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LOGGING INTO EMSWEB 
 

1. Go to the NAVFAC Portal (https://portal.navfac.navy.mil) 
2. Go to eTools in the upper left corner 
3. Select EPRWeb.  If you do not have EPRWeb as a menu item, you may select More Links and add it to your drop down list.  

 
 

 
4. Login to the US Navy Environmental Portal utilizing your CAC PKI Certificate.   

https://portal.navfac.navy.mil/


MAR 2013 

 

4 

5. If you are a New User, please contact your EMS Coordinator for details on how to request an account. 
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6. Select EMSWeb (IE7 Required).  Internet Explorer 7 or higher is required to adequately run EMSWeb. 
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ENTERING LOCATIONS IN EMSWEB 
 

1. From the Home Screen, click on EMS. 
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2. This will automatically take you to the list of Locations associated with the Installation you are viewing from.  If there are Installations 

located beneath the Installation you are viewing from, they will be shown as well.  In the example below, since the User is viewing from 

WPNSTA Yorktown, locations belonging to Cheatham Annex, New Kent, and Yorktown Fuels will also be shown. 

3. Scroll the mouse over the EMS Data link and you will receive the option to view other Installation items, such as Equipment, Permits, etc. 
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4. To enter a new location, click New Location. 
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5. You will then be prompted to add a location.  Fields marked with an asterisk are required. 

6. Once you have entered the Building # and Location Name, you may save the location by clicking Save Location. 
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7. The User will then be shown an overview of the Building/Area information that was entered. 

8. You may return to the list of locations by scrolling over EMS Data and then selecting Locations.  

 

 
 

 

 

 

 

 



MAR 2013 

 

11 

EDITING LOCATIONS IN EMSWEB 
 

1. To Edit a specific location, the User must select a location.  You may either select the specific row that needs to be edited, or filter for the 

location by clicking on the binoculars . 
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2.  The User will then be presented with an overview of the selected location.  To edit the location, select Edit. 
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3. You will then be prompted to edit the location.  Fields marked with an asterisk are required. 

4. Once you have completed the edits, you may save the changes by clicking Save Location. 
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PRINTING A LIST OF LOCATIONS IN EMSWEB 
 

1. From the Locations Table, click on the drop down arrow located to the right of the Printer. 

2. Select Default Export from the drop-down menu. 
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3.  You will then be prompted to either Open or Save the Excel spreadsheet (Locations.xls). 
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4. If the user selects OPEN, then the Locations spreadsheet will contain the information noted in the screenshot below. 

 

 
 



MAR 2013 

 

17 

ENTERING EQUIPMENT IN EMSWEB 
 

1. From the Home Screen, click on EMS. 
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2. Scroll the mouse over the EMS Data link and select Equipment. 
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3. The user will then see a list of equipment associated with the Installation you are viewing from.  If there are Installations located beneath the 

Installation you are viewing from, they will be shown as well.  In the example below, since the user is viewing from WPNSTA Yorktown, 

equipment belonging to Cheatham Annex, New Kent, and Yorktown Fuels will also be shown. 

4. To enter new equipment, click New Equipment.  Please ensure that when entering new equipment, the appropriate viewing location is shown 

in the upper right. 
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5. You will then be prompted to add the piece of location.  Fields marked with an asterisk are required.  The Equipment Name should be the 

Event Name that was used in ECCS (i.e. YK-1595-AST-05). 

 

RECOMMENDED/REQUIRED FIELDS FOR ENTRY  

 

Equipment Name:  Event Name 

 

Location:  Enter the building/area of the equipment.  This is a drop-down that is 

built off of the locations already in the system.  If a building/area is not shown, 

then the user should go back and enter the building/area first. 

 

Equipment Type:  Enter the type of equipment being entered (e.g. AST, Fume 

Hood, Grease Trap, etc.) 

 

Media:  Select the Environmental Media potentially affected by the equipment 

(e.g. Air Quality, Solid Waste, etc.) 

 

6.  Once completed, click Save Equipment to enter the new equipment. 
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7. The user will then be directed to the profile view for the new piece of equipment. 

8. The user may then return to the list of equipment by either scrolling over EMS Data and choosing Equipment, or clicking on the highlighted 

link shown below. 
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EDITING EQUIPMENT IN EMSWEB 
 

1. From the Home Screen, click on EMS. 
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2. Scroll the mouse over the EMS Data link and select Equipment. 
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3. The user will then see a list of equipment associated with the Installation you are viewing from.  If there are Installations located beneath the 

Installation you are viewing from, they will be shown as well.  In the example below, since the user is viewing from WPNSTA Yorktown, 

equipment belonging to Cheatham Annex, New Kent, and Yorktown Fuels will also be shown. 

4. To edit equipment, the user may either filter for the equipment using the binocular function or may select the equipment name.  When editing 

equipment, ensure the appropriate viewing location is shown in the upper right. 
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5. Once you have opened the piece of equipment, follow the instruction from the previous section (Entering New Equipment) for the appropriate 

entry fields. 
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PRINTING A LIST OF EQUIPMENT IN EMSWEB 
 

1. From the Equipment Table, click on the drop down arrow located to the right of the Printer. 

2. Select Default Export from the drop-down menu. 
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3. You will then be prompted to either Open or Save the Excel spreadsheet (Equipment.xls). 
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4. If the user selects OPEN, then the Locations spreadsheet will contain the information noted in the screenshot below. 
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SETTING AN INSPECTION SCHEDULE 
 

1. Click on Audits/Inspections.  This will take you to the Audits/Inspections Area.  From here you may create inspections, view/edit findings, 
create checklists, etc.  
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2. To create a new inspection schedule, click New/Audit Inspection. 
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3.  You will then be prompted to enter the General 
Information for the Inspection.  Fields marked with an asterisk 
are mandatory.  Please use the following criteria when setting 
the General Information: 

 
- Name:  [Event Name] EPS [Type of Inspection] 

Example – YK-1595-AST-05 EPS Quarterly Tank Inspection 
 

- Organization:  Should be set automatically 
 

-  Lead Auditor/Inspector:  EPS performing the inspection 
 

- I am Evaluating:  Equip. /Resource for EPS Inspections 
 

- Internal/External:  Internal for EPS Inspections 
 

- Recurring Evaluation 
 

4.  Click Next 
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5.  Select the piece of equipment by checking the box that you will be inspecting, and then click Add.  After you have done this, a check box 
should appear next to the equipment name. 

6. Click Next.  
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7.  You will then be prompted to assign a template to your 

inspection. 
 

8. Click on Add Template. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



MAR 2013 

 

34 

9.  You will then be prompted to select your template 
from the Checklists available at the Installation in which you 
are working.  Fields marked with an asterisk are mandatory.  
Please use the following criteria when adding a template: 

 
- Template:  All EPS templates should begin with EPS in 

the naming convention 
 

- Media:  Should be set automatically after selecting a 
template 

 
-  Auditor/Inspector:  EPS performing the inspection 

 
- Evaluation Type:  Inspection 

 
 

10. Click Save. 
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11.  You should then be returned to the Assign Templates Section. 
12.  Click Next. 
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13.  You will then be prompted to set the recurrence schedule. 

 
14. Choose the Interval (Daily, Weekly, Monthly, Yearly). 

 
15. Enter the Recurrence Details.  The example shows an 

Inspection occurring every 3 months (Quarterly) on the 5th Day. 
 

16. Select the Start Date. 
 

17. Select the End Date.   
 

18. Click Next. 
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19.  You will then be taken to a screen showing the overview of the Inspection. 
 

20.  If everything is correct, click Submit. 
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21.  You will then be prompted that this operation is non-reversible.  Once an inspection schedule is submitted, it may not be altered.  If there is 
an error, then you will have to delete the inspection schedule and start fresh. 
 

22.  Click Submit. 
 

23.  The inspection has then been submitted and assigned to the appropriate EPS.  The EPS should then receive an email notifying them of the 
assignment. 
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VIEWING/FILTERING ASSIGNMENTS 
 

1. In order to view your assigned Tasks/Inspections, Click on the Home Icon located on the Blue Banner. 
2. Click on the Tasks Icon located on the White Banner.  
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3. This will then display all Tasks assigned to an Individual.   
4. In order to filter the assigned Tasks on a certain time frame, click on the Binoculars in the right corner. 
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5.  From the Filter Section, a user may filter their tasks based on a variety of inputs.  In the example below, the filter is set to sort on the 
second quarter of FY12. 

6. The user can then complete the filter by clicking the Search Button. 
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7. This will then only display the task associated with the entered criteria. 
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8.  From here, the user may then save the filter by click the binoculars and selecting Save As. 
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9.  The user will then enter a name for their query and select Save. 
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10.  The user will then be able to click on the binocular drop down and view/set all saved queries. 
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CONDUCTING AN INSPECTION IN EMSWEB 
 

1.  Go to your Task Menu and select the Inspection that you would like to perform. 
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2. Once you have selected the Inspection you would like to enter, you will be directed to the Checklist Item Profile. 
3. From here, you may either Enter the Checklist or Print the Checklist.  
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4.  Once you select Enter, you will be taken to the Checklist for the Equipment you are Inspecting (Shown Below). 
5. From here, enter text box fields located under Inspection Info and Additional Info. 
6. You may also enter individual comments for each question under the Comments field. 

 

 

FIELDS FOR ENTRY 

COMMENTS FIELD 
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7. Enter either Compliant, Noncompliant, or N/A for each Inspection Checklist Question. 
8. If you have a Finding to enter, click on the Add Finding diction located next to the radio boxes.  Please see the ENTERING A FINDING IN 

EMSWEB section on how to perform this operation.  Please ensure that you enter all findings before completing the checklist. 
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9.  Once you have responded to all checklist questions, as well as entered all applicable findings, you may Finalize and Submit the Inspection. 
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10.  The checklist will then be entered into the system. 
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ENTERING A FINDING IN EMSWEB FROM AN INSPECTION 
 

1.  To enter a Finding while completing a checklist, mark the question as Noncompliant and click Add Finding. 
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2.  This will take you to the New Finding Entry Sheet.  Fields marked with an asterisk are required and discussed below. 
 

REQUIRED FIELDS FOR ENTRY 
 
Auditor:  EPS performing the Inspection 
 
Media:  The media being inspected. 
 
Date Observed:  Date the inspection/finding was observed in the 
field. 
 
POC:  Point of Contact at the location inspected. 
 
Finding Type: Compliance or EMS 
 
Finding Category:  If Compliance, then enter Regulatory. 
 
Subject:   
 
Preliminary Root Cause:  Select from a drop down list. 
 
Evidence/Description:  Enter the evidence as to why there is a 
deficiency. 
 
General Reference:  Enter “Other” 
 
Citation Code:  Enter the same value as what is in Checklist 
Name. 
 
Repeat Finding:  If this is a repeat finding, then check the box.  

  
3.  Once you have entered all of the required fields, you can submit the finding by clicking Save and Finalize. 
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ENTERING AN INDEPENDENT FINDING IN EMSWEB 
 

1. To enter a Finding independent of a checklist, click on Audits/Inspections.  Please ensure that you are viewing from the appropriate 
Installation location before entering the finding. 
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2. Click on Findings. 
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3. Click on New Independent Finding. 
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4. This will take you to the New Finding Entry Sheet.  Fields marked with an asterisk are required and discussed below. 
 

REQUIRED FIELDS FOR ENTRY 
 
Auditor:  EPS performing the Inspection 
 
Media:  The media being inspected. 
 
Date Observed:  Date the inspection/finding was observed in the 
field. 
 
POC:  Point of Contact at the location inspected. 
 
Finding Type: Compliance or EMS 
 
Finding Category:  If Compliance, then enter Regulatory. 
 
Subject:   
 
Preliminary Root Cause:  Select from a drop down list. 
 
Evidence/Description:  Enter the evidence as to why there is a 
deficiency. 
 
General Reference:  Enter “Other” 
 
Citation Code:  Enter the same value as what is in Checklist 
Name. 
 
Repeat Finding:  If this is a repeat finding, then check the box.  

  
5. Once you have entered all of the required fields, you can submit the finding by clicking Save and Finalize. 
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RESOLVE A FINDING IN EMSWEB 
 

1. To resolve a Finding in EMSWeb, click on Audits/Inspections.  Please ensure that you are viewing from the appropriate Installation location 
where the finding was noted. 
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2. Click on Findings. 
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3. Scroll over the appropriate Finding to resolve and click anywhere on the row. 
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4. The finding will need to first be assigned to the appropriate POC for action.  Click on Assign. 
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5. Enter the Assigned POC. 
6. Enter the Resolution Target Date. 
7. Enter the Risk of the Finding. 
8. If the finding is generated from either an Internal or External Audit, then a POAM is required and the appropriate box must be checked. 
9. Click Save. 
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10. If a POAM is required, then a link to create the program will be created on the overview as shown below.  Internal/External Audits require a 
POAM, while EPS findings do not.  For information on how to resolve the finding without a POAM/CAPA, please move to step 24.  To create 
the POAM/CAPA, click on the highlighted area shown below. 
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11. The user will then be taken to the POAM/CAPA development page.  To create the Corrective and Preventative Actions, click on Edit CAPA. 
 

 
 
 
 
  
 
 
 
 
 



MAR 2013 

 

65 

12. The user should then enter the Corrective Action, as well as the Preventive Action.  
13. Click Save CAPA. 
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14. The user should then click Create a POAM for this Finding.  
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15. The user should then enter the following information:   
 

POAM NAME:  It is recommended that the assigned user place 
their last name in the nomenclature to ensure easy lookup. 
 
Plan of Action Synopsis:  Summary of the 
corrective/preventative actions planned. 
 
Target Date:  The targeted completion date for all milestones. 
 
Settings:  Check this box if this finding deals with an External 
Audit.  

 
16.  Click Save POAM. 
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17. The user will then be directed to create Milestones for the Finding. 
18. To create a new milestone, click New Milestone. 
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19.  The user should then enter the following information: 
 

Milestone Name:  Name of the respective milestone. 

 

 

Plan of Action:  Overall summary of the Plan of Action. 

 

 

Target Date:  The date targeted for completion of the respective milestone. 

 

 

Progress:  Current progress towards completion. 

 
20. Click Save Milestone. 
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21. The user will be returned to the POAM/CAPA Screen.  As milestones are entered, the overall progress will be averaged from the progress of 
each milestone. 

22. To return the main profile of the finding, click on the icon shown below.  
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23. Click on Profile. 
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24. Once all milestones are complete and the finding is ready to be resolved, the user should click Resolve.  For findings that do not require a 
POAM, the assigned user can perform this action once the finding has been corrected. 
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25.  The user should then enter the following information: 
 

ISO 14001 Reference:  The applicable EMS reference. 

 

 

Root Cause Code:  The reason for the deficiency (i.e. Training is 

inadequate or ineffective, No training is conducted, etc.) 

 

 
Root Cause Description:  Detailed explanation of the reason for 
the deficiency. 
 
 
Corrective Action:  The summary of the corrective actions taken 
to fix the deficiency. 
 
 
Preventive Action:  The summary of the preventive actions taken 
to prevent recurrence of the deficiency.     

 

 
 

26. Click Save. 
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27.  Once the finding has been resolved, it may then be closed.  Click Close. 
 

 
 

28.  The finding has been adequately resolved. 


