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1. Introduction 

1.1. Purpose of the Document 

This document explains the steps to install the C – 

Screener v1.4.1 App, its Advanced app operations and 

sample use cases. 

1.2. System Responsibilities 

This application is intended to streamline the process 

of screening for COVID-19 symptoms or exposure 

before someone is allowed entry into the workplace. 

1.3. Version History 

Sr. No Version Name Date 

1.  C – Screener v1.1 3rd – 02 - 2021 
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2. User Guide 

2.1. Administrator Check List 

Step 1: Assign an email address where all the App user 

daily checklists will be sent. This could be any email 

address such as a general email address your company 

has or a new email address that you create on your 

company’s email system. Alternatively, you can create 

an email address on GMAIL, YAHOO, 

MICROSOFT, or any other email service. 

Step 2: Provide this email address from step 1 to all 

the App users to enter it in “Destination Checklist 

Email Address” in the App settings area. 

Step 3: Ask the App users to download and install the 

free “C-Screener” App from Apple Store (iPhones) or 

from Google Play store (Android phones) and enter 

the email address provided in the “Destination 

Checklist Email Address” area. 
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2.2. Download Software 

Download the free “C-Screener” App from App Store 

(iPhone) or Play store (Android phones). 

 

  

Figure 1 Figure 2 
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2.3. System Navigation 

Step 1: After installing the 

App, you will now be 

prompted to enter your user 

information.  There are two 

options available for the user 

information entry currently.  

Enter your details manually as 

described with Steps 2 thru 5.  

Step 2: Enter your name, your 

phone number, and your email address where you can 

be contacted in the event you have been accidentally 

exposed to someone with COVID-19 symptoms.  

These are required entries. 

Step 3: Enter the “Destination Checklist Email 

Address” provided by your company in the indicated 

place.  This is a required entry.  

Figure 3 
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Step 4: The Subject Suffix is an 

optional entry that is used for 

more advanced operation.  

Leave this entry blank if just 

setting up for basic operations. 

Step 5: Tap the SAVE button.  

This will now create your 

default Profile List and App 

user.  The App is now ready for 

use. 

Step 6: Before entering your 

workplace open the App, fill out the checklist, and 

then tap Next.  Please note, that having one or more 

symptoms will deny yourself access to your 

workplace. 

  

Figure 4 
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Step 7: Currently, if you are 

completing the checklist for 

yourself, either tap the Email 

button to send your 

transmission using your email, 

otherwise tap Text Message to 

send your transmission using a 

text message.  If you are 

completing this checklist for 

someone else, this type of App 

operation is illustrated as part 

of the Advanced App Options further below. 

Note: The preferred method of sending the checklist is 

by Email as it will allow your checklist administrator 

to easily identify the sender. If for some reason you 

cannot send Email, e.g., you do not use your 

smartphone for email, you can send the checklist by 

Figure 5 
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Text message. In this case, your phone number will 

appear as the sender of the checklist. 

 

 

After sending your Email or 

Text message to your 

Checklist Administrator, you 

will be advised that your entry 

is allowed into your 

workplace. 

  
Figure 6 
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2.4. Menu Options 

Tap the Menu icon on the 

top left-hand side of the 

checklist screen to observe the 

menu options that are available.   

The menu options to select from 

include  

• Profiles,  

• Feedback,  

• How To,  

• Citations,  

• Privacy Policy and  

• FAQ’s.   

You can also view the version and copyright of the 

App here as well at the bottom of the screen. 

Figure 7 
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Profiles: 

Profiles are used to allow the 

C-Screener App user to 

quickly configure the App for 

different use scenarios. A 

default profile is automatically 

created when the user first 

enters their Name, Phone 

Number, Email Address and 

Destination Checklist Email 

Address. If the App user will only be visiting a single 

location and only submitting a checklist for themself, 

the default profile is all that is needed, no other setup 

is required. The Profiles area will be illustrated in 

further detail in the Advanced App Options area 

further below, along with other sample use case 

scenarios and their setup within the C-Screener App. 

 

Figure 8 
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Feedback: 

The Feedback selection allows you to send your 

feedback and comments about the App to the 

developers.  You may send feedback either using 

Email or via a Text Message, your preference. 

 

 

 

 

Figure 10 - Email Feedback Figure 9 - Text Message Feedback 
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How To: 

The “How To” selection will open 

your browser such that you can 

view the How-To instructions on 

your device. 

 

 

 

 

Citations: 

The Citations selection 

contains handy web links to 4 

citations with advice and 

guidance regarding COVID-

19.  These include the World 

Health Organization, the 

Government of Canada, the 

Ontario Ministry of Health 

Figure 11 

Figure 12 
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Screening Guidance and the United States Centers for 

Disease Control and Prevention. 

Privacy Policy: 

The Privacy Policy selection 

advises the App use does not 

comprise any of your 

personal information. 

 

 

 

 

 

 

FAQ: 

The FAQ selection will open 

your browser such that you 

can view the available FAQ’s 

on your device. 

Figure 13 

Figure 14 
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Appendix A: Advanced App Operations 

1. Profile - Advanced App Operations 

1.1. Scenario   

Profiles are used to allow the C-Screener App user to 

quickly configure the App for different use scenarios. 

A default profile is automatically created when the 

user first enters their Name, Phone Number, Email 

Address and Destination Checklist Email Address. If 

the App user will only be visiting a single location and 

only submitting a checklist for themself, the default 

profile is all that is needed, no other setup is required. 

1.2. Profile Overview 

The Profiles area allows you to have multiple settings 

for differing use scenarios.  Each Profile may contain 

a unique Name List, such that you can send a checklist 

for other non-app users or coworkers to the destination 

email address defined per profile.  From the Profiles 

screen, you may also edit an existing Profile, add new 
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Profiles, delete any Profile, set a different Profile as 

the default Profile, export the current profile list to a 

CSV file and import a profile list from a CSV file. 

1.3. Functionalities 

1.3.1 Edit an Existing Profile 

Step 1: If you wish to edit an 

existing Profile, tap the black 

pencil on the right-hand side 

of the selected Profile you wish 

to edit.  

 

Step 2: 

The profile for your selected user 

is now displayed.  Feel free to 

make any changes that are 

required and then tap SAVE, and 

the updated profile will be 

stored. Figure 15 

Figure 16 
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1.3.2. Add other Profile 

Step 1: If you wish to add other 

Profiles, tap the  icon in a 

red circle on the lower right-

hand corner of the Profiles List 

screen. 

 

 

 

Step 2: Enter the various Profile 

information into the boxes are 

required.

Figure 18 

Figure 17 
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Step 3: When you have finished 

entering all the Profile 

information, tap the SAVE button.  

You will now be prompted as to 

whether you would like to use this 

profile as the default profile.  Tap 

YES to have this new profile as 

the default profile or tap NO to 

have the current profile remain the 

default profile. 

Step 4: The new profile will be 

added to your Profile List and your 

default profile will be set 

according to your previous 

selection.  The default Profile is 

highlighted with red text, other 

Profiles are with black text. 

Figure 20 

Figure 19 

Figure 6 
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1.3.3. Delete any Profile 

Step 1: If you wish to delete 

any Profile from your Profile 

List, simply tap, and hold the 

specific Profile you wish to 

delete.   You will now be 

prompted if you would like to 

delete your selected Profile 

from the list.  Tap CANCEL if 

do not wish to delete this 

Profile currently, otherwise tap 

DELETE to confirm you wish to remove this Profile 

from the Profile List.  Please be advised, that any 

Name List (described further down) created for the 

Profile will also be deleted. 

Figure 21 
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Step 2: The selected Profile will 

now be removed from your Profile 

List. 

 

 

 

1.3.4. Set Different Profile as a Default Profile 

Step 1: If you to set a different 

Profile as the default Profile, from 

the Profiles List screen tap and 

release the Profile you wish to 

make the default Profile.  You 

will now be prompted if you 

would like to use this Profile as 

the default Profile.  Tap YES to 

Figure 22 

Figure 23 
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make the selected Profile the 

default Profile, otherwise tap NO. 

Step 2: The Profiles List will now 

reflect the newly designated 

default Profile, highlighted with 

red text.  All other non default 

Profiles are highlighted with black 

text.  

1.3.5. Export Profile List to CSV file 

You may export the Profile List to a 

CSV (comma separated values) file 

for use with other devices or backup 

purposes.  All information will be 

exported including all the profile 

entered information and associated 

name list information.  If exporting 

for backup purposes or to duplicate 

the settings on another smartphone that you use, 

Figure 24 

Figure 25 
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exporting profiles is the easiest method to replicate the 

information.  If you are sharing data with another C-

Screener App user, you should consider exporting the 

name list data only. 

Step 1: If you wish to export the 

current Profile List, tap the menu 

icon on the top right-hand side of 

the Profile List screen. 

Step 2: You will now be 

prompted to select either Export 

as CSV or Import CSV. 

Step 3: Tap the Export as CSV and 

your Profile List will now be exported to your system 

Download folder, with a filename of “profiles.csv”. 

Step 4: You may now transfer the profiles.csv file to 

other devices for importation should this be required, 

instead of manually re-entering all the profiles 

Figure 26 
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individually saving you valuable time.  See Sharing 

CSV file further below for more information. 

1.3.6. Import Profile List from CSV file 

You may import a previously exported CSV (comma 

separated values) file, such that you do not have to 

manually enter each of the various profiles that may be 

available.  This is quite a time saver especially with 

large Profile Lists.  There are two methods of 

importing a Profile List; either during a new first time 

C-Screener App installation or 

after you have already created 

your default Profile. 

Step 1: To begin the importation 

of a CSV file, tap the page icon   

  on the right-hand side of the 

C-Screener name.  You will now 

be prompted to select Import 

CSV. 
Figure 27 
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Step 2: Select the appropriate CSV file you wish to 

import, and its contents of Profile(s) and Name Lists 

will automatically be imported into the App 

conveniently for you. 

Alternatively, if you have already created your default 

Profile, you may still choose to import a profile list 

CSV file.  Please note that importing a profiles CSV 

file overwrites your existing profiles and name lists on 

your smartphone. 

Step 1: If you wish to import a 

profile list CSV file, tap the page 

icon     on the right-hand side 

of the C-Screener name and 

select Import CSV. 

 

 
Figure 28 
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Step 2: At this time, you will 

now be prompted to confirm the 

import, as importing will 

overwrite your current profile list 

and name list.  Importing a 

profiles CSV file is intended if 

restoring the C-Screener data or 

making an exact copy on another 

smartphone used by yourself. To 

proceed, tap CONTINUE, otherwise, tap CANCEL. 

You must now select the 

profiles.csv file.  From your 

device, browse to locate and 

select the profiles.csv file.  It 

typically resides in your 

Download folder.  As soon as 

you select the profiles.csv file, 

it will automatically import.  

Figure 15 

Figure 16 
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2. Profile List Management 

Each Profile on your Profile List may contain its own 

unique Name List of contact information.  Each Profile 

may also have a unique destination checklist email 

address and Subject Suffix for that Profile. Name Lists 

allow the C-Screener App user to store someone else’s 

contact information for quick retrieval when send 

checklists on behalf of others on a regular basis. A 

Name List can be created per Profile allowing single 

or multiple locations to be managed as well. 

For each Profile, you can manage its own Name List 

accordingly.  From the Name List for any Profile, you 

may add additional contacts, delete contacts, edit 

contacts, import a CSV name list file, and export the 

current Name List to a CSV file. 

If you wish to manage a Name List for any Profile, tap 

the black pencil icon  to the right of the Profile 
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name to enter its Edit Profile 

area.  On the Edit Profile screen, 

tap the person icon   in the top 

right-hand corner. 

You will now observe an empty 

Name List for your selected 

Profile.  From the Name List 

screen, you may add additional 

contacts, delete contacts, edit 

contacts, import a CSV name list file, and export the 

current Name List to a CSV 

file. 

1.1. Add Additional Contacts  

To add an additional contact, 

tap the  sign in the round red 

circle at the bottom right-hand 

corner of the App.  Now enter 

the Name, Email Address and 

Figure 17 

Figure 18 
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Phone Number of the addition contact.  When 

complete, tap SAVE. 

Your Name List will now be 

updated to reflect your additional 

contacts. 

2.2. Delete Contacts 

If you wish to delete a contact from the current Name 

List, tap and hold the contact you wish to delete.  You 

will then be prompted to confirm 

you would like to delete the 

selected contact from the Name 

List.  Tap DELETE to remove the 

contact currently or CANCEL.  If 

you tap DELETE, the selected 

contact will be deleted from the 

Name List accordingly. 

 

Figure 19 

Figure 20 
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2.3. Edit Contacts 

If you wish to edit a contact from 

the current Name List, tap the 

black pencil icon on the right-

hand side of the contact you wish 

to edit.  You may now edit any of 

the contact information.  Tap 

SAVE when complete and the 

contact will be updated. 

2.4. Export Name List to CSV file 

Exporting the Name List is the 

best way to share a list of 

contacts that are common 

between multiple C-Screener 

App users.  If the contact list is 

updated by one C-Screener App 

user, it can be quickly shared 

Figure 21 

Figure 21 
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with others using the same name 

list: in whole or in part. 

If you wish to export the Name 

List for the current Profile, tap the 

page icon  to the right of the 

Name List, then select Export as 

CSV. 

The Name List will now be 

exported to your Download 

folder, with the file name of your 

current Profile with the csv 

extension. 

2.5. Import CSV file to Name 

List 

If you wish to import the Name 

List for the current Profile from 

an external CSV file, tap the page 

Figure 22 

Figure 23 
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icon  to the right of the Name List, then select 

Import CSV. 

Now using your device scroll 

to your Download folder and 

select the Name List CSV file 

you wish to import.  If there are 

no other Name List entries 

present, the import will be 

automatic at this point and the 

entries appended. 

If, however you already have 

entries present, you will then be 

prompted to choose what you 

would like to do in this situation.  

APPEND, OVERWRITE or 

CANCEL.  If you choose 

APPEND, the entries will be 

added to your Name List.  

Figure 24 

Figure 25 



C-Screener v1.1 | Ositech Communications Inc. 

 

Page | 34  

 

Alternatively, if you choose OVERWRITE, any 

entries that already exist will be overwritten.  Tap 

CANCEL if you do not wish to import currently. 

3. CSV File Sharing 

If you have a CSV file, either from a profile export or 

a name list export, you can share this file with others 

using the iOS or Android system tools that you have 

available on your smartphone.   

3.1. iOS Sharing 

Please note, that any CSV files 

that have been exported, will 

reside in your My iPhone/C-

Screener folder.  

Step 1: To begin to share a CSV 

file, open the Files applet.  Open 

the My iPhone/C-Screener 

folder.  You will observe the 

CSV files that have been 
Figure 26 
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exported.  In this example, both a profile (profile.csv) 

and a name list (John Smith.csv) 

have been exported. 

Step 2: Select which CSV file 

you wish to share by pressing 

and holding the file until you 

receive the iOS menu, as the 

process is the same for either 

type of CSV file.   

Step 3: When you receive the iOS 

menu, select the Share option.  

The Share options available on 

your iOS smartphone will now be 

displayed. 

Step 4: Select your preferred 

method of sharing the file and 

proceed accordingly to send the 

file to your destination. 

Figure 27 

Figure 28 
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3.2. Android Sharing 

Please note, that any CSV files 

that have been exported, will 

reside in your Download folder.   

Step 1: To begin to share a CSV 

file, open the My Files applet.  

Open the Local Device Storage 

area to the Download folder.  

You will observe the CSV files 

that have been exported.  In this 

example, both a profile 

(profile.csv) and a name list 

(John Smith.csv) have been 

exported. 

Step 2: Select which CSV file 

you wish to share by pressing 

and holding the file until you 

Figure 29 

Figure 30 
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receive the Android options, as the process is the same 

for either type of CSV file. 

Step 3: From the Android 

options, tap the sharing icon  

to proceed.  The Share options 

available on your Android 

smartphone will now be 

displayed. 

Step 4: Select your preferred 

method of sharing the file and 

proceed accordingly to send the 

file to your destination. 

 

 

 

 

  

Figure 31 
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Appendix B: Sample Use Case Scenarios 

1. Sample Use Case Scenarios: 

1.1. Submitting Check List for Others 

Completing and submitting a checklist on someone 

else’s behalf, either for one time or on a regular 

basis.  

If someone is unable to submit a checklist using the C-

Screener App for whatever reason, another C-Screener 

App user can submit the checklist on their behalf.  For 

this use case scenario, there are two possible use cases.   

Manually entering a person’s contact information at 

the time of transmission or selecting a person’s contact 

information from an already predefined Profile’s 

Name List. 

App users should first select the profile appropriate for 

the location that they are visiting firstly.  This includes 

use cases where profiles are used when sending 
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destination checklists to a single email address or 

when sending checklists to different destination email 

addresses for different locations. 

1.1.1. Enter Contact Information Manually 

Manually entering a person’s contact information 

user at the time of transmission.   

This method assumes that you do not have the person’s 

contact information already prestored in your Profile’s 

Name List.  If submitting a checklist for someone else 

rarely, once the checklist is 

completed and before sending 

the checklist the user can enter 

the required information just 

before sending the checklist. 

After tapping Next once you 

have completed the checklist, 

select Yes, such that you are 

Figure 29 
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completing this checklist for someone else. 

Now, proceed to enter the 

contact information starting 

with the name of the Name of 

the person that you are 

completing the checklist for.  

Then enter the Email Address 

of the person you are 

completing this checklist for.  

Then lastly, enter the Phone 

Number of the person you are 

completing this checklist for.  Once you have entered 

all three items manually, you may proceed to transmit 

the checklist using either your choice of Email or a 

Text Message normally. 

At this time, you will be prompted if you would like to 

add this person to the Names List for this profile.  Tap 

SAVE to add the person to the Names List before the 

Figure 30 
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checklist transmission, 

otherwise tap CANCEL for a 

one-time transmission for 

this person, as this contact 

information will be lost after 

the checklist transmission. 

 

 

 

 

1.1.2. Select from Name List 

Selecting a person already stored in the Name List 

within the default Profile.   

This method assumes that you do have the person who 

you will be submitting the checklist for already 

predefined in the Name List for the current default 

profile.  If the user is sending the checklist on behalf 

of one or more individuals on a regular basis the C-

Figure 31 
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Screener App allows the user to create a Name List per 

Profile that can be quickly accessed after completing 

the checklist to automatically 

populate the information for 

the individual the checklist is 

being on behalf. 

After tapping Next once you 

have completed the checklist, 

select Yes, such that you are 

completing this checklist for 

someone else. 
Figure 32 
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Now, tap the business card 

icon  in the right-hand side 

of the Name box.  You should 

observe the Name List that 

you have defined within this 

Profile. 

 

 

 

Tap the person you wish to 

send the checklist for now.  

The person’s contact details 

will now load such that you can 

either send the checklist 

transmission by your choice of 

either Email or Text Message 

normally. 

Figure 33 

Figure 34 
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1.2. How to use Subject Suffix in Profile Settings 

How to differentiate checklists emailed to a 

common destination email address for multiple 

workplace locations. 

ABCXYZ Manufacturing is a 

company that has multiple 

manufacturing facilities at 

different locations.  Some staff 

only visit their designated location 

while some others do visit other 

facilities.  All checklists go to the 

same destination checklist email 

address at the head office, since 

staff is managed from this central 

location. 

Create a single Profile per location using the same 

checklist destination email address. Each Profile will 

Figure 35 
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use the Subject Suffix entry to identify the location of 

each of the plants: Plant 1, Plant 2, Plant 3, & Plant 4.  

Staff from Plant 1 will use the Plant 1 Subject Suffix, 

staff from Plant 2 will use the Plant 2 Subject Suffix 

and likewise staff from Plant 3 

will use the Plant 3 Subject 

Suffix. For staff that only visit 

their designated locations, this 

is sufficient. 

 

Figure 36 
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For each staff member that visits 

a different location, create a 

different Profile for every 

location that will be visited, 

however the checklist 

destination email address will be 

the same for all Profiles that are 

created.   

 

To create addition Profiles for 

staff members that visit different 

locations tap the menu icon and 

select the Profiles List. 

 

 

 

Figure 37 

Figure 38 
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Tap the round  icon in the 

lower right-hand corner to add 

another Profile.  When entering 

the name of the staff member, 

add some text to identify its 

location for ease of selection.   

 

 

Use the Subject Suffix entry to 

identify the location of each of 

the facilities for email checklist 

transmissions:  Plant 1, Plant 2, 

and Plant 3.    

       

 

 

Figure 40 

Figure 39 
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You will now observe the 

Profiles for this App user.  

When the App user visits the 

appropriate location, tap the 

associated Profile to make it 

default to send the checklist for 

the appropriate location that 

was visited. 

 

  

Figure 41 
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1.3. Manage Checklist for Multiple Workplace 

How to manage checklists emailed to different 

destination email addresses for multiple workplace 

locations visited by the same employee.  

BabbaLooBa is a company that has multiple offices in 

the same city.  Staff visit multiple 

locations as required in their 

roles.  Each office location uses 

their own unique destination 

checklist email address for 

checklists. 

Create a different Profile per 

location, with each location 

having its own unique destination 

checklist email address.  Checklists 

are sent per location. 

Figure 42 
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Use the Your Name entry to append the identify of the 

location of each of the offices:  Downtown, Midtown 

and Uptown.   Any staff that 

visit Downtown will use the 

Profile for Downtown, any 

staff that visit Midtown will 

use the Profile for Midtown. 

         

Figure 43 
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You will now observe a 

profile for each of the 3 

locations for one app user.  

Now, when the user visits the 

appropriate location, simply 

tap the Profile for that location 

to make it default for sending 

a checklist.  Then complete 

the checklist and send as 

normal. 

 

 

 

Figure 44 


