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General Sanitation Inspections (non-pool) 
 
 

[1] Ensure you have accessed your (a) Location correctly, and then click Surveys (b) and Add 

Survey (c) as shown. 

 
 

[2] Select the applicable ‘General Sanitation’ and search for the Facility. 

 
 
  
 
  

If the Facility needed is not shown in this list, it must be 
created by going to the Facility page. Reference Tutorial #15 
for how to do this correctly. A user must have the Facility Role 
to add or edit Facilities. 
 

Tip: It is helpful to select your 
location first so it pre-populates 
when picking the Facility to inspect. 

Tip: No name is 
required to search, but 
the Bldg # or partial 
name can shorten the 
return list. Note how 
the Location is pre-
populated from Step 1. 

a 

b 

c 
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[3] Bypass the Master Schedule Page by clicking ‘Save and Begin Survey’ and nothing else. 

 
 
[4a] All inspections will start without an ID and display as (New). Add the required fields before 

adding any other inspection results so an ID is obtained. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c 

Do not modify these 

required fields 

 

Tip: While not required, it 
is typical to add the 
Completion date/time and 
Surveyor information at 
this time. 

 
 

The PIC is a self-populating drop down 
specific to this Facility, but is not 
required to obtain an ID. 

 
 

If the wrong facility is selected and the 
record is saved accidently, the record 
(i.e. the DOEHRS Survey ID) needs to 
be requested for deletion.  
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[4b] Address the violations as observed after an ID is obtained. Save periodically via the ‘Save 

and Continue Working’ button to ensure no data has to be reentered.  
 

 
 

[5] Assign an Overall Rating and then upload the signed hard copy as an attachment. This 

ensures there is proof the PIC was notified.  

 
 

 

 

 

 

 

 

 

 

 

Attachment = Signed hard copy 

 
 

Note: PII/PHI is typically left unchecked and not a factor here. 

 
 

Note that the Beauty Barber (DA 5402) and Gym (DA 7850) 
forms have specific critical provisions and scoring rules. 
Ensure the DA form rating is reflected in DOEHRS. 

If ‘No’ is selected because a 
violation was observed, 
comments will be required to 
mark the inspection ‘Completed’. 
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[6] When finished, mark the Inspection Completed and it will turn read-only if there are no 

validation errors (e.g. forgetting to add Comments on a violation). 

  

 
 

 

Inspection is now read-only and can’t be edited, but 
attachments (such as signed forms) can still be uploaded. 

 
 

The Close Date reflects the day is was marked Completed in DOEHRS. 

In the inspection can still can be edited when ‘In Progress’ to the 
person who added it or who “owns it” (i.e. was transferred). 

 
 


