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Data Entry Screens Used Most Often by Bioenvironmental Engineering

MAIN MENU …
Employee Menu …

· Employee Demographics

· Employee Demographic History

Industrial Hygiene Menu …

· Potential exposure group

· Control Menu

· Assigning Controls to a PEG

· Assigning Controls to an Activity/Process

· Assigning PEGs to a control

· Assigning Activities/Processes to a control

· Respirator Selection

· Respirator Qualification

· RPP/QNFT Fit Test Menu

· RPP (Respirator Fit Test)

· QNFT (Gas Mask Fit Test)

· Potential Exposure Group/Activity

· IH Sampling/Survey Menu

· Sample Log

· Air Sampling Survey

· Bulk Material Survey

· Dosimeter Survey

· Laser Survey

· Noise Survey

· RF Survey

· Ventilation (all to be changed!!!)

· Assessment Menu

· Compliance Assessment

· General Assessment

· Risk Assessment

· Management Views

Shared Functions Menu …

· Equipment Menu

· Equipment (Model)

· Equipment (Serial)

· PEG Equipment

· Activity/Process Equipment

· Unique Activity/Process

· Shop Menu

· Shop

· Work Assignment (Employee)

· Assessment Menu (SAME AS IN INDUSTRIAL HYGIENE MENU)
Important Information about this Guide

Command Core is a large database designed to keep a wide range of Occupational Health, Environmental and other related workplace and employee information.  The program seeks to automate many processes now conducted manually, and also to make them easier to conduct repeatedly.  Command Core also provides reports that can be helpful for many tasks, including establishing Air Emissions Inventories, medical employee tracking, and automating Bioenvironmental Engineering surveys.

This guide is designed to teach the Bioenvironmental Engineering technician how to effectively use Command Core Version 4.3, along with providing tips and tricks to help speed up use of the system and make data entry as quick and painless as possible.  A large portion of the guide lists the procedures to use when entering data into the screens most used by Bioenvironmental Engineering Flights.  Parts of the guide are also devoted to teaching some short-cuts, the proper order to enter data when using Command Core, and providing some definitions you may need when using the system.

Terminology Used in this Guide

Please note, throughout this guide, some terminology will be used repeatedly.  For the more experienced computer user, this terminology is second nature.  However, for those of us who are not as computer literate, the following are some key terms used in this guide:

· Click - To point at a screen button with the mouse pointer, then depress the left mouse button.

· Enter - To put text into a field using the keyboard.

· Select - To put text into a field using a pre-defined 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.

· Commit - To save a record or part of a record in Command Core.

· Asterisk - Indicates a field will allow more characters than can be seen on screen.

· Edit - To view all characters, click EDIT on the menu bar, or EDIT on the pull-down menu.

· Pick List - A list of values (LOV) for a data field.  May be accessed by pressing F9 on the keyboard, or by clicking HELP on the menu bar, then LIST in the pull-down menu.
Throughout this guide, on-screen buttons are denoted by CAPITALIZED type.  Fields where data entry is necessary are denoted by italicized type.  

Answers to Your Questions

Hopefully, this guide will serve as a useful reference for both the new and more experienced Command Core User.  If you find you cannot answer a question using this guide, first talk to those around you.  Many people have already had some experience with Command Core, and have become more experienced with some of its special characteristics.  If he or she cannot answer your question, feel free to call the CCS help desk at 1-800-600-9332 ext. 9662 from 0700 until 1900 hrs (CST).

	Chapter 1 

Introductory Info – Important to Know


This chapter provides some basic information to get started with Command Core.  It gives instructions for starting Command Core, and the basic procedures for navigating through the system.

Before you start using Command Core, your user name and password must be set up by your Command Core System

	Administrator.  Once this is set up, when you log in, you will come to a license screen.  Click the ACCEPT button at the top.                
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	This will bring you to the Command Core main menu.
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Users have two main ways to navigate the Command Core System.  One way is to use drop-down menus at the top of each screen.  Another is to use the graphical user interface buttons on the screen, to navigate from menu to menu this way.  Each way is acceptable for navigating the system, and which is faster largely depends on personal preference and practice using the system.
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Rather than jumping into any screen to start entering data, see appendix D, which shows the order in which to enter information into Command Core.  For example, you cannot begin to add controls to an activity or process without first creating the activity itself.  Appendix D lists some of the forms used most frequently by Bioenvironmental Engineering technicians, and the items that must be completed before these forms can properly be used.

The most frequently used main menus in Bioenvironmental Engineering are the Industrial Hygiene Menu, the Employee Menu, and the Shared Functions Menu.  In the Industrial Hygiene Menu, Command Core is used to monitor industrial workplaces and document health-hazard related survey data.  The shared functions menu is useful to create industrial shops, document their activities, maintain equipment information, and assign employees to their various roles.  Finally, tracking, adding, and locating employees are accomplished using the employee menu.

In individual forms, please note field names in blue are mandatory entries.  Command Core will generally not allow you to either leave a form or save a record without completing at least the mandatory fields.

	Chapter 2 

Starting with People – The Employee Menu


This chapter is designed to assist you in loading data concerning people and their roles.  The demographic menu in Command Core is used to accomplish this.

Adding an Employee

To add an employee, either use the menus at the top of the screen, or navigate through the on-screen buttons as follows:

Note:  Before adding an employee, run a query using the person’s social security number to insure the employee is not already in the system.  See Appendix E of this guide for general querying procedures.

IMPORTANT:  Information for civilian civil service and military employees will automatically be added to Employee Demographics during routine personnel data updates.  However, non civil service employees (i.e. foreign nationals in some countries) will often not be automatically added.  In this case, manual entry is required, using a System ID code (see (9) below) OTHER THAN “military” or “civilian”.  See your system administrator or contact the Command Core help desk for procedures to add an alternate value for the System ID, to manually include these people in the system’s data.

· EMPLOYEE MENU

· EMPLOYEE DEMOGRAPHICS
(1) Enter the SSAN (social security number) of the employee

(2) Enter the Name of the employee

(3) Enter the Grade of the employee – Enter the military rank or civilian pay grade for the employee, if known

(4) Enter the home address Street, City, State, Zip Code, and Home Phone of the employee, if known.

(5) Enter the e-Mail Address and User ID of the employee, if known.

(6) Select or Enter the Office Symbol, Org Structure ID, MAJCOM, and Organization for the employee.  In many cases, choosing the Office Symbol may cause the Org Structure ID and Organization to be automatically completed.  The MAJCOM can be selected from the pick list.

(7) Enter the Installation, State, Zip Code, and Duty Phone at the base where the employee works.

(8) Enter the DSN prefix for the base.  If not known, DSN prefixes for Air Force installations can be found at http://afdir.hq.af.mil/AFDIR/search.cfm, or at http://www.af.mil/news/airman/0101/majoraf.html. 

(9) Select or Enter System ID, choosing if the employee is civilian or military.

(10) Record ID  - Leave this field blank

(11) PEC Code – Leave this field blank
(12) Enter the Date of Birth of the employee, if known.

(13) Select or Enter the Sex, Race, Minority Group, and Ethnic Code of the employee.  Pick lists are provided.

(14) Select or Enter Aero Rating for the employee.  This only applies to employees with a flying mission.

(15) Select of Enter Aviation Service.  This is the experience level and/or current status of the employee as a flyer.  Generally, this will not need to be completed by Bioenvironmental Engineering personnel.

(16) Select or Enter Appointment Civilian Type.  Enter Civilian Hire Date, and Civilian Service Computation Date.  These are personnel classifications based on the position a civilian employee is holding.  These are not critical fields for completion by Bioenvironmental Engineering.

(17) Enter DAFSC/Job Code and Job Description.  What is the employee’s job and duty title?

(18) Enter Date Effective Return Overseas and Date of Separation.  These are personnel functions that are not necessary for completion by Bioenvironmental Engineering.

(19) Select or Enter Date of Separation Reason and Departure Code.  Enter Projected Departure Date and Duty/Position Effective Date.  These are personnel functions that are not necessary for completion by Bioenvironmental Engineering.

(20) Select or Enter Duty Command Level.  Enter the organizational level at which the employee works.  This is a different field from the MAJCOM entered above.  Enter the LOWEST level at which the employee can be categorized.  For example, a family practice physician working in a major medical facility would be categorized as  “RH” for “RGN Hospital”, even though that hospital is part of a Major Command.

(21) Select or Enter Service Component of the employee, choosing which branch of service the employee actually works for.

(22) Enter the TAFMSD Date.  This is the Total Active Federal Military Service Date, and is primarily a personnel function that is not necessary for completion by Bioenvironmental Engineering.

(23) Commit the record with the [image: image5.jpg]


 button

(24) Close the form with the [image: image6.png]


 button

Once a record is committed in EMPLOYEE DEMOGRAPHICS form, buttons at the top of the screen become active, which allow for Update or Archive of the record, viewing of PEG History, and Employee Health Date (which is intended for clinical medical use).
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Finding Previous Employees

Note:  Employee historical information is only available for employees who have worked at the base since Command Core was installed.  An employee who departed the base prior to the system’s effective date will not be present.  This is not a data entry form, but is used only for historical employee information.  It will not allow records to be added.  This form is designed to run queries.  

To locate previous employee data, use the menus at the top of the screen, or navigate through the on-screen buttons as follows:

· EMPLOYEE MENU

· EMPLOYEE DEMOGRAPHIC HISTORY
(1) Because of the nature of this form, field-by-field instructions are not necessary.   Press F7 upon opening the form.

(2) Using the mouse, place the cursor on any field.  Type in known information about the employee.  Continue to Enter as much information as possible to closely find the given person.

(3) Press F8 to execute a query using the information you have entered.  If any historical records match the information you have entered, they will be displayed.  Use ( to move from one record to the next if more than one is applicable.
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Assigning an Employee to a Job

NOTE:  The list of jobs (JOB ID and description) provided as defaults by Command Core may not include the job you wish to assign to an individual.  If this is the case, you must create a new job, using the WORK ASSIGNMENT form in the SHARED FUNCTIONS menu.  In this form, simply create a code for the JOB ID, complete the JOB Title and JOB Description fields, commit the record with the [image: image9.jpg]


 button, and close the form with the [image: image10.png]


 button.  The new job will be created, available for assignment in the WORK ASSIGNMENT (Employee) form.

NOTE:  On this form, an employee may not have the same job at different times.  For example, if an employee is assigned as a “Surveyor/Examiner” in this form, with a start date in 1997, you cannot enter that person as a “Surveyor/Examiner” with another start date unless you put an end date on the existing record.   Otherwise, you will get an error stating ”The date range of this employee’s job assignment overlaps with another record’s date range”.
To link together an employee and his or her job, either use the menus at the top of the screen, or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU

· WORK ASSIGNMENT (EMPLOYEE)
(1) Locate the individual using the SSAN drop-down menu (pick list)

(2) Select or Enter Job ID to assign the person to the job required.

(3) Enter the Start Date for the employee in YYYY/MM/DD format.

(4) Commit the record with the [image: image11.jpg]


 button

(5) Close the form with the [image: image12.png]


 button
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Assigning an Employee to a PEG

BEFORE ENTERING ANY DATA IN THE EMPLOYEES IN POTENTIAL EXPOSURE GROUP SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See Chapter 3).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

· CREATE PEG (See Chapter 3).

STOP!  Before you assign personnel, let’s discuss assigning personnel to more than one PEG.  If there is a need to assign an individual to more than one PEG, you must turn the Auto Closeout function off.  This will allow for the assignment of an individual to multiple PEGs.  If the Auto Closeout is not turned off, upon assignment to a new PEG, the individual will be closed out of the previous PEG assignment.   If the Auto Closeout feature is turned off, when a person changes PEG assignments, the user must end the employee in the “old” PEG and then add them to the “new” PEG.  To turn this function off, please notify your SA.

Normally, personnel are assigned to only one PEG.  In some cases, typically at large bases, there can exist a need to assign personnel to more than one PEG.  An example is if there is an individual assigned to a shop who spends 90% of their time in their normal, or main PEG, and 10% of their time in another PEG. This person can be assigned to both PEGs, with the understanding that the exposure will be less for the time spent in the “loaner” PEG.  The most accurate tracking would be to assign this person to one PEG.  However, reality is personnel assigned to multiple PEGs must be tracked manually.  

To link together an employee and his or her PEG, either use the menus at the top of the screen, or navigate through the on-screen buttons as follows.  

Special Instruction:  Employees’ PEG histories are available on the right side of the screen.  If you wish to remove an employee from a previous PEG prior to entry into another PEG, enter an End Date for the worker in the PEG HISTORY section of the form.

· INDUSTRIAL HYGIENE MENU

· EMPLOYEES IN POTENTIAL EXPOSURE GROUP
(1) Select or Enter PEG in which the employee works.

(2) Select or Enter SSAN and input the social security number of the employee.

(3) Enter the Start Date for the employee in the PEG in YYYY/MM/DD format.  This field will provide a warning if you try to enter a start date outside the range the employee has been present at the base.  Once you enter an end date and commit the record for any given employee, the employee’s name should disappear from the listing.

(4) Commit the record with the [image: image14.jpg]


 button

(5) Close the form with the [image: image15.png]


 button
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	Chapter 3 

Working with Shops – Creating a Workplace


This chapter 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 enter data to create a new Unique Activity/Process in Command Core.

First, it is important to understand the basic relationship between a Shop, PEG, and Activity.  One shop may have many PEGs with several activities assigned to each PEG, or may only have one PEG.  A good example where more than one PEG may exist is the following:

	          Shop:  Corrosion Control (SHOP)

          PEG:  Sheetmetal (PROCESS)

          Activity:  Grinding Metal Parts (TASK)
	Shop:  Corrosion Control (SHOP)

PEG:  Coating/Painting (PROCESS)

Activity:  Painting F-15 wing section (TASK)


This chart shows examples of both a multiple PEG and single PEG shop.
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Figure 2.  Relationship between SHOP, PEG(s), and Activities.

Relationship 1

Relationship 2


AFI 48-145 is the governing directive for Activity Based Surveillance.

Note:   For bases that use AF-EMIS as their Hazmat tracking system, the Issue Code block in the PEG screen must be populated with the AF-EMIS SHOP Code to create the link between Command Core and AF-EMIS.  

Currently, Command Core allows you to assign an AF-EMIS SHOP Code to a PEG.  Therefore, if you have multiple PEGs assigned to a SHOP, the AF-EMIS SHOP Code can only be assigned to one of the PEGs.  If you decide that you need to assign multiple PEGs to a Shop at your installation, a local business practice must be established, between the BEF and the Hazmat Pharmacy, identifying the appropriate AF-EMIS SHOP Code for each PEG.  

Creating a Shop

IMPORTANT!  WHEN YOU CREATE A SHOP, YOU ARE CREATING IT TO USE DURING SURVEYS TO IDENTIFY AND EVALUATE HAZARDS.  YOU MUST INSURE THE SHOP START DATE IS EQUAL TO OR BEFORE ANY PEG, ACTIVITY, OR SURVEY DATA YOU WISH TO ENTER.  A GOOD WAY TO INSURE THIS IS TO GIVE THE SHOP A START DATE OF 1901/01/01.
To create a shop, either use the menu button at the top of the screen to navigate from SHARED FUNCTIONS to SHOP MENU to SHOP, or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU

· SHOP MENU

· SHOP
(1) Enter the WIC Case File No (Case file Number), usually in ###A format, and the Shop Name.

(2) Enter the Start Date in YYYY/MM/DD format (suggested practice is to use a default date some time ago, such as 1901/01/01).  

Note:  The Shop start date must be at the same time or before the PEG start date, which must be before the Activity start dates.  This only makes sense.  For example, an activity cannot exist before its PEG was present.

Also, the PEG start date must be before the HAZMAT Zone/ShopID date.

(3) Do not enter the End Date unless you are closing the shop.

(4) Enter or select the Shop Category (selections are provided in the drop-down menu).  This will track the frequency of shop visits based on the shop’s category.

(5) Enter any general Comments about this shop.

(6) Commit the record with the [image: image18.jpg]


 button

(7) Close the form with the [image: image19.png]


 button
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(8) Click the [image: image21.jpg]SHOP POC.



 button (at the top of the screen).

(9) Select or Enter function/role (will usually be SUP001 or SUP002 for shop supervisors) and point of contact’s Name.

(10) Enter the point of contact’s Phone No, Fax No, and e-mail Address (if known).

(11) Enter the start date for the point of contact in YYYY/MM/DD format.

(12) Commit the record with the [image: image22.jpg]


 button

(13) Close the form with the [image: image23.png]


 button
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Creating a Potential Exposure Group (PEG)

IMPORTANT!  JUST LIKE THE SHOP, WHEN YOU CREATE A PEG, YOU ARE CREATING IT TO USE DURING SURVEYS TO IDENTIFY AND EVALUATE HAZARDS.  YOU MUST INSURE THE PEG START DATE IS EQUAL TO OR BEFORE ANY SURVEY DATA OR ACTIVITIES YOU WISH TO ENTER.  FOR EXAMPLE, IF YOU HAVE NOISE DOSIMETRY FROM 1992 AND YOU WANT TO INCLUDE THAT DOSIMETRY IN A PARTICULAR PEG, YOU CANNOT HAVE A PEG START DATE OF 1997.  IF THE PEG DID NOT EXIST WHEN THE SURVEY WAS ACCOMPLISHED, THE SURVEY CANNOT BE PART OF THAT PEG.  A GOOD WAY TO AVOID THIS IS TO GIVE THE PEG A START DATE OF 1901/01/01.  OBVIOUSLY, NO SURVEYS WILL HAVE TAKEN PLACE PRIOR TO THAT DATE, AND IT WILL BE EQUAL TO THE DEFAULT SHOP START DATE OF 1901/01/01.

BEFORE ENTERING ANY DATA IN THE POTENTIAL EXPOSURE GROUP SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:  

· CREATE THE SHOP (See earlier in this chapter).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

Before you enter PEGs, you must determine how Command Core will relate to the HAZMAT tracking system at your base.  In Command Core, the AF-EMIS Shop Code is entered in the Issue Code field located on the PEG Screen in the PEG menu.  If you make a mistake at this point, Command Core is not very forgiving in updating many of its data fields.  Once you commit the record, you must end the record in the END Date and start over to correct errors.

To insure the correct data is entered in the PEG Form, be sure to pay attention to the PEG and SHOP ID (AF-EMIS) or the PEG and the ZONE (HMMS – AFMC hazmat tracking system).  For EMIS users, the ISSUE CODE data element in the Potential Exposure Group screen must exactly match EMIS shop code.  When you use the HMMS tracking system, it is absolutely critical that the PEG field name match exactly the ZONE/SHOPID name.  Also, it is absolutely critical that the PEG start date be before or equal to the ZONE/SHOPID start date.

When do you need multiple PEGs under a given SHOP?  There are many industrial workplaces in the USAF where assigning multiple PEGs to a SHOP could apply.  As you review the need to assign multiple PEGs to a SHOP, please consider:

· What is the value added to assigning multiple PEGs to the shop?

· Will multiple PEGs improve the quality of surveillance and management of risks/physicals?

· Does the overall risk of the activity create the need for multiple PEGs?

A prime example of when multiple PEGs are assigned to one shop is the CE Zone Shop.  With multiple jobs (carpenters, plumbers, painters), you may consider assigning multiple PEGs if the exposures differ.  Be aware that at some bases a carpenter can also be a painter, etc.  In these cases, only one PEG should be assigned.  Another reason to assign another PEG to a shop is to account for and document the administrative personnel in the shop.  How many times has an admin person shown up to receive medical surveillance?  This helps to eliminate that error.

To create a PEG, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to POTENTIAL EXPOSURE GROUP, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· POTENTIAL EXPOSURE GROUP
(1) Enter the PEG.  Note that the field does not automatically default to upper case letters.  It is HIGHLY recommended that you use upper case for this field (Example:  001A instead of 001a).  Once the PEG has been committed, the only way to modify it is through the CCS Help Desk.

(2) Enter the Start Date in YYYY/MM/DD format.  This date must be equal to or after the Shop start date, but must be equal to or before any activity dates for the PEG (entered later).  Suggested date is 1901/01/01.

(3) Select or enter the WIC Base Code, choosing your base.

(4) Select or Enter WIC Organization from the drop-down menu (pick list).

(5) Select or Enter WIC Function from the drop-down menu (pick list).

(6) Select or Enter the WIC Case File No from the drop-down menu (pick list).

(7) Enter the Building No and Room/Area of the PEG.

(8) Select or Enter the Unit/Organization and Office Symbol from the drop-down menus (pick lists).

(9) Enter the Issue Code.  AGAIN, AS DISCUSSED EARLIER IT MUST MATCH THE CORRESPONDING EMIS SHOP ID TO ALLOW FOR MATERIAL INFORMATION TRANSFER FROM EMIS.

(10) Select or Enter the PEG Category. Unless this is an administrative PEG, this will usually be the same as the Shop Category previously entered.

(11) Enter the Number of Shifts the PEG works.

(12) Select or Enter the Survey Frequency.
(13) Enter a PEG Narrative.  What does the PEG do?  This field is largely the same as the narrative once placed on the AF Form 2755.

(14) Commit the record with the [image: image25.jpg]


 button

(15) Close the form with the [image: image26.png]


 button
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Creating a Unique Activity/ Process

IMPORTANT!  JUST LIKE THE SHOP AND PEG, WHEN YOU CREATE AN ACTIVITY, YOU ARE CREATING IT TO USE DURING SURVEYS TO IDENTIFY AND EVALUATE HAZARDS.  YOU MUST INSURE THE ACTIVITY START DATE IS EQUAL TO OR BEFORE ANY SURVEY DATA YOU WISH TO ENTER.  FOR EXAMPLE, IF YOU HAVE A NOISE SURVEY FROM 1992 AND YOU WANT TO INCLUDE THAT SURVEY IN A PARTICULAR ACTIVITY, YOU CANNOT HAVE AN ACTIVITY START DATE OF 1997.  IF THE ACTIVITY DID NOT EXIST WHEN THE SURVEY WAS ACCOMPLISHED, THE SURVEY CANNOT USE THAT ACTIVITY.  A GOOD WAY TO AVOID THIS IS TO GIVE THE ACTIVITY A START DATE OF 1901/01/01.  OBVIOUSLY, NO SURVEYS WILL HAVE TAKEN PLACE PRIOR TO THAT DATE, AND THE DATE WILL BE AFTER THE DEFAULT SHOP START DATE AND DEFAULT PEG START DATE OF 1901/01/01.

BEFORE ENTERING ANY DATA IN THE UNIQUE ACTIVITY/PROCESS SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See earlier in this chapter).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

· CREATE PEG (See earlier in this chapter).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

To create a unique activity/process, either use the menu button at the top of the screen to navigate from SHARED FUNCTIONS to UNIQUE ACTIVITY/PROCESS, or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU


· UNIQUE ACTIVITY/PROCESS
(1) Select or enter Common Activity – You will have a filtered group of general activity categories to choose from.

(2) Select or enter Method – Based on the Common Activity you just chose, this list will have a group of application or work methods to choose from related to that activity. 
(3) Enter a code or number in the Base Specific field for this activity.  To make activities easier to track and improve the quality of the data in Command Core, each base should develop a standard system for providing this unique number.  (APIMS)*

(4) Enter Activity/Process Name – Only enter a short description to identify the overall process, rather than a full-length description.  

(5) Enter Start Date in YYYY/MM/DD format.  Hint:  May not be the date of the survey, but the date the process was instituted in the shop.  As discussed earlier, this date must be equal to or after the PEG Start Date, but must be prior to any survey data for the activity.  For example, if this date is during 1997, and you want to enter a survey for the activity conducted in 1997, you will not be able to.  In this event, you will have to return to this activity later and change the Start Date.  Suggested date is 1901/01/01.

(6) Enter Description – This is a longer, more complex description of the process.  As a minimum, include a description of each of the tasks involved with the process.
(7) Enter Activity/Process Duration – How long does the process take?
(8) Select or enter UOM (Unit of Measure for the time of the process).

(9) Enter Operating schedule Hrs/Day -- How long does the shop operate per day?

(10) Enter Operating schedule Days/Wk -- How many days per week does the shop operate?

(11) Enter Operating schedule Wks/Yr -- How many weeks per year does the shop operate?

(12) Enter Activity/Process Drivers -- What regulations govern the process, or require that the process take place?

(13) Enter Activity/Process Output -- What is the resulting product of the process?  

(14) Enter PEG -- What PEGs perform this process?

(15) Select or Enter Functional Area -- Enter your functional area, or where you work.
(16) Select or Enter Industrial Activity​ – A pick list is provided.

(17) Select or Enter Industrial Sub-Activity – A pick list is provided.  (APIMS)*

(18) Select or Enter Facility (APIMS)*
(19) Select or Enter Office Symbol -- Enter the office symbol of the shop conducting this work.

(20) Select or Enter Organization
(21) Select or Enter Environmental Next Higher Activity/Process ID – Not used by Bioenvironmental.  (APIMS)*

(22) Select or Enter Activity/Process Type Code -- What is the general activity/process being performed?

(23) Enter the Percent Fugitive Emissions – Not normally used by Bioenvironmental.  (APMIS)*

(24) Enter Comments – This Comments space is reserved for use about the environmental impact of the process, and will therefore not normally be used by Bioenvironmental.

(25) Select or Enter Location -- Where is the process taking place?

(26) Select or Enter Weapons System Code – What weapons system/aircraft is this process being conducted on?
(27) Select or Enter Weapon Sub-System Code
(28) Enter T.O. Drivers -- What Technical Orders dictate the process is needed?  You should be able to get this information from the shop, if applicable.

(29) Enter End Item
(30) Enter Estimated Number of Items
(31) Commit the record with the [image: image28.jpg]


 button

(32) Close the form with the [image: image29.png]


 button

*APIMS is the Air Program Information Management System.  Blocks (3), (17), (18), (21), and (23) above are used by personnel involved with this program, and are not usually considered critical blocks for Bioenvironmental Engineering personnel.
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	Chapter 4

Shop Equipment and Survey Instruments


Introduction to the Equipment Menu

The following steps, taken in order, will allow you to quickly enter data to create new Equipment items in Command Core, as well as gain familiarity with all equipment forms used.

The Equipment menu is divided into four different forms.  EQUIPMENT (Model) is used primarily to enter new equipment into the system.  It contains the greatest number of information fields for equipment, including manufacturer contact information, calibration information, and other relevant fields.

EQUIPMENT (Serial) can also be used to enter new pieces of equipment, but should realistically be used for Querying information (See Appendix E), since it contains a minimal amount of information about given pieces of equipment.  PEG Equipment is used to link equipment with a particular PEG.  Activity/Process Equipment is used to link equipment with a particular activity/process.

Create New Equipment Items

To input new equipment, either use the menu button at the top of the screen to navigate from SHARED FUNCTIONS to EQUIPMENT MENU to EQUIPMENT (Model), or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU

· EQUIPMENT MENU
· EQUIPMENT (Model)
IMPORTANT:  If you have two pieces of equipment with the same model number but different serial numbers, insure you follow the procedure directly below (a-f), or the system WILL NOT easily save any additional pieces of equipment of the same model. 

(a) To determine if the model number you are entering already has pieces of equipment entered for it, when you first get in the screen, press F7.  Use the drop-down menu for the Model No to see if the model is already in there.  If it is, skip down to step (f).

(b) To start, in the EQUIPMENT (Model) screen, enter the model information at the top half of the screen. 

(c) When you reach the EQUIPMENT GAUGE/CALIBRATION area of this screen (see below), you are no longer dealing with just a single piece of equipment with the Model Number above, but can now enter several pieces of equipment with the same model number.  

(d) Enter the information about the first piece of equipment entirely in this area.  

(e) Commit the record. 

(f) Instead of starting at the top of the page, go back to the Serial Number field in the EQUIPMENT GAUGE/CALIBRATION area (see below).  

(g) While the cursor is on Serial Number, use the menu at the top of the screen to select RECORD ( INSERT, then select RECORD ( DUPLICATE.  The serial number you just typed should reappear.

(h) Change this serial number to the serial number of the new piece of equipment with the identical model number.  Change any other different information in the EQUIPMENT GAUGE/CALIBRATION area.  Commit the record, and the new piece of equipment is now entered into the system.

(i) To confirm the new piece of equipment is in the system, scroll down through the EQUIPMENT GAUGE/CALIBRATION area (scroll bar at left).

(j) Commit the record with the [image: image31.jpg]


 button

(k) Close the form with the [image: image32.png]


 button

To input a completely new piece of equipment with a new model number: 

(1) Enter Model Number – What is the model number of the equipment?

(2) Enter Serial Number -- What is the serial number of the equipment?

(3) Enter Applicable T. O. Series – Technical Order Series Does not apply to all equipment, but would be used for equipment used in maintenance-oriented shops, particularly those who deal with weapons systems.

(4) Select or Enter Functional Area – Where do you work?

(5) Enter Manufacturer – What company makes the equipment?

(6) Enter Address, City, State, Zip, Phone – What is the manufacturer’s contact information?

(7) Enter Applicable Non-Government Standard – This does not apply to all equipment.

(8) Enter Mil Spec No – This does not apply to all equipment, but is particularly useful for equipment in maintenance-oriented shops.

(9) Enter NSN – National Stock Number -- Does not apply to all equipment, and may not always be available.

(10) Enter FDA Exempt – Enter “Unknown” when not applicable.

(11) Select and/or Enter Capacity, Capacity UOM – What is the measurement parameter or operating parameter for the equipment, and the unit of measure?  This is generally used for other than industrial hygiene information.

(12) Select and/or Enter Height, Height UOM, Width, Width UOM Length, Length UOM, Diameter, Diameter UOM – How tall, wide, long, and deep, and what is the unit of measure?  This field is primarily designed for stack measurements for air emissions, and is not a serious consideration for industrial hygiene.

(13) Select or Enter Equipment Hazard Code – Is the equipment capable of producing a hazard?

(14) Select and/or Enter Cert./License, License Date, Lic Expires – Is certification required for the equipment, when did it start, when does it expire?

(15) Select or Enter Numerically Controlled – Is the item tracked by number?

(16) Enter Comments – Enter any applicable comments.  This form is actually for this model number of equipment, so these comments will apply to all pieces of equipment with the same model number.

EQUIPMENT GAUGE/CALIBRATION – This area begins a sub-form for individual serial numbers of equipment with the model number entered above.  Note the scroll bar to the left of this area on the screen.

(1) Enter Serial Number for the equipment model entered above.

(2) Enter Mfg Date, Purch Date – Enter manufacturing and purchase dates, if known.  All these dates will be in YYYY/MM/DD format.

(3) Enter Start/Instl Date – Enter date equipment started being used.  This date must be before the equipment was used in any survey.

(4) Enter Service Date – Enter date equipment was serviced, if applicable.

(5) Select or Enter Portable – Is the equipment TYPICALLY carried during normal usage?

(6) Select or Enter Hazard – Is this particular piece of equipment capable of producing a hazard?

(7) Select or Enter Significant Source – Is this particular equipment a significant source of hazard?

(8) Select or Enter Location – Where is this piece of equipment kept?

(9) Enter Other ID – Enter other identifying number for the equipment, if applicable.  This field is particularly useful for survey equipment tracked using medical equipment account numbers.

(10) Enter Air Equipment ID – Bioenvironmental Engineering does not extensively use This field for industrial hygiene purposes.

(11) Select or Enter Gauge Type Code – What type of gauge does the equipment use, if applicable?  This field only has limited available values, and does not apply for all equipment.

(12) Click Change Status to update the status of equipment, if required.  

Note:  The new record must be committed before this field can be used.  When the record is first committed, this field will default to “Active”, indicating the equipment is in service.  If the equipment is unavailable or no longer at the base, the status can be changed to reflect this.

(13) Enter Calibration Date, Calibrator Model Number, Calibrator Serial Number – Enter the date of calibration and the machinery used to calibrate, if applicable and/or known.  This field is not designed for daily calibration of equipment using on-site calibrators (like noise dosimeters), but is used for calibration performed on a periodic basis.

(14) Select and/or Enter Requires Calibration Every – Enter the number and unit of time measure for the frequency of periodic calibration, if applicable.

(15) Click Applicable Requirement to enter any additional regulatory requirements for the equipment.  This block is used for local, state, and similar additional requirements which may regulate the use of the equipment.  Typical AFOSH, OSHA, and other industrial hygiene requirements do not need to be entered here.

(16) Enter PM Number – Enter the PM number, if applicable.

(17) Enter Comments about this specific piece of equipment.  Any comments entered here will only apply to this actual item, and not other pieces of equipment sharing the same model number.

(18) Commit the record with the [image: image33.jpg]


 button

(19) Close the form with the [image: image34.png]


 button
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Note:  This is the “top” part of the form referred to above.  It is used for entering the Model number of equipment.
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Note:  The center of this picture starts the EQUIPMENT GAUGE/CALIBRATION area referred to above.  It is used for entering pieces of equipment with the model number specified in the “top” part of the form above.  Multiple serial numbers can be entered here for the model number entered above.

Create New Equipment Item (Serial No) – 

 -- Recommend using Equipment (Model) screen instead if possible
To use the Equipment (Serial) data form, either use the menu button at the top of the screen to navigate from SHARED FUNCTIONS to EQUIPMENT MENU to EQUIPMENT (Serial), or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU

· EQUIPMENT MENU
· EQUIPMENT (Serial)
(1) Enter Serial Number -- What is the serial number of the equipment?

(2) Enter Mfg Date, Purch Date – Enter manufacturing and purchase dates, if known.

(3) Enter Start/Instl Date – Enter date equipment started being used.  Insure this date is before any survey for which you intend to use the equipment.

(4) Enter Service Date – Enter date equipment was serviced, if applicable

(5) Select or Enter Model Number – What is the model number of the equipment?
(6) Select or Enter Portable – Is the equipment TYPICALLY carried?

(7) Select or Enter Hazard – Is the equipment hazardous?

(8) Select or Enter Significant Source – Is the equipment a significant source of hazard?

(9) Select or Enter Location – Where is the equipment kept?

(10) Enter Other ID – Enter other identifying number for the equipment, if applicable

(11) Enter Air Equipment ID
(12) Select or Enter Gauge Type Code – What type of gauge does the equipment use, if applicable?

(13) Click Change Status to update the status of equipment, if required 

Note:  This can only be done once the record has been committed.

(14) Enter Calibration Date, Calibrator Model Number, Calibrator Serial Number – Enter the date of calibration and the machinery used to calibrate, if applicable

(15) Select and/or Enter Requires Calibration Every – Number and time unit for calibration frequency.

(16) Enter Comments – Enter any applicable comments

(17) Commit the record with the [image: image37.jpg]


 button

(14) Close the form with the [image: image38.png]


 button
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Tie Equipment to a PEG

BEFORE ENTERING ANY DATA IN THE PEG EQUIPMENT SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE APPLICABLE PIECE OF EQUIPMENT INTO THE DATABASE USING EQUIPMENT (Model) IN SHARED FUNCTIONS (See earlier in this chapter).

· CREATE THE SHOP (See Chapter 3).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

· CREATE THE PEG (See Chapter 3).

To assign equipment to a PEG, either use the menu button at the top of the screen to navigate from SHARED FUNCTIONS to EQUIPMENT MENU to PEG EQUIPMENT, or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU

· EQUIPMENT MENU
· PEG EQUIPMENT
(1) Select or Enter PEG – What is the Potential Exposure Group in which the equipment is used?  Note:  Bioenvironmental Engineering Equipment is not usually entered in individual shops’ PEGs.  Equipment used during surveys is entered in the PEG for the Bioenvironmental Engineering shop alone.  Equipment for other PEGs will include items such as noise sources, ventilation systems, and other items that are relevant to industrial hygiene surveillance.

(2) Select or Enter Model No – What is the model number of the equipment?

(3) Select or Enter Serial No – What is the serial number of the equipment?

(4) Enter Start Date – What is the start date for the equipment?  Note:  The Start Date must be after the PEG start date.

(5) Enter Use – What is the equipment primarily used for?

(6) Commit the record with the [image: image40.jpg]


 button

(7) Close the form with the [image: image41.png]


 button
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Add Equipment to an Activity / Process
BEFORE ENTERING ANY DATA IN THE ACTIVITY/PROCESS EQUIPMENT SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING 

· ENTER THE APPLICABLE PIECE OF EQUIPMENT INTO THE DATABASE USING EQUIPMENT (Model) IN SHARED FUNCTIONS (See earlier in this chapter).

· CREATE THE ACTIVITY (See Chapter 3).

NOTE:  YOU MUST KNOW THE UNIQUE NUMBER OF THE ACTIVITY/PROCESS

To add equipment to an activity or process, either use the menu button at the top of the screen to navigate from SHARED FUNCTIONS to EQUIPMENT MENU to ACTIVITY/PROCESS EQUIPMENT, or navigate through the on-screen buttons as follows:

· SHARED FUNCTIONS MENU

· EQUIPMENT MENU

· ACTIVITY/PROCESS EQUIPMENT

(1) Select or Enter the Activity/Process ID – the pick list shows the Activity ID and Description.

(2) Select or Enter the Model Number of the Equipment.

(3) Select or Enter the Serial Number of the Equipment.

(4) Enter the Start Date of the Equipment for the selected activity in YYYY/MM/DD format.

(5) Commit the record with the [image: image43.jpg]


 button

(6) Close the form with the [image: image44.png]


 button
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	Chapter 5 

Managing Risk – Assessments


General Assessment

BEFORE ENTERING ANY DATA IN THE GENERAL ASSESSMENT SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See Chapter 3).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

· CREATE PEG (See Chapter 3).  (IF ASSESSMENT IS FOR A PEG).

· CREATE THE ACTIVITY (See Chapter 3).  (IF ASSESSMENT IS FOR AN ACTIVITY).

Note:  The General Assessment can be used for both PEGs and individual activities.  This assessment is required for the PEG or activity/process in order to complete survey forms in Command Core (BECAUSE IT CONTROLS THE FUNCTIONAL AREA).

To complete a general assessment, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to ASSESSMENT MENU to GENERAL ASSESSMENT, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· ASSESSMENT MENU
· GENERAL ASSESSMENT
(1) Select or Enter the PEG that is being surveyed.
(2) Select or Enter Activity/Process -- What activity in the shop will you be assessing?

(3) Select or Enter Functional Area -- What area do you work in?

(4) Click the Check Box to the right of each item for each Hazard involved with the process -- use the left scroll bar to view all the potential hazards.  Note:  If you intend to do further survey work, you must select the applicable hazards for the PEG, or you will not be able to complete additional surveys.  For example, choose Noise as a hazard for the Bioenvironmental Engineering Functional Area if a potential noise hazard is present.  When entering noise dosimetry, the survey form calls for the Functional Area and hazard, which can not be completed without first entering it here.

(5) Commit the record with the [image: image46.jpg]


 button

(6) Close the form with the [image: image47.png]


 button
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Risk Assessment

The following will allow you to enter data to create a new Risk Assessment in Command Core.  Since the Risk Assessment form is more complex than others in Command Core and demands some knowledge of the system’s operation, a step-by-step approach is not used here.  Instead, a description of each area is provided, with what the user can expect to see in each area.

BEFORE ENTERING ANY DATA IN THE RISK ASSESSMENT SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING

· CREATE THE SHOP (See Chapter 3).  (SUGGESTED BUT NOT REQUIRED FOR THIS SCREEN).

· CREATE PEG (See Chapter 3).  (IF THE ASSESSMENT IS FOR A PEG).

· CREATE THE ACTIVITY (See Chapter 3).  (IF THE ASSESSMENT IS FOR AN ACTIVITY).

· ENTER SURVEYOR AS A “RISK ASSESSOR” IN THE WORK ASSIGNMENT (Employee) SCREEN (See Chapter 2).

· You must conduct a GENERAL ASSESSMENT prior to a RISK ASSESSMENT (See Earlier in this Chapter).

To enter a risk assessment, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to ASSESSMENT MENU to RISK ASSESSMENT, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· ASSESSMENT MENU

· RISK ASSESSMENT
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	This form is the heart of the CCS risk management process.  IT IS THE BEE’S RISK ENGINEERING TOOL.  For any given activity you can see summary information and query detailed information to help you manage your IH program and your resources.

RISK ASSESSMENT FORM:  The risk assessment form is composed of numerous forms within a form, which are called sub-forms.  First, there is the Risk Assessment form, which lists the PEG, Activity, and Controls.  

FUNCTIONAL AREA SUB-FORM:  The first sub-form is the functional area form.  There are Environment, Safety, and Occupational Health (ESOH) users who all share Command Core, so Bioenvironmental Engineering may not be the only functional area listed in this sub-form.  

HAZARD ASSESSMENT SUB-SUB-FORM:  In the functional area is a Hazard Assessment sub-form, divided into Hazard Evaluations, Hazard Recommendations, Risk Rating, and Risk Assessment Reviews.  

INSIDE THE HAZARD ASSESSMENT:  The Hazard lists the current potential health threat for evaluation.  

Note all sub-forms have a scroll bar to indicate more than one record may be present in each area.




i. Hazard Evaluations – Displays all the evaluations performed for the activity or PEG.  This is the “evaluation” process for industrial hygiene.  Data here is not entered, but comes from completing other surveys (i.e. air sampling, noise surveys) in the Industrial Hygiene menu and linking them to the PEG or activity shown on this RISK ASSESSMENT form.

ii. Hazard Recommendations – Using [image: image51.png]INSERT



, you can enter a Hazard Recommendation.  A screen will pop up, allowing you to make recommendations.  This area is also used to assign Special Survey follow-ups.

iii. Risk Rating – Using [image: image52.png]INSERT



, you can enter a risk rating.  A screen will pop up, allowing a new rating to be added.  Assign the risk rating per AFOSH Std. 48-145 using this sub-form.  Assign based on your confidence in controls and evaluations.  

iv. Risk Assessment Reviews – This keeps track of additions and changes to the activity’s or PEG’s hazards, and provides an area for additional comments if desired.
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Compliance Assessment

The compliance assessment is used to document Hazard Communication, Environmental, and Safety Inspections. 

BEFORE ENTERING ANY DATA IN THE COMPLIANCE ASSESSMENT SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP, PEG, AND/OR AREA OR LOCATION YOU PLAN TO ASSESS (See Chapter 3).

· ENTER THE SURVEYOR AS A “UNIT ENVIRONMENTAL COORDINATOR” IN WORK ASSIGNMENT (Employee) (See Chapter 2).  This is necessary, or the Surveyor will not appear as an option in the pick list for the Surveyor on the form.

To enter a Compliance Assessment, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to ASSESSMENT MENU to COMPLIANCE ASSESSMENT, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· ASSESSMENT MENU

· COMPLIANCE ASSESSMENT
(1) Select or Enter Inspection Type – What compliance parameter/issue is being evaluated?

(2) Select or Enter Location Type/Assessment Area – this is the level at which the assessment was accomplished.  If you come back to this field and change this value before committing the record, you will also have to select a new Specific Assessment Area (Step (3)).

(3) Select or Enter Specific Assessment Area – this is basically a list of Assessment areas which will change based on your selection from step (2).  For example, if you select “Shop” for the Location Type, the Specific Assessment Area will be a list of shops.

(4) Enter the Location and Building Number where the assessment took place.

(5) Select or Enter Inspected by for the surveyor.  The surveyor must be listed as a Surveyor/Examiner in the Work Assignment (Employee) form (See Chapter 2).

(6) Select or Enter the Responsible Persons’ Functions and Names – this will usually be a shop supervisor, but may be someone else in the shop who heads the particular program element being assessed here.

(7) Select or Enter Findings in the INSPECTION RESULTS – the criteria questions for the inspection should automatically appear here.  Answer the questions in order.

Note:  If there are no questions for the inspection, or too few questions to adequately conduct the assessment, you can enter more in the Inspection Criteria Validation form, using the following procedure: 

i. Go to the SHARED FUNCTIONS MENU ( VALIDATION TABLES MENU

ii. Select “Inspection Criteria” from the pop-up screen that appears.

iii. Before entering any data into the INSPECTION CRITERIA screen, press F7 once, then F8 once.  You will see a list of items appear, with the Inspection Criteria Code listed for each.  Use the scroll bar at the left of the screen to scroll down to the last record in the list.  Look at the value of the Inspection Criteria Code for this record.  The record you will add will contain the next value.  For example, if the last value is 162, you will use 163.

iv. From this last record, tab until you get to a new, clear record.

v. Enter the value of the Inspection Criteria Code (as described in Step iii).

vi. Select or Enter the Type – this is the type of compliance assessment you want to ask the question in.   This question will become part of all future assessments of this type.

vii. Enter Description – this is actually the question you want to ask, or a description of what constitutes compliance.

viii. Enter Start Date – Suggest a date some time in the past, such as 1901/01/01

ix. Enter Status Code – this is the value which indicates compliance is reached

x. Do not enter the End Date
xi. Commit the record with the [image: image57.jpg]


 button

xii. Close the form with the [image: image58.png]


 button
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	Chapter 6

Recording Surveys


Sample Log

For air and/or bulk material sampling, to enter a new sample, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to SAMPLE LOG, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU

· SAMPLE LOG

Note:  This form automatically assigns the sample number, using a built-in counter.  If you wish to use your own sample number not in sequence, follow the procedure here:

(1) Select or Enter Colect’n Method – This will depend on the type of sampling being accomplished.  A pick list is provided.

(2) Select or Enter Sample Type – This will depend on the source being sampled.  A pick list is provided.

(3) The sample number will appear automatically.  To assign your OWN sample number, type in a different number in the following format:  Collection Method – Sample Type – Last 2 numbers of year – 4-digit Sample Number.  For example, a partial period air sample collected in 2001 may be numbered:  “PZ010286”

NOTE:  If you duplicate a sample number, a message will appear in the bottom left of the screen stating “BASE SAMPLE NO Already Exists”.

(4) Enter the Ship Date – This is the date the sample is sent to the lab for analysis, if applicable.
(5) Enter the Lab Rcvd Date – This is the date the lab received the sample.  You will normally get this information when the results are returned.
(6) Commit the record with the [image: image60.jpg]


 button
(7) Close the form with the [image: image61.png]


 button
Once you have committed a sample number in the sample log, buttons at the top of the Sample Log form will become active, and you can complete the survey information for that sample.  Alternately, you can exit the form, and navigate through the IH SAMPLING/SURVEY MENU to complete the survey forms.  See elsewhere in this chapter for Air Sampling and Bulk Material Sampling Surveys.  


[image: image62.png]8 DATABASE: BRCCTRAIN - [SAMPLE LOG [SAMP_LOG]]

D Acin £t tons Foll Bocord guery Window Eop

=81x]
=8 x|

Lot

8| ®[x| A2 CPLE 0414 CONSECUTVE sawrLes | EREE]
Wods £301
SAMPLE LOG
17 SAMPLE SURYEY || BULK MATERIAL SURVEY | IoN RADIATION | ILEAK TEST . DAILY SURVEYS WEEKLY SWIFES
CoNTANER 5P || LU0 SPLE | ENYROUNENTAL S4HPLE PONT REEDLTS
p CorrEcTion nEsuLTS
COUECTN SAMPLE  mase  sumver  _SURVEY LAB RCYD. ANALYSIS RETURNED
HETHoD TAE sampEnD  Soewe’  pate) miwe sueoare DA MPATE' PETUTN
T .I .I s s
Sl e Sample Log Revision Dote

Enter value for: COLLECTION_METHOD_CD

Record 1/1 [ List of Values [<OSC> <DBG> |





Air Sampling Survey

BEFORE ENTERING ANY DATA IN THE AIR SAMPLING SURVEY SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE SAMPLE NUMBER IN THE SAMPLE LOG.  (See earlier in this chapter).

· ENTER THE AIR SAMPLING EQUIPMENT USED FOR THE SURVEY IN EQUIPMENT (Model) (See Chapter 4). 

· ENTER THE CALIBRATING INDIVIDUAL AS A BIO-TECH IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE CALIBRATING SURVEYOR/EXAMINER AS A LEAD IH OR BIO TECH IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE AIR SAMPLING SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE PEG OR ACTIVITY FOR WHICH AIR SAMPLING WAS ACCOMPLISHED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5)

· IF THE SAMPLING IS FOR AN ENTIRE PEG, THE EMPLOYEE SAMPLED MUST BE ADDED TO THE PEG IN EMPLOYEES IN POTENTIAL EXPOSURE GROUP (See Chapter 2).

· IF THE SAMPLING IS FOR AN INDIVIDUAL ACTIVITY OR PROCESS, ENTER THE PERSON’S NAME IN THE Comments BLOCK ON THE AIR SAMPLING SURVEY FORM (see (17) below).
To enter Air Sampling, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to AIR SAMPLING SURVEY, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU

· AIR SAMPLING SURVEY

(1) If you enter this form from the Sample Log, the Base Sample Number will already be completed (automatic counter).  Otherwise, Select or Enter the Base Sample Number manually.  You can either check on the box Create New Base Sample Number, which will provide the option to Select or Enter the Collection Method and Sample Type from the 2 pick lists.  Once this is accomplished, a new Base Sample Number will appear automatically, and cannot be changed.  The only way to select a unique number of your own choosing is to directly type the number in the Base Sample Number field.
(2) Enter the Date/Time of Survey – This will be the starting time, entered in YYYY/MM/DD 0000 format.

(3) Select or Enter Type of Sample – This is different from the Sample Type entered in the Sample Log.  It is merely a generic grouping of the chemical.  

(4) Select or Enter Model No and Serial No for the Air sampling meter used

(5) Select or Enter Calibrator – You must be entered as a BIO-TECH to appear on the pick list (see Work Assignment (Employee) in Chapter 2)

(6) Select or Enter Calibration Surveyor/Examiner – You must be entered as a LEAD-IH or BIO-TECH in Work Assignment (Employee) to appear on the pick list (See Chapter 2). 

(7) Enter the Pre-Calibration Date and time (in YYYY/MM/DD HHHH format) and Flow Rate (in liters per minute) for the survey meter used.  The Pre-Calibration Date will default to 0000 for the time the calibration was conducted.  Make sure this value accurately represents the time pre-calibration was conducted.  The time must be before the survey start time.

(8) Enter the Post-Calibration Date (in YYYY/MM/DD format) and Flow Rate (in liters per minute) for the survey meter used.  The Post-Calibration Date will default to 0000 for the time calibration was conducted.  However, if calibration was conducted on the same day as the survey, this will be before the survey start time.  Insure the time accurately reflects the time post-calibration took place.

(9) Select or Enter the PEG Code for the area where air sampling was conducted, or select an activity using the next step (10).

(10) Select or Enter the Activity/Process ID for the activity that took place during air sampling.  If you select an activity, the PEG Code field will become blank.  Only a PEG or Activity can be selected for an air sampling event, but not both.

(11) Enter the Sample Location and Building No where sampling was conducted.

(12) Enter the Functional Area of the air sampling.  In this case, the functional area may also include the hazard associated with the air sampling event.  The Functional Area requires a GENERAL ASSESSMENT completed for the PEG or Activity/Process selected above (See Chapter 5).

(13) Select or Enter Activities/Processes Performed at Time of Survey.  This will only be available if the PEG Code is entered above.  If a single activity is selected for air sampling, this block will not be available.

(14) Select or Enter the Blank Sample Nos associated with the air sample.

(15) Select or Enter Personal Sample SSAN for the social security number of the person sampled.  Make sure the person on which sampling was conducted is entered in the PEG.

(16) Select or Enter Surveyor/Examiner.  You must be entered as a SURVEYOR/EXAMINER in the WORK ASSIGNMENT (Employee) form.

(17) Enter any Remarks.
(18) Enter Bulk Base Sample No, if applicable bulk samples were also collected.

(19) Enter Collection Time – Stop for the time the sample stopped.  Enter Down time in minutes.  The Total Mins will appear automatically.

(20) Select or Enter the Collection Method.  This is different than the collection method above, and specifies the actual media used to collect the sample.

(21) Select or Enter the Extraction Media, though this field will frequently auto-complete.

(22) Select or Enter Analysis Technique, if known.  This can be obtained by looking at the air sampling results, if not already known beforehand.

(23) Select or Enter either the Passive Dosimeter Model or the Pump Model and Serial No.  Depending on the Collection Method chosen in Step (20), one of these options will be available to complete.

(24) Enter the Flow Rate.  This will be based on the calibration information entered above.  The volume sampled will automatically calculate.

(25) If gravimetric weights are collected, enter the Initial Gravimetric Weight and Final Gravimetric Weight, and their respective UOM (units of measure).
(26) Commit the record with the [image: image63.jpg]


 button

(27) Close the form with the [image: image64.png]


 button, or proceed to the AIR SAMPLING RESULTS by clicking the “RESULTS” button at the top of the screen.
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General Survey (from Air Sampling Survey Form and Bulk Material Survey Form)

Once you have committed the record, the air sample is stored.  You can input results and begin to characterize the level of hazard posed by the sampled event.

a. By clicking on the “GENERAL” button at the top of the screen, you can perform a General Assessment of the activity or PEG.  Enter the Date and Time of the assessment in YYYY/MM/DD HHHH format.

b. Enter the PEG and/or Activity/Process. 

c. Enter the Location and Building No.
d. Enter the Functional Area.  Make sure the hazards have been identified in the PEG or Activity using the GENERAL ASSESSMENT (See Chapter 5).

e. Select or Enter the Activities/Processes Performed at Time of Survey.  A pick list is provided.

f. Enter the Potential Hazard, Evaluation, and Controls.
g. Select or Enter Hazard.  Is a hazard posed by this activity or in this PEG?

h. Select or Enter Surveyor/Examiner and Monitor/Reviewer.  Make sure the person selected for each is entered as each function in WORK ASSIGNMENT (Employee) (See Chapter 2).

i. Enter any Remarks.
j. Commit the record with the [image: image66.jpg]


 button

k. Close the form with the [image: image67.png]


 button
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Air Sampling Results (pages 1 and 2)  (from Air Sampling Survey Form)

This form is directly accessed using the button at the top of the AIR SAMPLING SURVEY.   This form is divided into pages 1 and 2 for each result.  Much of the information on this form will already be completed automatically.

a. To begin page 1, start by entering the Results Return Date indicating when the results were returned.

b. Enter the Hours Work Per Day, or Hours Work Per Week.

c. Click to indicate whether the sample is a Direct Reading, TWA, STEL, or Ceiling.
d. Select or Enter IH Sample Measure Type, which indicates on what type of employee or in what area the sample was taken.
e. The next portion of the first page represents a subform for each constituent sampled.  Once the data for each sampled constituent is complete, simply choose RECORD on the menu bar, click INSERT on the pull-down menu, click RECORD on the menu bar, and click DUPLICATE on the pull-down menu.  Make changes to the duplicate record to make it unique.  COMMIT[image: image69.jpg]


  those changes, and the new record is saved.  Repeating this procedure will save considerable time over leaving the form and returning each time a new chemical constituent needs to be recorded for a single sample.
(a) Select or Enter the CAS No , or Chemical Abstracts Service number, of the chemical constituent sampled.  You can find the CAS Numbers for chemicals in such sources as the ACGIH TLVs( and BEIs(, the NIOSH Pocket Guide to Chemical Hazards.

(b) Select or Enter None Detected.  Select “Yes”, “No”, or “Unknown”, based on the sample results.

(c) Select or Enter Below Detection.  Select “Yes”, “No”, or “Unknown”, based on the sample results.

(d) Select or Enter the IH Sample Concentration.  This section is made up of 3 fields.  In the first field, select or enter whether the sample is >, <, approximately, or through the listed level.  In the second field, type the sample result from the lab.  In the final block, type the unit of measure of the result.

(e) Once you input the data to this point, you can calculate the results over varying time periods.  To start, select or enter the unit of measure (white block in the Sample Period Average field).  Then, simply click the “CALCULATE” button at the top of the screen.  The Calculated Concentrations block will complete automatically.  If you wish to change the unit of measure, you can, and new results will be displayed each time “CALCULATE” is pressed.

(f) The last section of this page of the form is for OEL Adjustment for Extended Work Shifts.  Click the circle next to Apply Adjustment To if you wish to adjust the OEL for a longer work shift.  Select or Enter the regulatory standard you wish to adjust (PEL or TLV).  Finally, click the method you wish to use to calculate the adjusted standard.  Once finished, click the “CALCULATE” button at the top of the screen, and the adjusted standard will appear in the Adjusted OEL field.

f. Click “Page 2” at the top of the screen

g. If a blank sample number was included in the AIR SAMPLING SURVEY form, its number will automatically appear in the first field on this page.  The second and third fields are for the blank sample results.  Select or Enter whether the sample is >, <, approximately, or through the listed level on the blank sample results.  Enter the Blank Sample Conc(entration) with the lab result for the applicable blank sample.

h. In the final section of page 2, Select or Enter whether each material is included in a chemical mixture calculation, to determine if the combined effects of the chemicals exceed a compliance factor.  Click “CHEMICAL MIX” at the top of the screen to automatically calculate the Chemical Mixture Result.

i. Commit the record with the [image: image70.jpg]


 button
j. Close the form with the [image: image71.png]


 button
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Bulk Material Survey
Note:  For the GENERAL SURVEY (from Air Sampling Form and Bulk Material Sampling Form), see the Air Sampling Results section earlier in this chapter.
BEFORE ENTERING ANY DATA IN THE BULK MATERIAL SAMPLING RESULTS SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE SAMPLE NUMBER IN THE SAMPLE LOG.  (See earlier in this chapter).

· ENTER THE BULK MATERIAL SAMPLING SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE PEG OR ACTIVITY FOR WHICH BULK MATERIAL SAMPLING WAS ACCOMPLISHED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5)

To enter Bulk Material Sampling, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to BULK MATERIAL SURVEY, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU

· BULK MATERIAL SURVEY

(1) If you enter this form from the Sample Log, the Base Sample Number will already be completed (automatic counter).  Otherwise, Select or Enter the Bulk Base Sample Number manually.  You can either check on the box Create New Base Sample Number, which will provide the option to Select or Enter the Collection Method and Sample Type from the 2 pick lists.  Once this is accomplished, a new Bulk Base Sample Number will appear automatically, and cannot be changed.  Unlike in the AIR SAMPLING SURVEY form, you cannot input a unique number of your own by directly typing the number in the Bulk Base Sample Number field.
(2) Enter the Date/Time of Survey – This will be the starting time, entered in YYYY/MM/DD 0000 format.

(3) Select or Enter the PEG where the sample was collected, or the Activity/Process ID.  Both cannot be selected at once.

(4) The Location and Building No may appear automatically.  These can be changed on the screen.
(5) In order to Select or Enter the Functional Area, make sure a GENERAL ASSESSMENT has been completed for the PEG or Activity/Process selected above (See Chapter 5).

(6) If a PEG is selected above, Select or Enter the Activities/Processes Performed at Time of Survey.  

(7) Select or Enter Surveyor/Examiner.  This person must be entered as a “Surveyor/Examiner” using the WORK ASSIGNMENT (Employee) form (See Chapter 2).

(8) Enter the Analysis, or the specific chemicals sampled for, if known.  Otherwise, include a simple description such as “Major Components”, or something similar.

(9) If a brand-name product is collected, the next four fields should be completed.  Otherwise, these items are not necessary. Select or Enter the NSN (National Stock Number) of the product.  When selected, the system requests you narrow the list of materials.  A good way to do this is to type the stock class of the material (first four numbers of the NSN), or more numbers if known.

(10) Select or Enter the CAGE Code, which determines the manufacturer of the product.

(11) If it is not automatically entered, Select or Enter the PNI, which is the Part Number Indicator for the material sampled.  CAUTION:  If you use the drop-down arrow on this field, it may take minutes for the list to appear.

(12) If it is not automatically entered, Select or Enter the Prep Date, which is the date the Material Safety Data Sheet, or product information of some type, was prepared.

(13) Select or Enter the Lab ID No for the laboratory performing the analysis.

(14) Enter the Bulk Lab Sample No.  This will be on the lab results, indicating the number the lab assigned to the sample.

(15) Enter any Remarks, if applicable.

(16) Commit the record with the [image: image74.jpg]


 button
(17) Close the form with the [image: image75.png]


 button, or proceed to the BULK MATERIAL SAMPLING RESULTS by clicking the “RESULTS” button at the top of the screen.
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Bulk Material Sampling Results (from Bulk Material Survey Form)

a. Select or Enter the CAS No, or Chemical Abstracts Service number, of the chemical constituent sampled.  You can find the CAS Numbers for chemicals in such sources as the ACGIH TLVs( and BEIs(, the NIOSH Pocket Guide to Chemical Hazards.

b. Enter the Results Return Date indicating when the results were returned

c. The first section of the Composition is made up of 3 fields.  In the first field, select or enter whether the sample is >, <, approximately, or through the listed level.  In the second field, type the sample result from the lab.  In the final block, type the UOM (unit of measure) of the result.

d. Select or Enter None Detected.  Select “Yes”, “No”, or “Unknown”, based on the sample results.

e. Enter the Analysis, including the analysis method or technique the lab used to test the material.

f. Enter any Comments, if applicable.

g. Commit the record with the [image: image77.jpg]


 button
h. Close the form with the [image: image78.png]


 button
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Noise Survey

BEFORE ENTERING ANY DATA IN THE NOISE SURVEY SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE PEG OR ACTIVITY FOR WHICH NOISE SURVEY WAS ACCOMPLISHED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5)

· ENTER THE SOUND LEVEL METER, MICROPHONE, AND CALIBRATOR EQUIPMENT USED DURING THE SURVEY IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).

· ENTER THE NOISE SURVEY MONITOR/REVIEWER AS A MONITOR/REVIEWER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE NOISE SURVEY SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

To enter a Noise Survey, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to NOISE SURVEY, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU

· NOISE SURVEY

(1) Enter the Date/Time of Survey in YYYY/MM/DD HHHH format.
(2) Enter the Type of Survey indicating the general purpose of the survey.
(3) Select or Enter the PEG or Activity/Process ID.  You cannot select both.
(4) Select or Enter the Functional Area.  You must complete a GENERAL ASSESSMENT (See Chapter 5) for the PEG or Activity before any items will appear in this list.
(5) If you selected a PEG above, Select or Enter the Activities/Processes Performed at Time of Survey. 
(6) For the Sound Level Meter, Microphone, and Calibrator, Select or Enter the Model and Serial No.
(7) Select or Enter whether or not a Wind Screen was used during the survey.

(8) Select or Enter Measurements Obtained indoors or outdoors.

(9) Enter the Primary Noise Source and Secondary Noise Source.  If no other contributing noise source is present, type “Background”.

(10) Enter any Remarks, if applicable.

(11) Select or Enter whether More Detailed Evaluation (is) Required, and Enter the Detailed Noise Evaluation needed.

(12) Select or Enter the Surveyor/Examiner and Monitor/Reviewer for the survey.  These functions must be assigned to the individuals using the WORK ASSIGNMENT (Employee) form (See Chapter 2).

(13) Commit the record with the [image: image80.jpg]


 button
(14) Close the form with the [image: image81.png]


 button, or proceed to the NOISE SURVEY RESULTS by clicking the “RESULTS” button at the top of the screen.
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Noise Survey Results (from Noise Survey Form)

a. The “NOISE RESULTS” section of NOISE SURVEY RESULTS form is a subform.  Several results can be added to this section of the form.  Note that a scroll bar is present to the left of this section.

b. Start by entering the Location of the first result.

c. Select or Enter the Meter Action of the survey instrument that was used.

d. Enter the results of the survey in DBC and DBA.
e. Enter the Risk Assessment Code of the noise measurement, based on the result.

f. Continue steps b.  – e. until all noise measurements associated with the survey have been entered.

g. Commit the record with the [image: image83.jpg]


 button

h. Close the form with the [image: image84.png]


 button
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Noise Dosimetry/Dosimeter Survey

Note:  Before you can add Functional Area in this form, you must have linked the hazards in the shop to the PEG or Activity/Process being surveyed.  To do so, go to the GENERAL ASSESSMENT screen in the Assessments Menu.  In that screen, select a PEG or and Activity/Process.  For that PEG or Activity/Process, input all the hazards associated.  Save changes and exit, and the Functional Area will work correctly in the DOSIMETER SURVEY.

BEFORE ENTERING ANY DATA IN THE DOSIMETER SURVEY SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· MADE SURE THE EMPLOYEE SAMPLED IS INCLUDED IN EMPLOYEE DEMOGRAPHICS OR EMPLOYEE DEMOGRAPHIC HISTORY (See Chapter 2).

· INSURE THE PEG OR ACTIVITY START DATE IS BEFORE THE DOSIMETRY DATE (See Chapter 3).

· ENTER THE PEG OR ACTIVITY FOR WHICH NOISE DOSIMETRY WAS ACCOMPLISHED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5).

· ENTER THE SOUND LEVEL DOSIMETER, MICROPHONE, AND CALIBRATOR EQUIPMENT USED DURING THE DOSIMETRY IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).

· ENTER THE NOISE DOSIMETRY MONITOR/REVIEWER AS A MONITOR/REVIEWER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE NOISE DOSIMETRY SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

To enter Noise Dosimetry results, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to DOSIMETER SURVEY, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU

· DOSIMETER SURVEY

(1) Enter the Date/Time of Survey in YYYY/MM/DD HHHH format.
(2) Select or Enter the SSAN (social security number) of the employee on whom dosimetry was conducted, if applicable.  An employee must be entered in either Employee Demographics or Employee Demographic History to be an available choice (See Chapter 2).

(3) Enter the PEG or Activity/Process for which the dosimetry is applicable.  You cannot choose both.

(4) Enter the Location and Building No where dosimetry took place.  This will often automatically be completed, but can be changed.

(5) Select or Enter the Functional Area.  A GENERAL ASSESSMENT (See Chapter 5) must be completed for the PEG or Activity for choices to appear here.

(6) For the Dosimeter and Calibrator, Select or Enter the Model and Serial No.

(7) Select or Enter the Monitor Exchange Rate, Range Setting (From) and (To), and Noise Type.
(8) Enter the Noise Source.  In some cases several sources of noise may contribute to exposure during noise dosimetry.

(9) Enter the Calibration Start with the Initial Value and Calibration Stop with the Final Value.
(10) Enter the Microphone Location, where the microphone stayed during the dosimetry.  For example, “Left Shoulder”.

(11) Select or Enter (115 DBA) Level Exceeded, indicating if the noise level ever exceeded 115 dB(A) throughout the dosimetry.

(12) Enter the Stop Time of the dosimetry (in YYYY/MM/DD HHHH format), along with the Down Time (total minutes down).

(13) Select or Enter the TWA Period, which is the time over which you want the results calculated.

(14) Using the buttons at the top of the screen select “DOSE” or “ECL” by clicking the button that has either of these words on it.  If you want to calculate the dose using the ECL (equivalent continuous level), insure the button displays “DOSE”.  If you want to calculate the ECL using the dose, insure the button displays “ECL”.

(15) Enter either the Dose or LEQ/ECL from the dosimeter.

(16) Click the “CALCULATE” button at the top of the screen.  The opposing measurement not entered (either Dose or LEQ/ECL) will automatically appear.

(17) Enter any Remarks, if applicable.

(18) Select or Enter Data Applicability, explaining the conditions for which the dosimetry is valid.

(19) Select or Enter the Surveyor/Examiner and Monitor/Reviewer for the survey.  These functions must be assigned to the individuals using the WORK ASSIGNMENT (Employee) form (See Chapter 2).
(20) Commit the record with the [image: image86.jpg]


 button
(21) Close the form with the [image: image87.png]


 button
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Laser Survey

BEFORE ENTERING ANY DATA IN THE LASER SURVEY SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE PEG OR ACTIVITY FOR WHICH LASER SURVEY WAS ACCOMPLISHED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5).

· ENTER THE LASER EQUIPMENT BEING SURVEYED IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).

· MADE SURE THE LASER POINT OF CONTACT IS INCLUDED IN EMPLOYEE DEMOGRAPHICS OR EMPLOYEE DEMOGRAPHIC HISTORY (See Chapter 2).

· ENTER THE LASER SURVEY MONITOR/REVIEWER AS A MONITOR/REVIEWER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE LASER SURVEY SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

To enter a Laser Survey, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to LASER SURVEY, or navigate through the on-screen buttons as follows:

Note:  The Laser Survey is used to evaluate Lasers by model number.  For each survey, a single model number is entered, though several serial numbers may be part of one survey (if the Lasers which share the same model number generally have the same operating parameters).

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU

· LASER SURVEY

(1) Enter the Date/Time of Survey in YYYY/MM/DD HHHH format.
(2) Enter the PEG or Activity/Process for which the Laser survey is applicable.  You cannot choose both.

(3) Enter the Location and Room/Area where the survey took place.  This will often automatically be completed, but can be changed.

(4) Select or Enter the Functional Area.  A GENERAL ASSESSMENT (See Chapter 5) must be completed for the PEG or Activity for choices to appear here.

(5) If you selected a PEG above, Select or Enter the Activities/Processes Performed at Time of Survey. 
(6) Select or Enter the Model No of the Laser and Enter the No of Same Units.

(7) Select or Enter the Serial Number of each Laser of the same model number.  Enter the Operating Locations of each Laser with the same model number above.

(8) Select or Enter the POC and Enter the Duty Phone.  The point of contact must be present in either Employee Demographics or Employee Demographic History (See Chapter 2).  Notice a scroll bar exists to the left side of the block here to allow for entry of multiple employees.

(9) Enter the Functional Use of the Laser.

(10) Enter the Laser Medium.

(11) Select or Enter the Mode of Operation, indicating whether the Laser is pulsed or continuous wave.

(12) Enter the Max Exposure Time (in seconds).

(13) Enter the Power, Aperture, and Transmittance of the Laser.  If this cannot be determined by the POC, examine the operations manual for the Laser or research the Laser on the worldwide web.  Also look at the Data Source field on this form for a list of useful Laser information sources.

(14) Select or Enter the Data Source of the Laser information entered in the previous few fields.

(15) Select or Enter whether or not the Laser has an FDA Exemption, if known.

(16) Select or Enter the ANSI Class of the Laser, according to its potential to create a hazard.  The ANSI Class of a Laser is often printed on a yellow sticker on the Laser itself.

(17) Select or Enter Potential Hazards associated with the Laser.  A long list is available, using a scroll bar to the left of this section.

(18) Select or Enter the CAS No, or Chemical Abstracts Service number, of any potentially hazardous chemicals used or associated with the Laser.  You can find the CAS Numbers for chemicals in such sources as the ACGIH TLVs( and BEIs(, the NIOSH Pocket Guide to Chemical Hazards.
(19) Enter any Other Potential Hazards not included above.  A scroll bar to the left can be used to enter more than the 3 visible entries.
(20) Select or Enter the Surveyor/Examiner and Monitor/Reviewer for the survey.  These functions must be assigned to the individuals using the WORK ASSIGNMENT (Employee) form (See Chapter 2).

(21) Commit the record with the [image: image89.jpg]


 button

(22) Close the form with the [image: image90.png]


 button, or proceed to the LASER ANNUAL INVENTORY by clicking the button at the top of the screen.
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Laser Annual Inventory (from Laser Survey Form)

Once you commit a LASER SURVEY, click the ANNUAL INVENTORY button on the form to add or update the annual inventory.
a. The lower section of LASER ANNUAL INVENTORY is a subform.  Several records can be added to this section of the form.  Note that a scroll bar is present to the left of this section.

b. Start by entering the Date Annual Survey Accomplished, in YYYY/MM/DD format.
c. Select or Enter the Surveyor/Examiner and Monitor/Reviewer for the survey.  These functions must be assigned to the individuals using the WORK ASSIGNMENT (Employee) form (See Chapter 2).

d. Commit the record with the [image: image92.jpg]


 button
e. Close the form with the [image: image93.png]


 button.
f. If the LASER SURVEY form is then still open, proceed to the LASER SURVEY EVALUATION by clicking the button at the top of that form.
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Laser Survey Evaluation (from Laser Survey Form)

a. Enter the Time the Laser actually operates, in seconds.

b. Enter the Wavelength of the Laser, in nanometers.

c. Enter the Energy/Pulse (J) or CW Power (w) and UOM.  This will be a measurement entered in Joules for a pulsed Laser or a measurement in Watts for a continuous wave Laser.

d. Enter the Pulse Repetition Frequency in Hertz and Pulse Width in seconds.  How many times per second does the Laser emit a pulse of energy, and how long is the pulse on?  This does not apply to continuous wave Lasers.

e. Enter the Beam Diameter (at 1/e point) in centimeters, and the Beam Divergence (at 1/e Point) in radians.

f. Enter the Atmospheric Attenuation Coefficient, which is unit-less.

g. There are 2 types of Maximum Permissible Exposures (MPE) for Laser radiation, including a skin and eye MPE.  Enter the MPE in joules per square centimeter for the Laser.  Note that the chart containing the MPE’s is organized first into the ocular (eye) MPE’s and then the skin MPE.  Also note that the chart contains rows for both a single pulse/continuous wave Laser, and also for a Multiple Pulse Laser.  All rows can be completed, if needed, for a Laser device capable of operating in both modes.

h. Enter the Safe Exposure Distances for NOHD and SSED, each in meters.  The NOHD is the Nominal Ocular Hazard Distance, and the SSED is the Safe Skin Exposure Distance.  These values can be entered for a Laser operating in pulsed mode, continuous wave mode, or both.  The values are also entered for an area with atmospheric attenuation, and without atmospheric attenuation.

i. Enter the unaided and optically aided Optical Densities for the Laser.

j. Commit the record with the [image: image95.jpg]


 button
k. Close the form with the [image: image96.png]


 button
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Radio Frequency Radiation Survey

BEFORE ENTERING ANY DATA IN THE RF SURVEY SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE PEG OR ACTIVITY FOR WHICH RF SURVEY WAS ACCOMPLISHED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5).

· MADE SURE THE RF SURVEY POINT OF CONTACT IS INCLUDED IN EMPLOYEE DEMOGRAPHICS OR EMPLOYEE DEMOGRAPHIC HISTORY (See Chapter 2).

· ENTER THE RF SURVEY MONITOR/REVIEWER AS A MONITOR/REVIEWER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE RF SURVEY SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE SURVEY EQUIPMENT (PROBE AND METER) IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).

· ENTER THE RF EQUIPMENT IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).

To enter an RF Survey, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to IH SAMPLING/SURVEY MENU to RF SURVEY, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· IH SAMPLING/SURVEY MENU
· RF SURVEY
Refer to AFOSH Std 48-9 for information about radiofrequency radiation.

(1) Enter the Date/Time of Survey in YYYY/MM/DD HHHH format.
(2) Enter the PEG or Activity/Process for which the RF survey is applicable.  You cannot choose both.

(3) Enter the Location and Room/Area where the survey took place.  This will often automatically be completed, but can be changed.

(4) Select or Enter the Functional Area.  A GENERAL ASSESSMENT (See Chapter 5) must be completed for the PEG or Activity for choices to appear here.

(5) If you selected a PEG above, Select or Enter the Activities/Processes Performed at Time of Survey.
(6) Select or Enter the POC and Enter the Duty Phone.  The point of contact must be present in either Employee Demographics or Employee Demographic History (See Chapter 2).  Notice a scroll bar exists to the left side of the block here to allow for entry of multiple employees.

(7) Select or Enter the Surveyor/Examiner and Monitor/Reviewer for the survey.  These functions must be assigned to the individuals using the WORK ASSIGNMENT (Employee) form (See Chapter 2).

(8) Select or Enter the Check Frequency, indicating how often the RF emitter must be measured or evaluated, if at all.

(9) Select or Enter the Model No and Serial No of the Survey Equipment and the meter Probe.

(10) Commit the record with the [image: image98.jpg]


 button

(11) Close the form with the [image: image99.png]


 button, or proceed to the RF SURVEY HAZARD EVALUATION screen by clicking the HAZARD EVALUATION button at the top of the form.
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RF Survey Hazard Evaluation (from RF Survey Form)

Refer to AFOSH Std 48-9 for information about radiofrequency radiation.

a. Select or Enter the Model No and Serial No of the RF emitter.  You must have entered the piece of Equipment in the EQUIPMENT (Model) form before it will appear as an option here (See Chapter 4).

b. Enter the Location of Emitter, and Quantity of emitters at this location.

c. Enter the Frequency Range through which the emitter operates, in Megahertz (MHz).  Enter the Worst Case Frequency, in MHz.

d. Enter the E-Field (electric field) PEL (permissible exposure limit) in milliwatts per square centimeter (mw/cm2), for both PEL Occupational and PEL General Public.
e. Enter the shortest and longest (low and high) Pulse Width in microseconds.  These are the times the RF emitter actually emits radiation.  Enter the Pulse Repetition Frequency, in pulses per second.  This is how many times the emitter actually emits pulsed radiation in each second.  These fields only apply for a pulsed emitter, and not for a continuous wave emitter.

f. Enter the low and high possible values for Peak Power in Kilowatts.  For a continuous wave emitter, this will be the average power.

g. Select or Enter the Antenna Code, which describes what type of antenna the emitter has.

h. Enter the horizontal and vertical Antenna Size, in feet.

i. Enter the horizontal and vertical degree measure of the Beam Width.

j. Enter the Antenna Gain in dB.

k. Select or Enter Scanning Code, which is a description of how the antenna scans a given area, if at all.

l. Enter the Scan Rate, in revolutions per minute.  This is how often in a given minute the antenna travels from one extreme of its scanning area to the opposing extreme.

m. Enter the Height Above Ground of Bottom of Beam, in feet.

n. Select or Enter the Hazard Distance Data Source, which identifies where you can derive a known hazard distance, if you use one below.  Enter Specific Source of data, if not clearly identified by the data source.  Leave these fields blank if you use Command Core to calculate your hazard distance.

o. Enter Est Hazard Dist, or Estimated Hazard Distance, in feet.  If you have a known distance from a publication, type it here.  However, if you wish for Command Core to automatically derive a hazard distance for you, click the “CALCULATE HAZARD DISTANCE” button at the top of the screen.

p. Select or Enter Hazard Code, to describe the potential for a hazard from the emitter.

q. Select or Enter the Haz Control Code, to identify the controls in place to avoid exposure to the emitter.

r. Enter the Haz Dist Measurement for the actual hazard distance measured with a survey meter.

s. Select or Enter the Hazard Risk, based on the level of risk from the RF hazard, if any.
t. Commit the record with the [image: image101.jpg]


 button

u. Close the form with the [image: image102.png]


 button
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RF Survey Periodic Checks (from RF Survey Form)
a. If the RF SURVEY form is then still open, proceed to the RF SURVEY PERIODIC CHECKS by clicking the button at the top of that form.

b. The lower section of RF SURVEY PERIODIC CHECKS is a subform.  Several records can be added to this section of the form.  Note that a scroll bar is present to the left of this section.
c. Enter the Date of Check in YYYY/MM/DD format.

d. Select or Enter Signs Current, and Procedures Adequate, to indicate whether or not warning signs (if applicable) are in place as required, and that operating procedures and controls are still current and adequately control their respective hazards.

e. Select or Enter the Surveyor/Examiner for the survey.  This function must be assigned to the individual using the WORK ASSIGNMENT (Employee) form (See Chapter 2).
f. Enter any Comments.

g. Commit the record with the [image: image104.jpg]


 button

h. Close the form with the [image: image105.png]
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Ventilation Survey(s)

The ventilation sections in Command Core Version 4.3 are undergoing extensive revision and re-programming for release with the next version of the system.  For this reason, detailed instructions are not provided here. 

	Chapter 7 

Controlling Hazards – The Controls Menu


Controls and PEGs – Assigning Controls to a PEG

BEFORE ENTERING ANY DATA IN THE ASSIGNING CONTROLS TO A PEG SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See Chapter 3).
· CREATE PEG (See Chapter 3).
To enter a control in a PEG, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to CONTROL MENU to ASSIGNING CONTROLS TO A PEG, or navigate through the on-screen buttons as follows:
· INDUSTRIAL HYGIENE MENU

· CONTROL MENU

· ASSIGNING CONTROLS TO A PEG

(1) Select or enter the PEG to enter the controls for.

(7) Select or enter control code – has a large list of values to choose from

Three general categories:

A – administrative

E – Engineering

P – Personal protective equipment

(8) Enter the control start date in YYYY/MM/DD format

(9) For Bioenvironmental Engineering, disregard the Scheduled Month for Physical for this control

(10) Enter Comments about the control (stock number, etc. if known)
(11) Commit the record with the [image: image107.jpg]
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Close the form with the [image: image108.png]


 button

Several controls may be added at any one time on the same screen. Just click COMMIT when finished to save all controls at once.
PEGs and Controls – Assigning PEGs to a Control

BEFORE ENTERING ANY DATA IN THE ASSIGNING PEGs TO A CONTROL SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See Chapter 3).
· CREATE PEG (See Chapter 3).
To assign Pegs to a control, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to CONTROL MENU to ASSIGNING PEGs TO A CONTROL, or navigate through the on-screen buttons as follows:
· INDUSTRIAL HYGIENE MENU

· CONTROL MENU
· ASSIGNING PEGs TO A CONTROL
(1) Select or Enter the Control Code of the Control you wish to add to one or more PEGs.

(2) The next section of the form is a subform, for which multiple records can be entered.  Select or Enter the PEG CD (Peg Code).

(3) Enter the PEG Cntrl Start Date in YYYY/MM/DD format, for the date when the control was instituted in the PEG.

(4) Scheduled Month for Physical is primarily a clinical medical function, not generally used by Bioenvironmental Engineering.

(5) Enter any Comments, if desired.

(6) Continue Steps (2) through (5) in the lower section of the screen until all the desired PEGs are added to the control.  The scroll bar to the left of the section allows the user to enter and view several PEGs.

(7) Commit the record with the [image: image109.jpg]


 button

(8) Close the form with the [image: image110.png]


 button
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Controls and Activities/Processes – Assigning Controls to an Activity/Process

BEFORE ENTERING ANY DATA IN THE ASSIGNING CONTROLS TO AN ACTIVITY/PROCESS SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See Chapter 3).

· CREATE PEG (See Chapter 3).
· CREATE THE ACTIVITY/PROCESS (See Chapter 3).
To enter a control in an activity/process, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to CONTROL MENU to ASSIGNING CONTROLS TO AN ACTIVITY/PROCESS, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· CONTROL MENU

· ASSIGNING CONTROLS TO AN ACTIVITY/PROCESS

(1) Select or Enter the Activity/Process to enter the controls for.

(2) Select or Enter the Control Code.  The three main categories of codes are for
(3) Select or enter control code – has a large list of values to choose from

Three general categories:

A – administrative

E – Engineering

P – Personal protective equipment

(4) Enter the control start date in YYYY/MM/DD format
(5) For Bioenvironmental Engineering, disregard the Scheduled Month for Physical for this control
(6) Enter Comments about the control (stock number, etc. if known)
(7) Commit the record with the [image: image112.jpg]


 button

(8) Close the form with the [image: image113.png]


 button

[image: image140.wmf]
Activities/Processes and Controls – Assigning Activities/Processes to a Control

BEFORE ENTERING ANY DATA IN THE ASSIGNING ACTIVITIES/PROCESSES TO A CONTROL, YOU MUST HAVE COMPLETED THE FOLLOWING:

· CREATE THE SHOP (See Chapter 3).
· CREATE PEG (See Chapter 3).
· CREATE UNIQUE ACTIVITY/PROCESS (See Chapter 3).
To assign activities/processes to controls, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to CONTROL MENU to ASSIGN ACTIVITIES/PROCESSES TO A CONTROL, or navigate through the on-screen buttons as follows:
· INDUSTRIAL HYGIENE MENU

· CONTROL MENU
· ASSIGN ACTIVITIES/PROCESSES TO A CONTROL
(1) Select or Enter the Control Code of the Control you wish to add to one or more Activities.

(2) The next section of the form is a subform, for which multiple records can be entered.  Select or Enter the Activity/Process.
(3) Enter the PRC Cntrl Start Date (Process Control Start Date) in YYYY/MM/DD format, for the date when the control was instituted in the Activity/Process.

(4) Scheduled Month for Physical is primarily a clinical medical function, not generally used by Bioenvironmental Engineering.

(5) Enter any Comments, if desired.

(6) Continue Steps (2) through (5) in the lower section of the screen until all the desired Activities are added to the control.  The scroll bar to the left of the section allows the user to enter and view several Activities/Processes.

(7) Commit the record with the [image: image114.jpg]


 button

(8) Close the form with the [image: image115.png]


 button
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Additional Information (from any CONTROL screen)

Additional Information screens are accessed from any control form using the ADDITIONAL INFORMATION button at the top of the screen.

Two types of Additional Information screens are provided, depending on the control selected.  These include ENGINEERING CONTROL or RESPIRATOR CONTROL.  Not all control s have additional information, including personal protective equipment.  To access the ADDITIONAL INFORMATION button, any field on the respective control must be selected (the cursor must be placed there).

Engineering Control

ASSUMING ALL ACTIONS ARE COMPLETE ON THE PREVIOUS CONTROL SCREENS, BEFORE ENTERING ANY DATA IN THE ENGINEERING CONTROL SCREEN, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTERED THE ENGINEERING CONTROL IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).
a. Select or Enter the Model No and Serial No of the engineering control.  You must enter the control as a piece of equipment in the EQUIPMENT (Model) screen for it to appear in the list here (See Chapter 4).

b. Enter the Start Date of the engineering control.  This start date will be unique to the control as it is used in its current PEG or Activity.
c. Repeat Steps a. and b. until all applicable Engineering Control s have been added to the PEG or Activity.
d. Commit the record with the [image: image117.jpg]


 button

e. Close the form with the [image: image118.png]


 button
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Respirator Control

This form allows for several different types, models, and levels of respiratory protection to be selected with a given PEG or Activity.  The section where data is entered is a subform, allowing for multiple records.

a. Select or Enter the Respirator Type, indicating the general mode of operation of the respirator required.

b. Select or Enter the Mask Type, indicating the general category of the face piece required.

c. Select or Enter the Cartridge Type, indicating the type of filter or cartridge to wear with the respirator selected above for the particular PEG or Activity/Process listed on the screen.

d. Select or Enter the Start Date for this particular piece of respiratory protection for this PEG or Activity/Process

e. Enter the MaskTest Cert and Cart Cert No for the NIOSH/MSHA certification numbers for the mask and/or cartridge, as applicable.

f. Repeat Steps a. through e. until all respiratory protective devices are entered for the PEG or Activity/Process listed on this screen.
g. Commit the record with the [image: image120.jpg]


 button

h. Close the form with the [image: image121.png]


 button
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	Chapter 8 

Respiratory Protection


Choosing a Respirator – The Respirator Selection Worksheet

BEFORE ENTERING ANY DATA IN THE RESPIRATOR SELECTION WORKSHEET, YOU MUST HAVE COMPLETED THE FOLLOWING:

· ENTER THE PEG OR ACTIVITY FOR WHICH RESPIRATOR SELECTION IS REQUIRED (See Chapter 3).

· ENTER THE HAZARDS FOR THE ACTIVITY OR PEG IN A GENERAL ASSESSMENT SO THEY CAN BE AVAILABLE AS OPTIONS IN THE FUNCTIONAL AREA (See Chapter 5).

· ENTER THE RESPIRATORY SELECTION MONITOR/REVIEWER AS A MONITOR/REVIEWER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE RESPIRATORY SELECTION SURVEYOR/EXAMINER AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

Respirator Selection Worksheet

To select a respirator for a particular work area or activity, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to RESPIRATOR SELECTION, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· RESPIRATOR SELECTION
(1) Enter the Date of Selection in YYYY/MM/DD format.

(2) Enter the PEG or Activity/Process for which the respirator selection is applicable.  You cannot choose both.
(3) Select or Enter the Functional Area.  A GENERAL ASSESSMENT (See Chapter 5) must be completed for the PEG or Activity for choices to appear here.
(4) Select or Enter Organ System Code for the primary bodily organ the respiratory protection is designed to protect.  This field starts the first subform on this sheet.  Multiple human body organs can be entered in this block, with the outer scroll bar to the left used to navigate between them.  To add a second organ system, the menu at the top of the screen may be needed, clicking RECORD, then NEXT.

(5) This

(6) Select or enter the Environmental Factor, or the CAS No, (Chemical Abstracts Service number), of the environmental threat or chemical constituent for which the respirator is necessary.    You can find the CAS Numbers for chemicals in such sources as the ACGIH TLVs( and BEIs(, the NIOSH Pocket Guide to Chemical Hazards.  You cannot choose an environmental factor and CAS No in the same record.  However, using the inner scroll bar at the left of the screen, you can enter multiple chemicals or environmental factors for each human body organ system for each respirator device.

(7) Enter the Concentration and Select or Enter UOM (unit of measure) of the chemical above, if applicable.  Environmental factors will not have a measured concentration.  The Raw and Weighted results should be entered.  

(8) Enter the Exposure Time and Work Area Time and their respective UOM.  The exposure time will only be the time exposed to the chemical above, whereas the work area time will include the total time spent in the immediate work area where the chemical is used.

(9) Enter the OEL (Occupational Exposure Limit) for the chemical, with its UOM.

(10) Enter any Standards or Regulations Other Than AFOSH 48-1 and OSHA 29 CFR 1910.134.  Enter any ANSI, NIOSH/MSHA, or other OSHA standards which regulate the respiratory protection.

(11) Select or Enter Are Isocyanate Containing Compounds Used By This Workplace? and answer that question.

(12) Enter the Oxygen Content where the respirator is worn, in percent.  If normal atmospheric air, enter 20.9

(13) Enter the Distance to Hazard with its applicable UOM.  This is the expected distance from the exposed worker to the hazard.

(14) Enter the Activities/Work Rate.  Typically, this can be a short and generic description, such as “low”, “moderate”, or “heavy”.

(15) Enter a short description of any Temperature Extremes/Humidity.  

(16) Enter the Period of Time Respirator Worn in minutes.

(17) Enter Communication, indicating what communication quality is like.  Generic explanations like “normal voice”, “good”, “fair”, or “poor” may be used.

(18) Enter Vision, indicating what vision quality is like.  Generic explanations like “normal”, “good”, “fair”, or “poor” may be used, or a distance description of expected vision can be listed, such as “10 feet”, or “unlimited”.

(19) Select or Enter Is Respirator Worn in a Confined Space?, answering that question.

(20) Select or Enter the Surveyor/Examiner and Monitor/Reviewer for the respirator selection.  These functions must be assigned to the individuals using the WORK ASSIGNMENT (Employee) form (See Chapter 2).
(21) Enter any Comments/Remarks about the respirator selection.
(22) Commit the record with the [image: image123.jpg]


 button

(23) Close the form with the [image: image124.png]


 button
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Respirator Qualification

BEFORE ENTERING ANY DATA IN THE RESPIRATOR QUALIFICATION WORKSHEET, YOU MUST HAVE COMPLETED THE FOLLOWING:

· MADE SURE THE EMPLOYEE BEING QUALIFIED IS INCLUDED IN EMPLOYEE DEMOGRAPHICS OR EMPLOYEE DEMOGRAPHIC HISTORY (See Chapter 2).

Respirator qualification only records the status of a person for fit testing.  Its purpose is to verify the person is ready for fit testing, or cite the reason why an employee cannot be fit tested.

To qualify an individual for a respirator, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to RESPIRATOR QUALIFICATION, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU
· RESPIRATOR QUALIFICATION
(1) Select or Enter SSAN (social security number) of person being fit tested for a respirator.
(2) Enter the Qualification Date in YYYY/MM/DD format.
(3) Select or Enter the Qualification Code to record the status of the person for fit testing.
(4) Enter any Remarks, if applicable.
(5) Commit the record with the [image: image126.jpg]
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(6) Close the form with the [image: image127.png]
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RPP (Respirator Fit Test)

BEFORE ENTERING ANY DATA FOR A RESPIRATOR FIT TEST, YOU MUST HAVE COMPLETED THE FOLLOWING:

· MADE SURE THE EMPLOYEE SAMPLED IS INCLUDED IN EMPLOYEE DEMOGRAPHICS OR EMPLOYEE DEMOGRAPHIC HISTORY (See Chapter 2).

· ENTER THE FIT TESTING SURVEYOR AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

To record a respirator fit test, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to RPP/QNFT FIT TEST MENU to RPP (RESPIRATOR FIT TEST), or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· RPP/QNFT FIT TEST MENU

· RPP (RESPIRATOR FIT TEST)
(1) Select or Enter SSAN (social security number) of person being fit tested for a respirator.  If the person has been declared unfit for fit testing for any reason in RESPIRATOR QUALIFICATION (See earlier in this chapter), a warning will appear in the bottom left corner of the screen when the SSAN is entered.
(2) Enter the Fit Test Date in YYYY/MM/DD format.
(3) Select or Enter the Surveyor for the person conducting the fit test.
(4) The following section of the form requiring data entry is a subform, in which several records may be entered.  A scroll bar to the left of this section allows for multiple entries.  Select or Enter the Manufacturer of the respirator for which the fit test is being accomplished.
(5) Select or Enter the Resp Mask Type, indicating the material and description of the face piece being fit tested.
(6) Select or Enter the Cartridge worn with the respirator by the individual being fit tested.  More than one cartridge may be selected.
(7) Select or Enter the Usage Class, to determine if the mask is a primary or alternate face piece.

(8) Enter any Comments, if applicable.

(9) Commit the record with the [image: image129.jpg]


 button

(10) Once the record is committed, if a qualitative fit testing method is used, Select or Enter Pass (Y/N) for the fit test procedure, indicating whether the individual passed the fit test.

(11) Repeat Steps (4) through (10) for each mask for which the employee is being fit tested.

(12) Close the form with the [image: image130.png]


 button, or Proceed to PORTACOUNT results or CORN OIL BOOTH results by clicking the appropriate button at the top of this form.
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Portacount

This screen is accessed to enter records for a Portacount quantitative fit test.  The button to choose this form is only available when a RESPIRATOR FIT TEST record has been entered and committed (See earlier in this Chapter).

(1) Enter the Overall FF (Fit Factor) obtained during the test.  However, you can alternatively skip this field, and the program will calculate it automatically.

(2) Enter Individual Fit Factor for each exercise conducted during the fit test.  Select or Enter Pass (Y/N), recording if the fit factor is greater than the required fit factor for the mask being tested in the expected exposure environment.  Fit test exercises available here include Normal Breathing (Initial); Deep Breathing; Move Head Side to Side; Move Head Up and Down; Talking; Grimace, Smile; Bend Over-Touch Toes; Normal Breathing; and, Jog in Place.  Use the scroll bar to the left of the section to select all exercises.

(3) Once all results are entered, if the Overall FF was left blank in Step (1), click on the CALCULATE FF button.  The overall fit factor will be automatically calculated.  Not all individual tests must be performed to obtain an overall fit factor, as some fit tests do not require the performance of some of the individual tests.

(4) Commit the record with the [image: image132.jpg]


 button

(5) Close the form with the [image: image133.png]


 button
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Corn Oil Booth

This screen is accessed to enter records for a Corn Oil Booth quantitative fit test.  The button to choose this form is only available when a RESPIRATOR FIT TEST record has been entered and committed (See earlier in this Chapter).

(1) The corn oil booth is no longer used extensively by Bioenvironmental Engineering Flights, so step-by-step instructions are not provided for this screen.  If assistance is needed, please contact the Command Core Help Desk (See “Important Information About this Guide” section at the beginning of this document).

QNFT (Gas Mask Fit Test)

BEFORE ENTERING ANY DATA FOR A GAS MASK FIT TEST, YOU MUST HAVE COMPLETED THE FOLLOWING:

· MADE SURE THE EMPLOYEE SAMPLED IS INCLUDED IN EMPLOYEE DEMOGRAPHICS OR EMPLOYEE DEMOGRAPHIC HISTORY (See Chapter 2).

· ENTER THE FIT TESTING SURVEYOR AS A SURVEYOR/EXAMINER IN THE WORK ASSIGNMENT (Employee) FORM (See Chapter 2).

· ENTER THE GAS MASK FIT TESTING APPARATUS IN THE EQUIPMENT (Model) SCREEN (See Chapter 4).

To record a gas mask fit test, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to RPP/QNFT FIT TEST MENU to QNFT (GAS MASK FIT TEST), or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· RPP/QNFT FIT TEST MENU

· QNFT (GAS MASK FIT TEST)
(1) Select or Enter SSAN (social security number) of person being fit tested for a gas mask.

(2) Enter the Fit Test Date in YYYY/MM/DD format.

(3) Select or Enter the Surveyor for the person conducting the fit test.
(4) Enter Weight, with the body weight of the individual being fit tested.
(5) Select or Enter the Test Reason, citing the reasoning for conducting the fit test.
(6) Enter the gas mask Lot No, which can be found on the face piece of the mask itself.  Select or Enter the Gas Mask Type, indicating the model number of the as mask being fit tested.
(7) Enter any Comments, if applicable.
(8) Select or Enter the Instrument Type, specifying the brand of instrument used for fit testing.
(9) Select or Enter the Model No, and Serial No of the machine used for fit testing.
(10) Enter the fit factors/results for each test conducted during fit testing.  The tests that must be conducted during fit testing are listed.  A result must be entered for all five tests.  The overall test results will calculate to the right of the individual test results.
(11) Enter the number of Minutes to Test, which is the time taken from when the person arrived to when they either leave with a valid fit test, or must be re-evaluated later.  Enter the Number of Tests to Pass, indicating the total number of tests necessary to achieve a passing fit test score.

(12) Enter any Special Donning Procedures, if any, the test subject must perform to obtain a valid fit for the mask.

(13) Commit the record with the [image: image135.jpg]


 button

(14) Close the form with the [image: image136.png]


 button
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Print Letter (Respirator Fit Testing)

In various locations in both respirator and gas mask fit testing, a PRINT LETTER button is present on the screen.  Clicking this button provides a summary report that can be printed and given to the employee who is fit tested.  The report provides the employee name, workplace information, fit testing date, supervisor information, approved respirators with the appropriate cartridges or filters, and stock number information for ordering purposes.

	Appendix A 

Definitions


Air Permit Information Management System (APIMS) - Provides an integrated information system that stores data necessary to comply with Title V of the 1990 Clean Air Act, and TRI reporting requirements. APIMS can hold data on source categories and their sources, equipment that relates to each source and algorithms needed to calculate emissions. APIMS uses this information to calculate air emissions on the source categories or sources that are specified by the user.

Activity – Any item of work or situation that poses a risk, and may require evaluation and control.  An activity is the lowest level of worker task evaluation necessary to accomplish adequate exposure and control assessments.  Activities are not to be used as process flow-charting tools and are not hierarchical in nature.  Throughout CCS, the terms Activity and Process are synonymous and usually called Activity/Process.

AF-EMIS Interface - The interface between the Environmental Management Information System (EMIS) and the CCS is uni-directional.  EMIS data, which includes information regarding hazardous material issues and material inventory, is provided through an agreed upon set of data files. These details are spelled out in a Memorandum of Agreement

(MOA) between the concerned offices.  The EMIS interface programs are run in the directory that EMIS ASCII files reside. The programs automatically search for filenames specified in the MOA.

APP_USER SYS - All users must be given this role. Grants select/execute on all objects (sequences, procedures, etc.).

B3_5 JOB - Bioenvironmental Engineering technicians at the three and five level are predominately responsible for the industrial hygiene surveillance program. They need select/insert/update access for most industrial hygiene screens and some of the shared functions areas. Depending on the installation, they also need select/insert/update to the environmental sampling menu and the hazardous waste menu.

B7_9 JOB - Bioenvironmental Engineering technicians at the seven and nine level normally implement policy directed by the engineer. They are the day-to-day managers of the industrial hygiene program and need select/insert/update access to all industrial hygiene screen forms and  selected validation tables. They are also responsible for performing general and risk assessments and generating projects. They are also an integral part of the ESOH team and will require insert into the safety area and select/insert/update into the environmental sampling menu. Access to validation tables will be restricted to the industrial hygiene validation tables.

BEE JOB - The BEE requires select/insert/update to all industrial hygiene survey forms and validation tables. The BEE is also an integral part of ESOH and requires select/insert/update the safety and environmental modules of CCS. The BEE also needs select/insert/update into to selected validation forms throughout the hazardous waste, environmental sampling and shared functions menus.

BESA JOB - This role is designed for someone in Bioenvironmental workplace to administer various tables and forms specifically related to the BIO functions in CCS.

BIO JOB - Employee who works in BIO and does Comprehensive Occupational Affiliated Industrial Hygiene Health Program, Management of Special Programs i.e. Respiratory Protection, Radiation, Water Quality), and Environmental Management 

BIODATA JOB - Employee who does all IH and Medical data entry

BIOMAT JOB - Employee who works in BIO and manages all materials.

Controls – In CCS controls can be: administrative, health physicals, engineering, or personal protective equipment.

Employee Demographics – contains basic employee information. Key information includes the social security number or other employee identifier, which is used to track an employee throughout various work assignments, medical screenings, fittings for protective equipment, etc.

End Date – This is the date a record is no longer applicable, or when it is replaced with updated information.  The end date will remove the record from consideration in Command Core functions and operations, so it should be chosen accurately and wisely.

Environmental Sampling - Provides options to track all aspects of environmental sampling. Environmental Sampling tracks the sample from the sample point through lab analysis. This menu is designed to track different types of samples including, waste water, potable water, ground water, soil, etc.

Equipment – Survey equipment used by BEE technicians to conduct quantitative assessments of industrial workplaces.  It is important to remember that other ESOH team members may include shop and air emission sources in the definition of equipment.

Functional Area – This denotes both the office of responsibility for a particular survey/form in CCS, and also lists the hazard for which the office should provide monitoring, surveying, or health-related oversight.

General Assessment – Allows CCS user to identify all potential risks/hazards across ESOH functional areas.

Industrial Hygiene - Establishes Potential Exposure Groups (PEGs) to categorize employees or groups of employees that share a common set of potential exposures. You establish test and training requirements to reduce risks associated with accident or exposure. You institute controls that protect personnel by requiring respirators, hearing protection, Personal Protective Equipment (PPE), etc., based on the PEG assignment. You also track licensing requirements associated with various activities/processes and the results of surveys that monitor the environment and employee health.

Interfaces - provides the system administrator easy access to run external interfaces to CCS from the system administrator's client.

Management views – In the Industrial Hygiene Menu, this button allows the user to view an entire shop at one time.  In short, the view includes oversight of the shop, PEGs, Activities/Processes, Hazards, Assessments, and Controls.

Material Management  - tracks material management activities by recording material constituents, material inventory, material issue (in which material is issued to a person/Potential Exposure Group (PEG) for use in a specific activity/process), and material use.  It provides options to prepare information for Toxic Release Inventory (TRI) reports on chemical release. Through this menu you record complete information on chemicals tracked, including hazards they represent, and recommended treatment in cases of accidental exposure.

MR001 – Monitor/Reviewer is assigned to personnel who monitor/review surveys.  

PEG POC – PEG Point of Contact is assigned to personnel who are the POC for a PEG.

Potential Exposure Group – Potential Exposure Groups are personnel groupings that share a set of potential exposures from accomplishing common activities.  More than one PEG can be associated with a shop.  Normally, an employee will be assigned to only one PEG.

Preferences – provides the system administrator easy access to the preferences table for setting up interface file locations, and other system and database options.

Program Assessment - provides a system for tracking of compliance assessment and management programs (CAMP). The findings of the CAMP inspection at a base will be entered into CCS and updated/tracked on a daily basis by both the Inspector General's (IG) office and the base where the inspection occurred.

Respirator Job - Employee who works in BIO and does all the respirator fit testing.

RISK_ASMT – Risk Assessor is assigned to personnel in the BEE shop who are performing risk assessments.

Risk Assessment – Allows CCS user to evaluate each specific hazard separately.  Assigns level of risk to each hazard.  User can recommend multiple control measures for each risk/hazard.  Provides closed loop tracking of risk control implementation.

SE001 – Surveyor/Examiner is assigned to personnel who perform the surveys.

Shared Functions - Provides general functions needed by users of different CCS modules.  These functions include screens to maintain organizational data, record accounting (with cross billing tracking) transactions, establish training course requirements and record employee attendance, monitor equipment use, track shop visits, identify unique activities/processes, and track employee work assignments.

Shop – An administrative grouping of workers and activities.  The shop was determined to be the level at which general surveillance is scheduled and managed.  This level reflects organizational structure rather than exposure groupings.  

SUP001 – Supervisor 1 is assigned to personnel who are functioning as the supervisors of a shop, or other organization.

System Administrator - The System Administrator (SA) is the primary Command Core System (CCS) Point of Contact and is responsible for maintaining and supporting the server hardware, database software, data, PC clients, and CCS users. The SA should have a working knowledge of the data contained within CCS, how the data is utilized at their base, personal computers, Microsoft Windows and Windows applications, and some experience with relational database systems (preferably Oracle).

UEC – Unit Environmental Coordinator is assigned to personnel who function as the environmental coordinator for the unit.  

Unique Activity ID – An identification code given to an activity that makes the activity unique in CCS.  This code can only be assigned once in CCS.

URSO – Unit Radiation Safety Officer is assigned to personnel who are the radiation safety officer for the unit.

USR – Unit Safety Representative is assigned to personnel who are the safety representative for the unit.

Validation Table - Validation tables are used to compare user input for a given field with a set of acceptable, or valid values.

Waste Management - Provides options to manage all aspects of hazardous waste generation, movement, and disposal. Hazardous waste includes materials that, either alone or combined, are hazardous and must be disposed of via a regulated activity/process
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Short-Cut Keys


CNTRL + F1

See listing of short-cut keys on current form

CNTRL + E

Edit

CNTRL + P

Up

CNTRL + Q

Exit

CNTRL + U

Clear current field

CNTRL + ENTER

Previous menu (navigation)

CNTRL + >

Next set of records

CNTRL + ?

Debug mode

F1


Help

F3


Duplicate current field or item

F4


Duplicate current record

F5


Menu for current block/section

F6


New Record

F7


Start a query

F8


Execute a Query

F9


List of values / See selections in a pick list

F10


Accept

SHIFT + F1

Display Error Values of fields on current form

SHIFT + F2

Count matching records

SHIFT + F3

Next primary key (for database table)

SHIFT + F4

Clear current record

SHIFT + F5

Clear current block/form section

SHIFT + F6

Delete current record

SHIFT + F8

Print

SHIFT + TAB

Previous field

ESC


Cancel

DELETE


Delete items to the right

BACKSPACE

Delete items to the left

ENTER


Return (or go to next field)

TAB


Next field or item

(


Next Record

(


Previous record
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Some Tips and Tricks/Troubleshooting


The following few Tips and Tricks are organized by Command Core Menu, except the first group, which apply to SEVERAL FORMS.  This is only a short list to help solve problems someone might face when entering data in Command Core.

	SEVERAL FORMS


ANY FIELD - PICK LIST CONTAINS NO VALUES

If a selection does not appear as an option in a pick list, it is usually because the item is not assigned to a given function properly.  A few examples to guide you are as follows, though this is by no means an all-inclusive list:

· You cannot be the surveyor for a 1997 survey if your Start Date as a Surveyor/Examiner in WORK ASSIGNMENT (Employee) is in 1999.  Amend the records to insure your start date as a surveyor is prior to the survey date.

· Several screens require a surveyor, reviewer, or other person to be selected from a pick list.  If your name is not available for a pick list you need to be included on, you will need to assign the appropriate job function for yourself from the Work Assignment (Employee) form.

· An employee cannot be included in a historical survey if that employee no longer works at the base, and the survey was completed before Command Core obtained personnel information from the base.  The system will not recognize the employee as ever having worked at the installation.

· An employee will not appear as an option for a survey if the employee is not associated with the PEG or activity being sampled, with an employee start date prior to the survey date.

ANY FIELD – USING A WILD CARD

Use the % key as a wild card for a query.

FUNCTIONAL AREA - CONTAINS NO VALUES

Before you can choose Functional Area in many forms, you must have linked the hazards in a shop to the PEG, and not just the activities.  To do so, go to the GENERAL ASSESSMENT screen in the Assessments Menu.  In that screen, select a PEG, but DO NOT select an activity or process.  For that PEG, input all the hazards associated with the PEG.  Save changes and exit, and the Functional Area will work for that PEG in most of the forms it is needed.
MENU AT TOP OF SCREEN – “INSERT” AND “DUPLICATE”

As a laborsaving feature, users may copy records by using the INSERT and DUPLICATE buttons on the screen.  This feature is specially appreciated when inputting such records as equipment items, and in other selected forms.  Click RECORD on the menu bar, click INSERT on the pull-down menu, click RECORD on the menu bar, and click DUPLICATE on the pull-down menu.  Make changes to the duplicate record to make it unique.  COMMIT those changes, and the new record is saved.
	SHARED FUNCTIONS MENU


SHOP, POTENTIAL EXPOSURE GROUP, ACTIVITY/PROCESS – START DATE

Insure the start date for the shop is before the start date for the PEG.  Likewise, insure the start date for the PEG is before the start date for any activities in the PEG.  See Chapter 3 for detailed instructions on how to create a shop, with the dates properly entered.
SHOP POC - SUP001 AND SUP002 CHOICES

If you do not find SUP001 or SUP002 to add a supervisor in the SHOP POC form, notify your System Administrator to modify the list of values in the SPECIAL FUNCTIONS validation table.

SHOP POC - PERSON’S NAME DOES NOT APPEAR

If the person you are selecting as a SHOP POC does not show up in the list of names on the PEG POC form, you must assign the person as a supervisor before he/she will show up.  This means the person must be assigned the role of SUP001 or SUP002.  In order to make it show up, you need to go to the WORK Assignment Form and assign the person(s) to the role of SUP001/SUP002 (chapter 2).

	INDUSTRIAL HYGIENE MENU


POTENTIAL EXPOSURE GROUP – AF EMIS AND COMMAND CORE

For bases that use AF-EMIS as their Hazmat tracking system, the Issue Code block in the PEG screen must be populated with the AF-EMIS SHOP Code to create the link between CCS and AF-EMIS.  
Heads up: PEG date must be <= HAZMAT Zone/ShopID date.  This topic is discussed further in the section that addresses building PEGs (Chapter 3).

MANAGEMENT VIEWS – WHAT IS IT?

“Management Views” is a screen that allows the user to view a shop using a “branched out” approach.  Starting with the shop as the main heading, the first level of sub-headings includes the PEGs.  Under each PEG, further subheadings list the activities in the PEG, along with the hazards, assessments, and controls for each activity.
	EQUIPMENT MENU


EQUIPMENT - CALIBRATION DATE FOR EQUIPMENT NOT REQUIRING CALIBRATION

Since the Calibration date is required for all pieces of new equipment, if the equipment does not require calibration, you will have to input a date anyway.  It is a required field.  One solution is to type a default date for all pieces of equipment not requiring calibration (entry date:  1901/01/01).  Just make it consistent practice.

EQUIPMENT (Model) - CHANGE STATUS

When you press the CHANGE STATUS button in the EQUIPMENT (Model) screen, you can only change the Equipment Status once the equipment has been committed to the system.  If you try to use this function while entering a piece of equipment, you will not be able to.
EQUIPMENT (Model) – “DUPLICATE RECORD EXISTS” WARNING

If you try to enter a piece of equipment whose model number is already present in Command Core, the system may give you a “Duplicate Record Exists” warning.  In this case, run a query on the Model No field at the top of the form, looking for the previously entered model number (See Appendix E for General Querying Procedures).  Once you have located and displayed the correct model of equipment on the screen, move the cursor to the Serial No field further down the form.  Using the menus at the top of the screen, select RECORD-INSERT.  A new record will be created for the model number entered above.  The information at the top half of the form will not change.  Enter the information about the new item in the lower section of the form.  Commit the record.

	ASSESSMENT MENU


RISK ASSESSMENT – PEG vs. ACTIVITY

In RISK ASSESSMENT screen, a risk assessment can be done for an Activity/Process, or for a PEG.  The two cannot be accomplished together.  Since an activity is unique, the same hazards should apply for the activity no matter what PEG is accomplishing it.

	SURVEY MENU


NOISE SURVEY – SURVEY METER
If there are no choices for noise survey meter, go into EQUIPMENT (Model) in the Equipment Menu of Shared Functions.  Query the survey meter record you are interested in.  Insure the value for Equipment Type is “SAMN”.  If not, it will not appear in the pick list on the NOISE SURVEY form.

NOISE DOSIMETRY – ACTIVITIES NOT APPEARING

In the form, when the PEG, survey date and time, and functional area are all input, the activities in the PEG may still not appear.  In this case, the system lists “List of Values Contains No Entries” (at the bottom left on the screen).  The reason is simple.  The start dates for the activities are causing a problem.  If the activity start date is BEFORE the noise dosimetry survey date, it will NOT appear as an activity option in the drop-down field.  For example, noise dosimetry conducted in 1997 will not allow selection of activities with start dates in 1999.  Change the date for the activity in unique activity/process.  Suggested date is 1901/01/01.
	CONTROLS MENU


CONTROLS SCREENS (ALL) – GENERAL INFORMATION

Four controls forms are available, and each has its own strengths.  If you plan to enter a lot of controls in one shop, insure you choose “Assigning Controls to a PEG”.  Another example might be Assigning activities to a control.  This is much faster in a shop if the same controls are used for many activities in that shop.  Instead of typing in the control a number of times, you enter the control once, and then use a drop-down field to find the activities.
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The “Proper” Order to Enter Information


	Form Name:
	Pre-Requisite Actions to using Command Core Forms

(With Chapter where forms can be found):

	
	

	Shop
	Insure the POC is in Employee Demographics (Chap. 2)

	Potential exposure group
	Create the Shop (Chap. 3)

	Unique Activity/Process
	Create the Shop (Chap. 3)

Create the PEG (If Activity/Process is for a particular PEG)  (Chap. 3)

	Employee Demographics
	None

	Employee Demographic History
	None

	Work Assignment (Employee)
	Insure the Employee is in Employee Demographics (Chap. 2)

	Employees in a Potential Exposure Group
	Create the Shop (Chap. 3)

Create the PEG (Chap. 3)

Insure the Employee is in Employee Demographics (Chap. 2)

	Equipment (Model)
	None

	Equipment (Serial)
	None

	PEG Equipment
	Enter the Applicable Piece of Equipment into the Database (Chap. 4)

Create the Shop (Chap. 3)

Create the PEG (Chap. 3)

	Activity/Process Equipment
	Enter the Applicable Piece of Equipment into the Database (Chap. 4)

Create the Activity/Process (Chap. 3)

	General Assessment
	Create the Shop (Chap. 3)

Create the PEG (Chap. 3) or Create the Activity/Process (Chap. 3)

	Risk Assessment
	Create the Shop (Chap. 3)

Create the PEG (Chap. 3) or Create the Activity/Process (Chap. 3)

	Compliance Assessment
	Create the Shop (Chap. 3)

Create the PEG (Chap. 3) or Create the Activity/Process (Chap. 3)

Enter the Surveyor as a Unit Environmental Coordinator (Chap. 2)

	Sample Log
	None

	Air Sampling Survey
	Enter the Sample Number in the Sample Log (Chap. 6)

Enter the Air Sampling Equipment in the Database (Chap. 4)

Enter the Calibrating Individual as a Bio Tech (Chap. 2)

Enter Calibrating Surveyor/Examiner as Lead IH or Bio Tech (Chap. 2)

Enter the Air Sampling Surveyor as a Surveyor/Examiner (Chap. 2)

Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

If Sampling is for a PEG, Employee Must be Added to PEG (Chap. 2)

	Air Sampling Results
	Complete the Air Sampling Survey Prerequisite Actions (Above)

	Bulk Material Survey
	Enter the Sample Number in the Sample Log (Chap. 6)

Enter Bulk Material Sampling Surveyor as Surveyor/Examiner (Chap. 2)

Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

	Bulk Material Results
	Complete the Bulk Material Survey Prerequisite Actions (Above)

	General Survey
	Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for the PEG or Activity in General Assessment (Chap. 5)

Enter General Assessment Surveyor as a Surveyor/Examiner (Chap. 2)

Enter General Assessment Reviewer as a Monitor/Reviewer (Chap. 2)

	Dosimeter Survey
	Insure the Employee Surveyed is in Employee Demographics (Chap. 2)

Add the Employee to the PEG where Dosimetry Took Place (Chap. 2)

Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

Enter the Dosimeter and Microphone into the Database (Chap. 4)

Enter the Calibration Equipment into the Database (Chap. 4)

Enter the Noise Dosimetry Surveyor as a Surveyor/Examiner (Chap. 2)

Enter the Noise Dosimetry Reviewer as a Monitor/Reviewer (Chap. 2)

	Noise Survey
	Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

Enter the Survey Meter and/or Microphone into the Database (Chap. 4)

Enter the Calibration Equipment into the Database (Chap. 4)

Enter the Noise Survey Surveyor as a Surveyor/Examiner (Chap. 2)

Enter the Noise Survey Reviewer as a Monitor/Reviewer (Chap. 2)

	Noise Survey Results
	Complete the Noise Survey Prerequisite Actions (Above)

	Laser Survey
	Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

Enter the Laser Equipment into the Database (Chap. 4)

Insure the Laser POC is in Employee Demographics (Chap. 2)

Enter the Laser Survey Surveyor as a Surveyor/Examiner (Chap. 2)

Enter the Laser Survey Reviewer as a Monitor/Reviewer (Chap. 2)

	Laser Annual Inventory
	Complete the Laser Survey Prerequisite Actions (Above)

	Laser Survey Evaluation
	Complete the Laser Survey Prerequisite Actions (Above)

	RF Survey
	Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

Enter the RF Equipment into the Database (Chap. 4)

Enter the RF Survey Equipment/Probe into the Database (Chap. 4)

Insure the RF POC is in Employee Demographics (Chap. 2)

Enter the RF Survey Surveyor as a Surveyor/Examiner (Chap. 2)

Enter the RF Survey Reviewer as a Monitor/Reviewer (Chap. 2)

	RF Survey Hazard Evaluation
	Complete the RF Survey Prerequisite Actions (Above)

	RF Survey Periodic Checks
	Complete the RF Survey Prerequisite Actions (Above)

	Ventilation (all forms undergoing revision)
	N/A (Undergoing Re-Development)

	Assigning Controls to a PEG
	Create the Shop (Chap. 3)

Create the PEG (Chap. 3)

	Assigning Controls to an Activity/Process
	Create the Shop, if applicable (Chap. 3)

Create the PEG, if applicable (Chap. 3)

Create the Unique Activity/Process (Chap. 3)

	Assigning PEGs to a control
	Create the Shop (Chap. 3)

Create the PEG (Chap. 3)

	Assigning Activities/Processes to a control
	Create the Shop, if applicable (Chap. 3)

Create the PEG, if applicable (Chap. 3)

Create the Unique Activity/Process (Chap. 3)

	Respirator Selection
	Create the PEG (Chap. 3) or Create the Activity (Chap. 3) to Survey

Enter Hazards for PEG or Activity in a General Assessment (Chap. 5)

Enter Respirator Selection Surveyor as a Surveyor/Examiner (Chap. 2)

Enter Respirator Selection Reviewer as a Monitor/Reviewer (Chap. 2)

	Respirator Qualification
	Insure Employee Being Tested is in Employee Demographics (Chap. 2)

	RPP (Respirator Fit Test)
	Insure Employee Being Tested is in Employee Demographics (Chap. 2)

Insure the Employee Being Tested is Qualified (Above)

Enter Respirator Fit Testing Surveyor as Surveyor/Examiner (Chap. 2)

	Respirator Fit Test (Portacount)
	Complete the Respirator Fit Test Prerequisite Actions (Above)

	Respirator Fit Test (Corn Oil Booth)
	Complete the Respirator Fit Test Prerequisite Actions (Above)

	QNFT (Gas Mask Fit Test)
	Insure Employee Being Tested is in Employee Demographics (Chap. 2)

Enter Gas Mask Fit Testing Surveyor as a Surveyor/Examiner (Chap. 2)

Enter the Gas Mask Fit Testing Equipment into the Database (Chap. 4)


	Appendix E 

General Querying


This procedure can also be accomplished on the “Query” Menu at the top of each screen.  However, short-cut keys are used below to expedite the process.

To conduct a general query, follow these simple procedures:

a. Open the form containing the record in question, but do not type anything.

b. Press the F7 key.

c. Point the mouse cursor at the block you wish to query.

d. Enter a query.  For example, if you put the cursor on serial number to find a specific piece of equipment, enter that serial number in the block.

Note:  You can enter information in as many blocks as you wish.  However, only enter enough 

information to uniquely identify the record or group of records you need.

e. Press F8 to execute the query.  The computer will look for complete records that match the information you entered.

f. Use the wild card “%” to represent certain “generic” groups of data.  

For example, if you want to find all records in Equipment Manufacturer that start with the letters 

“G e n e” (such as all items manufactured by both General Electric and General Radio), you should type GENE% When you execute your query, you will get all records starting with these letters.

g. When the records appear, record 1/? will appear at the bottom left of the screen.  To move from record to record, simply press the arrow down ( button on the keyboard.  A message at the bottom left corner of the screen will state when the last record has been reached.
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The EASY Way – The Management Views


Management views are an easy way to create and track a Shop, its PEGs, Activities, Hazards, Controls, Risks, and Equipment using a methodical approach.  All facets of industrial hygiene are shown on a single screen.  Rather than forcing the Surveyor to follow all the steps in this guide item by item, the Management Views automatically provide a framework for building a shop and recording all the occupational health data about that shop.

The Management Views screen is broken up into the following main sections:

1.  MANAGEMENT VIEWS: This is a visual overview of the shop on the left side of the screen.  The Shop, PEG, and Activities are listed with their respective Hazards, Controls, Risk Assessments, and Equipment. 

2.  ITEM INFORMATION:  On the right of the screen, each item selected in the main view is given a description.  Above this description, buttons allow the user to edit, add, or change information about the item selected in the main shop view to the left.

3.  EXPAND AND COLLAPSE BUTTONS:  Four buttons are present at the far left of the screen to expand or collapse the level of detailed desired in the MANAGEMENT VIEWS section.

4.  ITEM BUTTONS:  At the top right of the screen, these buttons allow the user to add or edit information about each Shop, PEG, Activity, Hazard, Assessment, Control, or piece of Equipment.
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To work in the Management Views, either use the menu button at the top of the screen to navigate from INDUSTRIAL HYGIENE to MANAGEMENT VIEWS, or navigate through the on-screen buttons as follows:

· INDUSTRIAL HYGIENE MENU

· MANAGEMENT VIEWS

The following summarizes the options provided in the Management Views menus, with links to the appropriate sections of this guide that provide step-by-step instructions for each element.

Note:  In the Management Views, Hazards, Controls, and Equipment can all be added to both PEGs and activities.  The following list first addresses these items added to PEG’s, followed by these items added to activities.

MANAGEMENT VIEWS

	SHOPS
	

	Create a Shop
	Shop

	
	

	SHOP
	

	Edit the Shop
	Shop

	Add a PEG to the Shop
	Potential Exposure Group

	
	

	     PEG
	Potential Exposure Group

	     Edit the PEG
	Potential Exposure Group

	     Create an Activity and Assign to the PEG
	Unique Activity/Process

	     Add an Activity to the PEG
	Unique Activity/Process

	     Assign Employee to PEG
	

	     Add Hazards to the PEG
	Employees in Potential Exposure Group

	     Add a Control to the PEG
	Assign Controls to a PEG

	     Add Equipment to the PEG
	PEG Equipment

	
	

	          HAZARDS (PEG)
	

	          Add Hazards to the PEG
	General Assessment

	
	

	          HAZARD
	

	          Edit PEG Hazards
	General Assessment

	          Add PEG Risks
	Risk Assessment

	
	

	               RISK
	

	               Edit PEG Risks
	Risk Assessment

	
	

	          CONTROLS (PEG)
	

	          Add a Control to the PEG
	Assign Controls to a PEG

	
	

	ACTIVITIES
	

	Create an Activity and Assign to PEG
	Unique Activity/Process

	Add an Activity to the PEG
	Unique Activity/Process

	
	

	ACTIVITY
	

	Edit the Activity
	Unique Activity/Process

	Add Hazards to the Activity
	General Assessment

	Add a Control to the Activity
	Assign Controls to an Activity/Process

	Add Equipment to the Activity
	Activity/Process Equipment

	
	

	     HAZARDS
	

	     Add Hazards to the Activity
	General Assessment

	
	

	     HAZARD (Activity)
	

	     Edit Activity Hazards
	General Assessment

	     Add Activity Risks
	Risk Assessment

	
	

	          RISK
	

	          Edit Activity Risks
	Risk Assessment

	
	

	     CONTROLS
	

	     Add a Control to the Activity
	Assign Controls to an Activity/Process

	
	

	     CONTROL (Activity)
	

	     Edit the Activity Control
	Assign Controls to an Activity/Process

	
	

	     EQUIPMENT
	

	     Add Equipment to the Activity
	Activity/Process Equipment

	
	

	     EQUIPMENT
	

	     Edit Equipment
	Activity/Process Equipment
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