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Getting Started with the Marine Mishap Tracking Database (MARTRAK)

All About the MARTRAK Database

The MARTRAK Database is a database designed in Microsoft Access.  The purpose of this database is to track on and off-duty mishaps and associated mishap investigations.  The data collected can then be used for statistical analysis and for reporting purposes.  

This database was created to store specific information about mishaps and will serve as the Log of Occupational Injuries and Illnesses.  The information stored in the database is to be used for the sole purpose of Mishap Prevention.


If a question arises concerning the structure or inner workings of MARTRAK, please contact the Naval Safety Center (see, Obtaining Technical Support).

REQUIRED SOFTWARE COMPONENTS

Microsoft Access 2000 (Full Install)

Microsoft Excel

Windows 2000 (To use the Calendar Feature)

USER REQUIREMENTS

The User should have basic knowledge of the following:

Access 

Excel

Windows Explorer

E-mail

INSTALLING THE DATABASE

Insert the CD into the CD-ROM drive on your PC.

Using “Windows Explorer”

Create a folder called MARTRAK on the drive you want to store your database 

Copy the files from your CD to the folder.

Right Click on “martrak2002.mdb” and go to properties.  Click on check mark in "Read Only" to remove the check mark, and then click on the "Archive" box and a check mark should appear in that box.  Then click OK.

Double click on “New Mishap Log.mdb” to open the database.

NOTE:  
“martrak.mdb” is the database filename (nonwin 2000 for non windows users and win 2000 for windows 2000 users is included in the filename)



“MARTRAK User’s Guide.doc” is the user’s guide

“MARTRAK Database Dictionary.xls” is the database dictionary for MARTRAK that details the structure of the tables, queries and reports contained in database.  This data is useful when customizing your database.

INSTALLING THE DATABASE

COPYING DATA FROM THE CD


MAKING A FOLDER - A FOLDER IS AN EASY WAY TO IDENTIFY THE LOCATION OF THE DATABASE.
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Follow Steps 1-4
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INSTALLING THE DATABASE

COPYING DATA FROM THE CD


MAKING A FOLDER
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INSTALLING THE DATABASE

COPYING DATA FROM CD
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               REMOVING READ ONLY STATUS - Removing the Read Only Status is necessary to save information to the database.  Otherwise, you can only view the database.

Follow steps 1-5
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INSTALLING THE DATABASE

COPYING DATA FROM CD


REMOVING READ ONLY STATUS
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INSTALLING THE DATABASE

COPYING DATA FROM CD
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REMOVING READ ONLY STATUS

SETTING UP THE DATABASE

MAIN MENU ATTRIBUTES - The Main Menu is the form used to control the database. 
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Main Menu Attributes: The Above form is the main menu.


Initial Entry Form – Enter preliminary information about the mishap.  (See Entering a Record on the Initial Entry Form)

Mishap Logbook Entry – Enter mishap information on the Log.  (See Entering a Record in the Database)

Export/Import Menu – To Send or Receive Data Up the Chain of Command or to the Naval Safety Center.  (See Exporting/Importing Data from the Database)

Preview Reports – To review and print the reports set up in the database (See Generating Reports from MARTRAK)

Query by Using Form – To query the mishap logbook entry form for specific data.  (See Analyzing the Data)

Edit to Dropdown Menu- To enter command specific information on some of the dropdown menus on the Mishap Logbook Entry Form. (See Modifying the Dropdown Menus)

Close the Database – To exit the database.

Open Database Window – Go behind the scenes of the database (See Customizing the database)

SETTING UP THE DATABASE

EDITING DROPDOWN MENUS - Customizes the dropdown menus to suit the command needs.

Click on the Edit to Dropdown Menu and select the menu to be updated. 
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SETTING UP THE DATABASE

EDITING THE DROPDOWN MENUS

DELETING FROM DROP DOWN MENUS:
1.USING THE FAR LEFT BOX, HIGHLIGHT ANY UNWANTED FIELDS

2.PUSH DELETE

3.CONTINUE DELETING UNTIL ALL UNWANTED FIELDS ARE GONE

ADD TO THE DROP DOWN MENUS:

AT THE BOTTOM OF THE LIST IS A BLANK FIELD WITH AN (*) IN THE FAR LEFT BOX, TYPE IN BOX AS YOU WANT IT TO APPEAR ON LIST.

EXIT DROP DOWN MENUS
1. FILE-CLOSE

EDITING COMPANY/DEPT COMMAND DROPDOWN MENU

[image: image51.png]MISHAP LOG | SUMMARY CON'T _CAUSAL FACTOR OF THE MISHAP | CALISAL FACTOR OF THE INLRY | MISHAP TRACKING | LOST TIME COST (aP1 ¢

FILE NO: CAUSAL FACTOR OF THE MISHAP

RECOMMENDATION:

ACTION

DATE OF COMPLETION:

L





[image: image52.png]EXPORT/IMPORT MENU

SEND MISHAP LOG T0
P | NAVAL SAFETY CENTER

SEND MISHAP LOG UP
THE CHAIN OF COMMAND

IMPORT EXCEL

& | worksteers
=

RETURN TO MAIN MENU





SETTING UP THE DATABASE

EDITING THE DROPDOWN MENU

EDITING UNIT COMMAND NAME DROPDOWN MENU
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SETTING UP THE DATABASE

EDITING THE DROPDOWN MENUS

EDITING THE PARENT COMMAND DROPDOWN MENU
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SETTING UP THE DATABASE

EDITING THE DROPDOWN MENUS

EDITING THE MAJOR COMMAND DROPDOWN MENU

[image: image59.png]& Import Spreadsheet Wizard

You can store your data in a new table or in an existng tabl.

Where would you ke to store your deta?

€ InaewTable

 Inan Existing Toble: [T 2

FTE W mate_or Wi [rm_[oory 57
T ps0-36 005 oitiol it/ 2/01 soprr el
[alin vioR-1sz 015 020221 | 2/21/02 n
[lin mis-ss o1s 0110208 [10/20/01 113 brr
[alin vieR-12 00s 01025 [i0/25/01 ha:00 v
[Shn muacseo oor oz0126 | 1/28/02 b0 prr
[6lim mrsae o0s 011009 |1/ 5/01 hio:00 prr

Cancel <gack [ text> Enish




[image: image60.png]£ Import Spreadsheet Wizard

Micrasoft Access can use your column headings 2s Field names for your table. Does the first
o specfied contain column headings?

7 Fiyst Row Contains Calumn Headings

[FILE WO [DATE OF HIsHAP [TIHE [pUTY 57
1[in PSD-36 005 011101 i/ z/01 15:50 PFF j
[2|in vior-152 015 Dzo221 | 2/21/02 N
[5]in maLs-36 018 0110208 f10/20/01 : FF
[a]in vior-152 003 011025 f10/25/01 3:00 o
[S|n muLa-369 001 Dzo1z8 | 1/28/02 [L:00  PFF
[&]in maLsas oos 011008 ho/ s/01 L0:00 PFF

= [ _ema |





[image: image61.png]Import Spreadsheet Wizard

Firished importing fe C:WINNT\Profies\user\Deskiop2ND QUARTER EXCEL WORKSHEE T\MARFORPAC
EXCEL\camp percleton Tand 2 e ds'to table MISHAP LOG'





SETTING UP THE DATABASE

EDITING THE DROPDOWN MENUS

EDITING COMPONENT COMMAND DROPDOWN MENU

[image: image62.png]& Import Spreadsheet Wizard

That's al the information the wizard needs to import your data,

Import to Table:

™ Display Help after the wizard i finshed.

= = | Coo]





[image: image63.png]EXPORT/IMPORT MENU

SEND MISHAP LOG T0
P | NAVAL SAFETY CENTER

SEND MISHAP LOG UP
THE CHAIN OF COMMAND

IMPORT EXCEL

& | worksteers
=

RETURN TO MAIN MENU





EDITING THE RUC, MCC, EQUIPMENT INVOLVED, INJURY TYPE, GENERAL ACTIVITY, AND BODY PART DROPDOWN MENUS

RUC – Enter your RUC and any RUCs you record mishaps for.

MCC – Enter your Major Command Code and any MCCs you record mishaps for.

Equipment Involved – Enter any equipment involved in the mishap that is not on the dropdown menu.  Do not delete the other equipment on the list.


Injury Type – Enter a type of injury that is not on the dropdown menu.  Do not delete the other injury types.

General Activity – Enter an activity that is not on the dropdown menu.  Do not delete the General Activities that are on the list.

Body Part – Enter a body part that is not on the dropdown menu.  Do not delete the body parts that are on the list.
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SETTING UP THE DATABASE

SETTING THE DEFAULTS - You can set defaults to automatically appear in the fields every time you enter a mishap.  
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SETTING UP THE DATABASE

SETTING THE DEFAULTS

FOLLOW STEPS 1-5
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SETTING UP THE DATABASE
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SETTING THE DEFAULTS

ENTERING A MISHAP ON THE LOG

INITIAL REPORT - The initial report is used to record preliminary information about the mishap.  The blue shaded areas are mandatory fields.  The mandatory fields must be filled out before the record can be saved.

To edit the record, go to the Mishap Logbook Entry form and find the record.  (See Editing a Record)

[image: image84.png]17 oo

That's al the information the wizard needs ta create yaur
report,

D0 you want to preview the report or modify the report’s
design?

& preview the report,

€ odfy the report’s design.

™ Display Help on warking with the report?

Cancel <Back Enish





[image: image85.png]MY QUERY

e

o s I

o s prE——]

]

o s ]





[image: image86.png]NEW MISHAP LOG

-

© | [0 o [ [

INITIAL ENTRY FORM

MISHAP LOGBOOK
ENTRY.

EXPORT/IMPORT
MENU

PREVIEW REPORTS
QUERIE BY USING
FORM

EDIT T0 DROP DOWN
MENUS:

CLOSE MISHAP LOG
DATABASE

SAFETY PURPOSES ONLY
Tnvestigations are conducted to identify hazards
and cansal factors involved with mishaps. They also
provide commanders information, which may help to
identify and combat emerging mishap trends and enhance
mishap reduction. All mishap investigations are
conducted solely for safety purposes

MCO P5102.14 Chapter 4 Para 4001

OPEN DATABASE WINDOW

(CLICK ON - NEW MISHAP LOG : DATABASE
Lk - ok

FOR THOSE WHO KNOW HOW OR WANT
TO LEARN HOW TO CREATE QUERIES OR
REPORTS





[image: image87.png]port Table 'MISHAP LOG" To.

[ veseon o] & o @ K i E - Took -

[Bs2crosery

etwork Neighborhood

2D QUARTER EXCEL WORKSHEET
FINISHED CONVERTS

MARTRAK 2002

My Bricase

REPORT' FOR DOCK

I soermaed
I autostart =
cancel

Flegame:  [MIsHAP LOG <
TE -

Save as type:





ENTERING A MISHAP ON THE LOG

MISHAP LOG ENTRY FORM - The form used to record your mishaps.  The data is stored in the Mishap Log Table.  
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ENTERING A MISHAP ON THE LOG
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PRINTS VIEWED RECORD ONLY
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DUPLICATE RECORD (FOR MORE THAN ONE INJURIED IN THE SAME MISHAP)
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CLOSES MISHAP LOG ENTRY AND RETURNS TO THE NEW MISHAP LOG MENU
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MISHAP LOGBOOK ENTRY FORM


STEP-BY-STEP INSTRUCTIONS


COMPUTING INJURY/ILLNESS COSTS

Select the Status.  

If the Status is Fatality, PTD, PPD, click on the "Compute Fatality PTD, PPD Injury Cost" button.  The Lost Time Cost Appendix E form will open.  Review the table and find the cost for the injury based on the injured rank and type of injury.  Enter that dollar amount in the first box to the right of the arrow.

If the Status is a Lost Workday enter the cost of the lost workday in the "Cost of Lost Workday Box" based on the injured rank.

The hospital and light duty days will automatically compute, just enter the number of days in the appropriate boxes on the Mishap Logbook Entry Form.
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Once you've entered the injury cost return to the Mishap Logbook Entry Form by pressing the arrow.
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ENTERING A MISHAP ON THE LOG

CAUSAL FACTOR OF THE MISHAP AND INJURY FORMS – The Form Used to Enter the Causal Factors, Recommendations, Action and Date Action was completed based on the Investigation.
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ENTERING A MISHAP ON THE LOG

MISHAP LOG ENTRY FORM
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SAFEREP TRACKING FORM -The Form used to record information about the endorsers and the status of the mishap investigation form. 

ENTERING A MISHAP ON THE LOG
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EDITING A RECORD – To change the data entered on the mishap log.  

FOLLOW STEPS 1-6
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EXPORTING DATA FROM THE DATABASE

THE EXPORT/IMPORT MENU - Takes you to the menu to export data up the chain of command or to the Naval Safety Center.
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EXPORTING DATA FROM THE DATABASE
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SENDING DATA UP THE CHAIN OF COMMAND - Used to Export Data to Your Chain of Command by exporting your data to an Excel Spreadsheet and attaching it to a E-mail.

FOLLOW STEPS 1-4

EXPORTING DATA FROM THE DATABASE
SENDING DATA TO THE NAVAL SAFETY CENTER - Exports the necessary data to the Naval Safety Center in an Excel Spreadsheet and opens the e-mail addressed to appropriate mailbox. 

FOLLOW STEPS 1-5



EXPORTING DATA FROM THE DATABASE

HARD EXPORT OF DATA - Exports directly from the Query or the Tables and then transfers the data to Excel, which can be used to import in another database or attach the file to an e-mail or used to analyze in Excel 

FOLLOW STEPS 1-7


Exporting Data Up the Chain of Command OR to Naval Safety Center 

EXPORTING DATA FROM THE DATABASE

HARD EXPORT OF DATA


Exporting Data Up the Chain or to the Naval Safety Center



EXPORTING DATA FROM THE DATABASE

HARD EXPORT OF DATA


EXPORTING MISHAP LOG TO EXCEL - transfers the data from the Mishap Log Table to Excel, which can be used to transfer data from the current database to a new database or used for backing up your data.

FOLLOW STEPS 1-6



EXPORTING DATA FROM THE DATABASE

HARD EXPORT OF DATA


EXPORTING MISHAP LOG TO EXCEL



IMPORTING DATA IN THE DATABASE

IMPORTING DATA FROM PREVIOUS VERSION OF MARTRAK - To transfer data from another database to the new database.  Depending upon the version, export the "Mishap Log" table or "Table1" table from the old database (See Hard Export of Data) then follow the below steps.

IMPORTING DATA SENT UP THE CHAIN OR TO NSC - To transfer data from Excel Spreadsheets sent up the chain or to NSC, follow the below steps.

IMPORTING EXCEL SPREADSHEETS 
- To transfer data from Excel to database.  Follow the below steps.

FOLLOW STEPS 1- 12





IMPORTING DATA IN THE DATABASE

[image: image5.png]icrosoft Access - [Switchboard EXPORT/IMPORT MENU : Form]

1 [poms o =B zu

[ BE|as| 2
indow Help

e Edit View Insert Format Records Tools

SEND MISHAP LOG TO
"D | NAVAL SAFETY CENTEI [mmny [Z1x]
4|0 00 Lookin: [ () Y« @@ X CiE - Tk~
THE CHAIN OF COMMA EXFORT MISHA LG T0 CHATN
p— EXFORT TO NAVAL SAFETY CENTER
IMPORT EXCEL iy
WORKSHEETS SELECTED DATES OF RECORDS FOR EXFPORT
a1
RETURN TO MAIN MENI \ TEST MARINE
st
ez
resteR
< |

Fie e | Tt
Files o tpes.[crosc xcel - cancel

Record: 14| ¢ T Dol of 1

BEIES

=1 x]

Form iew

Jcaes |

ghstart| | @ (71 & I || EMARINE MiSHAP LOG U.. | FEIMRTRAK NONWIN 200.. [ Switchboard EXPOR | [ My Dacuments | B, RGO MPR 729rM






IMPORTING DATA IN THE DATABASE





IMPORTING DATA IN THE DATABASE



IMPORTING DATA IN THE DATABASE




IMPORTING DATA IN THE DATABASE

CHECKING IMPORTED RECORDS - To see the number of records imported in the database.

FOLLOW STEPS BELOW



GENERATING REPORTS FROM MARTRAK

PREVIEW REPORTS MENU - Gives the list of reports available for preview and print such as the Mishap Logs, Daily Report, Check the Mandatory Fields, the Status of Records, and Summary by Personnel and Costs.




GENERATING REPORTS FROM MARTRAK

MISHAP LOGS – Print or Review Military On and Off Duty Logs and Civilian On duty Log.

FOLLOW STEPS 1-4



GENERATING REPORTS FROM MARTRAK

MISHAP LOGS FOR MILITARY AND CIVILANS

GENERATING REPORTS IN MARTRAK

DAILY REPORT – Prints the report by Mishap Class with brief description of mishap

FOLLOW STEPS 1-5



GENERATING REPORTS IN MARTRAK

CHECK MANDATORY FIELDS – To view the required fields on the mishap log for content.

FOLLOW STEPS 1-4 



GENERATING REPORTS FROM MARTRAK

PRINTING CHECK MANDATORY FIELDS REPORT

GENERATING REPORTS FROM MARTRAK

STATUS OF RECORDS REPORT - Tracks SAFEREP Reports due dates and who the next Endorser is. 

FOLLOW STEPS 1-4 

GENERATING REPORTS IN MARTRAK

PRINTING STATUS REPORT



GENERATING REPORTS IN MARTRAK

MISHAP SUMMARY BY PERSONNEL - Counts the number of lost time, no lost time, PPD, and Fatalities by Military, Civilian and Other Civilians. 

FOLLOW STEPS 1-4

GENERATING REPORTS FROM MARTRAK

MISHAP SUMMARY BY PERSONNEL



GENERATING REPORTS FROM MARTRAK

MISHAP SUMMARY BY TYPE AND COST- Totals the Mishap Reports by Type of Mishap, Total Injury Costs and Total Damage Costs.

FOLLOW STEPS 1-5 




GENERATING REPORTS IN MARTRAK

MISHAP SUMMARY BY TYPE AND COSTS 
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ANALYZING THE DATA

QUERYING THE FORM - Use the form to enter the criteria for the Query.





ANALYZING THE DATA

QUERYING THE FORM

ENTERING CRITERIA FOR QUERY  - FIND RECORDS BASED ON CRITERIA YOU SELECT.

FOLLOW STEPS 1-3




ANALYZING THE DATA

QUERYING THE FORM


VIEWING THE RECORDS (FILTERING)
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ANALYZING THE DATA

QUERYING THE FORM


SAVING THE QUERY


FOLLOW STEPS 1-3



ANALYZING THE DATA

QUERYING THE FORM


RETRIEVING THE QUERY


FOLLOW STEPS 1-3




ANALYZING THE DATA

QUERYING THE FORM

 
RETRIEVING THE QUERY



ANALYZING THE DATA

QUERYING THE FORM


CREATING REPORTS FROM THE QUERY

FOLLOW STEPS 1-17




ANALYZING THE DATA

QUERYING THE FORM


CREATING REPORTS FROM A QUERY



ANALYZING THE DATA

QUERYING THE FORM


CREATING REPORTS FROM A QUERY



ANALYZING THE DATA

QUERYING THE FORM


CREATING REPORTS FROM THE QUERY



ANALYZING THE DATA

QUERYING THE FORM


CREATING REPORTS FROM A QUERY


ANALYZING THE DATA

QUERYING THE FORM


CREATING REPORTS FROM A QUERY



PRINTING THE REPORT




ANALYZING THE DATA


ANALYZING THE DATA IN EXCEL




PIVOT TABLE REPORTS – Use Pivot Tables to review your data with the click of the mouse.  You can make tables of your data and then chart it.  



Dump your data to Excel by using one of the queries on the Export\Import Menu.



Make sure your cursor is in block A1 (If you want to analyze all the data).



Go to Data, Select Pivot Table and Pivot Chart Repot
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ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL


PIVOT TABLE REPORT

In Where is The Data You Want to Analyze? Microsoft Excel List or database must be checked 

In What kind of report do you want to create? Pivot Table must be checked.
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Click on Next

ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL


PIVOT TABLE REPORTS

Where is the data you want to use, the range will appear highlighted in black, click on next.  
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ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL


PIVOT TABLE REPORTS

Where do you want to put the PivotTable, New Worksheet, then click on finish.
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A new worksheet will open and now you can begin analyzing your data.  Drag the fields on the pivot table you want to view.  

ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL


PIVOT TABLE REPORTS

Example:  If you’d like to see the number mishaps by mishap class and duty status you would drag mishap class on the Drop column Fields Here and duty status on the Drop Row Fields Here and File Number in the Drop Data Items Here.
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ANALYZING THE DATA

ANALYZING THE DATA EXCEL


PIVOT TABLE REPORTS

Drop Mishap Class and Duty Status, First, then Drop File Number.  Once you place File No in the Drop Data Items Here the table will compute.
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Once you drop File No in the Drop Data Items Here, the pivot table should compute your data.

ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL


PIVOT TABLE REPORTS
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If you’d like to see the data by Type of Mishap and view on duty or off duty separately, insert Mishap Type in the Row Field and move duty status to the Drop Page Fields Here.  

ANALYZING THE DATA

ANALYZING THE DATA EXCEL


PIVOT TABLE REPORTS
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When you drag the Duty Status to the Drop Page Fields Here you can view the on duty mishaps separately from the off duty.  

ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL

PIVOT TABLE REPORT
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ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL


PIVOT TABLE REPORTS
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Based on selection, the Pivot Table Report shows the mishaps you selected.

ANALYZING THE DATA

ANALYZING THE DATA IN EXCEL

CHARTING YOUR DATA – Will produce a chart in Excel based on the data selected for the pivot table report.

Click on the Chart data button that looks like a book stack.  Your data will chart, based on the default settings for your charts.
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ANALYZING THE DATA IN EXCEL


CHARTING YOUR DATA



CUSTOMIZING YOUR CHART
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CHARTING YOUR DATA



CUSTOMIZING THE CHART




CUSTOMIZING THE DATABASE


CUSTOMIZING THE DATABASE



MAINTAINING THE DATABASE

EXPORTING DATA FROM THE MAIN TABLE





MAINTAINING THE DATABASE

EXPORTING DATA FROM THE MAIN TABLE


MAINTAINING THE DATABASE

BACKING UP YOUR DATA



RESTORING DATA




OBTAINING TECHNICAL SUPPORT

Contact the Naval Safety Center DSN 564-3520, Ext. 7148 or COML (757) 444-3520.

E-mail MARTRAK@safetycenter.navy.mil

GLOSSARY

BY ABC ORDER

Action – Type in the action suggested to correct the problem as determined by the investigation.

Age – Age of injured person, if age is unknown type in "00.  Entry Required.

Alcohol – Enter whether alcohol was involved in the mishap.  If the injured was not the operator of the vehicle or equipment, but the operator was using alcohol, select yes, third party and include the BAC of the operator. If the injured was under the influence of alcohol select yes and include the BAC of the injured.  Use the dropdown menu.  Required for Motor Vehicle Mishaps. 

BAC – Type in the Blood Alcohol Content (BAC) of person under the influence of alcohol if known.  If unknown type in "UK"

Base – Enter rather the mishap occurred on or off base.  If mishap occurred at an MCCS facility select rather the facility was on base or off base.  Use the dropdown menu.

Billet MOS – Enter the MOS the injured person was performing at the time of the mishap.  Example:  8411 (recruiter)

Body Part – Enter the body part of the injured that was the most severe.  Use the dropdown menu.  Entry required.  Example: Back, left Arm, Head

Causal Factor of the Mishap – Enter the causal factors of the mishap, any recommendations, what action was taken, the action that should be taken based on the recommendations, and the date the action was complete.   The file number will automatically populate based on the mishap you’re logging.

Causal Factor of the Mishap 1-3 – Enter the causal factors of the mishap as determined by the SIB if a formal investigation is required or the causal factors as determined by the informal investigation.  Use the dropdown menu.

Chemical Comments – Type in any additional information about the chemical involved in the mishap that might be pertinent.  Example:  MSDS number of chemical, chemical was inhaled or exposed to skin.

Chemical/HAZMAT Involved – Type in the name of the chemical or hazardous material that directly contributed to the mishap.

City/Cnty/Base – Type in the City or County or Base the mishap occurred in.

CO/DEPT – Enter the name of the company or department that is below the Unit level that the injured person or property damaged belonged to.  Use the dropdown menu.  Example:  CO, VMFA, 1/10

Command Name – Enter the name of the command below the Parent Command level the injured person or property damaged belonged to.  Use the dropdown menu.  Example:  BN, MAG, MCD, MAR, BLT

Component Command - Enter the name of the HQ level command the injured person or property damaged belonged to.  Use the dropdown menu.  Entry required.  Example:  MARFOR, MCCDC, MARSYSCOM, CMC

Date of Completion – Enter the date the action was complete. 

Date of Mishap – Enter the date the mishap occurred or the illness was reported.  Enter the date in MM/DD/YY format.  Entry required.  Use the slashes.  Do Not Enter YYMMDD format.

Date of Status – Enter the date the mishap became recordable.  Enter MM/DD/YY format.  If the mishap involves a fatality, enter the date of death.  If the mishap involves a permanent or partial disability enter the date the doctor diagnosed the injured.  If the mishap is a lost time case enter the date of the first day the injured missed time away from work beyond the day of the injury.  If it is a lost workday case enter the date of the first day the injured missed a full day from work.

DOD Property Damage – The costs to repair or replace Military equipment damaged during the mishap.  This includes government-leased equipment or rental car if on-duty personnel damaged the vehicle during the mishap.

DODIC - The Department of Defense Identification Code of the equipment or weapon/explosive.

Drugs – Click in the box if legal or illegal drugs were a factor in the mishap.  If the injured was not the operator of the vehicle or equipment, but the operator was using drugs put a check in the box and select the type of drugs the operator or injured was using at the time of the mishap. 

Due Date of Report – Enter the date the Endorser’s message is due on the Investigation Report (SAFEREP).  Enter MM/DA/YY format.

Duty Status – Enter the injured persons duty status at the time of the mishap.  Use the dropdown menu.  Entry required.

Endorsing Chain – Enter the command name of each endorser in the chain on the Investigation Report (SAFEREP).

Entry required.  Example:  E4, O3, GS, WG, NAF, FN

Environmental Conditions – Enter the environmental and ground conditions at the time of the mishap.  In the first box enter environmental conditions. Example:  clear/cloudy, or well-lit area.  In the second box enter the ground conditions.  Example:  Wet, holes, ruts or bumps, oil.  Use the dropdown menu.

Equipment Information – If the mishap involved a motor vehicle, forklift, weapon, industrial equipment, government-owned recreational equipment or special purpose government vehicle that requires licensing, or can be identified by a stock number (NSN), serial number, lot #, TAMCN, etc.  Fill in the appropriate information concerning the make, model and year and any identifiable number that would make the equipment traceable.

Equipment Involved – Enter the equipment involved in mishap.  Use the dropdown menu.  Example:  2 or 4 wheel vehicle, Forklift, Weapon, No Equipment

Expiration of License - The date the license expires.  If military member's license has expired and the state the license was issued in has an agreement, enter the EAS date of the military member in Date of Expiration and check the license box.  If the injured has a government license and it is expired, click state driver's license box, and type in the date the license expired in the date of expiration box. If the injured license is suspended, click the state driver's license box and enter suspended in the "other restrictions box and enter the date the license was suspended in the date of expiration box. 

Export/Import Menu – The button used to send data up the chain of command or to the Naval Safety Center; export data to your computer; and import an Excel spreadsheet.

File No. – A unique number assigned to the mishap.  Number sequentially according to the order you entered the mishap in the database.  Enter Command Name (abbreviated), YYMMDD and file number (3 or 4– digits), add (– ##) for each person injured in the mishap.  If property damage enter -(00).  Entry required. Example: HQMC(SD) 020310 001-01

First Name – Enter the first name of the injured person.

Formal Training (1-3) – Enter the training the injured received that directly relates to the job action being performed in the mishap.  If no formal training was required skip the Training Information box.  Ex forklift, DIC, Motor Cycle Safety Course, 5-Ton, HMMV, Weapon Handling, Fishing, Boating, Confined Space, etc.

Formal Training Date (1-3) – Enter the date the injured received training.  Enter the date in MM/DD/YY format.

FY Quarter – Enter the fiscal year quarter the mishap occurred in.  Use the dropdown menu.

FY Year – Enter the fiscal year the mishap occurred in.  Use 4-digits (2001, 2002, etc.)

Gender – Enter the sex of the injured person.  Use the dropdown menu.  Example:  M or F

General Activity – Enter the activity the injured was involved in at the time of the mishap.  Use the dropdown menu.  Entry required.  Example:  Operating Vehicle, Performing maintenance on equipment, Playing Basketball

General Area – Enter the area in which the mishap occurred.  Use the dropdown menu.  Entry required.

HOSP day – Type in the number of hospital days beyond the day of injury the injured was admitted for other than observation reasons. 

Illegal Drugs – If drugs were a factor in the mishap, identify the type of illegal drugs the injured or operator was under the influence of at the time of the mishap.  Use the dropdown menu.  If the injured or operator used prescription or legal drugs select none and proceed to the legal drugs category.  Example:  Cocaine, Marijuana

Individual Status – Enter the status of the injured person.  Use the dropdown menu.  Entry required.  Example: Active, Reserve on drill, Federal Civilian, Foreign National, Non-Appropriated Fund


Initial Entry Form - The form used to record minimum information about the mishap.  Contains the required fields on the form for prompt recording of the mishap.  Data transfers to the Mishap Logbook Entry form for completion and editing.

Injury Type – Enter the type of injury the injured sustained in the mishap.  Use the dropdown menu.  Entry required.  Example:  Abrasions, heat exhaustion, amputation

Job Title – Enter the job title at the time of the mishap the person injured was performing.  Use the official job title of the injured person when it is a civilian.  Entry required.  Example:  PLT SGT, drill instructor, 

Last Name – Enter the last name of the injured person or name of property damaged.

Legal Drugs – If drugs were a factor in the mishap identify which type of prescription drug the injured or operator was under the influence of at the time of the mishap.  Use the dropdown menu.  If the injured or operator used illegal drugs select none and proceed to the illegal drugs category.  Example:  Cold medicine picked up from the drug store – Select Over-the-Counter, Tylenol w/Codeine – Select Prescription

Limit/Light Duty – Type in the number of limited or light duty days a doctor or medical authority ordered for the injured.

Lost Time Costs (Appendix E) – Form with table to calculate injury costs.  Review the Standard Labor Costs chart to determine the injury costs based on personnel, status and hospital or lost time days.  Calculate the injury costs on this form and the information will transfer over to the Mishap Logbook form.

Lost Workdays – Enter the number of days away from work beyond the day of the injury-excluding hospital days.  Click on the "Compute Lost Workday" button to calculate the Lost workday injury costs and select the lost workday costs based on the injured status and personnel category.   Ex.  The number of days a doctor recommends SIQ or convalescent leave days.

Lost Workdays Information – Enter the outcome of the injured.  Example:  Lost Time, Permanent Disability, Fatality, or No Lost Time.  The number of days away from work, and compute injury costs using Appendix E TAB.

Lot # - Enter the Lot number of the equipment or weapon/explosive that was involved in the mishap or another identification number used to inventory or trace government equipment.  Example:  Table of Authorized Material Control Number (TAMCN)

Major Command – Enter the name of the command below the HQ level the injured person or property damaged belonged to.  If your command is at the HQ level leave blank.  Use the dropdown menu.  Example:  MEF, COMCAB, MCB

Make - Enter the Make of the equipment or weapon.  Example - Chevrolet, Smith and Wesson

MCC – Enter the Marine Corps Code of the Unit/Command the person injured was attached to or the damaged property belonged to.

Message DTG – Enter the Date Time Group (DTG) of each Endorser in the chain on the Investigation Report (SAFEREP).

Message Traffic – Type in the Date Time Group (DTG) message numbers to any messages that may have been sent out due to the investigation, corrective actions, or recommendations.

MI – Enter the middle initial of the injured person.

Mishap Class – Enter the mishap classification in accordance with the MCO P5102.1A.  Use the dropdown menu.  Entry required.

Mishap Tracking – Enter the fiscal year quarter (1st – Oct-Dec, 2nd – Jan-Mar, 3rd – Apr-Jun or 4th Jul-Sep) and fiscal year the mishap occurred in.

Mishap Tracking Form – Enter the endorsing chain, DTG of messages, track the status and completion date of the investigation report.

Model - Enter the Model or Model Number of the Equipment or weapon. - Ex. 300ZX, 5-Ton, M-16 

MOS – Type in the MOS or Job series of the injured person. Entry required.  Example:  3531 (mil), 018 (civ)

NON DOD Property Damage – The costs to repair or replace Non-Military equipment damaged during the mishap.  This includes contractor equipment and civilian or military vehicle that was damaged during the mishap, due to a military operation.

NSN - Enter the National Stock Number of the equipment or weapon/explosive if government equipment was involved in the mishap.

OSHA Codes – Enter the code that best describes the injury or illness.  Use the dropdown menu.  Entry required.  The default is “10” for occupational injury.  If the mishap involves an off duty mishap still apply the appropriate code to the mishap.  Example:  Chemical Exposure that caused rash or skin disease select “21”, Ergonomic related mishap select “26”, a motor vehicle accident or off duty recreational mishap keep the default “10”, however if a recreational mishap causes the injured to develop an illness, select the appropriate category.

Parent Command – Enter the name of the command below the Major Command level the injured person or property damaged belonged to.  Use the dropdown menu.  Example:  MCAS, FSSG, MAW, MARDIV 

Part B – Check this box, once the part B has been mailed.

Personal Protective Equipment Used – If personal protective equipment (PPE) was required, click on all of the PPE used at the time of the mishap.  Example:  If a respirator was used type in the type of respirator the injured was wearing in the Other PPE box.  If a motorcycle rider was wearing the appropriate hard sole shoes and a helmet click on safety boots and Helmet/Hard Hat boxes.  If boating, PFD.

Personal Protective Equipment Used Incorrectly - If PPE was required and was worn, but worn incorrectly, record the name of the PPE used incorrectly.

Personnel – Enter the type of personnel injured.  Use the dropdown menu. Entry required.   Example:  Military, Civilian, Non-MC Personnel

Phone Number – Enter the DSN number of the supervisor who was in charge of the operation at the time of the mishap.  If the mishap is off duty or in a remote location include the phone number of the supervisor in charge of the injured.

Place – Enter the location the training took place.  Ex. Camp Lejeune, Camp Butler, OSHA Training Institute, NAVOSH ENVTRNCTR 

Point of Contact Information – Enter the name, phone number, fax number, and e-mail address of the person responsible for completing the mishap log entry form and would have details concerning the mishap.

Preview Report - A list of reports set up in the database.  Print Military and Civilian Logs, Status of Mishap Reports, Summary of Personnel, Type of Mishaps and Costs, and check data entry for required fields missing data.

Property Damage – Type in the costs to repair or replace the DOD and/or NON DOD property if the equipment will have to be replaced or repaired at government expense.

Rank – Enter the rank or rating of the injured person.  Use the dropdown menu.  Limited to list.  

Rate – Enter the Rate of the Navy military member or grade of civilian employee injured.  Example:  HN (navy), 05 or 11 (civ)

Recommendation – Type in the recommendations as determined by the SIB if a formal investigation is required or as determined by the informal investigation.

Requirement DTG – Enter the Date Time Group (DTG) of the message that determined the mishap to be reportable by means of an Investigation report (SAFEREP).

Requirement for SAFEREP -  Check if a SAFEREP is required.

RUC – Enter the RUC of the person who was injured or property damaged belonged to.

SAFEREP DTG – Enter the Date Time Group (DTG) of the Investigation Report (SAFEREP) message.

SAFEREP Originator – Enter the name of the command that initiated the Investigation Report (SAFEREP).

Seated/Position - Where the injured was seated or positioned at the time of mishap.  Ex. Rear Right Passenger, Truck Bed, helm of boat 

Send Mishap Log to Naval Safety Center – The button used to send your data to the Naval Safety Center.  It will require a timeframe and will open the e-mail and attach an Excel file with your data.

Specific Activity – Type in the specific activity the injured was involved in at the time of the mishap.  Example:  Making a left turn, repairing a generator, dribbling, Course ID Number

Specific Location – Enter the specific location where the mishap occurred.  Example:  Building number, name of highway, where formal training course was taken, gym

State driver’s license box - If the operator of the equipment requires a license and has a license, check the box and another box will open asking for any restrictions.  Ex (If injured was licensed to operate 5 ton and was operating a HMMV, type in licensed to operate 5-ton in other restrictions box).  If injured could only drive while wearing glasses or during daylight hours, click on the appropriate box. If the injured license was suspended, click on the suspended license box and enter the date the license was suspended in the Expiration of license box.  Enter the state or country the license was issued in.

State of License - Enter the state or country the license was issued in.  Use the dropdown menu.

State/Country – Enter the state or country the mishap occurred in.  Use the dropdown menu.

Status – Enter the category that best describes the injured outcome.  Use the dropdown menu.  Entry required.  If the mishap involves limited/light duty, select No Lost Time and then enter the number of light/limited duty days.  If the mishap involves hospital and lost workdays include the number of hospital days and lost workdays beyond the day of the injury.  If the status is Fatality, PTD, or PPD click on the "Compute Fatality, PTD, or PPD Injury Costs" and select the costs of the injury based on the injured status and personnel category. 

Status of Report – Enter the current Endorser on the Investigation Report (SAFEREP) command name.  Use the dropdown menu.

Summary – Enter a brief description of the mishap.  Include any viable information that might be necessary to document data that may be important to the mishap where a field is not available on the Log.  Entry required.  Example:  Include the CID number if the mishap occurred during formal training.  

Summary Continued – When additional space is needed in the summary block use this field to enter additional information.

Supervisor’s Info – Enter the name and phone number of the supervisor in charge of the military operation at the time of the mishap or off duty injured personnel's supervisor.

Supervisor’s Name – Enter the name of the supervisor who was in charge of the operation at the time of the mishap. If the mishap is off duty or in a remote location include name of the supervisor in charge of the injured. 

Target Completion Date – Enter the date the mishap should be closed.

Target Completion Date As Extended – Enter the date the mishap will be closed based on extensions.  Enter MM/DD/YY format.

Time – Enter the time of the mishap.  Use military time.  Example:  14:30

Total Costs – The program will automatically compute the total based on the total injury and total damage costs.

Total Damage Costs – The program will automatically compute the total based on the amount entered in the DOD and NON DOD property damage costs.

Total Lost Time - The number of hospital days and lost workdays combined.  Automatically computes.  Do not include the hospital days in the lost workdays count.

Total No Fat/Inj – Enter the total number of fatalities or injuries in the mishap.  Example: If the mishap involved 1 fatality and 2 injuries. Record 1/2.  If the mishap involved 0 fatalities and 1 injury, Record 0/1

Total Time Costs – The program will automatically compute the Injury Costs based on the information you entered on the Lost Time Costs (Appendix E) form.

Training Information – If training is required to perform the action the person was engaged in at the time of the mishap include the type of training received.  Use the dropdown menu.  Include the date the person received training and the place.

Type of Mishap – Enter the mishap type.  If the mishap involved a pedestrian, jogger or bicyclist being hit by a car, choose the vehicle type that hit them and select bicycling, jogging or walking in general activity.  If the injured was engaged in formal training at the time of the mishap select “Training” and type in the Course Identification Number (CID) in the narrative.  Use the dropdown menu.  Entry required.

Under the Influence – Enter the drug or alcohol factors involved in the mishap.  If alcohol or drugs could be a factor in the mishap, select the appropriate information.  If alcohol was involved include the BAC if known and if drugs were used check the drug box and identify the type of drugs (legal or illegal) used at the time of the mishap.  Use the dropdown menus.

Year - The year of the vehicle or the year the equipment was built if known.

*IMPORTANT NOTE*





 ALL DATES MUST BE 


ENTERED AS: MM/DD/YY





ALL BLUE SHADED FIELDS 


MUST BE COMPLETED BEFORE CLOSING THE RECORD OR ENTERING A NEW RECORD.  DATEBASE WILL NOT ALLOW RECORD TO BE SAVED IF THESE FIELDS ARE NOT COMPLETED.  ALL MANDATORY FIELDS ARE IN BOLD.
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CO/DEPT Name - Review the list for your CO/Dept and any units you report for.  Delete any unwanted CO/Dept names. If your Co/Dept is not on the list type it in.





If you are above the Co/Dept level, include your command/installation in the dropdown menu, regardless of your command structure.


  


If you are responsible for distributing the database to other activities and will receive data from these units, update the appropriate dropdown menus to maintain consistency.  





Example:  MAINT CO, MALS-16, 3/1 BLT, HQ











EDIT TO DROP DOWN MENUS


FORM
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Unit Command – Review the list for your unit command or any unit commands you report for.  Delete any unwanted unit commands.  If your unit command is not on the list, type it in.








If you are responsible for distributing the database to activities you will receive data from, update the appropriate list before you distribute the database, so the data remains consistent.  





Example:  1ST MARINE, CSSG, MAG, BLT, 











Parent Command – Review the list for your parent command or any major commands you report for.  Delete any unwanted parent commands.  If your parent command is not on the list type in your parent command’s name and contact the Naval Safety Center to obtain a Code.  








If you are responsible for distributing the database to other activities and will receive data from them update the appropriate dropdown menus before you distribute the database, so the names remain consistent.








Example:  MARDIV, FSSG, MAW, MEU


   








Major Command – Review the list for your major command or any major commands you report for.  Delete any unwanted major commands.  If your major command is not on the list type in your major command’s name and contact the Naval Safety Center to obtain a Code.  








If you are responsible for distributing the database to other activities and will receive data from them update the appropriate dropdown menus before you distribute the database, so the names remain consistent.





Example:  MEF, BASES, ERR, COMCAB











Component Command – Review the list for your component command or any component commands you report for.  Delete any unwanted component commands.  If your component command is not on the list type in your component command’s name and contact the Naval Safety Center to obtain a Code.  





If you are responsible for distributing the database to other activities and will receive data from them update the appropriate dropdown menus before you distribute the database, so the names remain consistent.





Example:  MARFOR, MCRC, CMC(SD)
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GO TO MISHAP LOGBOOK ENTRY FORM





3.  TYPE IN THE VALUE YOU WOULD LIKE TO APPEAR EVERY TIME





MISHAP LOG ENTRY: TABS





TABS


MISHAP LOG - Form to enter mishap information.


SUMMARY CON’T - Additional narrative information.


CAUSAL FACTOR OF THE MISHAP - Causal factors of the mishap and recommendations.


CAUSAL FACTOR OF THE INJURY - Causal factors of the injury and recommendations.


MISHAP TRACKING -Track the Endorsers and due dates of messages from SAFEREP report.


LOST TIME (APPENDIX E) - Calculate injury costs.


EXTRA OPTIONS - Add license restriction information.
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CAUSAL FACTOR OF THE MISHAP/INJURY - SELECT FROM THE DROPDOWN MENU OR TYPE IN THE CAUSAL FACTORS


RECOMMENDATION - TYPE IN THE RECOMMENDATION


ACTION - TYPE IN WHAT ACTION WAS TAKEN


ENTER THE DATE THE ACTION WAS COMPLETED
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MISHAP LOG ENTRY:  COMMAND INFORMATION





FILE NO: PARENT COMMAND NAME, YRMODA, OSHA FILE NUMBER (3 digits) EXAMPLE: 1MCD-011001-001


Add -00 FOR PROPERTY DAMAGE ONLY, 


Add -01 FOR THE FIRST PERSON INJURIED, -02 FOR THE SECOND PERSON INJURED AND SO ON… when mishap involves multiple injuries in the same mishap.


DATE OF MISHAP - TYPE IN MO/DA/YR.  IF USING WINDOWS 2000, CHECK THE BOX, CLICK ON THE DOWN ARROW AND CHOOSE THE DATE FROM THE CALENDAR.


TIME - ENTER MILITARY TIME


DUTY STATUS - REQURIED


MISHAP CLASS - SELECT THE MISHAP CLASS BASED ON THE OUTCOME OF THE MISHAP.  THE SECOND COLUMN GIVES YOU THE CRITERIA FOR EACH CLASS.


TOTAL NO FAT/INJ - ENTER THE NUMBER OF FATALITIES AND INJURIES IN THE MISHAP  EXAMPLE: 01/01 (If mishap involved one fatality and one injury); 00/02 (If mishap involved 0 fatalities and 2 injuries)


MCC - ENTER THE Major Command Code (MCC) FOR THE INJURED PERSON


RUC - ENTER THE COMMAND RUC FOR THE INJURED PERSON


COMPONENT COMMAND - HQ, MARFORPAC, MARFORLANT, MATCOM, MARFORES


MAJOR COMMAND - MEF, MCBASE, COMCAB, ERR, MCRD


PARENT COMMAND - MARDIV, FSSG, MAW, MCAS 


COMMAND NAME - CSSG, BN, MAG, MWSG, MAR 


UNIT NAME - CO, MALS, HMLA, MWSS, VMFA 
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Refer to Glossary for in-depth field definitions.  





Refer to Glossary for in-depth field definitions.  





Refer to Glossary for in-depth field definitions.  





MISHAP LOG ENTRY:  PERSONNEL INFORMATION


LAST NAME


FIRST NAME


MI


RANK: REQUIRED


MOS: REQUIRED


RATE: NAVY PERSONNEL


AGE: REQUIRED


GENDER


BILLET MOS:  CURRENT JOB


PERSONNEL: MILITARY, CIVILIAN AND FOR THOSE WHO TRACK OTHER THAN SAFETY MISHAP: NOT A SAFETY MISHAP (REQUIRED)


INDIV STATUS: ACTIVE, RESERVE ON DRILL…(REQUIRED)


JOB TITLE: CURRENT JOB (REQUIRED)








Refer to Glossary for in-depth field definitions.  





MISHAP LOG ENTRY:  PERSONNEL INFORMATION


LAST NAME - Type in the injured last name.  If property damage only type in the equipment's generic name.


FIRST NAME - Type in the injured first name.  If property damage only type in the equipment's specific name.


MI - Type in the injured middle initial.  If property damage only, leave blank.


RANK: REQUIRED.  If property damage only, select PD.


MOS: REQUIRED.  If property damage only, type in "0000"


RATE: NAVY PERSONNEL


AGE: REQUIRED (If unknown enter "UK", If property damage only type in "00")


GENDER


BILLET MOS:  CURRENT JOB


PERSONNEL:  REQUIRED.  SELECT MILITARY, CIVILIAN, NON-APPROPRIATED FUND, ETC. FROM THE DROPDOWN MENU.  If you track mishaps that are not recordable in accordance with the MCO select "NOT A SAFETY MISHAP" 


INDIV STATUS: REQUIRED.  ACTIVE, FEDERAL CIVILIAN, RESERVE ON DRILL…, ETC.


JOB TITLE: REQUIRED.  TYPE IN JOB TITLE THE INJURED WAS PERFORMING AT THE TIME OF THE MISHAP. 








MISHAP LOG ENTRY:  MISHAP INFORMATION





SUMMARY - ENTER A SHORT STATEMENT OF WHAT HAPPEN, IF MORE ROOM IS NEEDED, CLICK ON "FOR ADDITIONAL SPACE PRESS HERE".  REQUIRED


BASE - ON, OFF, OR ON MCCS FACILITY (If mishap occurred on/off base in a MCCS facility select the On or Off as it relates to the MCCS facility, otherwise select On or Off)


STATE/COUNTRY SELECT APPROPRIATE STATE OR COUNTRY FROM DROPDOWN MENU


CITY/CNTY/BASE - TYPE IN THE NAME OF THE BASE OR CITY OR COUNTY THE MISHAP OCCURRED IN.


GENERAL AREA - REQUIRED.  SELECT FROM DROPDOWN MENU.


SPECIFIC LOCATION - TYPE IN THE SPECIFIC BUILDING, ROAD, SCHOOL/COURSE, ETC. WHERE THE INJURED WAS AT THE TIME OF THE MISHAP.


EQUIPMENT INVOLVED - SELECT FROM DROPDOWN MENU.  YOU MAY UPDATE THE DROPDOWN MENU TO ACCOMMODATE YOUR COMMAND'S EQUIPMENT.


GENERAL ACTIVITY - SELECT FROM DROPDOWN MENU.  YOU MAY MODIFY THE DROPDOWN MENU TO ACCOMMODATE YOUR COMMAND'S GENERAL ACTIVITIES.


SPECIFIC ACTIVITY: TYPE IN THE SPECIFIC ACTIVITY THE INJURED WAS ENGAGED IN AT THE TIME OF THE MISHAP. 


ENVIRONMENTAL CONDITIONS - SELECT FROM DROPDOWN MENU 


 WEATHER	 CONDITIONS B.  GROUND DEFECTS


INJURY TYPE - REQUIRED.  SELECT THE MOST SEVERE INJURY FROM THE DROPDOWN MENU. 


BODY PART - REQUIRED.  SELECT THE MOST SEVERE BODY PART INJURED FROM THE DROPDOWN MENU.  


CHEMICAL/HAZMAT INVOLVED - TYPE IN THE NAME OF THE CHEMICAL THE INJURED WAS EXPOSED TO DURING THE MISHAP.


CHEMICAL/HAZMAT COMMENTS - TYPE IN THE MSDS NUMBER OF THE CHEMICAL AND IF THE CHEMICAL WAS INHALED, EXPOSED TO SKIN, IRRITANT, ETC.  
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MISHAP LOG ENTRY:  PERSONAL PROTECTIVE EQUIPMENT USED


IF PPE WAS REQUIRED AT THE TIME OF THE MISHAP CHECK WHAT PPE WAS USED CORRECTLY


OTHER PPE - TYPE IN ANY OTHER PPE USED THAT IS NOT ON THE LIST


PPE THAT WAS USED INCORRECTLY - TYPE IN THE PPE THAT WAS REQUIRED AND WORN, THAT WAS NOT USED CORRECTLY
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Refer to Glossary for in-depth field definitions.  
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MISHAP LOG ENTRY: EQUIPMENT INFORMATION


STATE DRIVER’S LICENSE - ENTER A CHECKMARK IF OPERATOR OF EQUIPMENT WAS LICENSED.  If the license has any restrictions such as glasses, suspended, or does not meet all the requirements for operating the equipment, enter those restrictions in the restrictions box.  The restrictions box will open when you check State Driver's License box. 


STATE OF LICENSE - SELECT STATE LICENSE WAS ISSUED IN FROM DROPDOWN MENU.


EXPIRATION OF LICENSE - ENTER THE DATE THE LICENSE EXPIRES.  If the driver's license is expired and the state the license was issued in doesn't require renewal while the service member is active, enter the EAS date of the injured.  


MAKE - TYPE IN THE MAKE OF THE EQUIPMENT OR WEAPON.  EXAMPLE:  Chevrolet, 5-ton


MODEL - TYPE IN THE MODEL OF THE EQUIPMENT OR WEAPON.  EXAMPLE:  Z-28, M183


YEAR - TYPE IN THE YEAR THE EQUIPMENT OR WEAPON WAS MADE.


SEATED - SELECT FROM DROPDOWN MENU, WHERE THE INJURED WAS SEATED OR POSITION AT TIME OF THE MISHAP


NSN - TYPE IN THE NATIONAL STOCK NUMBER OF THE EQUIPMENT OR WEAPON.


DODIC - TYPE IN THE DODIC OF THE EQUIPMENT OR WEAPON.


LOT# - TYPE IN THE LOT NUMBER OR OTHER TRACEABLE NUMBER FOR THE EQUIPMENT OR WEAPONS/EXPLOSIVES.
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MISHAP LOG ENTRY: EQUIPMENT INFORMATION





3.  CLICK ON BINOCULARS
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MISHAP LOG ENTRY: TRAINING INFORMATION


CHOOSE FROM THE LIST WHAT TRAINING THE INJURED PERSON HAD (RELATED TO THE MISHAP)


PLACE - ENTER WHERE THE TRAINING TOOK PLACE (NAME OF BASE OR SHOP)


DATE - TYPE IN MO/DA/YR OR CHECK THE BOX AND CLICK ON THE DOWN ARROW, ENTER THE DATE TRAINING WAS COMPLETED IF USING WINDOWS 2000 VERSION





* THREE DIFFERENT FORMAL TRAINING CAN BE


ENTERED.  EXAMPLE:  DIC, ORM AND HAZMAT


TRAINING
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Enter the cost of the fatality, PTD, or PPD in this box.
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STATUS - Select from the dropdown menu the result of the injury.  (Fatality, PTD, PPD, Lost Time, No Lost Time, etc.)





DATE OF STATUS - Date the injured passed away or became a lost workday. 





COMPUTE FATALITY, PTD, OR PPD INJURY COSTS - To compute cost of serious injury based on DOD Injury Cost standards.  (See Computing Injury Costs)





HOSP DAY - Enter the number of days spent in the hospital.





LOST WORKDAYS - Enter the number of days away from work.





TOTAL LOST TIME - Hospital days and lost workdays combined.  Will automatically compute.





COMPUTE LOST WORKDAY COST - Press to compute cost of injury based on DOD Injury Cost standards.  (See Computing Injury Costs)





OSHA CODES - Select from the dropdown menu.  The default is "10" (injury).  Use these codes for off duty mishaps also.





LIMIT/LIGHT DUTY - Enter the number of light /limited duty days.





TOTAL TIME COSTS - The costs of the injury.  Will automatically compute.











MISHAP LOG ENTRY: UNDER THE INFLUENCE


ALCOHOL – SELECT FROM DROPDOWN MENU.  THE DEFAULT IS “NO”.  IF YES, INCLUDE BAC.  REQUIRED FOR MV MISHAPS


BAC - FROM POLICE REPORT


DRUGS - CHECK IF DRUGS WERE INVOLVED IN THE MISHAP





LEGAL DRUGS - CHOOSE FROM LIST





ILLEGAL DRUGS - CHOOSE FROM LIST





Enter the cost per day of the lost workday in this box.





MISHAP LOG ENTRY:  TOTAL COST





TOTAL COSTS - TOTAL COST OF INJURY AND PROPERTY DAMAGE.  AUTOMATICALLY COMPUTED.





MISHAP LOG ENTRY:  PROPERTY DAMAGE


DOD PROPERTY DAMAGE - ENTER THE DOLLAR AMOUNT FOR THE GOVERNMENT EQUIPMENT THAT WAS DAMAGED.


NON DOD PROPERTY DAMAGE - ENTER THE DOLLAR AMOUNT FOR THE NON-GOVERNMENT EQUIPMENT THAT WAS DAMAGED.


TOTAL DAMAGE COST - COST OF DOD AND NON-DOD PROPERTY DAMAGE.  AUTOMATICALLY COMPUTED.
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MISHAP LOG ENTRY:  POINT OF CONTACT INFORMATION


ENTER THE PERSON RESPONSIBLE FOR REPORTING INFO THAT WOULD BE ABLE TO ANSWER QUESTIONS CONCERNING THE MISHAP





MISHAP LOG ENTRY:  SUPERVISOR’S INFO


ENTER THE SUPERVISOR’S NAME THAT WAS IN CHARGE OF THE INJURED PERSON, IF MARTIAL ARTS MISHAP ENTER INSTRUCTOR’S NAME





ENTER THE PHONE NUMBER OF THE SUPERVISOR IN CHARGE OF THE INJURED PERSON.
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MISHAP LOG ENTRY:  MISHAP TRACKING


FY-QUARTER - ENTER THE CORRECT QUARTER OF THE MISHAP, SECOND COLUMN GIVES YOU THE MONTH STRUCTURE.


FY YEAR - ENTER THE FISCAL YEAR THE MISHAP OCCURRED IN (1 OCT – 30 SEP)
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2.  ENTER START DATE AND END DATE BASED ON TIMEFRAME REQUIRED FOR REPORT





1.  CLICK ON SEND MISHAP LOG TO NAVAL SAFETY CENTER 





4.  TYPE IN THE E-MAIL ADDRESS OF THE INDIVIDUAL TO RECEIVE THE DATA, SEND E-MAIL





3.  E-MAIL WILL OPEN WITH FILE ATTACHED AS AN EXCEL SPREADSHEET





2.  ENTER START DATE AND END DATE BASED ON TIMEFRAME REQUIRED FOR REPORT





1.  CLICK ON SEND MISHAP LOP UP THE CHAIN OF COMMAND





EXPORT/IMPORT MENU FORM








5.  EDIT THE RECORD





1. OPEN MISHAP LOGBOOK ENTRY FORM





6.  SAVE THE RECORD





OPEN MISHAP LOGBOOK ENTRY FORM AND FIND THE RECORD. EDIT INFORMATION AND SAVE THE RECORD.





4.  TYPE IN WHAT INFORMATION YOU WANT TO FIND
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MISHAP LOG ENTRY: MISHAP TRACKING TAB


STATUS OF REPORT: WHAT THE NEXT STEP IS OR PERSON TO REVIEW SAFEREP.  CLOSE, FOLLOW UP, SIB


DUE DATE OF SAFEREP/INVESTIGATION REPORT


TARGET COMPLETION DATE:  DATE SAFEREP SHOULD BE CLOSED OR DATE GIVEN BY HQ COMMAND


TARGET COMPLETION DATE AS EXTENDED: SAFEREP- APPROVED EXTENSION


MESSAGE TRAFFIC - PCR’S, EXTENSION REQUEST, UPDATES


CHECK IF THE MISHAP REQUIRES PART A OR PART B OR BOTH


DATE PART B WAS SENT- ENTER THE DATE THE PART B WAS MAILED BY TRACEABLE MEANS


REQUIREMENT FOR SAFEREP-ENTER THE ORIGINATOR OF THE MSG ASSIGNING THE SIB


ENTER THE DTG OF THE MESSAGE ASSIGNING THE SIB


SAFEREP ORIGINATOR - ENTER THE COMMAND NAME OF THE ORIGINATOR OF THE SAFEREP MESSAGE


SAFEREP DTG - ENTER THE DTG OF THE SAFEREP MESSAGE


ENDORSING CHAIN - ENTER THE ENDORSERS NAMES


MESSAGE DTG - ENTER THE DTG OF THE MSG EACH ENDORSER SENDS.





PREVIEW REPORTS MENU
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2.  CLICK ON FIELD TO SEARCH FOR RECORD





Refer to Glossary for in-depth field definitions.  





Refer to Glossary for in-depth field definitions.  





2.  CLICK ON QUERIES OBJECT
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9.  AND SELECT MISHAP LOG FROM THE LIST.
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1.  CLICK ON OPEN DATABASE WINDOW
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MAKE SURE THE NUMBER OF RECORDS YOU EXPORTED MATCH THE NUMBER OF RECORDS IMPORTED.





2.  CHANGE THE FILES OF TYPE TO MICROSOFT EXCEL





3.  FIND THE EXCEL FILE





1.  CHECK THE TYPE OF LOG TO PREVIEW.





4.  CLICK ON THE FILENAME TO BE IMPORTED.





5.  CLICK ON IMPORT.
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6.  CHECK FIRST ROW CONTAINS COLUMN HEADINGS.





7.  CLICK ON NEXT.





8.  CLICK ON “IN AN EXISTING TABLE”
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11. CLICK ON FINISH





12. CLICK ON OK
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CLICK ON RETURN TO MAIN MENU
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1.  OPEN MISHAP LOGBOOK ENTRY FORM.  LOOK AT THE NUMBER OF RECORDS
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PREVIEW REPORTS
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THE LOGS PRINT





FILE NUMBER


DATE OF MISHAP


TYPE OF MISHAP


RANK 


LAST NAME


FIRST NAME


JOB TITLE


COMPANY/DEPT


INJURY TYPE


BODY PART


SUMMARY


OSHA CODE


STATUS


FIRST AID


TOTAL TIME COSTS


TOTAL DAMAGE COSTS
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THE DAILY REPORT PRINTS: FILE NO


MISHAP DATE


MISHAP CLASS


UNIT 


CO/DEPT


SUMMARY





2.  ENTER THE MISHAP CLASS FOR THE REPORT.  











3.  PRESS PREVIEW PRINT BUTTON





4.  ENTER THE START DATE AND END DATE OF THE REPORT.


MO/DA/YR FORMAT





5.  CLICK ON THE PRINT ICON.  THEN CLOSE





1.  CLICK ON MANDATORY FIELDS 





2.  CLICK ON PREVIEW PRINT





3.  ENTER THE START DATE AND END DATE OF THE REPORT.


MO/DA/YR FORMAT





4.  CLICK ON THE PRINT ICON.  THEN CLOSE





1.  CLICK ON STATUS OF RECORDS





2.  CLICK ON PREVIEW PRINT





3.  ENTER THE START DATE AND END DATE OF THE REPORT.


MO/DA/YR FORMAT





4.  CLICK ON THE PRINT ICON.  THEN CLOSE





THE STATUS OF RECORDS REPORT PRINTS





FILE NO


DATE OF MISHAP


STATUS OF REPORT


DUE DATE


CHECK MARK FOR PART B


SUMMARY





THE CHECK MANDATORY FIELDS REPORT PRINTS THE FIELDS REQUIRED ON THE MISHAP LOG.





3.  ENTER THE START DATE AND END DATE OF THE REPORT.


MO/DA/YR FORMAT





4.  THE LOG MUST BE PRINTED ON LEGAL SIZE PAPER.  





GO TO FILE


PRINT


PROPERTIES


LEGAL


LANDSCAPE


OK








QUERY USING MISHAP LOG ENTRY FORM
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THE MISHAP LOG FORM WILL OPEN.





1. QUERY THE DATA BY USING THE DROPDOWN MENUS OR TYPE IN THE CRITERIA. CHOSE AS MANY FIELDS AS NECESSARY TO NARROW THE INFORMATION DOWN TO SPECIFIC RECORDS.





2.  IF AN OR STATEMENT IS NEEDED. 


CLICK ON THE “OR” TAB AND ENTER THE CRITERIA FOR THE QUERY.  








3.  CLICK ON THE FILTER SYMBOL TO RETRIEVE THE RECORDS





THE NUMBER OF FILTERED RECORDS WILL APPEAR AT THE BOTTOM OF THE SCREEN





RETURN TO MAIN MENU TO EXIT QUERY.





PRINT THE RECORDS 





FIND A RECORD.





� EMBED PBrush  ���





� EMBED PBrush  ���





DO NOT MODIFY THE MARTRAK QUERIES UNLESS YOU ARE FAMILIAR WITH ACCESS DATABASE DESIGN.





3.  CLICK ON OPEN





FIND A RECORD





EXIT FILTER AND RETURN TO MAIN MENU 





PRINT RECORDS
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3.  GO TO FILE AND SAVE AS QUERY.





ENTER THE FILENAME.
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1. CLICK ON FIND QUERY BUTTON





2.  FIND QUERY AND CLICK ON IT





THE QUERY OPENS IN ACCESS DISPLAYING THE RECORDS IT FOUND IN THE DATABASE THAT MET THE CRITERIA.





TRANSFER QUERY TO EXCEL








1.  GO TO TOOLS


2.  OFFICE LINKS


3.  ANALYZE IT WITH MS EXCEL





The data will transfer to Excel and Open up as an Excel Worksheet.
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1.  CLICK ON THE REPORT ICON
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2.  SELECT REPORT WIZARD





3.  SELECT YOUR QUERY





4.  THEN CLICK OK
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3.  ENTER CRITERIA.





7.  SELECT FIELDS FOR GROUPING





CLICK ON THE FIELD FOR GROUPING AND PRESS THE ARROW TO SELECT FIELDS GROUPING





TO MOVE ALL THE FIELDS ON THE LIST CLICK THE DOUBLE ARROW.





5.  SELECT FIELDS TO DISPLAY ON THE REPORT.





CLICK ON THE FIELD NAME AND THEN CLICK ON THE SINGLE ARROW TO SELECT THE FIELD.





6.  THEN CLICK ON NEXT
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8.  CLICK ON NEXT.





IF GROUPING IS NOT NECESSARY SKIP STEP 7





9. CLICK ON NEXT





10.  CLICK ON THE DOWN ARROW TO VIEW THE FIELDS AND SELECT A FIELD FOR SORTING ORDER





13.  CHOOSE A REPORT STYLE








11.  CLICK ON NEXT
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12.  CHOOSE A LAYOUT FOR THE REPORT, THEN CLICK ON NEXT





14. CLICK ON NEXT





15. NAME YOUR REPORT





2.  CLICK ON NEW.
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16.  CLICK ON FINISH





� EMBED PBrush  ���





17.  CLICK ON PRINT ICON
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CLICK ON THE BOX TO OPEN THE DATABASE WINDOW





3.  CLICK ON OK





2.  MAKE SURE THE DATABASE IS SELECTED. 





1. SELECT OBJECTS TO CREATE





TABLES


QUERIES


FORMS


REPORTS


PAGES


MACROS


MODULES








USING THIS BUTTON TAKES YOU BEHIND THE SCENE OF THE PROGRAM.  MAKE SURE YOU ARE FAMILIAR WITH ACCESS BEFORE ATTEMPTING TO MODIFY ANY OF THE TABLES, QUERIES, MACROS OR REPORTS.


 


DO NOT DELETE ANY EXISTING TABLES, QUERIES, FORMS, REPORTS OR MARCOS ALREADY DESIGNED IN THE PROGRAM.  SERIOUS DAMAGE TO THE PROGRAM COULD OCCUR (DATA COULD BE LOST)











NOTE:  THE MISHAP LOG TABLE IS WHERE THE DATA FROM THE MISHAP LOGBOOK ENTRY FORM IS STORED.  THIS IS THE MAIN TABLE OF THE DATABASE.  DO NOT MODIFY THIS TABLE.





NOTE:  YOU MUST BE FAMILIAR WITH ACCESS DESIGN TO CUSTOMIZE THIS DATABASE.








HARD EXPORT:


AFTER YOU OPEN THE DATABASE WINDOW


CLICK ON TABLES TAB-HIGHLIGHT MISHAP LOG


	GO TO FILE-EXPORT


SAVE IN


SAVE AS TYPE-MIRCOSOFT EXCEL 97-2000


FILE NAME


SAVE


IMPORT IN TO NEW MISHAP DATABASE USING IMPORT EXCEL WORKSHEETS
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1.  CLICK ON OPEN DATABASE WINDOW





GO TO EXCEL TO RETRIEVE THE DOCUMENT





4.  SAVE IN – SELECT THE DIRECTORY YOU WANT TO SAVE YOUR FILE IN.








5.  SAVE AS TYPE – SELECT MICROSOFT EXCEL





6.  CLICK ON SAVE





2.  HIGHLIGHT MISHAP LOG OR TABLE 1 (IF YOU’RE USING A PREVIOUS VERSION)





3.  GO TO FILE


THEN EXPORT





1.  GO TO FILE,


NEW





3.  TYPE IN MARTRAK





2. SELECT FOLDER 





1. RIGHT CLICK ON “MARTRAK2002.mdb" 





2.  GO TO PROPERTIES





3.  CLICK ON CHECK MARK IN “READ ONLY” TO REMOVE THE CHECK MARK





4.  CLICK ON ARCHIVE. SO YOU CAN WRITE DATA TO THE DATABASE





5.  CLICK ON OK





1.  RIGHT CLICK ON THE FIELD, GO TO PROPERTIES





2.  CLICK ON DATA TAB





4.  GO TO FILE, SAVE





5.  CLOSE THE BOX





TO VIEW TABS SLIDE THE TAB BAR UP.  CLICK ON THE TAB TO ENTER DATA ON THE OTHER FORMS





NUMBER OF RECORDS





STATUS BAR 





CURRENT RECORD





ADD A RECORD





GO TO LAST RECORD





GO TO NEXT RECORD





GO TO PREVIOUS RECORD





GO TO FIRST RECORD 
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4.  FILE ATTACHED AS AN EXCEL SPREADSHEET








3.  E-MAIL WILL OPEN WITH THE APPROPRIATE E-MAIL ADDRESS TO THE NAVAL SAFETY CENTER.


MARTRAK@SAFETYCENTER.NAVY.MIL





5.  TYPE IN A POC, COMMAND NAME AND PHONE NUMBER IN THE BODY OF THE E-MAIL


BEFORE SENDING IT TO THE NAVAL SAFETY CENTER





NOTE:  IF UNABLE TO SEND E-MAIL DIRECTLY OPEN THE ATTACHMENT AND SAVE IT TO YOUR DESKTOP AND ATTACH THE FILE MANUALLY TO A E-MAIL ADDRESSED TO MARTRAK@SAFETYCENTER.NAVY.MIL





NOTE:  IF UNABLE TO SEND E-MAIL DIRECTLY OPEN THE ATTACHMENT AND SAVE IT TO YOUR DESKTOP AND ATTACH THE FILE MANUALLY TO A E-MAIL








3.  CLICK TWICE ON  “EXPORT UP THE CHAIN OF COMMAND” OR “EXPORT TO NAVAL SAFETY CENTER”








4.  ENTER THE START DATE AND END DATE OF THE EXPORT.


MO/DA/YR FORMAT





5.  QUERY WILL OPEN IN ACCESS





6.  CLICK ON TOOLS


OFFICE LINKS








7.  SELECT ANALYZE IT WITH MS EXCEL





EXCEL WILL OPEN AND THE QUERY WILL BE AN EXCEL WORKSHEET. 





NOTE:  YOU MAY USE THE EXCEL SPREADSHEET TO ATTACH TO THE E-MAIL





1.  CLICK ON OPEN DATABASE WINDOW





3.  CLICK TWICE ON MISHAP LOG





2.  CLICK ON TABLES OBJECTS





6.  SELECT ANALYZE IT WITH MS EXCEL





5.  CLICK ON TOOLS


OFFICE LINKS








4.  MISHAP LOG INFORMATION WILL OPEN IN ACCESS





EXCEL WILL OPEN WITH THE DATA IN AN EXCEL WORKSHEET.  SAVE THE DATA TO A DIRECTORY OF YOUR CHOICE.





NOTE: THIS DATA CAN BE USED AS A BACKUP OF YOUR DATA OR USED TO IMPORT DATA INTO ANOTHER DATABASE





1.  CLICK ON IMPORT EXCEL WORKSHEETS





10.  CLICK ON NEXT





2.  CLICK ON PREVIEW PRINT





1.  CLICK ON MISHAP SUMMARY BY PERSONNEL





3.  ENTER THE START DATE AND END DATE OF THE REPORT.


MO/DA/YR FORMAT





CLICK ON THE PRINT ICON TO PRINT THE REPORT





NOTE:  THE MISHAP SUMMARY BY PERSONNEL CAN BE USED TO COMPLETE THE PART 1 OF THE ANNUAL SUMMARY





1.  CLICK ON MISHAP BY TYPE AND COST





2.  SELECT DUTY STATUS





3.  CLICK ON PREVIEW PRINT





4.  ENTER THE START DATE AND END DATE OF THE REPORT.


MO/DA/YR FORMAT





2.  OPEN QUERY BY USING THE MISHAP LOG FORM - ENTER CRITERIA








NOTE:  THE MISHAP SUMMARY REPORT CAN BE USED TO COMPLETE PART 2 AND 3 OF THE ANNUAL SUMMARY.





NOTE:  THE CRITERIA YOU ENTERED FOR THE LAST QUERY WILL APPEAR.  OTHERWISE ENTER THE CRITERIA FOR THE QUERY
































1.  CLICK ON QUERIE BY USING FORM





CLICK ON THE BOX TO OPEN THE DATABASE WINDOW
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GO TO MISHAP LOG TABLE AND EXPORT IT TO EXCEL.  (See Exporting Data - Hard Export, Page 38)
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CLICK ON IMPORT EXCEL WORKSHEET





IMPORT THE EXCEL WORKSHEET THAT WAS EXPORTED (See Importing Excel Worksheet, Page 42)





4.  HIGHLIGHT THE FILES FROM THE CD AND MOVE TO MARTRAK FOLDER





2.  CLICK ON PREVIEW PRINT





1.  CLICK ON DAILY REPORT





5.  CLICK ON PRINT ICON TO PRINT REPORT











Refer to Glossary for Field Definitions 





Refer to Page 12 for instructions on adding or deleting from the list.





Refer to Page 12 for instructions on adding or deleting from the list.





Refer to Page 12 for instructions on adding or deleting from the list.





Refer to Page 12 for instructions on adding or deleting from the list.





SUGGESTION:  Set the default for your Command Name in the File Number and the RUC and MCC Code.





Refer to Glossary for in-depth field definitions.  





Click on the down arrow in Duty Status and Select the duty status you would like to view





CLICK OK





CLICK ON CHART DATA BUTTON





SELECT THE CHART TYPE





CLICK ON NEXT





CLICK ON NEXT





ENTER DATA RANGE OR SERIES





CLICK ON FINISH





CHART AS OBJECT IN PIVOT TABLE REPORT





� EMBED Word.Picture.8  ���





CLICK ON NEXT





TYPE IN CHART TITLE AND X AND Y AXIS.
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