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On-Line Training 
Getting Started on SampleENV 

The SampleServe Environmental Project Management Tool, 
Mobile Field App, and Data Imaging/Reporting Platform. 

(Estimated Time to Complete: 3 to 4 hours) 
 
This document is meant as your guide to learn how to set up your first project on SampleServe. 
By the time you get to the end of this document you will be proficient on using the SampleServe 
platform. We recommend that you start your first project on a fairly basic project, typically a 
sampling project that can be completed within one to two days. After you have finished your first 
project, the speed and efficiency on the 2nd, 3rd, and 4th projects increases with repetition and 
familiarity. 
 
It’s a good idea to let your client know that you are applying a new solution that will improve 
your efficiency and save them money. It’s actually a good selling point to show your clients that 
you are innovative and always looking at new ways and new techniques to save time and 
money. 
 
Because the platform has multiple interrelated parts, in order to fully evaluate the system, it’s 
best to schedule sampling relatively soon after completing the training and project set-up so that 
methods and lessons learned in the training remain fresh. 
 
It’s also important to include in the training any team members that might be part of the first 
project. It’s important to clarify roles for individuals, select the lab(s), and procure needed 
hardware.  
 
In several of the reports generated in the platform, site data is compared to published clean-up 
criteria for the jurisdiction the project is located. We have most clean-up comparison criteria 
entered for all the States within the United States and many other countries as well. If you notice 
a particular Chemical in a State is not entered or is outdated for your state and project, let us 
know. We can update that information very quickly.  
 
Laboratory participation is not required to use the platform. All lab chain-of-custodies can be 
turned into paper documents quickly and easily. Labs not currently participating with the lab 
portion of the platform, simply do manual data entry, as before, from the paper documents. 
The process is more efficient with lab participation, however, if your lab is not already 
participating, it’s suggested that you make the lab aware that you will be using a new sampling 
software system and invite them to participate and make them aware that lab participation is 
free to laboratories.  
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A compatible Android field tablet and a mobile printer (printer is optional but suggested) are 
needed to work the SampleServe field application. This equipment can be ordered directly from 
a third-party supplier via the SampleServe website here. Lease options are also available 
through SampleServe, you can learn more here.  
 
Create an account with SampleServe, click here. 
 
STEP 1 - Create Your Account and Workspace URL  
 
What is a Workspace?  
A workspace is a unique URL created for you to use as your place to store your SampleServe 
projects. The best way to think of it is that it's similar to a file cabinet. This “file cabinet” is where 
you place individual project folders. You can have as many URLs (file cabinets) as you like. The 
projects places in URL (file cabinet) will typically be grouped together in like categories so that 
one URL is used for each office location or maybe each client with multiple projects, or some 
combination thereof.  
 
For instance, if your company has several offices you may want your workspaces to be 
organized by office. (Example: company-city.sampleserve.com) Each office in each city can 
have its own unique workspace. You may want to organize your workspace by client, in this 
case you would have it organized by your company and then client name (Example: company-
client.sampleserve.com). You might want a combination of the two (Example: company-city-
client.sampleserve.com), or the reverse. The main takeaway is that you can have as many 
URLs as you like and no matter how many you have, all URLs and projects you have created or 
have been invited to, will show up on your dashboard when you log in. If you have a large 
number of projects across multiple offices and/or clients, you may want to give this some 
thought as to how these URLs and project storage will work best for you and your organization.   
 

❏ Setup Account and Workspace(s): Setup a workspace for your first project. You can find 
a short video tutorial on how to create your user account and how to set up your first 
workspace (URL) here. 

 

❏ Start New Project: Enter the basic site information (name of the project, address, etc..) 
about the project. You can find a short video tutorial on how to start a new project here. 
 
User Access Discussion: There are three “types” of users, 1) Owner, 2) Administrative, 
and 3) Field Technicians. Each user has different levels of access and privileges. A 
discussion of each type of user is outlined below. It's important to consider the duties 
you want the invited user to perform when choosing which level of invitation, you want to 
convey.  
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Please also note: The level at which you invite somebody, either the workspace level or 
the project level is important. If you invite a new user at the project level, while you're in 
that particular project, they will only be invited to that one project. If you invite them at 
the higher workspace level, they will be invited to all of the projects within that particular 
workspace. 

 
❏ Owner - The owner of the workspace is the user that created the URL from the 

beginning. The owner can invite other administrative individuals and they can 
also invite field technicians. Owners can also delete administrative individuals 
and field technicians as well. Owners can create new projects and delete existing 
projects and they can also upload new data and delete old data. Ownership of a 
workspace URL can be transferred; however, owners cannot be deleted until 
ownership has been transferred to another user first. There is only one owner 
allowed per workspace.  

❏ Administrative - Administrative users have all the rights and privileges of an 
owner with the exception that they cannot delete an owner. They can invite new 
administrative users and field technicians and they can delete them as well . 
They can also add or delete data too. 

❏ Field Technician - Field technicians can only enter data by direct upload via the 
mobile field app.  They cannot invite other users or delete projects or data. 

 

❏ Add Users: Add users to the various workspaces. You can find a short video tutorial on 
how to add new users to an entire workspace or an individual project here. 

 
 
STEP 2 - Project Setup 
In this step, the goal is to create an individual project(s). The primary objective in this step is to 
get all the historical information loaded for the project. Information like sample locations, well 
construction details (if any), historical field data, historical lab data, site maps, and other images 
like cross-sections, etc...  We will then locate the sample locations/monitoring wells on each of 
those maps and/or images. 
 

❏ Start New Project: If you haven't already done so (previously covered in Step 1) you will 
enter basic site information (name of the project, address, etc..) about the project. You 
can find a short video tutorial on how to start a new project here. 

 

❏ Enter or Upload Sample Locations/Well Construction Data: Sample locations and/or well 
construction details and information can be entered either individually one at a time, or 
via a bulk “drag and drop” upload feature.  You can find a short video tutorial on how to 
upload sample location/well construction information here. 
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❏ Upload Sample Location Photos (optional):  You can upload existing photos of sample 
locations or monitoring wells that you may have, if any (not required). Please note that 
photos taken with the mobile field app will automatically upload to the correct project and 
sample location/monitoring well indicated on the mobile field app. You can find a short 
video tutorial on how to upload historical sample location well photos here. 

❏ Add Maps and/or Images to Your Project: You can upload an unlimited number of base 
maps, cross-section images, aerial photographs, and other types of graphics that you 
want to present and/or map your sampling data on. Please note you can have multiple 
copies of the same image and show different data on each image. For instance, you 
may want one image to represent upper aquifer monitoring well locations and a copy of 
that same image represent lower aquifer monitoring while locations, or any combination 
thereof. You can find a short video tutorial on how to upload and create maps and other 
graphics here. 
 

❏ Locate Sample Locations on your Maps and Images:  After you've uploaded your sample 
locations and your maps and images; you'll want to place each sample locations on the 
new map or image. Once created, you will not have to do this again unless you add a 
new sample location or monitoring well. You can find a short video tutorial on how to 
locate sample locations on a map or image here. 

 

❏ Generating a satellite map from GPS locations: If you don’t have a base map, we have 
created the ability to generate a satellite map/image from sample location GPS 
coordinates. You can find a short video tutorial on how to generate satellite maps here. 

 

❏ Upload Historical Lab Data: We've created the ability for you to upload your historical 
laboratory data fairly simply. If you have historical lab data for your project, feel free to 
upload all of your data. There is no charge to upload historical lab data. You can find a 
short video tutorial on how to upload historical lab data here. 

 

❏ Upload Historical Field Data: We've created the ability for you to upload your historical 
field data in a very simple fashion. If you have historical field data for your project, feel 
free to upload all of your data. There is no charge to upload historical field data. You can 
find a short video tutorial on how to upload historical field data here. 

 

❏ Selecting or Adding Your Lab: If you have a preferred lab already selected, we will show 
you how to select your lab or add your lab if they are not already added.  Laboratory 
participation is not required. All lab chain-of-custodies can be turned into paper 
documents quickly and easily. Labs not currently participating simply do manual data 
entry from the paper documents as they always do. At minimum, having the lab 
participate so that you can select from their lab analytical parameter menu is helpful. 
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Feel free to invite your selected lab and remind them that lab participation is free. You 
can find a short video tutorial on how to select or add your lab here. 

 
 
STEP 3 - Creating a Work Scope 
In this step, the goal is to create and schedule a sampling events to be completed in the future. 
Commonly called a “work scope” or a “sampling event”. You will learn how to schedule a work 
scope event and pull the analytical parameters (tests) directly from the selected laboratory 
interface. You’ll learn how to add those parameters to each sample location, and how to change 
sample methods or just collect water level elevation only. We will also save time by coping an 
existing work scope to create a new work scope in the future. You will also learn how to 
generate sample bottle orders and enter lab billing information. We will then review how to 
create and utilize custom field data collection forms. 
 

❏ Scheduling a Sampling Event and Creating the Work Scope: Here you’ll learn how to 
schedule one sampling event or any number of events in the future. You’ll learn how to 
quickly copy a past and event and create a new event with similar work scope. You’ll 
also learn about selecting your Analytical Parameters from your selected lab’s analytical 
menu and selecting parameters for each sample location including the selection of your 
QA/QC parameters, locations, and quantities. You can find a short video tutorial on how 
to schedule a sampling event work scope here. 

 

❏ Duplicate and/or Edit a Sampling Event Work Scope:  Here you’ll learn how to Quickly 
create a new sampling event at work scope by copying an existing sampling event work 
scope and then editing the event to create a new work scope. You can find a short video 
tutorial on how to duplicate and edit a sampling event work scope here. 

 

❏ Confirming Bottle Order/Lab Billing Info: Here you’ll learn how to enter and view bottle 
orders, send bottle orders, and filling out lab contact, P.O., and any needed billing 
information for the laboratory. You can find a short video tutorial on how to enter and 
view sample analytical parameter and billing information here. 

 

❏ Creating and/or Selecting a Customized Data Collection Form(s): Here you will learn 
how to create a custom data collection form and how to add the completion of the 
custom collection form to the work scope and how to select specific sample locations 
you would like the form to be used on. You can find a short video tutorial on how to 
create and select customized data selection forms here. 
https://app.intercom.com/a/apps/ssgdt50n/articles/articles/5324510/show 
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❏ View and Add/Edit Project Personnel Contact Information:  Here we will teach you how 
to enter project personnel contact information. This is not to be confused with inviting 
somebody to be able to work on the project. This section of contact information is about 
being able to literally contact people. For instance, it may be the gas station manager or 
an adjacent property owner contact information, if for instance you need to be able to 
call that person prior to accessing their property. Invited users will also be listed here as 
well. You can find a short video tutorial on how to add and view project personal contact 
information here.  
 

❏ View Completed Event Work Scopes: You'll learn how to view completed work scopes 
from a dropdown list. You may want to use these completed work scopes too create new 
work scopes in the future or view completed field data. You can find a short video tutorial 
on how to view completed works scopes here.       
 

❏ Pre-Print Sample Labels When You Don’t Have a Mobile Label Printer: It may be that 
you don't do enough sampling to warrant a field printer or maybe you're just starting out 
and before you make the investment in a printer you want to give it a try. Here we will 
teach you how to pre-print your labels so that you can give the application a try without 
having to have a mobile field label printer. You can find a short video tutorial on how to 
pre-print your labels using a LaserJet printer here.  
 

❏ Pre-Print a Chain-of-Custody (When Using a Non-Participating Lab): Many don't feel 
comfortable switching to a digital chain-of-custody just yet. In these cases, you can pre-
print a nearly complete paper chain-of-custody prior to commencing your sampling 
event. You simply fill out the date and time for each sample collected and then place the 
completed paper chain-of-custody in the cooler prior to shipment. This saves a 
significant amount of time on manual completion of the COC and also includes all the 
project detail on the chain-of-custody. You can find a short video tutorial on how to pre-
print a paper chain-of-custody here.   

 
 
STEP 4 – Mobile Field App and Data/Sample Collection 
In this session, the goal is to teach you how to use the field app. Load the app onto a device, 
login to your account, and then synchronize your account and download your pending field 
event work scope(s). You’ll learn how to sort sample locations and find your location quickly and 
efficiently. We’ll teach you how to collect the data and samples and print sample labels in the 
field. In addition, you’ll learn how to work with multiple people in the field and share up-to-date 
information with others in the field.  
A compatible Android field tablet and a mobile printer (printer is optional but suggested) are 
needed to work the SampleServe field application. This equipment can be ordered directly from 



 

Training - Getting Started   SampleServe.com   Page 7 of 10 

a third-party supplier via the SampleServe website here. Lease options are also available 
through SampleServe, you can learn more about leasing here.  
 

❏ Load Mobile Field Application: If you purchase or lease a tablet directly from us it will 
arrive pre-loaded with SampleServe's mobile field application. If a tablet was procured 
otherwise, a quick search for “SampleServe” in the Google Play Store will locate the 
Field Application. You can find a short video tutorial on how to download and sign-in to 
the mobile field app here. 

 

❏ Pairing Your Printer: If you purchased or leased a printer and tablet combination, our 
supplied tablet/printers come pre-paired and loaded with SampleServe's mobile field 
application. If a printer was procured otherwise, you will need to pair the printer to your 
tablet. You can find a short video tutorial on how to pair your printer to your tablet here. 

 

❏ Downloading Works Scopes to Your Device: We will teach you how to download your 
work scope to your device. You will also learn about sorting sampling locations from 
clean to dirty or alpha-numerically and how to use the device to navigate to a sample 
location. You can find a short video tutorial on how to download work scopes to your 
device here. 

 

❏ Re-Synchronize Field Events and Work Scopes: On occasion a Project Manager may 
modify a work scope on short notice. In this case, the Field Technician needs to re-
synchronize the mobile device to get the latest project work scope updates. You can find 
a short video tutorial on how to refresh and re-synchronize your field events or project 
work scopes here. 

 

❏ Taking a Sample Location Photograph: This is actually pretty straightforward. How to 
take photos of your sample location. You can also learn more about Taking Sample 
Location Photos here. 
 

❏ Collect Field Data and Samples: There are several types of sample methods We will 
overview the various ways and then go into more detail on entering data and navigating 
the various screens and data entry pages. You can also learn more about Collecting 
Field Data here. 
 

❏ Low Flow Groundwater Sampling Data Entry Process: We will show you how to operate 
and navigate the low flow sampling calculator that is built into the application. You can 
also learn more about the Low Flow Calculator here. 
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❏ The 3-part Authentication and Printing Sample Labels: We will go over how the sample 
collection documentation including the 3-part user authentication with its username, 
signature, selfie, and date/time stamp, and GPS location work. You can also learn more 
about the 3-part User Authentication and Printing Sample Labels. 

 

❏ Edit Sample Locations and Mark as “Compromised” if Needed: We will teach you how to 
edit and update a sample location if it has been entered incorrectly and also how to mark 
and document the sample location as “compromised” if for some reason you are unable 
to sample it. You can also learn more about marking Sample Locations as Compromised 
here. 

 

❏ Adding a New Sample Location if Needed: Sometimes you need to add a new sample 
location on the fly in the field or maybe it’s a new project and all sample locations are 
new. We will teach you how that works. You can learn more about Adding a New 
Sample Location here. 

 

❏ Re-printing a Label and Applying the labels and QR Codes to bottles:  We will also show 
you how to apply our unique three-part labels with QR codes. You can also learn more 
about generating Printing Labels here. 
 

❏ Creating an Alias Sample ID:  We will also show the optional ability to re-name your 
sample with an alternate ”Alias” name (while maintaining the original sample location 
identity) and creating an alias name for the sample location here. 

 
 
STEP 5 - Transfer Samples to a Lab (Digital Chain-of-Custody) 
 

❏ Transfer Samples to the Lab w/ Digital Chain-Of-Custody: We will teach you how to 
complete and send the digital chain-of-custody to the Laboratory (For labs using the D-
COC. You can learn more about generating a Digital Chain-Of-Custody here. 

❏ Digital Chain-Of-Custody Printed as Paper COC (if needed): We will teach you how to 
complete and send the digital chain-of-custody and, if needed, print a paper chain-of-
custody for use with non-participating labs. You can also learn more about generating a 
Digital Chain-Of-Custody to be printed here. 
 

❏ Printing Cooler Custody Seals: The SampleServe has a unique feature in that it prints a 
custody seal with the project information on it and the correct number of coolers involved 
with the shipment being sent to the laboratory. You can also learn more about 
generating and printing a Custody Seal(s) here. 
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❏ Sharing the D-COC Information: The collected field data and the D-COC are 
immediately shareable from the mobile device as both a CSV and as a PDF. We will 
demonstrate how that is done. You can also learn more about generating and sharing 
our D-COC, Field Data, and Custom Forms here. 

❏ Sharing Field Data and Custom Form Information: The collected field data and any 
custom forms data is immediately shareable from the mobile device as both a CSV and 
as a PDF. We will demonstrate how that is done. You can also learn more about 
generating and sharing our Field Data and Custom Forms here. 

 
 
STEP 6 - Reporting & Graphics 
In this session, the goal is to teach you how to create detailed and informative custom graphics 
quickly and efficiently. We’ll teach you how to create all the various graphics listed below and 
how to save each setting so that when you come back to the site at a later date, your settings 
are saved, and graphics can be completed even faster. 
 

❏ Data Box Maps: You will learn how to create and customize your unlimited number and 
variations of data box maps. Customized with the chemicals you want, the dates you 
want, the locations you want, all compared to the clean-up criteria you want, including 
site-specific criteria you may have developed for your project. You can also find how to 
generate Data Box Maps here. 

❏ Groundwater Flow Contours: Groundwater contours have never been developed faster 
and with more ease. We will show you how to create different maps for different needs 
and/or aquifers and how to turn data points off and on, how to save your settings, and 
how to change contour intervals for your specific data story you are trying to tell. You 
can also find how to generate Groundwater Flow Contours here. 

❏ Iso-chemical Contours: Iso-chemical is also developed quickly and easily. Again, we will 
show you how to create different maps for different needs, different chemicals, and 
different spills/plumes if needed. We will show you how to turn data points off and on, 
how to save your settings, and how to change contour intervals for the iso-chemical 
story you are trying to tell. You can also find how to generate Iso-chemical Contours 
here. 

❏ Free Product Contours: Free product thickness contours can also be contoured simply 
and easily. Again, turn data points off and on and save your settings so that future 
reports can be completed even quicker. LNAPL or DNAPL product plumes, they can 
both be done quickly and easily. You can also find how to generate Free Product 
Thickness Contours here. 
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❏ Analytical Graphs: You will learn how to graph your analytical data quickly and simply in 
seconds. Pick your locations, pick your chemicals, pick your dates, then generate your 
graphs in seconds. You can also find how to generate Analytical Data Graphs here. 

❏ Groundwater Elevation Graphs: You will learn how to graph your groundwater elevations 
relative to the monitoring well-screened interval. This is useful when looking for DNAPL 
relative to the screened interval. This visual shows you proper placement for your 
specific purpose. You can also find how to generate Elevation Data Graphs here. 

❏  Combination Graphs: This graph is particularly useful when graphing groundwater 
elevation and contaminant concentration on the same graph. Correlation of groundwater 
elevation to contaminant levels helps visualize and analyze possible causes and effects 
of contaminant fluctuation. You can also find how to generate Combination Data Graphs 
here. 

❏ Field Data Graphs: You will learn how to graph your field data quickly and simply in 
seconds. Pick your locations, pick your parameters, pick your dates, then generate your 
graphs in seconds. You can also find how to generate Field Data Graphs here. 

❏ Analytical Data Tables and Field Data Tables:  Customized with the chemicals you want, 
the dates you want, the locations you want, all compared to up to 3 different clean-up 
criteria you select, including site-specific criteria you may have developed for your 
project. You can also find how to generate Lab Data tables here. 

❏ Combining PDF Files into One File: We will teach you how to combine all your separate 
graphics into one large PDF for export here. 

❏ Raw Data Download: Whether it’s for your own record-keeping and back-up, or you want 
to export data into another software platform for some other purpose, we will show you 
how you can download all your raw data for your entire project anytime you want to. You 
can also find how to Download All Your Raw Data here. 

❏ Download Base Maps: Sometimes you just want a paper base map in your hand. We will 
show you how to download and print any project map, anytime you want. You can also 
find how to Download All Maps here.  


