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1.0 Collect Overview

The purpose of this manual is to provide detailed instructions on how to enteryourschool information,
waterfixture inventories, and sample COC as part of the Lead Reduction in School Drinking Water
Program. This manual is meantto be usedin conjunction with the Step 1 - School Setup guidance
document which explains whatinformation you need and how to collect it in orderto setyour school up
in the program. The guidance documents can be found at https://deq.mt.gov/water/Programs/dw.



https://deq.mt.gov/water/Programs/dw

2.0 Create Collect Account

EQuIS Collect is an extension of DEQ’s Montana EQuIS database. To use Collect, data submitters must
create an EQuIS account. To create an account:
1. Goto https://mtdeqg.equisonline.com/
e Chrome and Firefox are recommended; Internet Exploreris not supported.
2. SelectCreate New Account.

@ EQuIS Enterprise

|:| Stay signed in m

Forgot your password?

Create New Account

3. Thefirst part of the New User Registration form opens. Entera User Name and Email Address.
Select Continue.
4. Checkyourinboxforan email from EQuIS with your confirmation code. Copy and paste the
code into the New User Registration form. Populate the remainingfields as follows:
e First and Last Name
e Password: Mustbe at least 6 characters long and contain at least one uppercase letter,
one lowercase letter, and one number.
e Company Name: List all the school(s) this Collect user will be submitting data for.
o Email DEQLEADINSCHOOLS@mt.gov if there are too many schools to list here.
e City and Zip Code

Please provide the following information to register for a new account. All fields are required.

John_Smith john33smithMT@yahoo.com
Check your inbox for an email from EQuIS with your confirmation code. Copy and paste the confirmation code into the
field below.

123456789

John Smith

Joliet Public School Joliet 59041

€ CANCEL (%) GETNEWCODE (% REGISTER
5. SelectRegisteronce all fields are populated.
6. Allow up to 2 business daysfor youraccount to be activated. Once activated, you will receive a
confirmation email from DEQ. You cannot use Collect until your account has been activated.
e NOTE: Your account will only work in the Collect app, NOTEQuIS Enterprise. Once you
receive youractivation email, proceed to the Collect app to sign in.
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3.0 Install Collect

EQuIS Collect is supported oniOS, Android, and Windows 10 devices. Determine the operating system
on yourdevice and follow the associated instructions below. You may download Collect on multiple
devicesif needed, but saved forms willnot transfer between devices. Using Collect on a mobile device,
such as a phone or tablet, allows for greater flexibility and more efficiency while filling out the required
forms, but Collect can be used on a desktop computerif that’s desired.

3.1i0S (Apple)
Usermust have version 9.0 or higher.
1. Openthe device’s App Store.
2. Searchfor “EQuIS Collect”.
3. Tap Getto download and install the application.
4. Oncetheappis installed onyour device, continue to Section 4.0.

3.2 Android

User must have version 7.0 (Nougat) or higher.
1. Openthe Play Store.
2. Searchfor “EQuIS Collect”.
3. Tap Install to download and install the application.
4. Oncetheappis installed onyour device, continue to Section 4.0.

3.3 Windows 10
Usermust have version 10.0.16299.0 or higher.
1. Openthe Microsoft Start menu and select the Microsoft Store.
2. Searchfor “EQuIS Collect”.
3. Tap Getto download and install the application.
4. Oncetheapp is installed onyour device, continue to Section 4.0.



4.0 Opening Collect

You are ready to log into Collect once you have 1) installed the application and 2) received your email
from DEQ indicating your account has been activated.

1. From yourdevices list of applications, select EQuIS EQuIS Collect - 4a
Collect.
2. Onthe Collect Login screen, enterthe required
e EQuIS Collect
e Server: https://mtdeg.equisonline.com Server _
e Username oremail: This is the User Name hitps://mideq.equisonline. com o=
and email associated to the EQuIS account _ .
you requested in Section 2.0. remmame or el -
e Password: This is the Password you created . HIPOY

in Section 2.0.
e Forgot your Username and/or Password?

Email DEQLEADINSCHOOLS@mt.gov to

requestthe missinginformation. Remember my credentials @ )

3. To havethe app rememberyourlogin information, tap or move the ‘Remember my credentials’
slider to theright. If selected, the nexttime the appis run, the login screen will be skipped.

4. Tap Login to openthe app.

5. If prompted, allow EQuIS Collect to access your device’s location. Location services mustbe
enabledif a template or form contains a geography field designed to capture the user’s current
location.

6. If prompted, turnon Direct Edit Mode. This can be accessed fromthe prompt whensigningon,
or by openingthe upperleft Menu = Settings = Data Entry = Direct edit. Direct edit is turned
on when colored blue.

e Forall new Collect users, Direct editis turned on by default.

EQuIS Collect

= Settings

Data Entry

Jolene McQuillan == i —~
e Jjmcquillan@mt.gov =X Direct edit (9

v
7

1 Auto edit next available fields @D

£x General [ Jump to empty fields only @ )

Jump to required tields =
G Security @ ml\lp a I
B Data Entry € Loop through fields ® )

Files Synchronization

f& Logger

vV VIV VI V| Vv

an Support

4.1 Quick Start Tutorial

When Collect is opened forthe first time, the Quick Start tutorial is displayed. Quick Start is a series of
five screens that provide a summary review of the main capabilities of the app. Tap the Forward > icon
to move through the Quick Start screens. Tap Start to open the app afterfinishing with the Quick Start
screens. Tap Skip to bypass the Quick Start tutorial.
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4.2 Login with PIN

Users have the option to establish a Personal ldentification Number (PIN) to use for Collect login.
Settingup a PIN allows usersto login to Collect withoutinternet connectivity. To setup a PIN, eitheruse
the Security tab on the Settings menu ortap the PIN * icon on the Login screen. The user may also opt
to bypass settingup a PIN.



5.0 Collect Menu

To access the Collect menu, tap the MenuE icon in the upperleft corner. The menu displays a list of all
options available with Collect.

Templates/Forms: Provides access to templates and forms. All created saved forms will be
available as well as the ability to create new templates.

Current Form: Provides access to the most recently used form. This will only populate aftera
formhas beencreated.

Files Synchronization: The LIS program is currently not using this feature.

Settings: Provides user profile information, access to change various settings, and ability to
generate asupportor backup package.

Help: Information regarding the use of EQuIS Collect Mobile.

Backup: Save all Collect data on the device as a zip package. The zip package can be restored on
any otherdevice running Collect.

Online: Option of working on- or off-line depending on availability to connectto the internet.
Logout: Option forthe currentuserto logout.

EQuIS Collect

O N

A Templates/Forms

a Current Form

Files Synchronization

¢ Settings
0 Help

& Backup

¥ Online a

ﬁ Logout



6.0 School Form

The School Form is required for schools to initiate their sampling. School administrators should have a
generalunderstanding of the school’s maintenance and plumbing history, as well as whatis currently
being used in the facility, before filling out this form. The following section provides step-by-step
guidance on populating and submitting this form.

The School Form includes two parts:
1) Information Form: Basic information aboutthe schoolas wellas contact, building, plumbing,
and water source details. Only one Information Form will be created for each school.
2) Inventory Form:Information foreach specific fixture including location, type, and if it will be
sampled. One Inventory Form will be populated foreach fixture, so there will be multiple
Inventory Forms foreach school.

Populate

Submit School Form
—  Inventory Form —»

to DEQ

Create School Form Populate

Template Information Form
(1 for each fixture)

6.1 Create School Form Template
1. Loginto Collect. From the Formsscreen,tap New. If you are not currently on the Formsscreen,
tap the MenuE icon and select Templates/Forms.

= Forms 4+ New , Edit = Filter

2. ThelInformationscreenopens. Selecta Template by tapping Choose a template.

3. Newtemplateswill display a Download ¥ icon. Tap on the Download ¥ icon nextto School
Form (LIS). The template will download tothe Collect app so it can be used to collect data, with
or without online connectivity.

a) NOTE: When a downloaded template has been changed in the database, a
refresh icon is displayed nextto the template (instead of a download icon). Click the
refreshicon to download the updated version.

b) Theform name will include a version number (e.g., SchoolForm—1). Do notbe
concerned if the numberis different than the screenshotsincluded in this manual.

4. Tap School Form (LIS) again to selectit. Acheck markindicatesit is selected.

5. Tap OK.

Search by name pel Search by name » Search by name L

School Form - 1 (LIS) ('-') School Form - 1 (LIS) ('-') School Form - 1 (LIS) <'-'>
School Form b School Form - School Form —

Cancel Ok Cancel ok Cancel




6. Adefaultformname will appearin the Name field. It is highly recommended to update the
Name field to include the school name, especially if you will be submitting forms for more than

one school.
Template Template
‘ School Form - 3 (LIS) ‘ ‘ School Form - 2 (LIS) ‘
Name Name /
‘ School Form 3 :-; Joliet School Form rd

7. Selectaschool by tapping Choose a facility.
8. Inthe Facility Chooserwindow, tap on the school name to selectit. Once yousee a check mark
next to the school, tap OK. All required fields are now populated.
Information

Choose a template, write a name, choose a
facility, and write a description for the form.

Template
P School Form
School Form - 3 (LIS) ‘/V’Template is selected
Name

Template Name is ~<
updatedtoinclude school | loliet School Form |

Facility
MTOPI00000-Test Schaal 4/" Schoolis selected
Description
Description |
Cancel Save

9. Tap Save. The School Form Template forthe school you selected will open.

EQuIS Collect a

= Joliet School Form

Search text P a
Information Form (0) New (RS
Inventory Form (0) New RS

6.2 Populate Information Form
1. Tap New nexttoInformation Form.

EQuS Collect

= Joliet School Form

Search text

Information Form (0)

Inventory Form (0)
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2. Theform will open.
e (Clicking on the formtitle (e.g., Information Form) or School ID (e.g., MTOP100000) will
take you back to the main form template.
e Clicking on the up and down arrows will hide or expand each subsection of a form.
e SelectSave at any time to save your progress.

EQuIS Collect =

New © Cancel

Information Form § MTOPI00000

Search by name ,D‘

General School Information @

MTOPIOD000

Student Enrollment

| Required: How many students are enrolled? ‘

Is school located within boundary of Indian Reservation?

Required: Is school located within boundary of Indian v

Reservation?

Authorized Representative Contact Information @

Building Information v

3. Tapin the Student Enrolimentfield to begin populating the form.

Student Enrollment
_

&~

Required: How many students are enrolled?

4. Tapin the dropdown box forthe next questiontoselect Yes or No. Forquestions with multiple
choices, make your selectionsin the pop-up window. If more than one selection can be made,
make your selections and tap Save at the bottom of the pop-up window.

Is school located within boundary of Indian Reservation?

Required: Is school located within boundary of Indian v Search text

Reservation? ‘

Yes

No

5. Continue populatingthe nextsections of the form, Authorized Representative Contact
Information and Building Information.

6. Inthe Water Supply Information section, select Well or Municipal Connection for the ‘Source of
Water’ question.

e If Municipal Connectionis selected, the next question willask forthe connection name.
Use the search text field to search for the Municipal Connection name.

7. Answerthe remaining Water Supply Information questions.

8. For ‘Attach Fixture Floor Plan’, tap the Selecta File button to browse to the school’s Fixture
Floor Plan.

11



e Moreinformation on Fixture Floor Plan requirements can be found on DEQ’s Lead in
School webpage: http://deq.mt.gov/water/Programs/dw
9. Inthefinal Questionssection, select Yes or No for ‘Optin to the Reminderservice?’. This
provides consentfor DEQ to send automated reminders about upcoming deadlines associated
with the Lead in School program.
10. SelectYesforthe ‘Completedrecord?’ question once all required fields have been populated.
11. SelectSave in the upperright cornerof Collect. You will return to the School Form template.

EQuiS Collect i a

= Joliet School Form

Search text P m

Information Form (1) m A
Completed

MTOPIO0000 L4

Information Form

Inventory Form (0) m v

6.3 Populate Inventory Form
1. Tap New nexttolnventory Form.

EQuIS Collect

= Joliet School Form

Search text

Information Form (1) m A

MTOPI00000 Lbsd

Inventory Form (0) @

2. Theform will open. Allthe fields onthe Inventory Formare on one page. Complete each
guestion, making sure to scroll to the bottom of the form. When all questions have been
answered, tap Save to save your entries and return to the School Form template.

EQuiS Collect = [m] < EQuIS Collect = [
© Cancel B Save ) <
New et School Form B Repors

Inventory Form  FX001

Search text

o)
Search b » i
earch by name ‘ Information Form (1) m ™
A

Inventory

MTOPI00000 LA
Fixture Information
) Inventory Form (1) m A
Fixture Number (Use format FX001, FX002, etc)
| FX001 ‘ FX001 \ e

Location Description

First completed
Inventory Form

| Main entrance drinking fountain

Type of Fixture

| Drinking Fountain

Make and Model

| Make and Model ‘

Date of install, if known

| 2010

12
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3. Tap New nexttolnventory Formand repeatstep 2 to provide information forthe nextfixture.

Each fixture from the Fixture Floor Plan will require a new Inventory form.
EQuIS Collect — m}

= Joliet School Form

Search text y ol a
Information Form (1) m A
MTOPI00000 see
Inventory Form (8) m N
FX001 eee
FX002 eoe
FX003 T
FX004 see
FX005 eee
FX006 T
FX007 M
FX008 _ see

6.3.1 Copy Inventory Forms

There will be situations where multiple fixtures are very similar besides the Fixture Numberand possibly
the Location Description (e.g. a row of sinksin a bathroom). Collect has a copy feature that can speed
the process of data entry if caution is taken to update the necessary information.

To copy an Inventory Form:
1. Tapthethree dots ®# # on the right side forthe fixture youwantto copy.

©
00

2. Inthe prompt, tap Copy.

Choose an option

N Delete

Cancel

3. The copied form will open. Update the Fixture Number.
4. Update anyotherfieldsthat needto be changed. When all fields are correctly populated, tap
Save to save yourentries and return to the School Form template.

13



6.4 Submit School Form to DEQ
Once the Information Form is complete and an Inventory Form has been created foreach fixture, you
are ready to submit to DEQ.

1. Tap the Upload © icon in the bottom right of Collect.

EQulS Collect

= Joliet School Form

Search text pel a
Information Form (1) M A

MTOPIO0000 see
Inventory Form (10) New e

FX001 soe
FX002 see
FX003 L
FX004 bl
FX005 @a
FX006 eee

2. Inthe prompt, tap Upload to submit the data directly to DEQ. NOTE: If you click outside the
prompt window, the form will automatically upload.

The facility of form 'Test School Form’
is ‘Test School".

Upload

Modify

Cancel

3. AfterselectingUpload you will return to the Formsscreen. The orange symbol nexttothe

uploaded School Form indicates the EDD is ‘Received and Processing’.
EQuIS Collect = O o

= Forms + New  Edit = Filter

Search by name pe

Joliet School Form
2021/03/18 14:51:34 B

School Form (Test School)

4. The EDD will processin the order it was received. It could take anywhere from 5-30 minutes for

the EDD statusto change. Tap the Refresh ® icon in the bottom left of the Forms screen to
update the EDD status.

Received and processing

0 Pass
(1

14



5. Ifthe EDD has processed with no errors, the green ‘Pass’ icon will show. You will also receive an
automated emailindicating your EDD was accepted within one business day.
EQuIS Collect — O >

/ Edit = Filter

= Forms + New

Search by name

Joliet School Form
-
2021/03/18 14:51:34 /2 B

School Form (Test School)

6. Ifthe EDD failed data checks, the red ‘Fail’ icon will show. You will also receive an automated
email within one business day indicating your EDD had errors. If you have an EDD that fails,
please contact DEQLEADINSCHOOLS@mt.gov for next steps.

7. After the School Information Form has been successfully submitted through Collect, allow up
to 5 business days for your schools Water Sample Form to be available. When the formis
ready, it will appearin the Template/Forms menuin Collect.

a. Email DEQLEADINSCHOOLS@mt.gov if you do not see yourschool’s Water Sample Form

within 5 business days.

6.5 Print School Form Report
This is an optional step that will allow youto print the information you submitted to DEQ in the School
Form. To create a PDF report of the information submitted to DEQ:

1. Tap the Report button by the School Form.

EQuIS Collect = O

= Forms + New o Edit = Filer

Search by name

0
Joliet School Form "
2021/03/18 14:51:34 V4 @ S

School Farm (Test School)

2. Tap Form Summary in the Local section.

EQuIS Collect

= Reports

Search by name

Lacal
‘ Form Summary , )

3. Inthe Form Summary, all the items are automatically selected forinclusion in the report. Tap
the Report/Generate icon to run the Form Summary report.

15
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EQuiS Collect = O

= Form Summary et & Al D Generate |

Search text

® Information Form - MTOPI00000

@ Inventory Form - FX001

@ Inventory Form - FX002

4. Afterthereportis displayed, tap the Print icon to print the reportto a connected printer. Tap
the Share icon to share the documentvia email or within otherapps on your device.
e NOTE: The Share options will vary depending on your device settings.

o The Save option is currently not operational.
EQuIS Collect

Information Form - MTOPIO0000 . .. ................
Inventory Form -FX001 . ... ... ... ... .. ... .......
Inventory Form-FX002 .. ...............ccoun...
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7.0 Water Sample Form

Afterthe School Information Form has been successfully submitted through Collect, allow up to 5
business days foryour schools Water Sample Form to be available. Whenthe formis ready, it will
appearin the Template/Forms menuin Collect. The Water Sample Form is a Collect form specificto
your schoolthat is required before samples can be collected. The Water Sample Form will record
sample collection information, provide Sample IDs for your bottles, and create the COC for you to print
forthe lab. The followingsection provides step-by-step guidance on populating and submitting this
form.

Submit Water
—  Sample Form to
DEQ via Collect

Populate Water Populate Chain of Review and Print
Sample Form Custody Form COC Report

NOTE: The COC will needto be printed from the Collect app. Make sure the device you are using to
populate the Water Sample Form is connected to a printer, or the COC can be saved as a PDF and
transferred toanotherdevice.

NOTE: Remembersaved forms will not transfer between devices. Once you startenteringinformation
on one device, thatinformation will need to be re-entered if you switch to a different device.

7.1 Populate Water Sample Form
1. Login to Collect. Whenthe schoolWater Sample Form is ready, it will appearon the Forms
screen along with any otherformsyou have created. Tap the form name.
— Forms —+ New A Edit = Filter

Search by name bl

Jordan Sampling Form
W E

Water Sample Form (Jordan Elementary School)

School Form 4
2021/03/18 20:55:34 E 1
School Form (Test School)

2. Theform will open. Tap the Down v arrow nextto the Water Sample section.

EQuIS Collect = (=]

= Jordan Sampling Form I vap

Search text pel a

Water Sample (31) m@
Chain of Custody (1) m v
Reference Values (1) m v
users (0) m v
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3. All fixturesthat were marked ‘Yes’ forthe ‘Part of Sampling Plan’ questioninthe Inventory Form
will be listed here. These will be all the samples you will collect and submit to the lab. Tap the
Fixture ID for the first sample you want to record.

EQuIS Collect =

= Jordan Sampling Form I vap

Search text 0 a
Water Sample (31) m A
Fixture ID: - (FX001) Jsample 1D:0500_FX001_ GCD eee
Fixture ID: - (FX002) Sample 1D:0500_FX002_ GCD oo
Fixture ID: - (FX003) Sample 1D:0500_FX003_ CD oo

4. Confirmthis is the correct Fixture ID you are collecting a sample for. Tap the Down v arrow to
expand the Sample Collection section, then tap in the Sample Date field.

EQulS Collect = m]

Edltlng © Cancel B Save

Water Sample  Fixture ID: - (FX001) Sample

Search by name b

Location Information

Facility Code
| MTOPI0462 |
Confirm
Fixture ID
correct . .
. v
FixtureID [0 ‘
Sample Collection @
Sample Date

< Set a value > ‘

Sample Time

‘ Set a value ‘

5. Enter the date the sample was collected and tap the check mark at the bottom of the window.
o Thecurrent dateis the default. When changing the date, make sure you select the
check mark or the selected date will not be saved.

May 2 2020

June 3! 2021

July 4 2022

August 5 2023

September 6 2024

QOctober 7 2025
X
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10.

Enter the time the sample was collected.
Provide additional comments in the Sample Notes field, if needed, and tap Save to save your
changesand returnto the Sampling Form.

EQuIS Collect = (]

© Cancel B Save

Editing

Search by name pel

Water Sample  Fixture ID: - (FX001) Sample

Notice the Sample ID has been updated toinclude the sample date and a check mark indicates
the sample was collected and is ready for the COC.

EQuIS Collect

= Jordan Sampling Form

Search text R a

Water Sample (31) m A
Fixture ID: - (FX001) Sample ID:0500_FX001_20210603 V(‘"

Fixture ID: - (FX002) Sample ID:0500_FX002_ CD oo

Fixture ID: - (FX003) Sample 1D:0500_FX003_ CD e

Record the complete Sample ID on the sample bottle. This is an importantstep so the lab can
match the sample bottles submitted to the samples listed onthe COC.

Continue entering the sample information by tapping the next Fixture ID. Record the date, time,
additional comments, and save the record. Make sure to scroll down to see all the fixtures.
Once all the samples onthe Sample Form have a check mark nexttothem, you are ready to

review your COC.

7.2 Populate Chain of Custody Form

Before the COCcan be created, some additionalinformation needs to be entered into the Chain of
Custody form.

1

Confirmall the samples you are submitting have a green check mark nextto themin the Water
Sample section.

Tap the Down v arrow nexttothe Chain of Custody section to expand it.

Tap the emptyrecord in the Chain of Custody section.

EQulS Collect =

= Jordan Sampling Form 01 v

Search text pel a
Water Sample (31) m v
Chain of Custody (1) m P

Reference Values (1) m v
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4. The Chain of Custody form will open. Tap in the Lab drop-down field and select the Lab Name
you will be submitting your samplesto.

EQuIS Collect

Editing

Chain of Custody

Search by name pe

Lab

Click here to select the Lab where your samples v
will be sent.

5. Tapin the COC Date field and select the date you will be submitting yoursamplesto the lab.

6. Enterthe email addressyouwantthe resultssentto in the ‘Send EDD/Hard Copy to’ field,
separate multiple email addresses with commas.

7. Scroll downto the CoC Samples drop-down field and tap to openthelist. Allthe completed
samples (those with check marks) will be listed. Tap each sample to selectit for the COC. Itis
selected whenacheck mark appears. Make sure all samples have a check mark nexttothem
before movingon. When done, tap Save at the bottom of the pop-up window.

CoC Samples Confirmall
Search text
Select Samples to add to the Chain of Custody v - Sample ID: 1799_FX001_20210831 sam pleS have a
e Location: (FX001) Sample Type: N check mark

Sample 1D: 1799_FX002_20210831
Location: (FX002) Sample Type: N

8. Enteranyadditional comments or special instructions forthe COC. Tap the Forward > icon.
9. Enterthetotal numberof coolers you will be delivering, or shipping, to the lab. Restof the COC
fields are prepopulated and should notbe changed. Tap Save to returnto the COC form.

EQuIS Collect = ]

Editlng © Cancel B Save )

Chain of Custody = ENERGY-BIL-44440531

Coolers and Shipping

Total Number of Coolers

1 |

10. The COCinformationis all entered, now itis time to review and print the COC.
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7.3 Review and Print COC
1. From the main Water Sample Form, tap Reports.
e IfReportsis notvisible, enlarge the Collect app window.

EQuS Collect

= Jordan Sampling Form 0 v

Search text R a

Water Sample (31) m v
Chain of Custody (1) m A

ENERGY-BIL-44350652 ()

2. Tap COC underthe Local section.

EQuIS Collect

= Reports

Search by name

Local

Sample Info >

Ceoc ) >

3. All the samples previously selected will be listed. Tap Generate to create the COC.

£ EQuIS Collect = 0

CcoC

Search text

@ Chain of Custody - ENERGY-BIL-44350652

@ Water Sample - Fixture ID: - (FX002) Sample
ID:0500_FX002_20210603 «*

@ Water Sample - Fixture ID: - (FX003) Sample
IN-NENN FYNN2 2N21NANA ol

4. The COC will be created. Review each page of the COC to confirm all the samples are listed

and the date and time for each sample is correct.
e Ifyouseeanyerrors, go back to the main WaterSample Form, locate the sample, and

make your corrections. Then generate the COCagain and review until it is error-free.
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EQuS Collect

B B s [soo 5]

o0 £
@

m Page 10f 3
o CHAIN OF CUSTODY / SAMPLE ANALY SIS REQUEST | COC No: ENERGY-BIL-44350652 Total No. of Coolers 2
Site ID Turnaround Time -
MTOPIDS00 10 Business Days E
Site Address Lab Name
324 Marguerite St JordanMT ENERGY-BIL =
Project Number Lab PM
MTOPIOS00_LIS Iniial_010121_01 Shari Er
Project Name Lab Phone/Fax
Jordan Elementary Sehool 406-360-4269
Project Manager Shipping Company
Greg 0523 P
Project Manager Email Address Program Name ]
gov Lead in Schools e ®
Sampler rEhiDDinu Date 2l 2
lsama_Pacher 6/03/2021 E £
Items Sample | Sample Sample =5 ¢ H
No. SRl Location % | Sethoa DateTime  |* § LeLn. 3
0500_FX030_20210531 FX030 DW N Gmb 053120211259 1 X
0500_FX029_20210531 FX029 DW N Gmb 053120211359 1 X
0500_FX028_20210531 FX028 DW N Gmb 053120211458 1 X
0500_FXT40_20210531 FXT40 DW N Gmb  05/31202119:00 1 X
0S00_FX027_20210601 FX027 DwWw N Grab 06/01/2021 11:58 1 X
0500_FX022_20210601 Fx022 DW N Gmb 060120211456 1 X
0500_FX023_20210601 FX023 DW N Gmb 060120211556 1 X
0500_FX024_20210601 FX024 DW N Gmb 060120211557 1 X
0500_FX026_20210601 FX026 DW N Gmb 060120211757 1 X
0500_FX025_20210601 FX025 DW N Gmb 080120211857 1 X
0S00_FX014_20210802  FX014 DW N Gmb  0802202100:41 1 X
0S00_FX017_20210802  FX017 DW N Gmb 060220210813 1 X
C i i RELINQUISHED BY / AFFILIATION  Date Time  ACCEPTED BY /AFFILATION  Date Time
SHIPPING METHOD: (mark as appropriate) SAMPLER NAME AND SIGNATURE  Date Time
Email Report To : 'scheoladmin@school.org
Email Invoice To:  degleadinschools@mt gov o

5. To print the COC, tap the Print icon and selecta printer connected to your device, orselect
Adobe PDF to save the COC as a PDF and transferto another device to print.
e NOTE: The Share options will vary depending on your device settings.

e The Save option is currently not operational.
EQuIS Collect

i
N

Site Address
324 Marguerite
Project Number

6. Print one copy of the COC for each cooler you will be delivering/shippingto the lab.

Don’t forget to sign the COC! Sign your full name in the ‘Relinquished By’ box on the COC.

8. Forfurtherinstructions on how to pack and deliverthe samples, referto ‘Step 2 —Sample
Preparation and Collection’ document on DEQ’s Lead in School webpage:
https://deq.mt.gov/files/Water/LeadinSchools/Step2 HowtoCollectSamples.pdf

~N
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7.4 Submit Water Sample Form to DEQ
After printing the COC, the final stepis to submit the Water Sample Formto DEQ. This processis done
through Collect the same way the School Information and Inventory Form was submitted.

NOTE: This is a veryimportant step before the lab submits the results. Do this immediately after
printing the COC so it is not forgotten.

1. There are twolocations where a form can be uploaded:
a. From the Formsscreenyou can tap the Upload © icon nexttothe Water Sample Form
you are ready to submit.
-OR-
b. You can openthe Water Sample Form and tap the Upload © icon in the bottom right.

EQuIS Collect = (]

EQuS Collect = (m]

= Forms + New o Eit = Flter = Jordan Sampling Form

Search by name pe Search text » a

Jordan Sampling Form B@ Water Sample (31) m v

2021/06/01 21:02:44
Water Sample Form (Jordan Elementary School) Chain of Custody (1) m v
School Form 4 B * Reference Values (1) m v

2021/03/18 20:55:34
users (0) m v

School Form (Test School)

Test School Form
n M

AN AT 0 ACATA

2. Afterselecting Upload, returnto the Formsscreen. The orange symbolnextto the uploaded

Water Sample Form indicates the EDD is ‘Received and Processing’.
EQuS Collect — o

= Forms + New # Edt = Fiter

Search by name pel
Jordan Sampling Form

2021/06/01 21:02:44 B

Water Sample Form (Jordan Elementary School)

3. The EDD will processin the order it was received. It could take anywhere from 5-30 minutes for
the EDD statusto change. Tap the Refresh ® icon in the bottom left of the Forms screen to
update the EDD status.

Received and processing

0 Pass
(1

4. |Ifthe EDD has processed with no errors, the green ‘Pass’ icon will show. You will also receive an
automated emailindicating your EDD was accepted within one business day.

5. Ifthe EDD failed data checks, the red ‘Fail’ icon will show. You will also receive an automated
email within one business day indicating your EDD had errors. If you have an EDD that fails,
please contact DEQLEADINSCHOOLS@mt.gov for next steps.
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8.0 Troubleshooting

e |can’tloginto Collect after receiving the email that my account was activated.

o Make sure youare logging into the Collect application, NOT EQuIS Enterprise where you
initially created your account. Your account will not workin EQuIS Enterprise, only in
the Collect app.

o Confirmyou are entering your user name and password correctly. If youstill have issues
logging in, please email DEQLEADINSCHOOLS@mt.gov.

o TheCollect appis taking a long time to save.
o DEQis working with EarthSoft to improve performance. If Collect starts to slow down,
save your current work, sign out, and sign back in.
o IfCollect is notin use, please close the app completely.

e Whencreating the School Form Template, | don’t see my schoollisted.
o Email DEQLEADINSCHOOLS@mt.govtorequestthe schoolbe added. Please include the
school name and city in your email.
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