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[1] Access your location and ‘Submit’ a document as shown below. Save when finished. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

File Summary Format: 
 
Facility: Bldg#_Common name_Facility type (e.g., 
CDC, SAC, school, FCC, D-cell, housing). 
 
Rating: Satisfactory, Marginal, Unsatisfactory 
 

Operation not needed 

 
 

New tile for the DL seen 

when roles are updated. 

• Select the applicable document type as 
shown.  

• Classification = CUI 

• Service = Army 

• Dates = as conducted 

• File = browse and upload 

• Adhere to the File Summary Format as shown 

https://ph.health.mil/topics/envirohealth/hrasm/Pages/DOEHRS_Resources.aspx
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2] Confirmation screen.

 

[3] Search to find and/or confirm your entry. 

 
[4] Entry confirmed. Entries default to ‘Ready for QA’.

 

Specific filters can be 

applied as needed 

Boolean search methods 

can be used as needed 

 

Search  
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[5] Users with the Document Library QA role will get an email when new documents are added and should mark them 

Approved after ensuring the correct location and meta data (e.g. doc type, dates, and file summary) are applied.

 


