 5U COLORADOC RIVER Community CHEMEHUEVI VALLEY Tribe CHEMEHUEVI TRIBE,CHEMEHUEV| RES, CA
Bctivity Type Survey
Program Environmental Health
Element Communicable Disease Control Sub Element Foodborne lliness / Disease Sub-5ub Element Chemical
10 Essential Services: Primary Evaluats Secondary Link to/Provide Care
Duration: Hours ¢ Minutes ©

Created By BHapuscinski Updated By BXapuscinski
Created On 1222011 Last Updated 27302011
Comments

Element Data Indicators

Element Communicable Disease Control
Diata Indicator Name Value

ok |

To return to the Activity main screen:

> Click on the OK button.

12.2.2EDIT ACTIVITY
Existing Activities can be edited. To edit an Activity:

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

Andllew‘ Cuw| Audil| Mt-:l-narl:” |7——‘||@|@|@|0|‘b| || <4« g Er 416 = |[10 ez | Go ‘
Activity Date Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Activel
[ ] Activity Status ram Sub-Element  Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary Tribe
C@:‘ BITr2017 Survey Food Protection Sun Valley B6/9:2017 Active
Finslized Environmentsl Health 58 Celebrstion/Fair 62017
820207 AK CHIN INDIAN COMM. PAPAGO IND, AZ | Show Survey

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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Edit Activity
*EHS | Kapuscinski, Brizn

*Activity Date [12022011 (7] *Active/Deleted |Active
Establishment JOE COOL'S SUMMER CAMF Reset Establishment
RIC/P Title  Reset RIC/IP

*Area [PHOENIX[w]  Service Unit [COLCRADO RVER[w]| Community [CHEMEHUEVI VALLEY|s] Tribe [CHEMEHUEVI TRIBE,CHEMEHUEVI RES, CA [
*Activity Type | Survey =
*Program | Envirenmental Health [l
*Element | Communicable Disease Control El Sub Element |FDD: bome llingss [ Dissase I;‘ Sub-5ub Element m
10 Essential Services: Primary |E\'al|.ala |z| Secondary |Lirk to/Provide Care |z|

Duration: Hours: l_El Minutes "E_El

-

Comments

(Maximum characters: 4000}
“You have 4000 characters left.

Savel/lnProcess | Savel/Finalized Cancel

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.

Copy | Audit | [T = 5] e s 1 of 42 416 ftems | [10 IPage | Go
Activity Date Activity Type Element 10 Essential Establishment RIC/P Title Comments Created By Created On  Active/
D Activity Status Program Sub-Element Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary Tribe

12.3.1BASE 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/lnprocess.)
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).

Add Activity m

*Indicates required field
*EHS | Gray, Viollet : *Activity Date |12/15/2011 “g‘u

i Resei ishment

YVVVVYVYVYVYYVYVY

RICIPTitle Reset RICIP

*Area |PHOENDX j Service Unit | Please Select j Community Tribe |AK CHIN INDIAN COMM. PAPAGO IND, AZ El &

*Activity Type |Tram|r|g Provided El
*Program |\n]ury Prevention El
*Element [ATV Bicycle Safety =] Sub Element [Please Select v Sub-Sub Element [ |-
10 Essential Services: Primary |\niurm. Educate, Empower El Secondary

Duration: Hours l_El Minutes l_El

Comments

(Maximum characters: 4000)
You have 4000 characters left.

‘ 12.3.2ELEMENT 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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Element Data Indicators

Element ATV ! Bicycle Safety
Data Indicator Name

Injury Problem

Complaint

Physician / PCP Referral

Health Impact - Number of Injuries

Health Impact - Rate of Injuries

Intervention

|Au:-:'u:| ent prevention.

Devices Installed or Distributed

Mumber of Devices Installed or Distributed

Cost to Repair / Install

Cost Savings due to Service or Activity

Sport Engaged In (specific type of activity)

Policy or Ordinance in Place

Individuals Trained

Mame of Project / Study

Partnerz

Cost of Study

Funding Agency or Entity

CDP, Inc.

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/lnprocess 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.

_SavemnProcess |  SsveiFinalized |
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12.3.3TRAINING 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:

Enter the Instructor Name (First and Last).

Enter the Title of Training.

Select a Certification Type using the dropdown.

Select Yes or No using the Expiration Date Y/N? dropdown (Optional).

Powbd=

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).

Provided By (e.g., FDA, IHS, etc.) |Indian Health Services

“Instructor First Name \Luka “Instructor Last Name ‘Skywﬁ\kar Instructor Title |Yuutr| Safety Training Coordinator

“Title of Training ‘Advanced ATW/Bycycle Safety Training Location |Phoeix Area Office
# of Participants |10 #Pass 11 #Fail 0 CEU's |1
*Certificate Type ‘Nune El Certificate Issue Date ”?\ Expiration Date YIN? : If yes, Expiration Date «?\

A0 B | T | T |aee x| x| =
Font | Arial |z|5u.e 1E‘;,§

This certifies completion of an ATV/Bicycle Safety fraining course. Credits may be used fc

RiXx % @ B3I

Certificate Text The text entered here will be used in the "body” portion of 8 1/2 X 11 certificate

4 . 3

Note: Certificate Printing is not available for Training Received.

12.3.4ATTENDEES

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.

H Attendeess

Add singleRow | (Add10Rows ) T W] (5] )

Select Al e Lastiame Tribe Pass/Fail
Cd
7 |[omn [Couger ALATNA VILLAGE, AX =] F |[Pass[=]
7 | [EmnyLoo [Harrs [ CHm mDwN COUM_ PAPAGD ND, AZ = & | [Pass[=]
s Pete Townsend [AGUACALENTE BAND CAMULLA NOINS, CA [l F | [Pass T
& [y [Page [ALABAMA AND COUSHATTA TREES, TX =1 & [Fass[=]
¥ |[ans [1optn [BLACKFEET TRBE, MT =] F | [Pasa =]
¥ [George [Troragesd [aFocaK =] F |[Pass]=]
il Ilnrﬂl _.D-!--':-'F ) ARAPAHOE TRIBE WD RVER RES, WY - P Pass T
T [5man [eLACKFEET TRIBE, MT [=] F [Pass[=]
¥ [Bruce [Eprrgaten [TGARA CORPORATION (PONT HOPE) [=] &F | [Pass[=]
4 [Rangy [Arosds " | [capoo TRIBE MOwN, OK [=] & [Pass[=]
L E‘-""C Brow i HON=-NCAAM (AMND NON-FED RECOGHIZED NOWM) - u-; Pass | »

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/lnprocess/Print button.
» Or click on the Save/Finalized/Print button.

To PRINT, you must select a certificate print type. Letter Size | g Business Card

SavelnprocessiPrint | wq"jmnm
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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.

@ 3| 78 GroupTree [ Jit= » M [100% |- || | # CRYSTAL REPORTS'

Main Report |

Certificate of None

This certificate is awarded to

Charlie Brown

This certifies completion of an ATVIBicycle Safety training course. Credits may be used for
continuing education for education, health, recration and public safety professionals.

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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Add New | Audit | Atschments | | F w]| 3w 0 & | 1 ofa2 M6hems [0 | /Page | Go
Activity Date Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Active/
|:| Activity Status Program Sub-Element Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary Tribe
C’ﬁ[? &mTz0MT Survey Food Protection Sun Valley 6/8/2017 Active
Finalized Environmental Health 53 Celebration/Fair B/2017
613072017

AK CHIN INDIAN COMM. PAPAGO IND, AZ  Show Survey

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/lnprocess 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.

Add Activity
*Indicates required field

*EHS | Brown, Charlie : *Activity Date |12/15/2011 'o?.

Reset ishment

RIC/PTitle ResetRIC/P

*Area | PHOENDX : Service Unit | Please Select : Community Tribe |AK CHIN INDIAN COMM. PAPAGO IND, AZ El -1.“

*Activity Type |Tra|mng Received E'

*Program |Injury Prevention Iz‘

*Element [ ATV /Bicycle Safety [=] Sub Element |Please Select Sub-Sub Element

10 Essential Services: Primary ‘Infnrm, Educate, Empower El Secondary |A55ure competent Workforce El

Duration: Hours El: Minutes ,_E

Attended Training for accident prevention. Will be presenting  »
educational programs for area schools and youth centers,

Comments

(Maximum characters: 4000)
You have 3882 characters left.

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.

AddNew | copy | C =S ) | 1 of 42 416 kems | [10 IPage | Go
Activity Date Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Active/
[ Activity Status Program Sub-Element  Primary Estab. Type EHS Updated By Last Updated Deleted
Activity Due Date Secondary Tribe
CTQ B BT2017 Survey Food Protection Sun Valley 6972017 Active
Finalized Environmental Health 58 Celebration/Fair B/2017
/302017

AK CHIN INDIAN COMM. PAPAGO IND, AZ ' Show Survey

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.

Auditing- Activity Record # 1236

Activity Demographics | Activity Attendees

Activity Date 12/15/2011 Activity Type Training Provided

7__—| @ L@ l@ O | "1— of 1 8 Items |1D— fPage | Go
Change Date Action User
= 12162011 9:56:54 AN UPDATE Viollet Gray
Column Name Before Value After Value

CERTIFICATE_TEXT | «P=<FOMNT size="2"+This certifiez completion of an AT\/Bicycle Safety training ... | <P align="center"=<FONT =ize="2">This cerifies completion of an ATW...

+ 121182011 9:51:17 AM UPDATE Viollet Gray
# 12M6/2011 9:29:35 AM UPDATE Viollet Gray
+ 12152011 4:47:20 PM UPDATE Viollet Gray
+ 12152011 4:.40:34 PM UPDATE Wiollet Gray
+ 12152011 4:38:17 PM UPDATE Viollet Gray
+ 12/M15/2011 4:35:55 PM UPDATE Viollet Gray
+ 12152011 4:10:38 PM UPDATE Viollet Gray

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.
AddNew | cCopy | Audit [(CAttachments ) E | W] =] @ O R | [ ofaz 416 tems |[10 /Page |Go

Activity Date Activity Type Element 10 Essential Establishment RICIP Title Comments Created By Created On  Active/

[] Activity Status  Program Sub-Element  Primary Estab. Type EHS Updated By LastUpdated Deleted
Activity Due Date Secondary Tribe

QE Bm?_[]l? Sur\{ey Food Protection Sun Valley . : B/92017 Active

Finalized Environmental Heslth 58 Celebration/Fair B/92017
B302017 AK CHIM INDIAN COMM. PAPAGO IND, AZ  Show Survey

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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Activity Date Program Establishment RICIP Title
&rrR2m7y Environmental Health Sun Valley
Activity Type Estab. Type
Survey 58 Celebration/Fair
Attachments
Active/Deleted w Search Clear

Uptoad || ||| (]| s] (%) | @18l | [ | o ao| | Towems|fi0  egelco |
File Name Document Type Created On Updated By Active/Deleted

Last Updated

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.

Attachment Upload

* Indicates required field

Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file.

* File Name l Browse...

* Document Type |Please Select ﬂ

Save and Upload | Cancel |

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

Activity Date Program Establishment RICIP Title
B7R2017 Environmental Health Sun \Valley
Activity Type Estab. Type
Sunvey 58 Celebration/Fair
Attachments
Active/Deleted e Search Clear
- . [
uptoad || |7 | (]| =] | B O ||| | [ ot | [T1ems[[0  /Page[co |
File Name Document Type Created On Updated By Active/Deleted
Last Updated
E Test Attachment.docx Aszsessments Br2972017 F6r25/2017 ACTIVE

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

Update/Modify Attachment

* Indicates required field
Thig allows you to update/modify the information in this pop-up. You cannot edit the document itself, but you can replace the document.
Please remember that excessively large files can take a long time to load.

Click the Browse button below to select your file.

File Name I Browse...

Current File Name Test Attachment.docx

* Document Type |ﬂ.ssessm&nts ﬂ

* Active/Deleted |ACTIVE b

Save andior Upload | Cancel |

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

Establishments

Temporary Establishments

Surveys
Requests/Complaints/Projects (R/IC/P)
National Projects

Activities

b

Reference Library

Reports

My Account

My Pending Surveys
Feedback

The Letters Show Table Screen includes multiple panels:

o The top panel is the My Filters and basic search options.

e The second panel is Additional Search Options, Search to execute a search, or Clear to
clear the search criteria and search results.

o Arow of Menu Buttons separates the Search Filters sections from the search results.
Menu Buttons appear in the row depending upon user permissions.

e The Show Table panel provides the user with a listing letters that meet the search
parameters specified by the user.
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Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Illm!l
My Filters  “Add/Edit My Filters® to save the current filtering options. containing

Areas/SU's SU's/Communities Estab. Types

= 01 Comprahansive Health Cace Refamal Facility %
02 1 Hospital wi Surgery w' DEHS Funded Safuty Officer
& 02.2 Hospital wi Surgery and No DEHS Funded Safety Offi

FHOENIX / DUCK VALLEY
PHOENIX / ELKD

My Filters and Basic Search

023 Hospital wio Surgery fw DEHS Funded Safety Officer
ribes 02.4 Hospital wis Susgery w' no DEHS Funded Safety Offic
02.1 Health Center wi DEHS Funded Safety Officer

03.2 Health Centes wi no DEMS Funded Safety Officer
04 School Health Center
08 Haslth Station

ABSENTEE-SHAWNEE TRIBE, OK
AFOGNAK
AGUA-CALIENTE BAND CAHUILLA INDIANS, CA

4 Wi

Address.
containing

Service

Type

All -

Date Issued From Thru

i | Additional Search Options

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

Letters
My Filters Fleass Select - Add/Edit Use the fields below for ad-hoc filtering. Click Estab. Name |Snappy1
Y My Filters  "Add/Edit My Filters" to save the current filtering options. containing
Areas/SU's SU's/Communities Estab. Types
All - Apply All -~
PHOEMNIX / COLORADD RIVER =1 i 01 Comprehensive Heslth Care Refersl Facility =1
PHOEMNIX / DUCK VALLEY 02.1 Hospital w/ Surgery w/ DEHS Funded Safety Officer
PHOEMIX / ELKO S 02.2 Hospital w/ Surgery and Mo DEHS Funded Safety Offi
02.2 Hospital wio Surgery /w DEHS Funded Safety Officer
Reservations Tribes 02.4 Hospital wic Surgery w' no DEHS Funded Safety Offic
All e Conier i DEHS Pundes Sefe Offies
- - )
ACOMA =1 ABSENTEE-SHAWNEE TRIBE, OK = gi'égﬁ'rmﬁlﬁﬂc‘;‘” t"“ DEHS Funded Safety Officer
AK-CHIN MARICORA AFOGNAK 05 H m Eit: et il
ALABAMA COUSHATTA LIVINGSTON TEXAS S AGUA-CALIENTE BAND CAHUILLA INDIANS, CA S == fen
A . Service Activel
L C All All
containing | ity | Type T Deleted T

Additional Search Options

Letter Type  All ~ Date lssued From ﬁ‘ﬂ Thru ﬁ‘ﬂ
Search for C it ’—

Containing | sur{b" M
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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.

=i @ @ SRS | 1 of 1 1 ltems | [10 /Page | Go
Print on Letter Head |  Printon Blank Paper |  Audit |
= Estab. Name Letter Type Comments Created By CreatedOn  Active/
p By LastUp
G, [ ] SMNOOPY'S BAKER AND COFFEE IHS EH Survey Contact Letter text VGray 11/28/2011 | Active
SHOP Letter This is the first letter sent to this establishment, Follow-up may be | VGray 11/29/2011
required
13.2 VIEW/SHOW LETTERS
To view a Letter:
1. Select the magnifier icon for the desired letter.
Extab. Hame Letter Type Comméents Created By CrestedOn  Activel |
Updated By Last Updated Deleted
[ || SHOOPY'S BAKER AND COFFEE SHOP HS EH Swrvey Contact Leller  Lefier fend ViGray 1128201 Active
@ This is the firs! lsfier sant 1o this sstsbishment, Folow-up may be  \WVGray 1128201

required.

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

Letter Master | oK |

SNOOPY'S BAKER AND
Estab. Name o coer chop

IHS EH Survey Contact
Letter

Mail To Premise Address

Letter Type

Salutation Ms Brown

Active/Deleted Active

Text i=toinform you tl
have an errorin o Thjs |etter is to inform you that we may ~ «

This is the first lefl haye an error in our records for the
Comments this establishmen =
following:

up may be reguin
Created On 11/28/201{-Crea
Last Updated 11/28/2011 Your phone number.

oK | We have fried to contact you several
times but no one answered the call.
| Please contact our office at 555-555-

m

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.

_Addlew | copy | eI I I TR T Y B = L=
Surveys | RIGIP |  Activities |  Child ionships |  Parent Relationships | Edit info. |  Comments | Iﬁls Audit

Estab. # Premise Hame Primary Phone Owner Name Active/Deleted EHS Created By Created On Googli

|:| Estab. Type Address Alt. Phone Address Risk Type Last Survey Date Updated By LastUpdated Map
Permit # City/ STIZIP City/STIZIP Estab. Status

(4, [#[v]! soesaz1000 SMNOOFY'S BAKER AND COFFEE | (502) 695 Adtive VGray 111772011

""""" 42 Bakery, Cannery, SHOP 18999 4400 N CENTRAL VGray 12122011 ‘ Fd

Baottling 4400 N CENTRAL AVE AVE Open
PHOENIX Arizona 85013 PHOENIX Arizona

85012

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.

Letters

Establishment Return to Establishments |
Estab. Name/Address Establishment Type
SNOPPY'S BAKER AND COFFEE SHOP 42 Bakery, Cannery, Botting

4400 N CENTRAL AVE
PHOENDK Arizona 85013

AddNew = = ) S s | b cf0 0 ltems= |[10 /Page | Go |

Print on Letter Head | Print on Blank Paper |

D Letter Type Comments Created By Created On Active/
Updated By Last Updated Deleted

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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Select a Mail To from the dropdown.

Enter the name of the person(s) to which the letter is being addressed in Salutation
(Optional).

Edit or enter additional text in Letter Body (Optional).

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.

Estab. Name/Address Estab. Type

SMNOOPY™S BAKER AND COFFEE SHOP 42 Bakery, Cannery, Bottling
4400 N CENTRAL AVE

PHOENIX Arizona 85013

* Indicates required field

* Letter Type Genersl Motification Letter -
* Mail To  Owner Address -
. — N Optional s3lutation field. I used, enter name of person lefer §s o be
Salutation |h‘= Brown a0dressad ko,
D 0| B|J Usex xEEEECZTewne ERX & @
& LT | Font ana - Size 2 v I2EEI S

* Letter Body
Please contact our office at 555-555-1234 to prmride amny corrections that
are required_ We need to schedule a suney of You establishment as
soon as possible so you immediate attent is very appreciated. If you have
arny additional QUESHDFIS You may contact Charle Brown at 555-555-1234
ext. 567
Sincerly,
. The text entered in the comments bowx WILL NOT
SpPEar in
the letter generated. This is for documentation
nd
Comments :earch purposes onhy.

Our records indicate that we have one or more items for your
establishment need to be updated. These include:

s Contacts
= Phone numbers
» Mailing Address.

(Maximum characters: 2000}
You have 2000 characters left.

4

Cancel

185



WebEHRS User Guide CDP, Inc.

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.

Establishment Return to Establishments
Estab. Name/Address Establishment Type
SNOOPY'S BAKER AND COFFEE SHOP 42 Bakery, Cannery, Bottling

4400 N CENTRAL AVE
PHOEMIX Arzona 85013

Letter Master

waven | |7 ) @ O & I s Sesslsan]
Print on Letter Head | Print on Blank Paper |
l:l Letter Type ‘Comments Created By Created On Active/
Updated By Last Updated Deleted
%[ [[] General Motification Letter Letter text WVGray 1214/2011 Active
VGray 12/14/2011
%[ [C] IHS EH Survey Contact Letter Letter text VGray 11/2802011 Active

This is the first letter sent to this i Follow-up may be required WGray 11/28/2011

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.

HHEETS RS 1 of 1 1 ltems |[10 /Page | Go
Printon Letter Head |  Print on Blank Paper |  Audit |
Estab. Name Letter Type Comments Created By Created On  Active/
I
p By LastUp
[ SNOOPY'S BAKER AND COFFEE SHOP  HS EH Survey Contact Letter  Letter text ViGray 112802011 Active
This iz the first letter sent to this establishment, Follow-up may be reguired.  VGray 1172812011

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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Edit Letters | Cancel |

* Indicates required field

* | gtter Type |HS EH Survey Contact Letter

* Mail To  Premise Address  «

Salutation M= Brown Optional saletation field. |f used, enter name of person letter is to be addressed

to.
* Active/Deleted Active b
9 0BT BRI X 4 2R BLL
Font ATEl

Thank you for your respons to our letter.

We will contact you with additional information about you upcoming survey |

Sincerely,
Vilolet Gray
Letter Body
This is the first |etter sent to this establishment, « The text entered in the comments box WILL NOT appear in
Follow-up may be required. the letter generated. This is for documentation and
search purposes only.
Comments

{(Maximum characters: 2000)
You have 1921 characters left.

lﬁml

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 On 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.
-SSR IR Y RS oft] | [ 4 tems |[10 a2 Go |
Print Head Print on Blank Paper | Audit |
D stab. Name Letter Type Comments
f““[! SNOOPY'S BAKER AMD COFFEE IHS EH Survey Contact Letter tewt
SHOP Letter This is the first letter sent to this establishment, Follow-up may be
required.

CDP, Inc.

Created By Created On  Activel
Updated By LastUpdated Deleted

VGray 11/29/2011  Active
VGray 11/29/2011

WebEHRS opens a new screen for a Print Preview.

> Click on the Printer button.

B [ | "'_:j Group Tree .-'1 |10€I% |- | ||ﬂ

Main Report |

CRYSTAL REPORTS'

Environmental Health
AK CHIN INDIAN COMM. PAPAGO IND, AZ

To: SNOOPY'S BAKER AND COFFEE SHOP
4400 N CENTRAL AVE
PHOENIX AZ, 85013

Dear Ms Brown,

Thils lefer 15 0 10N Y0u T2t we My PEue 27 SITar I 0ur Neconds for |e fllwing

Yiour pnone FmiDer.

ive nave tried 10 contact you several fimes bul no one answered Me c3ll. Please contact our ofMice a1 S55-555-1234. We need 10 schedule 3
‘SUNEY o S70007'S BaEr) 25 5007 25 DOSSIIE. Ve 100K TINWEND 1D NESING oM y0u 300 S00TeCiEl our 3Rstion

Shoarely

Wikl 13y

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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ﬂ__' Lﬂ I.‘!] ‘(‘3-] o b 1 of1 2eme | |10 Fage | Go
Print on Letter Head | Print on Blank Paper | [ Audit
[ Estab. Hame ype Comments Created By | Created On | Activel

Updated By Last Updated Deleted
%4 B I:‘ SNOOPY'S BAKER AND COFFEE SHOP | General Motification Letter | Letter text

VGray 12142011 | Active
VGray 121472011
%g SNOOPY'S BAKER AND COFFEE SHOP IHS EH Survey Contact Letter  Letber tect ViGray 115282011 Active
This is the first letter sent to this establishment, Follow-up may be required.  VGray 1172802011

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.

Auditing- Letter Record # 42

Letter Demographics | Tab Panel 2

Estab. Name SNOOFY'S BAKER AND COFFEE BHOP  Letter Type |HS EH Survey Contact Letter

=0 ] &G | 1 a1 2mems |[10 Page | co
ion ser
Date Acti u
= 11722011 5:08:08 PM UPDATE Vicllet Gray
Column Name Before Value After Value
UPDATE_DATE | Z5-NOV-11 Z5-NOW-11

TEXT This letter is to inform you that we may have an emor in our records for the following: your

«F=<FONT size="2">This letter is to inform you that we may have an emor in
...

ou...

SALUTATIONS | Diear Ms Brown Ms Brown

+ 117232011 4:57:28 PM UFPDATE Wiollet Gray

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.

e O ST AN

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

11/29/2011 UPDATE 741

Export Microsoft Excel Spreadsheet

_tter Mgt Pl | Coetesd O

42
Coract Letier a3tk hmert, Folkevw-up may be

1Mzaem WGy TMRHI0N VGray Active
redquired

IHS EM Survey lTh-E-lsmul'lr'illtwnﬂt!umls
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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:

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

¢ Arow 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.

[retin || |
Areas |Al - Service Unit Tribe
Document Type  |Al Description Containing |
Active/Deleted  [Active Document Status  [Al [~] Search | Clear
Add New | _Audit | e R S N S e Y D | o=
Document Type Description Area Tribes Created By Created On Active/Deleted
Service Unit Updated By Last Updated

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.

Reference Library

Areas : Service Unit Tribe |A|| El
Document Type | Al : Description Containing |
Active/Deleted | All Document Status | All S@Wh Clear

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

Areas ’m Service Unit  |All e Tribe |-°~" ﬂ
Document Type  [Al [~] Description Containing |
Active/Deleted [Active | v Document Status  [Al | v Search | Clear
AddNew | Audit | Atachments || | (]| ]| &) | u | [ o siems |[[ic iPeg=| Go |
Document Type Description Area Tribes Created By Created On  Active/Deleted
Service Unit Updated By Last Updated
C‘%W [[] Blank Forms WebEHRs Barber & Beauty Form Mational Al &6M10/2015 Active
6102015
@, [ [] Blank Forms WebEHRs Home Assessment Form MNational Al g:: ggglg Active

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.

{ Add New b Audit | Attachments | '7'_.| @ @ @ 3% | 1 of 1 3 ltems | [10 iPage | Go
Document Type Description Area Tribes Created By Created On  Active/Deleted
Service Unit Updated By Last Updated

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

Select Area from the dropdown.

Select Service Unit from the dropdown (OPTIONAL).
Select Tribe from the dropdown (OPTIONAL).
Select Document Type from the dropdown.

Select Document Status from the dropdown.

Enter a Description in the text box.

Click on the Save button.

© N>R WM
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Add Reference Library Cancel
* Indicates required field
« Area [Natoral Al ]
Service Unit | _UNKNOWN-National All| v
Tribe |Please Select ﬂ
* Document Type |Nati0na| Standards ﬂ

* Document Status |Draft e

* Description Draft survey referente guideline for determination of overcrowding and potential public health risk for schools,
residents, and head start.

Please provide a description of the

document being stored. This description is

what you will be able to search against when

Check looking for a document. (Note: It does net
perform a word search against the contents
of the document itself )

i

{Maximum characters: 250)

You have|111 characters left.

Save Cancel

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.

Areag  |Mational Al e Service Unit  |—ANY-| v Tribe |—ANY—| w
Document Type |AII LI Description Containing |
Active/Deleted |Active | v Document Status  [Al v Search Clear
AddNew | Audit | Attachments | = H =S8 0s | 1 of 1 10 ttems | [10 Page | Go |

Document Type  Description Area Tribes Created By Created On  Active/Deleted

Service Unit Updated By Last Updated
(—%E [] Mational Draft survey reference guideline for Mational Al B29207 Active

Standards determination_.. _UNKMOWM- 8292017

Mational Al

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.

D it Type ipti Area Tribeg Created By Created On  Active/Deleted
Service Unit Updated By Last Updated
f@j Mational Draft survey reference guideline for Maticnal Al 82972017 Active
Standards determination... _UNKNOWM- G2972017
Mational All

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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Edit Reference Library

* Indicates required field

* Area | Mational Al :
Service Unit

Tribe | = Pleaze Select ** =&
[=]

* Document Type | Mational Standards

* Document Status |Draft :

* Description |Draft survey reference guideline for determination of - Please provide a description of the
uve.rcruwding anld potential public health rizk for schools, document being stored. This description is
residents/custodial care.|and head start. = -

what you will be able to search against when
- looking for a document. (Note: It does not
perform a word search against the contents
of the document itself.)

(Maximum characters: 250)
You have 96 characters left

Active/Deleted | Active :
Sa@ Cancel

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.

Add New | Attachments | = @ @ RN | 1 of 1 10 ltems | [10 [Page | Go
Document Type Description Area Tribes Created By Created On  Active/Deleted
Service Unit Updated By Last Updated
Q m National Draft survey reference guideling for National All 629207 Acfive
Standards determination.... _UNKMOWN- 82972017
Mational All

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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Auditing- Reference Library Record # 92

Reference Library Demographics | Tab Panel 2

Doc Type Mational Standards Description Draft survey reference guideline for determination of overcrowding and potential public health rigk for schools, residents/custodial care, and head start.

s RET e AR TR s ot | [ nems[[i0 age|Go_|
Change Date Action User

= 122272011 3:04:04 PM UPDATE Violet Gray
G Before Value After Value
Name

DESCRIPTION | Draft survey reference guideline for determination of overcrowding and potential public | Draft survey reference guideline for determination of overcrowding and potential public
health risk ... health risk ...

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.

_AddNew | Audit | CRtimchmentsy} | 7| ]| (5] &) | O &l ||| | F es| | [ avems|[i0 rase|co |

D t Type D ipti Area Tribes Created By Created On  Active/Deleted
Service Unit Updated By Last Updated
C§ E Mational Draft survey reference guideline for Mational All BI28/2017 Acfive
Standards determination... _UNKNOWMN- G29207T
Mational Al

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

Reference Library

Description Document Type
Draft survey reference guideline for determination of overcrowding and potential public health risk Mational Standards

Attachments

Active/Deleted |ACTIVE | w Search Clear
upioad | | | T[] i | | Q1! | [ [ | [ era| | [Taems|fi0  Pageloo |
File Name Document Type Created On Updated By Active/Deleted
Last Updated
E CrystalReporfyiewsr! pdf Aftendance Lists AMA2012 P 1203102013 ACTIVE

To upload a new attachment:

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

Pobn=
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Attachment Upload

* Indicates required field

Please remember that excessively large files can take a long time to load.
Click the Browse button below to select your file.

* File Name l Browse...

* Document Type |Please Select ﬂ

Save and Upload | Cancel |

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

Reference Library

Description Document Type
Diraft survey reference guideline for determination of overcrowding and potential public health risk ... Mational Standards
Attachments
Active/Deleted v Search Clear
: = —
upload || |7 (]| (3] |7 (O] | | | | [ 1| | [ 2tems[[@  magelco |
File Name Document Type Created On Updated By Active/Deleted
Last Updated
E CrystalReporfViewer! pdf Attendance Lists 12012 1127310201 3 ACTWE
E Test Attachment docx Aszessments S292017 /6292017 ACTIVE

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

Update/Modify Attachment

* Indicates required field
This allows you to update/modify the information in this pop-up. You cannot edit the document itself, but you can replace the document.
Please remember that excessively large files can take a leng time to load.

Click the Browse button below to select your file.

File Name l Browse...

Current File Name Test Attachment.docx

* Document Type |Assessments [v]

* Active/Deleted |ACTIVE w

Save andlor Upload | Cancel |
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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.

Establishments
Temporary Establishments

Requests/Complaints/Projects (RICIP)
! National Projects

Activities
i Letters

Reference Library
: Repn,h's

My Account

| My Pending Surveys
Feedback

' Logout
The main screen for Reports includes three panels:

o 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.

e The Show Table provides the user with a listing of search results. By default the Show
Table lists all reports.
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Search Clear
= —_—
m MR N 1 of 2 15 ltems |[10 /Page | Go |d‘—e;u e _._.> —
Report Name Description Report #
Activity Type Descriptions Criptions report will display the Activity Type Code, Name and Description. This report’s purpose is the user a quick reference guide on how |12 a
t
Community RRM reports will let you select up to two user filters. You can select summary only to see just the community RRM without the 2d
descriptions. Special note these reports do not include program base, IP and administrative amounts. *** Nancy/Darren feel free to have descripti =
Total list of your establishments with option to show "Survey Overdue” information and "Sort By" selection. 8a
This report list the establishments and what violations they have occured on their surveys that have occured within user specified date range. The user can als 6a
select which survey types and they would like to view along with desired category of violations. User made filters will also be optional.
This report will display a list of each estblishment type and its corresponding definition. These definitions will include Establishment Type Code, Establishment Typk | 13 a
Description, Survey Frequency (Interval) and Person-Day Factor.
RRM reports that will let you select live data or data from previous years. You will also have the option to selectup to two user filters. Special note these reports do [ |2 b
not include program base, IP and administrative amounts. *** Nancy/Darren feel free to have description changed *****
IHS wide establishment counts table by Area and Type. Selections by "RRM Creditable Only" and Year. 9a
Mational RRM report, including program base, inst base, IP and administration amount. You can select live data or previous years data. Option to gen 2e
report with summary only.
Mational Survey By Area/Establishment Type gepor_l Ll_nks and Ma
Completion Percentages escriptions
Projects Totals This report lets tl lect a Program, if the want to view open or closed projects and up to two filters. T displays summary counts of the projects by Ta
element and areas. . *** Please i cription of Report **

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.

Search Name and Description |RRM

Category |All i’%ﬁmh Clear

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

Report Name Description Report #
Community Raw RRM Community RRM reports will let you select up to two user filters. You can select summary only to see just the community RRM without the individual facility type 2d
Report descriptions. Special note these reports do not include program base, IP and administrative amounts. *** Mancy/Darren feel free to have description changed *****

Eiltered Raw RRM RRM reports that will let you select live data or data from previous years. You will also have the option to selectup to two user filters. Special note these reports do not |2 b
Report include program base. IP and administrative amounts. *** Nancy/Darren feel free to have description changed ==

[National Establishment | IHS wide establishment counts table by Area and Type. Selections by "RRM Creditable Only” and Year. 9a

Counts by Area

National RRM Report by | National RRM report, including program base, inst base. IP and administration amount. You can select live data or previous years data. Option to generate the report | 2 e
Area with summary only.

RRIM Report Total Area RRM report, including program base, inst base, IP and administration amount. 2a
Raw RRM History Report shows raw RRM history for all areas. Report has optional line graph for each area to graphical show the raw RRM for each year. 2f

Tribal Raw RRM Report | Tribal RRM reports will let you select live data or data from previous years. You will also have the option to select up to two user filters. You can select summary only |2 c
to see just the tribe RRM without the individual facility type descriptions. Special note these reports do not include program base, IP and administrative amounts. **
MNancy/Darren feel free to have description changed **+*

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.

Search Name and Description \

Category | All Search Clear

N B SRR S | 1 of 2 151tems |[10 /Page | Go |
Report Name Description

Report #

Activity Type Descriptions report will display the Activity Type Code, Name and Description. This report’s purpose is to give the user a quick reference guide on how |12 a
to use Activity Types within the system.

Activity Type Descriptions

Community Raw RRM

Community RRM reports will let you select up to two user filters. You can select summary only to see just the community RRM without the individual facility type 2d

Report descriptions. Special note these reports do not include program base, IP and administrative amounts. *** Nancy/Darren feel free to have description changed
Eslablishm%t List Total list of your establishments with option to show "Survey Overdue” information and "Sort By" selection. Ga
Establishment Surve This report list the establishments and what violations they have occured on their surveys that have occured within user specified date range. The user can also 6a
Summary select which survey types and they would like to view along with desired category of violations. User made filters will also be optional.

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:

Select Filter(s) using dropdown lists (OPTIONAL).

Select Sort By using dropdown lists.

Select Show Overdue indicators (Yes or No) using dropdown list.
Click on the View Report using these parameters button.

aRr0bd
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Report Cancel

Report Name Establishment List (Report Mumber=8a)

Description Total list of your establishments with option to show "Survey Overdue” information and "Sort By" selection.

Report Parameters

* Indicates required field

Select Filter | MY PHOENIX B2
Select Filter | PHOENIX AREA FOOD EST [+
* Sort By: |Due Date El

* Show Overdue Indicator: :

View Report using ﬂmwmmﬁers Cancel

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.

= | @ s y
[5; &3 | I3 GroupTree " ‘75% ‘v | ‘ # CRYSTAL REPORTS
Main Report |
Establishment List
Sorted by: Due Date

Escablibment Name Estblskmenc Trpe Commasicy Code Rew Code Escab. Neber Trbe Dee Dae

BQ Concession Stand 80 - Food Service Opsmations PHOENTX 065 S0GEE01000 AK CHIN INDIAN COMM. PAPAGO IND, AZ No Survey on Fite

Taco Stand 80 - Food Sarvice Operations PHOENTX 065 SO66B01000 AK CHIN INDIAN COMM. DAPAGO IND, AZ ‘Mo Survey on File

Tast fr supplemental 2 80 - Food Service Opsrations PHOENTX £066801000 AX CHIN INDIAN COMM. PAPAGO IND, AZ No Survay o File

SNOOPY'S BAKER AND 41 - Bakery, Cannery, Bottling PHOENTX 065 6066421000 AK CHIN INDIAN COMM. DAPAGO IND, AZ 1128/2011 Overdua

COFFEE SHOP

SNOOPY'S CAFE 47- CalRestaurant PHOENTX [ S066471000 AX CHIN INDIAN COMM. PAPAGO IND, AZ 67172012

Stats

5 Scilities listd

4 scilitiss ovardue

20.000% of the Silities 212 up 10 da

Reportun on 12192011 2:18:01PM

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.
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=illi=E=l e sl || 2 of 2 15 Items |[10 /Page | Go
Report Name Description Report #
RREM Report Total Area RRM report, including program base, inst base, IP and administration amount. 2a
Raw RRM Report shows raw RRM history for all areas. Report has optional line graph for each area to graphical show the raw RRM for each year. 2f
History
Tribal Food Report will show which FDA form is currently being used for each tribe. Report is sorted by Area / Primary Provider / FDA Version / Tribe Name. *** Feel free to 10 a
Code change/edit description **
Versions
Tribal Raw Tribal RRM reports will let you select live data or data from previous years. You will alze have the option to select up to two user fiters. You can select summary enly to 2c
RREM Report see just the tribe RRM without the individual facility type descriptions. Special note: These reports do not include program base, IP and administrative amounts.
Viclatipn The violation summary report will count all the violations that have occured in a user chosen survey type. The violation count will comprize of the last survey given to the 1a
Sum establishments within the user specified date range. If no date range is specified then the violation count will comprizse of the last survey given to the establishments. The
Report violation count will be grouped by violation category, the user also has the option to click on the viclation category to get an individual count of ea...

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.

Report Name Viclation Summary Report (Report Number=1a)

Description The violation summary report will count all the: violations that have occured in a user chosen survey type. The violation count will comprise of the last survey given to the
establishments within the user specified date range. If no date range i=s specified then the violation count will comprise of the last survey given to the establishments. The
wiolation count wil be grouped by viclation category, the user also has the option to click on the vielation category to get an individual count of each violation within that violation
category.

When running report use either the "Last Survey Completed” or the "Start  Date/Ending Date™ for Survey Completed.

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:

Select a Survey Type using the dropdown list.
Select Last Survey Completed (Yes or No) using the dropdown lists.
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.”

howwn
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Report Parameters

* Indicates required field

* Select a Survey Type |FDA 2001 Food Survey [=]

== | ast Survey Completed ** |ves :

Enter "From Date" in MM/DDIYYYY format ||:|1.|'D1."2|J1|:|

Enter "To Date" in MM/DDIYYYY format |12.-'1 32011

Select Filter |Plzase Select

[ ]

Select Filter |Plzase Select

Show Repeat Violations |Pleaze Select :

Show Corrected On Site Violations |Please Select :

Show Critical Violations |Pleaze Selsct :

| View Report using the%pﬂmmeters Cancel

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.

@ = E'g Group Tree DH |1IJD% |v | ||ﬂ| CRYSTAL REPORTS’

Main Report |

IHS
Violation Summary Report Based on Last Establishment Survey

Total % of Repeat % of COos %of  Critical % of
Category Count Counts Count  Repeats Count COS  Count Criticals

Approved Source

Conformance with Approved Procedures
Control of Hands as a Vehicle of Contamination
Demonstration of Knowledge

Employee Health

Good Hygienic Practices

GOOD RETAIL PRACTICES - Physical Facilities

GOO0D RETAIL PRACTICES - Proper Use of
Utensils

GOOD RETAIL PRACTICES - Safe Food and
Water

GOOD RETAIL PRACTICES - Utensil, Equipment 2.9%
and Vending

Potentially Hazardous Food Time/Temperature 19.0% 0.0%
Protection from Contamination . 0 . 4.8% 0 0.0%

8.6%
2.9%
11.4%
B8.6%
11.4%
14.3%
11.4%
B8.6%

21.4%
0.0%
7.1%
0.0%
7.1%

14.3%

14.3%

14.3%

9.5%
0.0%
14.3%
4.8%
14.3%
9.5%
9.5%
4.8%

0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%

[ S I Y T
—_ M R L = a2 M
(== = = = = Y = = ]

3
1
4
3
4
5y
4
3

%]

57%

-

7.1%

-

4.8%

[=]

0.0%

=

0.0% 4.8%

=

0.0%

]
=1

| TOTALS: 60.0% 0.0% |

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.

IHS
Violation Summary Report Based on Last Establishment Survey

Total % of Repeat % of CDS %oof  Critical % of

Catagory Count Counis Count Repeats  Count CDS Count  Criticals
Approve Source 3 8.6% 3 21.4% 2 9.5% 0 0.0%
Co with Approved Procedures 1 2.9% o 0.0% 0 0.0% 0 0.0%
Conftrol of Hands as a Vehicle of Contamination 4 11.4% 1 7.1% 3 14.3% 0 0.0%
Demonatration of Knowladge 3 8.6% (i} 0.0% 1 48% 0 0.0%
Employes Health 4 11.4% 1 T.1% 3 14.3% 0 0.0%
Good Hygienic Practices 5 14.3% 2 14.3% 2 9.5% 0 0.0%
GOOD RETAIL PRACTICES - Physical Facilities 4 11.4% 2 14.3% 2 2.5% 0 0.0%
mIEEML PRACTICES - Proper Use of 3 B8.6% 2 14.3% 1 48% 0 0.0%
?.IGCID RETAIL PRACTICES - Safa Food and 2 5.7% 1 71% 1 4.8% 0 0.0%
Walter
GOOD RETAIL PRACTICES - Uitensil, Equiprment 1 29% 1] 0.0% 1 48% 0 0.0%
and Vending
Patentially Hazardous Food TimeTemparature 4 11.4% 2 14.3% & 19.0% 0 0.0%
Protection from Contarmination 1 25% (i} 0.0% 1 48% 0 0.0%

[ Totas 3 14 40.0% 21 600% 0 0.0% |

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.)

@ S| T3 GroupTree [ ]  |floow |- | ¢ SR (22 REl
X l 4 l Potentially Hazardous Food TimeiTemperature =
Patentially Hazardous Food Time/Temperature 4 11.4% 2 14 3% 4 19.0% 0 0.0%
Viol % of Repeat % of COSs % of Critical % of
Violation Count Counts Count  Repeats Coumt COS  Count Criticals
17. Praper reheating procedures for hot holding 1 25.0% 1] 0.0% 1 250% 0 0.0%
21. Proper date marking, disposition 2 50.0% 2 100.0% 2 50.0% 0 0.0%
22 Time as a public health control: procedures, 1 25.0% i 0.0% 1 250% i) 0.0%
records
2 50.0% 4 100.0% 0 0.0%
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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

SuU Service Unit

Temp. Estabs. Temporary Establishments

WebEHRS Web Environmental Health Reporting System

2417 24 hours a day/7 days a week
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A.2 DEFINITIONS

o Panel — Used to refer to the different sections found on one screen (e.g., My Filters panel,

Search panel, Show Table panel.
e 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

CDP, Inc.

What the User Can Access By Module

Main Top Menu
User Level/Role Menu Bar My Account Page "My Filters" | Establishments
System Administrator All Options All Options Full Access Full Access Full Access
SYSt.em Backup All Options All Options Full Access Full Access Full Access
Administrator
. ) ) Only "User Functions" column
HQ EH Program Director All Options All Options and "Edit User Accounts” Full Access Full Access
. . Only "User Functions" column
HQ EH Program Deputy All Options All Options and "Edit User Accounts” Full Access Full Access
HQ Staff All Options All Options Only "User Functions" column Full Access Full Access
. . . Only "User Functions" column
Area EH Program Director All Options All Options and "Edit User Accounts” Full Access Full Access
. . Only "User Functions" column
Area EH Program Deputy All Options All Options 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
Read OnIy All Options All Options Only "User Functions" column Full Access Read Only
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CDP, Inc.

What the User Can Access By Module

created by lower level users

User Level/Role R/C/P Nat'l Proj's - All Nat'l Proj's - Specific
.. Full Access - Can Delete Projects
System Administrator created by lower level users il s “ulll eeese
Syst(.i‘n.‘l Backup Full Access - Can Delete Projects | o\ a oo Full Access
Administrator created by lower level users
g Full Access - Can Delete Projects
HQ EH Proq ram Director created by lower level users Ul e Full Access
Full Access - Can Delete Projects
HQ EH Program Deputy created by lower level users Full Access Full Access
HQ Staff Full Access - Can Delete Projects 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

Read Only

Full Access - Can Delete Projects
created by lower level users

Read Only

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

Read Only

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

Read Only
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CDP, Inc.

What the User Can Access By Module

Reference
User Level/Role Activities | Surveys | Reports Library Letters Feedback Numbers
System Administrator Full Access Full Access Full Access Full Access Full Access Full Access 1
ié’fﬁle:l‘]stBr :Elo(::lp 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
Read Only Read Only Read Only | Full Access Read Only Read Only Enter report only 11
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APPENDIX C - USING FILTERS

CDP, Inc.

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.

CDP, Inc.

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

Area
| i

Service Unit Service Unit Service Unit

Comm Comm CoF‘nm Comm
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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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