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GENERAL INSTRUCTIONS

(SECTION 1)
1.  This guide is designed to assist you in loading data and beginning to use activity/process based industrial hygiene surveys in the Command Core System (CCS). The following steps, taken in order, will allow you to quickly get Command Core up and running and enable you to begin industrial hygiene surveys.  As always, if you need assistance or have any improvement ideas, please contact the CCS Administrator.

A. On-screen buttons are denoted by bold face type, field entries are denoted by italicized type.  To move from one field to the next field, press the TAB key, to move to the previous field, press the SHIFT and TAB keys together.  Fields names in BLUE are required.

B. As a labor saving feature, users may copy records by using Insert and Duplicate buttons.  This feature is especially appreciated when in-putting such records as equipment items and other selected forms.  Click Record (on the menu bar) Click Insert (on the pull down menu), Click Record (on the menu bar), Click Duplicate (on the pull down menu).  Then make changes to the duplicated record to make it unique.

C. Always type dates in the format YYYY/MM/DD and if a time is required use 1200 unless otherwise specified by the survey or form you are entering.

D.  Do not enter 2758 information from any casefile TAB that only contains negative documentation.

E.  If entering a form with a surveyor or reviewer, who no longer works in Bio and does not exist in the pick list, leave field blank and enter person’s name in REMARKS section, (i.e.  “Surveyed by SrA Sanga and Reviewed by Major Chulick”).  If the person is in Bio, but not in the pick list, let the CCS Administrator know.

F.  When entering information into CCS, most of the forms require a START DATE.  If there is not a date on the form you are entering, use the date from the AF Form 2755.  

G.  After printing all forms, they need to be filed in the appropriate place in the casefile.  If it is replacing an existing form, staple it behind the current form.  If it is a new form, stamp and sign the form by surveyor and reviewer, then file in the appropriate TAB.

2.  Action Naming Conventions and Definitions:

Click -- to point at a screen button with the mouse pointer depress the left mouse button.

Enter -- to put text into a field using the keyboard.

Select -- to put text into a field using a predefined pick list: activated using the F9 key on the keyboard or by clicking Help on the menu bar then List in the pull down Menu.

Press -- to depress a key on the keyboard.

Commit -- to save a record or part of a record in command core.  Always commit after entering a record.  To commit a record, click the save record button on the top of the screen. 

Asterisks (*) -- Indicates that a field will allow more characters than are viewable on the screen.  Edit -- To view all characters click Edit on the menu bar and Edit in the pull down menu.

Pick List -- A list of values (LOV) for a data field.  While cursor is in a field, if there is the word <LIST> at the bottom of the screen, you can press F9 to get a list of choices for that particular field.  

Query – to look for info. already entered.  Click query button on the icon bar before and after, or press F7 then F8.

Wild Card – the percent symbol (%) is used in place of a letter or word being queried.  Larger search results.

Icon Bar – See chart below:

PRINT            DELETE           EDIT






               QUERY        CREAR    EXIT
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WHAT YOU NEED TO DO!

(SECTION 2)

1.   Log on to and off of CCS.




pg.  5

2.   Create a Shop and PEG in CCS. 


pgs. 6-7


--AF Form 2755

3.   Add a Shop Supervisor to a shop.


pgs. 8-10

4.   Create a Process/Task Report



pgs. 11-13


--(Activity/Process) 
5.   Input General Assessment.



pg.   14


--All Potential Hazards associated with the shop
6.   Input Risk Assessment.




pgs. 15-16

7.   Input General Surveys.




pg.   17


--AF Form 2758

8.   Enter a Noise Survey.




pgs. 18-19


--DD Form 2214

9.   Enter Ionizing Radiation.




pgs. 20-22


--Medical/Dental, NDI
10.  Enter a RF Survey.





pgs. 23-24


--AF Form 2759

11.  Assign Sample #s





pgs. 25-26


--AF Form 2750/2751 (Air Sampling), other, etc.

12.  Enter Equipment into CCS.



pgs. 27-28


--Ventilation System, RF Emitter, Survey Equipment, etc.

13.  Input Hazard Controls.




pgs. 29-30

--PPE, Engineering, and Administrative Controls
14.  Enter Ventilation Survey.




pgs. 31-32

--AF Forms 2763/2764/2765

15.  Enter a Lighting Survey.




pg.   33
16.  Print Reports and Forms.




pgs. 34-36
17.  Input an Industrial Hygiene Casefile


pgs. 5-36
STEP BY STEP DATA ENTRY

(SECTION 3)

I.  Log on to CCS.


(1) Enter Username


(2) Enter Password
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(3) Press Enter or Click Connect

(4) Click Accept

II.  Log off of CCS.


(1) Click Exit repeatedly until you receive a message stating, “Do You Really Want To Exit The Command Core System?"


(2) Click Yes
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III.  Create a shop.  From the Main Menu:


(1) Click Shared Functions Menu 

(2) Click Shop 


(3) Enter WIC Case File No.  Hint, USE UPPERCASE LETTERS.

(4) Enter Shop Name
(5) Enter Start Date -- Note, this is most likely not the current date.

(6) DO NOT enter an End Date (unless you really mean to END the Shop; there is no way to “reincarnate” the Shop once it’s ended.

(7) Select or enter Shop Category (1, 2 or 3)

(8) Enter any Comments
(9) Click Commit
            (10) Click Exit (repeat)
            (11) Note:  The description in the “Comments” field is NOT the description that prints on the AF Form 2755.   
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IV.  Create a PEG.  From the Main Menu:

(1) Click Industrial Hygiene Menu


(2) Click Potential Exposure Group

(3) Enter PEG  
(4) Enter a description in the field next to the PEG field
(5) Enter Start Date
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(6) DO NOT enter End Date
(7) Enter data in any of the other fields to include narrative, shifts, last baseline survey, etc.  This information becomes the AF Form 2755.
(8) Click Commit

(9) Click Exit (repeat)

(10) Note:  The “Narrative” field entry is what prints on the AF Form 2755.

V.  Assign Shop Supervisor Work Assignments.  From the Main Menu:

(1) Click Shared Functions


(2) Click Work Assignments (employee)

(3) Query SSAN 

(4) Press the arrow down key on the keyboard to see if the shop supervisor is assigned as a SUP-001 and PEG_POC in the Job ID block.

(5) If so, Click Exit
(6) If not, 


a.  Click Record, then Insert


b.  Click Record, then Duplicate


c.  Change Job ID to SUP-001


d.  Click Commit

e.  Repeat a. – d. for PEG_POC

(7) Click Exit
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VI.  Add Shop Supervisor as Shop POC.  From the Main Menu:

(1) Click Shared Functions


(2) Click Shop

(3) Query WIC 



(4) Click Shop POC


(5) Enter shop supervisor as SUP-001, if not already there.


(6) Click Commit


(7) Click Exit
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VII.  Add Shop Supervisor as PEG POC.  From the Main Menu:


(1) Click Industrial Hygiene Menu


(2) Click Potential Exposure Group


(3) Query WIC


(4) Click PEG Contacts


(5) Enter shop supervisor as PEG_POC and SUP-001, if not already there.


(6) Click Commit

(7) Click Exit
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VIII.  Create an Activity/Process.  From the Main Menu:


(1) Click Shared Functions Menu

(2) Click Unique Activity/Process


(3) Note:  As a reminder, ALL BLUE fields are required.  

(4) From the List of Values (LOV) corresponding to each field, make a selection for each of the following: Industrial Activity, Sub-Activity, Common Activity, Method/Material and Local Identifier.  Note:  For Industrial TBD, enter the 1st three digits of the zone #, i.e. 1600A7-4 should be 160.  For Local Identifier, enter the last three digits of zone # to include dash and corresponding letter, i.e. 1600A7-4 should be 0A7-D.  By entering each field you automatically create a unique activity/process ID. 

(5) Enter Name
(6) Enter Description
(7) Enter Start Date
(8) DO NOT enter End Date
(9) Enter Next Higher Activity/Process Id -- Note, for activities/processes to be on the pick list they must be entered as an activity/ process.  

(10) Enter Activity/Process Type Code 

(11) Enter data in any of the other fields that you have info on

(12) Click Commit
           (13) Click Exit (repeat)

[image: image25.bmp]     

IX.  Link PEG and Activities/Processes.  From the Main Menu:

(1) Click Industrial Hygiene Menu

(2) Click Potential Exposure Grp / Activity/Process
(3) Select or enter PEG
(4) Press Enter

(5) Select or enter Activity/Process (Link as many Activities/Processes as required)

(6) Repeat from step 3 as many times as needed

(7) Click Commit
(8) Click Exit (repeat)
[image: image26.bmp]

X.  Print Process/Task Report from Command Core Local:


(1) Minimize CCS


(2) Open Command Core Local (CCL)


(3) Click Reports

(4) Click Casefile and Scheduling Reports

(5) Enter Casefile # under Report Criteria 

(6) Log on using the same password as CCS


(7) Click Process/Task Preview

(8) Click Print

(9) Click File, then Exit

XI.  Input General Assessment.  From the Main Menu:

(1) Click Industrial Hygiene Menu

(2) Click General Assessment
(3) Select or enter PEG Code or Select or enter Activity/Process Id (Can not enter both. Also, this assumes that PEGs and/or Activities/Processes are already created in CCS)
(4) Tab to Functional Area and select (example: Bioenvironmental) from the pull down LOV 


(5) Tab to Hazard and select (check) those hazards that apply.  Note:  Use tabs in the casefile to assign potential hazards.


(6) Click Commit

(7) Click Exit (2 times)
[image: image27.bmp]

XII. Input Risk Assessment.  From the Main Menu:

(1) Click Industrial Hygiene Menu

(2) Click Risk Assessment

(3) Select or enter PEG Code or Select or enter Activity/Process Id (Can not enter both. Also, this assumes that PEGs and/or Activities/Processes are already created in CCS)
(4) The Risk Assessment screen presents a master summary of current controls; hazard assessments for each identified functional area; hazard recommendations; risk assessment reviews; projects; and risk assessment reviews.  In this screen, CCS users can insert/update hazard recommendations and risk ratings.  They can also create projects to track discrepancies/hazards corrections.      

(5) Click Commit
              (6) Click Exit (repeat)

SEE NEXT PAGE FOR A RISK ASSESSMENT SCREEN FORM EXAMPLE

[image: image28.bmp]XII cont.  RISK ASSESSMENT SCREEN FORM EXAMPLE

XIII.  Input General Surveys. From the Main Menu:
The General Survey is a copy of the AF Form 2758 and acts in the very same way.  All AF Form 2758s from the casefile need to be entered in this manner unless it is negative documentation, in such case it does not need to be entered at all

(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu Click General Survey – Note:  this example uses a general survey; however, you may use a different type of survey depending upon what data you wish to enter.  (i.e. Noise Dosimetry, Noise Survey, Ergonomic Survey, Etc…) 

(3) Enter Date and Time of Survey (YYYY/MM/DD HHMM)

(4) Enter Location
(5) Enter Process Id, Note:  If form is for particular activity/process, use that process id, not the PEG.  If general to the shop, (i.e., noise), use the PEG #.

(6) Enter Potential Hazard, Evaluation, Controls
(7) Select Hazard, Note:  If 2758 has controls, the hazard is “yes”.  If controls are not required, the hazard is “no”.

(8) Select Surveyor/Examiner 

(9) Select Monitor/Reviewer 
            (10) Enter Remarks (i.e. “General Noise 2758”, Note:  This only needs to be entered if there isn’t a Process ID for this Task)

            (11) Click Commit
[image: image29.bmp]            (12) Click Exit (repeat)

XIV.  Enter DD Form 2214 information into Noise Survey.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click Noise Survey


(4) Enter Survey Information from DD Form 2214.  Note:  If Survey Meter or Calibrator is not listed in pick list, follow instructions for entering equipment.  If Noise Dosimetry has been previously accomplished, enter in Detailed Noise Evaluation with “Noise Dosimetry done (ex. 970405-7)”.


(5) Click Commit

(6) Click Results

(7) Enter noise survey results


(8) Click Commit

(9) Click Exit (repeat)

[image: image30.bmp]
XV.  Enter Noise Dosimetry Results.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click Dosimeter Survey


(4) Enter Dosimetry Results.  Note:  When entering the date, use the date and time that dosimetry was started.


(5) If more than one dosimeter record, Click Record, then Insert


(6) Repeat until all records are entered.


(7) Click Commit

(8) Click Exit
[image: image31.bmp]

XVI.  Enter Medical/Dental X-Ray Checklist. From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click Radiation Protection Menu

(3) Click Medical/Dental


(4) Enter Information from Checklist Form


(5) Click Commit

(6) Click Results

(7) Enter Scatter Survey Results


(8) Click Commit

(9) Click Exit (repeat)
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XVII.  Enter NDI X-Ray Checklist.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click Radiation Protection Menu

(3) Click NDI


(4) Enter Information from Checklist Form


(5) Click Commit

(6) Click Results

(7) Enter Scatter Survey Results

[image: image33.bmp]
(8) Click Commit
(9) Click Exit (repeat)

XVIII.  Enter other Ionizing Radiation.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click Radiation Protection Menu

(3) Click Ionizing Radiation


(4) Enter Information to include Radiation Survey Results.  Note:  Prior to entering results, you must assign sample #s to each sample.  Follow instructions for Assigning Sample #s.


(5) Click Commit

(9) Click Exit (repeat)
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XIX.  Enter RF Survey and AF Form 2759 information.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click RF Survey


(4) Enter RF survey information to include Activity/Process ID. Note:  If RF emitters’ model # is not in the pick list,  follow instructions for entering equipment and assigning to Activity/Process.


(5) Click Commit

(6) Click Hazard Evaluation

(7) Enter all information from AF Form 2759


(8) Click Calculate Hazard Distance, Verify result


(9) Click Commit

(10) Click Exit

(11) Click Periodic Checks


(12) Enter all checks from the back of AF Form 2759


(13) Click Commit

(14) Click Exit (repeat)

SEE NEXT PAGE FOR A RF SURVEY SCREEN FORM EXAMPLE

[image: image35.bmp]XIX cont.  RF SURVEY SCREEN FORM EXAMPLE 

XX.  Assign Sample #s to Samples. From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click Sample Log


(4) Select from the pick list for Collection Method

(5) Select from the pick list for Sample Type

(6) Click Commit, Note: Your Base Sample # should now be in the block.


(7) Click Sample Data


(8) Enter Information.  Note:  the date shows up automatically after you enter the survey form.


(9) Click Commit

(10) Click Exit
Note:  If this is a sample # for air sampling, continue to the following steps.  Otherwise stop here.


(11) Click Air Sample Survey or Bulk Material Survey depending on which type of survey was accomplished.


(12) Enter all information for each sample from AF Form 2751 (Air Samples) or AF Form 2750 (Bulk Samples).   Note:  Do not enter air sample survey form for BLANK samples.


(13) Click Results

(14) Enter CAS Number and Results Returned Date.

(15) Click Record, then Insert

(16) Repeat 14-15 until all results have been entered.


(17) Click Commit

(18) Click Exit

Air sample Survey or Bulk Material Survey. From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu
[image: image36.bmp]
(3) Click Air Sample Survey or Bulk Material Survey depending on which type of survey was accomplished.


(4) Follow Steps 12-18 from above.

XXI.  Assign Sample #s to Existing Samples.  From the Main Menu:

(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click Sample Log


(4) Select from the pick list for Collection Method

(5) Select from the pick list for Sample Type


(6) Click Commit, Note: Your Base Sample # should now be in the block.


(7) Change the Base Sample # to the number you need.


(8) Click Commit


(9) Follow Steps 7-18 on page 25. (Assign Sample #s to Samples)
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XXII.  Enter Equipment (i.e. Ventilation, RF Emitters, etc.).  From the Main Menu:


(1) Click Shared Functions

(2) Click Equipment


(3) Enter all equipment information available.  Note:  Be sure to enter Equipment Type.  Make sure that the date entered is before the date of the task associated with the equipment.

(4) Click ADDL INFO


(5) Enter additional Information equipment


(6) Click Commit

(7) Click Exit


(8) For more than one piece of equipment, Click Record, than Insert


(9) Repeat until all equipment has been entered.


(10) Click Commit

(11) Click Exit
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XXIII.  Assign Equipment (i.e. Ventilation, RF Emitters, etc.) to Activity/Process.  From the Main Menu:


(1) Click Shared Functions

(2) Click Activity/Process Equipment


(3) Query on Activity/Process ID, select process ID you want the equipment to be assigned to.


(4) Enter Equipment Usage


(5) Click Commit

(6) Click Exit
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XXIV.  Input Hazard Controls.  From the Main Menu:
There are four variations to control assignment: Controls to PEGs; Controls to Activities/Processes; PEGs to Controls; and Activities/Processes to Controls.  (And, there is a fifth screen form to view, like a summary, all hazards associated with PEG/Activity and linked controls.)  

(1) Click Industrial Hygiene Menu

(2) Click Control Menu, then Assigning Controls to an Activity/Process
(3) Select or enter PEG Code
(4) Select or enter Activity/Process Id
(5) Select or enter Control Code
(6) Enter Control Start Date
(7) DO NOT enter Control End Date
(8) Select or enter Scheduled Month For Physical -- Note, you may add as many controls to a process as is required.  (Clinical requirements are considered controls.)

(9) Click Commit
(10) Click Exit (repeat)
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XXIV cont.  ASSIGNING CONTROLS TO AN ACTIVITY/PROCESS:
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XXV.  Enter AF Form 2763, Ventilation Pre-Survey.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click Ventilation Pre-Survey


(4) Enter all information from AF Form 2763.  Note:  If ventilation system model # is not in the pick list, follow instructions for entering equipment and assigning to Activity/Process.


(5) Click Commit

(6) Click Exit
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XXVI.  Enter Face Velocity or Pitot Traverse Measurements from AF Form 2764/2765.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click FVM Vent Survey or PTM Vent Survey depending on which survey was accomplished.


(4) Enter all information from the front of AF Form 2764/2765.


(5) Click Quarterly Checks

(6) Enter all information from the back of AF Form 2764/2765.


(7) Click Record, then Insert for each check that was accomplished until all checks have been entered.


(8) Click Commit

(9) Click Exit (repeat)
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XXVII.  Enter Lighting Survey.  From the Main Menu:


(1) Click Industrial Hygiene Menu

(2) Click IH Sampling/Survey Menu

(3) Click Illumination Survey


(4) Enter Information from Illumination Form.  Note:  For block Functional Area, Select Illumination, if it is not in pick list, follow instructions for entering General Assessment.


(5) For more than one task being evaluated, with cursor in Task Level Illumination, Click Record, then Insert.  Repeat for all tasks evaluated.


(6) Click Commit

(7) Click Exit

[image: image45.bmp]

XXVIII.  Printing Reports and Forms.  From the Main Menu:


(1) Refer to the following two pages, (Reports Menu) to see which Menu to Click on


(2) Click Reports Menu

(3) Select which report you want to run.  Note:  It may take a few seconds for the Runtime Parameter Form to come up.


(4) Enter information 
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(5) Click Run Report

REPORTS MENU

(SECTION 4)
MENU

SELECTION
CASEFILE FORM

CORRESPONDENCE

Industrial Hygiene Menu

2766 Status For All Current Pegs Scheduled For

Air Sample Survey By Niosh Computer Entry Date Or Bldg No

All Current Employees Respirator Status By Peg

All Respirators For A Peg

Average Of Ecl Readings In A Activity/Process

Average Of Ecl Readings In A Peg

Bulk Material/Air Sample Numbers From Sample Log Between

     (Activity/Process)

Bulk Material/Air Sample Numbers From Sample Log Between (Peg)

By Peg All Employees With A Resp Medical Evaluation Between

By Peg Current Employees Who Have Been Respirator Fit Tested

Complete Peg History For An Employee

Copy Of Licenses/Authorizations

Current Licenses By Peg With Materials Associated W/ The Licenses

Current Pegs By Af2766 Review Date

Face Velocity Method Survey For A Peg

Face Velocity Method Survey For An Activity/Process

Fvm Ventilation Quarterly Checks For A Peg

Fvm Ventilation Quarterly Checks For An Activity/Process

General Assessment

Industrial Hygiene Survey Data Sheet - General (Activity/Process)

Industrial Hygiene Survey Data Sheet - General (Peg)

Injury/Illness Tracking Report Showing Employees Work Location

List Of All Contacts In A Potential Exposure Group (Peg)

List Of All Current Pegs

List Of All Employees Assigned To A Potential Exposure Group (Peg)

List Of All Or Current Controls In A Potential Exposure Group

List Of All Or Current Materials In A Potential Exposure Group

List Of All Pegs With A Specific Control

List Of Chemical Constituents In A Material From

List Of Equipment In A Peg Or Activity/Process

Mandatory Appointment List

Occ Health Exp Data Summary - By Peg And Ssan (Current)

Occ Health Exp Data Summary - By Peg Only (Current/Historical)

Peg Narrative

Pegs Starting/Ending For Month And Year

Pitot Method Ventilation Survey For A Peg

Pitot Method Ventilation Survey For An Activity/Process

Potential Exposure Group (Activity/Process) Air Samples

Potential Exposure Group (Peg)

Potential Exposure Group (Peg) Air Samples

Projects

Ptm Ventilation Quarterly Checks For A Peg

Ptm Ventilation Quarterly Checks For An Activity/Process

Respirator Fit Letter

Respirator Fit Test Results


--AF Form 2766

--AF Form 2750

--RPP

--RPP

--Noise Dosimetry

--Noise Dosimetry

--Sample Log

--Sample Log

--RPP MEQ

--RPP

--HAZMAT Cell

--HAZMAT Cell

--HAZMAT Cell

--AF Form 2766

--AF Form 2764

--AF Form 2764

--AF Form 2764

--AF Form 2764

--Potential Hazards

--AF Form 2758

--AF Form 2758

--AF Form 190

--Employee Roster

--PPE Table

--AF Form 2761

--AF Form 2761

--Shop Narrative

--AF Form 2765

--AF Form 2765

--AF Form 2750

--AF Form 2750

--AF Form 2765

--AF Form 2765

--RPP

--RPP

REPORTS MENU cont.

MENU

 SELECTION
CASEFILE FORM 

CORRESPONDENCE

Risk Assessment

Scheduled Exposure Groups

Shop Survey Data Report

Shop Survey Status Report

Site Inspection / Activity Assessment Report

Sound Level Meter Survey Noise Survey Trend For A Peg

Sound Level Meter Survey Noise Survey Trend In A Activity/Process

Summary Report Of Pegs By (Surveyor Type) Month Scheduled

Survey Packet

Ventilation Pre-Survey
Shared Functions Menu

All Employee Training Report

All Employees Who Have Been Trained

Employee Training Due Report
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PULL DOWN MENU FUNCTIONS

(SECTION 5)
The pull-down menus are screen features located at the top of the window, above the actual screen. You access them by pointing to the menu title and clicking (or pointing and dragging) the mouse, or by using the keyboard as follows:

(1) Select the pull-down menu by pressing the <ALT> key and the letter key underlined in the menu title (e.g. for Action press <ALT> <A>).

(2) Press the letter key underlined in the menu option list to initiate it (e.g. for Clear all press <C>).
Action 



Action menu items allow you to execute basic screen functions.

Commit 


Commits the current record to the database.

Print Screen 

Prints the current screen (screen shot).

cHange Password 
Transfers you to a screen where you can change your logon password for the 

CCS.

Exit 


Stops execution in the current screen and returns to the calling menu. If You 

select “EXIT” at the Main Menu, execution of the CCS will be terminated.

Edit 



Provides functions that allow you to edit data in the screen.

Cut 


Copies selected text into the buffer and removes it from its current position.

cOpy 


Copies the selected portion of text into the buffer.

Paste 


Incorporates buffered text into the selected position.

Edit 


Displays a pop-up window you can use to edit a field.

Note: You can also select items for editing by clicking and dragging the mouse across the selected area.

Menu 
Menu enables you to transfer to any menu within the CCS without 

exiting the screen you are currently in and without closing that screen.

Employee 


Transfers you to the Employee Menu.

Pollution Prevention 

Transfers you to the Pollution Prevention Menu.

Industrial Hygiene 

Transfers you to the Industrial Hygiene Menu.

Material Management 

Transfers you to the Material Management Menu.

Air Permit Management 

Transfers you to the Air Permit Management Menu.

Preventive Health Assessment 
Transfers you to the Preventive Health Assessment Menu.

Interfaces 


Transfers you to the Interfaces form.

OMS/Public Health 

Transfers you to the OMS/Public Health Menu.

Shared Functions 

Transfers you to the Shared Functions Menu.

Safety 



Transfers you to the Safety Menu.

Waste Management 

Transfers you to the Waste Management Menu.

Environmental Sampling 

Transfers you to the Environmental Sampling Menu.

Program Assessment 

Transfers you to the Program Assessment Menu.

Preferences 


Transfers you to the Preferences form.

Field 



Fields are objects that display information. The Field menu functions allow you 

to manipulate these objects.

Previous 

Moves the cursor to the previous field in the screen.

Next 


Moves the cursor to the next field in the screen.

Clear 


Eliminates data from the currently selected field.

Duplicate

Copies data from the same field of the previous record into the current field.

PULL DOWN MENU FUNCTIONS cont.
Record 



Record menu items allow you to manipulate database records.

Previous 

Selects the previous record in the database table.

Next 


Selects the next record in the database table.

scroll Up 

Shifts the window of the current block to display records that are outside of the

window.

Scroll down 

Shifts the window of the current block to display records that are outside of the 

window.

Clear 


Clears the current record from the screen.

Delete 


Deletes the selected record from the database.

Insert 


Adds a new record to the database.

Duplicate

Copies all field values from the previous record into a new record.

Query 



The Query menu options allow you to display records from the database.

Enter


Clears the screen and allows you to enter query search parameters (see 

Paragraph 3.3.1 for information on querying).

eXecute 


Executes a query based on any parameters entered.

Cancel 


Cancels the operation in progress.

count Hits 

Counts the number of records found that match the current query parameters but 

does not display them.

NOTE: A wildcard can be used to extend a query to include all records with some substring followed by any additional characters. For example, to obtain all records in which a particular field begins with the letters “ABC”, you input “ABC%”. This will obtain records with “ABCD”, “ABCDE”, and “ABCF” in the field. If you would like to query up all records where the data in a field is null or empty, you must enter into the field “#IS NULL”. If the field isn’t large enough allow those characters to be entered, you should put the form in query mode, enter a : in any field and click on the query button again. A popup box will appear where the following information must be entered: fieldname IS NULL. The will query all records where the selected field name is empty. 

Window 


This menu provides access to Window functions.

Cascade


Overlaps the windows so that each title bar is visible.

Tile 


Arranges/shrinks all open windows to fit next to each other on the desktop.

Arrange Icons 

Distributes the icons evenly along the lower edge of the selected group window.

Help 



The Help menu provide hints for using Oracle Screens.

Keys 


Lists the functions defined for various key combinations.

List


Provides a list of values for applicable fields.

display Error 

Displays information concerning the last error.

Version Info 

Display information on the current version of the CCS you are using.

Help 


Displays a brief help message for the currently-selected field.

KEYBOARD FUNCTIONS & 

ASSOCIATED ICONS

(SECTION 6)

This section provides a description of the various options for data access provided by CCS in each screen. These include keyboard, toolbar icon or/and pull-down menu options. This information is summarized in Table 3.2-1.
Oracle Function
Keyboard
Toolbar Icon
Actual Functionality

BEGINNING OF LINE
HOME

Moves cursor to the beginning of the current field.

BLOCK MENU
F5

Displays a list of possible blocks (screens) that the user can navigate to from their current position.

CLEAR BLOCK
SHIFT-F5

Clears the current screen of information and leaves it blank.

CLEAR FIELD
CTRL-U

Clears the value in the selected field.
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CLEAR FORM




Clears all the data in the form and puts the screen in input mode.
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CLEAR RECORD
SHIFT-F4

Clears the current screen of information and replaces it with the next record below it in the table
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COMMIT
F10



Saves new records and updates existing records in the database.

COPY
CTRL-C

Copies selected (highlighted) text into a buffer which can be retrieved later (See also <CUT>, <PASTE>, and <SELECT>).

COUNT QUERY HITS
SHIFT-F2

Instead of performing an actual query, displays the number of records that would result from a query.

CUT
CTRL-X

Cuts the selected (highlighted) text from the record into a buffer which can be retrieved later (see also <COPY>, <PASTE>, and <SELECT>).

DELETE BACKWARDS
BACKSPACE

Moves the cursor one position to the left and deletes the character that is in that position (if one exists).

DELETE CHARACTER
DELETE

Deletes the character at the current position of the cursor (if one exists).

DELETE RECORD
SHIFT-F6

Allows user to delete the current record from the database. When this key is pressed a small window is presented asking the user to confirm the deletion. If “Y” is selected then the deletion takes place. If “N” is selected then the user is returned to the form with no changes made.

DISPLAY ERROR
SHIFT-F1

If an Oracle error occurs, the user will be provided an Oracle error in the status bar at the bottom of the screen. The <DISPLAY ERROR> function supplies the user with a more detailed description of the error.

DOWN
DOWN ARROW

Navigates the user to the next record for the same screen while in query/edit mode (if any such records exist). See <NEXT RECORD> command. Moves the cursor down one position when editing data within a text box, viewing valid values from a pop-up screen, viewing/editing validation table screens, etc.

DUPLICATE ITEM
F3

Assigns the current item the value that exists in the previous record with the same field name.

DUPLICATE RECORD
F4

Copies the previous record.

EDIT
ALT-E, E

Displays the pull down menu, then the Editor box. <COPY>, <CUT>, <PASTE>, and <SELECT> commands are frequently used in conjunction with <EDIT>. This is used extensively to see the complete entry when an * is next to the field label.

ENTER QUERY
F7

Causes the CCS to enter query mode prior to the user entering query data to the screen.  NOTE: For information regarding wildcard (%._) queries see notes in Paragraph 3.2.1.

Oracle Function
Keyboard
Toolbar Icon
Actual Functionality

EXECUTE QUERY
F8

Causes the computer to search the database for records that satisfy the conditions entered by the user while in the query mode. If multiple records result from a query, a “v” will appear in the lower left portion of the screen. The ENTER QUERY, NEXT RECORD/DOWN and PREVIOUS RECORD/UP commands are strongly associated.  NOTE: For information regarding wildcard (%,_) queries see notes in Paragraph 3.2.1. 

EXIT
CTRL-Q

When in query mode will return the form to insert mode. When in insert/update mode will return the user to the last screen entered.

HELP
F1

Displays the built-in electronic Oracle help section. This will give detailed information on the field where the cursor is located. 

INSERT RECORD
F6

Creates a blank new record for data entry.



LEFT
LEFT ARROW

Moves the cursor one position to the left.

LIST OF VALUES
F9

Displays a list of valid values for the current field (obtained from the associated validation table screen). Not all fields have a list of values associated with them. If such a list exists for a particular field, the “<LIST>“ message will appear in the bottom left of the screen and a down arrow will be located next to the field. The <LIST> function provides a pop-up screen containing a list of valid values associated with theselected field.

NEXT BLOCK
CTRL-PG DOWN

Navigates the user to the next block in the screen

NEXT ITEM
TAB

Navigates the user to the next field on the current screen

NEXT PRIMARY KEY
SHIFT-F3

Navigates the user to the next field on the screen that is designated as a primary key. 

NEXT RECORD
PG DOWN

Navigates the user to the next record for the same screen while in the query/edit mode (if any such records exist). A “v” will appear in the bottom left portion of the screen, if a next record exist.

NEXT SET OF RECORDS
CTRL->

Navigates the user to the next set of records for the same screen.

PASTE
CTRL-V

Pastes the text from the buffer into the current field (see also <COPY>, <CUT>, and <SELECT>).

PREVIOUS BLOCK
CTRL-PG UP

Navigates the user to the previous block in the screen series.

PREVIOUS ITEM
SHIFT-TAB

Navigates the user to the previous field on the screen.

PREVIOUS RECORD
PG UP

Navigates the user to the previous record for the same screen while in the query/edit mode (if any such record exists). A “^” will appear in the bottom left portion of the screen, if a previous record does exist.

PRINT
SHIFT-F8, PRINT SCREEN

Sends a screen dump to the printer, if one is directly connected to the screen. REFRESH CTRL-P Cleans the screen to eliminate stray characters. 

RETURN
RETURN

See <NEXT FIELD> command

RIGHT
RIGHT ARROW

Navigates the cursor one position to the right.

SHOW KEYS
CTRL-F1

Shows all of the Oracle functions and the corresponding PC key sequences.

UP
UP ARROW

Navigates the user to the previous record for the same screen while in the query/edit mode (if any such records exist). See <PREVIOUS RECORD> command. Moves the cursor up one position when editing data within a text box, viewing valid values from a pop-up screen, viewing/editing validation table screens, etc.
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