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DWELR User Guide 

Overview 

The DWELR application is a means for laboratories that are accredited by or registered with 
DEP’s Bureau of Laboratories to submit their drinking water sample data to DEP’s public 
drinking water program.  DWELR also provides the means for water systems to view the sample 
results that laboratories using DWELR are submitting for their water systems.   

DWELR is a reporting system and it only stores the data temporarily.  After midnight on the 10th 
of each month, the data is moved from DWELR to the Pennsylvania Drinking Water Information 
System (PADWIS).  PADWIS is the permanent repository of drinking water data.  Data stored in 
PADWIS includes drinking water system information, drinking water laboratory certification 
information and drinking water sample data including the sample data entered into DWELR.  For 
the time that the data remains in DWELR, it can be reviewed by the submitting lab and the water 
system. The data is not available to be viewed by other labs or water systems. 

When a laboratory submits data, a validation routine is run on the data.  This routine includes 
checks for valid water system and lab identification numbers, analyte and method codes, along 
with laboratory certification.  The results of the validation routine are displayed on the Error 
Report screen.  Users can make necessary corrections to their data on this screen and resubmit 
these records.  The validation routine will be run every time a user submits or re-submits data.  
Email notifications will be sent to users if they have any uncorrected errors in their data on the 
1st, 5th and 9th of every month. The submitting lab is responsible for making any corrections that 
are necessary. 

As mentioned earlier, on the 11th of the month, all data is cleared from DWELR and passed to 
PADWIS for monthly compliance processing.  Sample results without errors entered on or 
before the 10th of the month will be included in the current reporting period.  Sample results 
entered on or after the 11th will be included in the next reporting period and may result in late or 
missing reporting violations.  After sample results have been sent to PADWIS from DWELR, 
they are viewable online through the Drinking Water Reporting System (DWRS).  The address 
for DWRS is www.drinkingwater.state.pa.us/dwrs/HTM/DEP_frm.html .  Please note:  There 
may be a two day lag between when the data are moved from DWELR and when they are 
available in the Drinking Water Reporting System. 

The rest of this document will explore the use of DWELR in further detail.  For any questions 
and comments, please contact the Division of Data Systems & Analysis or your DEP contact 
person. 

IMPORTANT NOTE: Data examples used in the DWELR User's Guide are fictitious and are 
not guides for data entry.  Continue to use the DEP laboratory reporting publications for data 
entry guidelines. 
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Registering To Use DWELR 

If you are not already registered to use DWELR, you may go to 
www.depweb.state.pa.us/watersupply/dwelr to obtain a registration form.   

Labs may wish to have more than one person registered to use DWELR to act as backups for 
each other. 
 
 
Getting Started 

Before you begin using DWELR, please be aware of the following: 
 

 This application works best with Internet Explorer version 6.0.  It has been tested with IE 
5.5 and Netscape 6.2.2. 

 Irrespective of your browser, make sure that your refresh settings is set to “Every visit to 
page.” For more information on how to do this, please refer to the Browser Settings 
document provided on DWELR’s Instructions screen. 

 Make your monitor’s resolution 1280 x 800 pixels. This will ensure that you do not get 
horizontal scroll bars on most screens. 

 Always use the Exit link and Logout button to exit the application.  Do not use the 
browser window’s back or close buttons. 

 Once you begin submitting sample results electronically DO NOT submit the same 
sample results using any other means.  Submitting the same data in multiple formats will 
result in duplicate reporting and may result in report violations. 
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Using DEPGreenPort 

1. In order to access DWELR, you must first login to DEPGreenPort.   
DEPGreenPort is found at www.depgreenport.state.pa.us.   

Here you will enter your User Name and Password then click on the Login button. 

If you forget your password, you can access the link to retrieve it or contact the 
DEPGreenPort HelpDesk at (717) 772-5840 or e-mail the Helpdesk at 
depgreenporthelpdesk@state.pa.us . 

DEPGreenPort is an access portal for multiple electronic data submission applications used 
by DEP.  Several DEP program areas, such as Air Quality, Mine Subsidence Insurance, 
Water Resources and the Drinking Water program, have on-line applications that users may 
access via DEPGreenPort.  In order to access one of these applications, you must have a 
DEPGreenPort user profile.  Through your user profile, you will be able to access multiple 
applications, Act 220 and DWELR for example.  While some applications allow you to self-
register, you must submit a DWELR and WebOAS Registration Form to be given access to 
DWELR. 

 

The combination of your user name and password is your personal secure 
access to DWELR.  Do not share your user name and password with anyone.  If someone 
else gains access to your user name and password, immediately notify the Division of Data 
Systems & Analysis.  If you use another person’s name and password to submit data, you are 
submitting false information.  Any false statement is subject to substantial civil and criminal 
penalties, including P.S. § 4904 (unsworn falsification to authorities). 
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2. After logging on to DEPGreenPort, the DEPGreenPort Applications screen will be 
displayed.  On the left are three large buttons: Applications, Account Administration, and 
Logout.  On the right are buttons representing the applications that you are authorized to 

The Applications button displays the list of application

access, in this example WebOAS, Act 220 and DWELR. 

s to which you have access.  The 
Account Administration button gives you access to update your user information and 
change your password.  Use the Logout button when you are finished using DWELR to log 
out of DEPGreenPort. 

  If your user information changes, please use the Account Administration 
button to update

:  To enhance the security of your access, please change your password the 

 your information.  It is important to immediately contact the Division of 
Data Systems & Analysis any time there is a change to the list of systems and/or labs that 
you represent.   

Password Rules
first time you access DEPGreenPort and periodically after that.  Follow the password rules 
given on the Change Password screen.  Remember passwords are case sensitive.  In other 
words, capital “E” is not the same as the small letter “e.”   
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Acc

As mentioned earlier, on the right side of the DEPGreenPort Applications screen are buttons 
representing the applications that you are authorized to access.  You will need to click on the 
DWELR button. 

 If you represent only one lab or one water system you will be taken directly to the Trading 
Partner Agreement screen.   

 If you represent a lab and a water system or multiple water systems, you will be taken to the 
Multiple DWELR IDs screen.  Here you will select the DWELR ID of interest; then click on 
the Submit button.  You will then be taken to the Trading Partner Agreement screen. 

essing DWELR 

If you are accessing DWELR to submit sample results, you must have a Lab ID and 
would select it at this time.  If you are accessing DWELR as a representative of a water 
system to view sample results submitted for your system, you would select the PWSID here. 

If you have multiple ID’s DWELR often defaults to your PWSID.  Be careful to select the 
appropriate ID at this time. 
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Trading Partner Agreement and Quality Assurance Procedure Screens 

This is the first screen of the DWELR application.  When accessing DWELR, please read the 
Department’s Trading Partner Agreement and Quality Assurance Procedure screens carefully.   

  Whenever you click a button labeled “I Agree” or “Submit,” it has the same 

226

If you 
agree, click on the I Agree 

Quality 
 

 be 

I Don’t 

screen will 

cess 

After caref
the inf
Quality
Procedure
the 
The 

on the 
cause the 
Applications screen to be 
displaye

legal effect as a written signature under the Uniform Electronic Transactions Act, 73 P.S. § 
0.101 et seq. 

Carefully review the 
Trading Partner Agreement.  
All users must agree to 
proceed further.  

button.  The 
Assurance Procedure
screen will then
displayed.  If you do not 
agree, click on the 
Agree button.  The 

DEPGreenPort 
Applications 
then be displayed and you 
will not be granted ac
to DWELR. 

 

 

ully reviewing 
ormation on the 

 Assurance 
 screen, click on 

Continue >>> button.  
Instructions screen will 

then be displayed.  Clicking 
Exit button will 

DEPGreenPort 

d. 
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Instructions Screen 

When accessing DWELR, please take a few moments to carefully review the Instructions screen.   

Here you will find: 

 basic instructions on how 
to use this application  

 a document with browser 

 

 You may 

 can use these 
plates to upload files to 

DWELR.  Users will need 
inZip or some other 

program to unzip the files.  
A link to WinZip’s 
website is provided on the 
Instructions screen. 

 
Across the bottom of the 
Instructions screen is a footer 
menu displaying links to 
DWELR’s Main Menu, View 
Records, Exit, etc.  Your level 
of access will determine the 
links displayed in the footer 
menu.  Click on the Main 

Menu link for a list of options that are available to you.  Or, you can click on a link in the footer 
menu to navigate to your choice directly.  Users with laboratory/submission access will see links 
to Upload Data and Add New Records; users with water supply/view only access will not see 
those links.  If you are trying to enter data and do not see the Add New Records link, go back 
and check to make sure that you entered DWELR under your Lab ID, not your PWSID number. 

settings information 
links to 
• DEP’s Online 

Document Warehouse 
where lab-reporting 
instructions can be 
located. 

• the DWELR User’s 
guide and  

• the Drinking Water 
Reporting System. 

also email to 
yourself a zip file 
containing templates for 
all 6 types of SDWA 
forms.  You
tem

W
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Main Menu 

As with the footer menu, the items available on the Main Menu screen are dependant on your 
 DWELR and are planning to 
u will have options similar to 

level of DWELR access.  If you selected your lab id when entering
submit or edit sample results for an accredited or registered lab, yo
the following. 

If you selected a PWSID when entering DWELR and are planning
system that have been submitted by an accredited or registered lab, yo
to the following. 

 to view samples for a water 
u will have options similar 

If you click on the Main Menu link at any time, the screen above will be displayed.  Along with 
the footer menu, which is displayed on most screens, the Main Menu is your primary means of 
navigating this website. 

Each menu option will be discussed in detail throughout the rest of this document. 
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General Screen Navigation 

LR We will use the View Records Screen to discuss attributes that are common to most DWE
screens 

 
When opening the View Records, Edit Records or Error Report screens, any records submitted 
using an SDWA-1 form will be displayed.  If no records were submitted using an SDWA-1, the 
screens will still open to the SDWA-1 form. 

Below the table of SDWA-1 results is a row of links corresponding to the 6 SDWA forms.  
The number in parenthesis following the form name is the number of sample result records that 
were submitted using that form.  In the example above, there were seven (7) records submitted 
on an SDWA-1 form and two (2) records submitted on an SDWA-S form.  To access the sample 
result records submitted using an SDWA form other than an SDWA-1, simply click on the link 
corresponding to the form of interest.  For example, to see the two results submitted on an 
SDWA-S form, click on the “SDWA S (2)” link. 

If there are many records to view, sometimes it is helpful to sort the records.  By clicking on 
Sort button in the PWSID column, you can arrange the records in order by their PWSIDs.  

Similarly, you may sort the records by the Sample Date or Lab ID. 
the 

The View Records screen has a printer friendly version, which is actually a PDF document.  
To view the printer-friendly version, click on the link at the top of the page under the screen title. 
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When you click on the Printer Friendly 
Version link, you will see the window to 

laboratory with results for many water 
systems and you wish to view only one 
system’s results, enter that system’s 
PWSID and click on the Fetch Data 
button.  If you represent one water system 
or you wish to see all water systems 
included in the report, leave the PWSID 
box blank and click on the Fetch Data 
button. 

 

 
Below is an example of a printer friendly report.  Notice the View Records report includes all of 
the results with separate tables for each SDWA form used.  

the left.  If you are representing a 
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 Add New Records Menu (Lab/Submit Access) 

The Add New Records menu option brings up the screen below. Each item is a link to a data 
entry screen corresponding to the 6 SDWA form types. 

 
 
In the next few pages we will discuss data entry using the SDWA forms provided.   
 

The following discusses the functionality of DWELR.  For questions regarding how to 
report sample results always review the appropriate Lab Reporting manuals.  A link to DEP’s 
Online Document Warehouse where lab-reporting instructions can be obtained is included on 
DWELR’s Instructions page. 
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Data Entry Screens 

As with the paper SDWA forms, there are summary type forms and individual result type form
The SDWA-S, SDWA-PbCu, and SDWA-5 forms are us

s.  
ed to submit a summary of sample 

results.  The SDWA-1 and SDWA-4 forms are used to submit individual sample results.  The 
screenshot below is of the SDWA-1 form.  We will use it to discuss the functionality common to 
most of the data entry screens. 

 

The

t 

The column titles are links to short descriptions of the data to be entered into that column.  
Please note:  The description of a column on one form, may differ from the description of a 
similarly named column in another form. 

You may use the Copy Previous button to assist you in entering multiple sample results.  
You must enter the first row of data.  If you have additional records to enter, click on the Copy 
Previous button.  Some of the columns will be copied into the next row, the columns that are 
copied is dependent on the SDWA form.  You may overwrite any of the information that is 
copied into the new row.  The Copy Previous button will change to Undo Copy button.  If you 
want to undo the copy, you can click the button and it will remove all data from that line.  
Depending on the SDWA form, different columns will be copied.  The Copy Previous button on 

 title of the form is located at the top of the page and at the top of the data table. 

You can click on the List Contaminant Codes, List Analysis Methods or Contaminants no
Requiring Certification buttons to view lists of code values for these fields. 
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the DWELR SDWA-1 form will copy the PWSID, Contam ID, Analysis Method, Location ID 1, 
Sample Type, and Lab ID.  While the Copy Previous button on the DWELR SDWA-4 form will 

n 

copy the PWSID, Loc/EP ID, Sample Date, Sample Type, and Lab ID. 

Once you have entered your sample results, click on the Submit button.  Until you click o
the Submit button, the records have not been saved.   

  When you click on the Submit button, DWELR will perform a validity check.  The 
validity checks performed on the data are not intended to be a complete check for all errors that 
may occur.  They merely check that the record includes all of the information it needs to be 
processed and possibly a few other checks.   

For example, the validity check will not tell you: 

 if you entered the wrong PWSID.  It will tell you if a PWSID does not exist, but it will not 
tell you that you entered System A’s PWSID instead of System B’s PWSID.   

if you entered the wrong location ID.  It will tell you if a location ID does not exist, but it 
will not tell you that you entered entry point id 102 instead of entry point 103. 

if you entered an erroneous result.  It will tell you if the result exceeds an MCL, but it will 
not tell you that you entered 0.01 instead of 0.1. 

You may use the footer menu to navigate directly from one form to another, to move to the 
Main Menu, or to Exit.   

  If you have entered records on one form and move to another form before submitting 
those records, your data entry will be lost. 
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Upload File (Lab/Submit Access) 

This section will introduce to you the File Upload feature of DWELR. To access this feature, 
click on the Upload File link in the Main or Footer Menu. 

There are two drop-down boxes on 
this page:  

er 
 

Select Form Type – Allows the 
user to select the SDWA form used 
to report the data. 

e 
cts CSV, TXT 

 be 
sele
form

DW
down m  button. 

The next screen displayed is the 
Upload Data File
that the 

selected on the previous page. 
Here you can either type in the file 
location and file name or can click 
on the Browse button which opens 
a dialog box allowing you to select 
a file. 

After you select a file and click the 
Upload button, you will see a 
preview page. 

Select File Type – Allows the us
to select the file type to be
uploaded. 

There are four file types to choos
from. If the user sele
or XLS, the form type must also

cted. If the user selects MDB as a file type the form type defaults to All, because the MDB 
at can contain data for all 6 SDWA form-types in one file. 

ELR defaults Select File Type to CSV and Select Form Type to SDWA-1.  Use the drop-
enus to make your selections then click the Next>>

 screen.  Note 
screen reflects which Form 

Type and which File Type you 
 

Be careful when selecting a file to upload.   

The file’s extension must match the File Type that you selected on the previous screen.  In other 
words if you selected XLS as the type of file you want to upload, when you “Browse” to the file 
you are uploading, the file that you select must also be an XLS file.  If the file types do not 
match you will receive a file mismatch error, which means your file won’t be uploaded.  

The SDWA form used to report the sample results must match the Form Type that you selected 
on the previous screen.  A form mismatch will mean that one form’s data could get submitted 
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under another form type. This will be detected only if your file type is XLS or MDB, but not if it 
is CSV or TXT.  In the latter case, you could end up with a very long error report!  When you 

the Upload screen. 

After clicking the Upload button, you may or may not see 
the message to the right.  If you do, click on the Open 
button. 

Below is an example of the Preview Records screen for a 
CSV file upload.   After every upload, a preview screen is 
presented. This gives you a chance to preview your data 
before you submit it to DEP. 

If the preview looks as it should, you can go ahead and 
click the Submit button. 

receive a mismatch error, use the bottom footer of the error message screen to navigate back to 

 If you click on the Submit button then, for whatever reason, close the browser, the 
submission will be processed.  Always review your records in the View Records screen to verify 
the data you have entered and uploaded. 
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If for any reason, you wish to cancel the submission, you must click the Cancel button.  You will 
see the following window.  
Please note, to cancel your 
submission, click on the 

s screen.  The Cancel button returns 
Cancel button, not the OK 
button.  The OK button returns you to the Preview Record
you to the main menu. 

  Your browser and PC setting will have an impac
displays or doesn’t display the file you’ve selected for uplo
the preview pane, may be blank after selecting a file and cl
just be that it is taking a while to l

t on how the Preview Records screen 
ad.  The center portion of your screen, 
icking on the Upload button.  It may 

oad the data into the preview pane.  Or it may be that your PC 
security settings are preventing the file from being displayed.   

1. If you see the following dialog box, your browser is set to not allow downloads. 

Three types of responses are covered below: 

 

Once you click on the OK button, the preview pane may remain blank or a message may appear 
in the preview pane saying “Action canceled” etc.  If you click on the Submit button, even 
though the preview screen does not display your data, the submission will be processed.  If you 
choose to submit your data without previewing it, review your records in the View Records 
screen to verify the data you have entered and uploaded.  You should speak with someone who 
understands browser security and is able to assist you in setting your browser security levels. 
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2. Look

will ope

3. If there isn’t a yellow bar in the browser window, the spreadsheet or data may have opened in 
a separate window. 

Look at the Task Bar across the bottom of your screen.  There should be a button, most likely an 
Excel button.   
 

Click on it to make it active, you should then see the data you selected for upload.   

Review the data, if it is the 
data you wish to upload, 
click on the Submit button, 
if not, click on the Cancel 
button.  Either way the 
Excel window will remain 
open.  You may close it at 
any point after you have 
reviewed the data.  Leaving
it open or closing it has no 

 

 above the green bar of the DWELR screen for a pale yellow bar.  Click on that yellow 
bar. 

 

 

 

 

Clicking on the yellow bar 
n the menu shown 

to the right. 

Click on the Download 
File… option and continue 
following the file upload 
instructions on the previous 
page. 

 

 

 

effect on the upload/submit 
process. 
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You may change settings on your PC so that the data will open within the DWELR screen rather 
than a separate file. 

o do so: 

2.  the top Menu click on 

 
 

 
 
 
 
4. Click on the Advanced button 

 
 
 
5. Click on the box beside “Browse in same 

window” so there is a check in the box. 
6. Save the changes by clicking on the OK buttons. 

T
1. Open Windows Explorer 

From
Tools then Folder Options 

 
 
 
 

 
3. Click on the File Types tab, scroll to XLS 

Microsoft Excel and click on that entry. 
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Data Entry / File Upload Notes 

 you are trying to enter data and do not see the links for adding or editing records, go back and 
heck to make sure that you entered DWELR using your LabID and not your PWSID. 

ates are entered as four or six-digit numbers without separators.  For example July 5, 2008 

e entered is not stored until you click on the Submit button. 

ll of data and there is an interruption in Internet service before you 
e to re-enter that data.  There are options available to you to 

 If for instance, you have daily chlorine results to enter for the entire month.  This may be 
as many as 31 records.  Don’t enter all the records then click the Submit button.  Enter a 
portion of the records, maybe records for 5 or 10 days at a time and click the Submit 
button.  You will need to be careful that you don’t enter duplicate records or omit 
records. 

 Enter your records throughout the month, m  weekly, so that you have fewer records 
to enter at one time.  Remember that the rec
AM on the 11th of the month.  If you enter your 
on the 8th of the month, when the 10th of the mo  here that data will be moved out 
of DWELR and into PADWIS.  The results will be submitted and will be available when 
your system’s compliance is checked.  How
the end of the month, any results entered in DWELR before the 11th, are now in PADWIS 
and not DWELR. They won’t be included on the DWELR Printer Friendly report.   

 Enter your records into one of the file templates and upload the file.  You can take your 
time entering the data into your spreadsheet and you will have an electronic copy 
available of the data you submitted. 

If you upload a file and find errors in one or more records, as you will see later, you can correct 
those records in DWELR.  Remember that while you corrected the records in DWELR, the file 
on your PC still contains those errors.  You may also want to correct that file as well. 

If you have not entered data into a field that is required, when you click on the Submit button 
and the validity check is performed, the system will prompt you to do so, by highlighting the 
field and moving the cursor to that field. 

After submitting your records always: 

1. Check the Error Report to make sure there are no detectable errors in your 
submissions. 

2. Go to the View Records screen and review your submissions for errors the validation 
routines may not have found. 

fter you have submitted your sample records, you may wish to print a copy of the records you 
ave submitted.  This gives you a paper copy for your records.  Please note:  The Printer Friendly 
port is cumulative (records are added with each submission) so you may wish to submit all of 

our data before printing the report.  

If
c

D
would be entered as 070508. 

Information you hav

If you have entered a screen fu
click the Submit button, you will hav
avoid this potential problem: 

aybe
ords in DWELR are moved out after 12:00 

chlorine results for the 1st through the 7th 
nth gets

ever, if you print a report from DWELR at 

A
h
re
y
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Error Reports (Water System/View Only Access) 
hen users with Water System/View Only Access, click on the Error Report link on the Main 
enu, the error report opens in a separate window as a printer friendly PDF report.  The Error 
p  

ple results, 
y of DWELR’s data entry screens. 

The Error Report displays separate tables for each of the SDWA forms used.  If a particular 
SDWA form was not used to submit data or if there were no detectable errors in the data 
submitted on a particular SDWA form, there will be no table for that particular SDWA form.  If 
there are errors in the data submitted, those errors will be listed with the sample result.  If there 
are potential compliance issues, a warning will be listed with the sample result. 
 

W
M
Re ort includes all of the sample results in DWELR for your water system (PWSID) that have
either errors or warnings of which you should be aware.  This includes all sam
regardless if they were uploaded or entered through an

  If a lab enters a PWSID incorrectly, that error will not show up on your system’s Error 
Report.  Only errors tied to the PWSID that you used when accessing DWELR will appear on the 
Error Report.  For example:  If the lab enters your PWSID as 1234566, but you accessed 
DWELR using your system’s PWSID of P1234567, that error will not appear in your Error 
Report.  Additionally, the result will not appear in the View Records screen. 
 
That error may appear in the lab’s error report if the PWSID is not valid.  If for example, the lab 
entered 1234566 as the PWSID and no system exists with that PWSID, that record would appear 
on the lab’s Error Report.  If however there is a system with that PWSID, no error would be 
generated. 
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Error Report Screen (Lab/Submit Access) 

 
After clicking the Submit button in any screen, the Error Report screen will open.  The Error 
Rep , 
which h no data 
was su here were no errors in the data submitted, there will 

 
t the MCL 

he Error Report screen or you can move to the Edit 
wenty records are shown per page. If needed, “Prev” and 
ust click submit after correcting each page of data.  If you 

click “N

Althou  
will bri

t 

ort screen opens to the SDWA-1 form.  Any records submitted using the SDWA-1 form
ave either errors or warnings of which you should be aware, will be displayed.  If 

bmitted on the SDWA-1 form or if t
be a “No errors detected” message.   

In the example above, we are looking at the SDWA-4 form validation errors.  The PWSID
doesn’t exist, neither does the location ID nor the Lab ID.  Also, there is a warning tha
for contaminant 1040 (Nitrate) exceeds the MCL. 

You can correct the errors directly on t
Records screen and edit them there.  T
“Next” links become available. You m

ext” or “Previous” without submitting the changes, those changes will be lost. 

gh the Error Report screen has much the same functionality as the data entry screens, we
efly touch on what is available on the Error Report screen. 

The form title is displayed above the data table. 

Lists of code values for Contaminant Codes, Analysis Methods and Contaminants no
Requiring Certification are available. 
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The column titles are links to short descriptions about the data to be entered into that 

SIDs.  
Similarly, you may sort the records by the Lab ID. 

arenthesis following the form name is the number of sample result records that were submitted 

sults with separate tables for each SDWA form used. 

column.  Please note:  The description of a column on one form, may differ from the description 
of a similarly named column in another form. 

If there are many records to view, sometimes it is helpful to sort the records.  By clicking on 
the Sort button in the PWSID column, you can arrange the records in order by their PW

If you choose to correct the errors on this screen, be sure to click on the Submit button 
when you are done.  Until you click on the Submit button, the edits have not been saved.   

Below the data table is a row of links corresponding to the 6 SDWA forms.  The number in 
p
on that form that have errors or warnings of which you should be aware.  In the example above, 
there was one (1) record submitted on an SDWA-4 form and one (1) record submitted on an 
SDWA-PbCu form that has errors or warning messages.  To see the errors or warning messages 
for the sample result records submitted using an SDWA form other than an SDWA-1, simply 
click on the link corresponding to the form of interest.  For example, to see results submitted on 
an SDWA-PbCu form, click on the “SDWA PbCu (1)” link. 

The Error Report screen has a printer friendly version.  If you want the printer-friendly version 
of the records shown on the Error Report screen, click on the link at the top of the page under 
the screen title.  Below is an example of a printer friendly report.  Notice the error report includes 
all of the re
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Edit Records Screen (Lab/Submit Access) 

The Edit Records screen has much the same functionality as the previous screens we have 
reviewed.  You can access a printer friendly version of the report; open lists of values for 
Contaminant Codes, Analysis Methods and Contaminants not Requiring Certification; sort by 
PWSID, Sample Date or Lab ID; and move between sample records submitted on the different 
SDWA forms  

You may make changes to any of the fields presented on this screen.  As always, you must click 

 You may 

lick on the Delete Selected 
o  not need to click on the Submit button. 

o
Options b

on the Submit button to save those changes.  If you make changes then move to another screen, 
without clicking on the Submit button the changes will not be saved. 

There is a Delete column on this screen.  If there are record(s) you would like to delete, 
select the record(s) by clicking in the box in the row of the record you wish to delete. 
select several records to delete at once. 

After selecting the record(s) you would like to delete, c
rd(s) button.  The records will be deleted; you doRec

If y u would like to delete an entire file that you uploaded, click on the More Delete 
utton. 
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Whe
Dele

itted 

ample appears below. 

If for example you wanted to delete the April 25 upload, 
1. You could preview the data first to verify that is the upload you want to delete. 
2. Select the record(s) by clicking in the box under the Delete column in the row of the 

submission you wish to delete. 
3. Click on the Delete Selected Record Sets. 
You may delete several record sets at once by selecting several record sets then clicking on the 
Delete Selected Record Sets button.   

n you click on the More Delete Options button, the Delete Options screen opens.  The 
te Options screen shows each submission you have made.  The first column shows the date 

and time the submission was made.  While the second column shows how the data was subm
to DWELR as either data entry or an upload. 

The first column is actually a link to preview a submission.  An ex
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Search Records 

The Search Record screen allows you to search for records based on the PWSID, contaminant id 
or the lab id.  Instructions are provided on the screen. 
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