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 SEQ CHAPTER \h \r 1Introduction

 SEQ CHAPTER \h \r 1Purpose
This Reference Manual focuses on introducing you to the basic report options available from the CAIRS BASIC REPORTS module.  You will learn how to use edit boxes and operators to specify the subset of 5484.3 forms you want included in a report.  At the end of each section are a tutorial and exercises that show the steps required to create each report and reinforce the concepts covered in this section.

Objectives
The Basic Reports section of the CAIRS reference manual covers the following topics:
· Accessing the CAIRS BASIC REPORTS module
· Effectively using each of the report options.
· Applying wildcard operators, logical operators, and range operator to select the set of data that will be included in your report.  

· Creating reports based on specific scenarios.

A Note Regarding Rates
Many of the output reports included in the Basic Reports module include system-calculated rates.  These rates are based on summary data that is periodically updated rather than on live data.  As the CAIRS data is constantly being updated, the summary data may lag slightly behind the live data.  This should not generally have a significant effect on the rates.  However, if you manually calculate rates from counts obtained from other CAIRS options, you may see some variations.

 SEQ CHAPTER \h \r 1CAIRS Basic Reports

 SEQ CHAPTER \h \r 1The CAIRS BASIC REPORTS module contains accident forms, exposure information, property damage descriptions, and performance indices.  To access the CAIRS BASIC REPORTS module, click the Basic Reports link from the CAIRS DATABASE MODULES page.  You will see the screen displayed in Figure 1.
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Although new property and vehicle damage information is no longer entered into CAIRS.  However, legacy data is still available for retrieval using the Basic Reports.
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Figure 1:  The CAIRS Basic Reports Module

CAIRS Basic Reports On-Line Help 
To access CAIRS BASIC REPORTS on-line help, click the HELP icon. [image: image3.wmf]Your browser will open a new window containing the help information for the specific area in which you are presently working.  When you are finished with the on-line help, close that browser window by selecting Close from the FILE menu.  This will return you to CAIRS.

DOE F 5484.3
The DOE F 5484.3 hyperlink allows you to access specified U. S. Department of Energy Individual Accident/Incident Reports.  When you click this link, you will see the report criteria screen displayed in Figure 2.
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Figure 2:  The DOE F 5484.3 Report Criteria Screen
From this screen, you may define which reports are included in the returned list of reports by specifying three parameters: organization, case number, and date.  In addition, you may indicate whether you want to view the full 5484.3 report (the default), just the front, or just the back.  To access DOE F 5484.3 on-line help, click the HELP icon [image: image5.wmf] next to the heading, List DOE F 5484.3 Form.  The following paragraphs describe each component of the DOE F-5484.3 Report Criteria screen.

Organization
You may specify one or more organizations by entering an organization code or range of organization codes in the ORGANIZATION edit box.  
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If you leave the ORGANIZATION edit box blank, the selection will default to the organization(s) under your jurisdiction. 

The ORGANIZATION edit box allows the use of a wildcard operator (%); logical operators and, or, and not; a range operator between; and the relational operators <, >, <=, >=, =, and <>.  Examples of each type are included in the following table.

	 SEQ CHAPTER \h \r 1Example Entry
	Explanation

	050%
	All organizations whose codes begin with 050 (Albuquerque Office, Service Subs, Transportation Division, and Central Training Academy).

	0501001 and 0502209
	Although and will not cause an error, it is illogical to use it in this instance since the same case cannot be reported in two organizations.

	0501001 or 0502209
	Either organization 0501001 or 0502209 (Albuquerque Office or the Central Training Academy).

	05% and not 0502209
	All organizations starting with 05 except 0502209 (all Albuquerque except the Central Training Academy).

	between 0540001 and 0544006
	All organizations with codes between 0540001 and 0544006 (Los Alamos).

	<= ‘0502209'
	All organizations with codes less than or equal to 0502209.


[image: image52.wmf]Step-by-Step

TUTORIAL

 SEQ CHAPTER \h \r 1A detailed explanation of all CAIRS operators (logical, wildcard, range and relational operators) may be found in the CAIRS ON-LINE HELP.

[image: image53.wmf]Step-by-Step

TUTORIAL


A listing of all reporting organizations within DOE may be accessed by clicking on the Help icon [image: image6.wmf] next to the word, Organization.  

Case Number

For each reporting organization, CAIRS cases are numbered beginning with the four digits of the year and then consecutively beginning at 001 up to 999.  Therefore, a valid case number may look like one of the following: 2005001, 2004025, or 2001089.  
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In any given year, many reporting organizations will have identical case numbers.  Any single case is fully specified by an organization code and a case number.

You may select a specific case by entering a case number in the CASE NUMBER edit box. 
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If you leave the CASE NUMBER edit box blank, the default is all cases.  The CASE NUMBER edit box allows the use of all operators as shown in the table below.

	 SEQ CHAPTER \h \r 1Example Entry
	Explanation

	2002%
	All cases whose case number begins with 2002 (indicating the date of occurrence was during 2002).

	2001% and 2002%
	Although and will not cause an error, it is illogical to use it in this instance because a single case number cannot begin with the year 2001 and the year 2002.

	2001001 or 2001002
	Cases numbered either 2001001 or 2001002.

	2001% and not 2001010
	All case numbers that begin with 2001 except 2001010.

	between 2001001 and 2002001
	All cases between 2001001 and 2002001.

	> ‘1997001'
	All cases with numbers greater than 1997001.


 SEQ CHAPTER \h \r 1Date (yyyymmdd)

You may enter a date or a date range in the DATE edit box using the same wildcard characters and Boolean operators described above.  
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Examples of acceptable entries in the DATE edit box would include:  

199%


199% and not 1995%
1996% or 1997%


between 19940101 and 19940131






>= ‘19970101'
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 An example of an unacceptable entry in the DATE edit box would be 2001% and 2004%, because a single accident cannot occur in two different years.  No reports will be returned.  If you leave the DATE edit box blank, the selection will default to the past twelve months. 

Detail
The DETAIL drop down menu allows you to specify the level of detail in which you are interested when viewing CAIRS reports.  You may choose Full report (the default), Front only, or Back only.

The TRANSLATE DATABASE CODES TO TEXT and DISPLAY DATABASE CODES Radio Buttons

Select the TRANSLATE DATABASE CODES TO TEXT radio button to view the Organization in text form.  An example of the Organization in text form is BWXT – AMRLO.
Select DISPLAY DATABASE CODES to view the Organization in database code format.  An example of the Organization in Database Code format is 0515002
The Formatted Report, Unformatted Report, and Count Cases Command Buttons
Once the above selections are made, they are processed by clicking one of the command buttons found at the bottom:  FORMATTED REPORT, UNFORMATTED REPORT or COUNT CASES command button.  When the FORMATTED REPORT command button is clicked, a listing of 5484.3 forms that meet the specified criteria is generated and displayed in a formatted table (see Figure 3).
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Figure 3:  A listing of all 5484.3 Forms That Meet the Specified Criteria
When the UNFORMATTED REPORT command button is clicked, a listing of 5484.3 forms that meet the specified criteria is generated and displayed in plain text (see Figure 4). 
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Figure 4:  A listing of all 5484.3 Forms that Meet the Specified Criteria, Unformatted
As you can see, the following information is displayed in Figures 3 and 4:

· Organization 

· Case Number (Case ID)

· Date of occurrence (Accident Date)

· Date the report was last modified in CAIRS (Date of Last Revision)

· One-line Description
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The one-line description is hyperlinked to the individual case records.

When the COUNT CASES command button is clicked, the system counts the number of cases selected.  The screen is then recreated with the count displayed at the top of the selection area, as shown in Figure 5.
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Figure 5:  A Count of All 5484.3 Forms that Meet the Specified Criteria (in this Case, 12)
 SEQ CHAPTER \h \r 1Printing a Report

To print a report, simply choose Print from the FILE menu.  You will see a PRINT dialogue box.  Click the ALL radio button, and then click the OK command button.  The entire report will then be output to your printer.
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 SEQ CHAPTER \h \r 1Creating a DOE F 5484.3 Report

1. Click the DOE F 5484.3 hyperlink from the CAIRS BASIC REPORTS module.

2. Enter desired information into the ORGANIZATION, CASE NUMBER and DATE edit boxes. 

3. Indicate the level of detail in which you are interested by choosing Full Report, Front Only, or Back Only from the DETAIL drop down menu. 

4. Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.  (Or, click on the COUNT CASES command button to display only the number of cases which meet the specified criteria.).


	 SEQ CHAPTER \h \r 1Exercise

As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

1.
Create a DOE F 5484.3 report that lists all 5484.3 forms for your organization where the occurrence date was during either 1995 or 1996.

2.
How many 5484.3 reports were submitted by your organization where the date of occurrence was during July or August 1996?




 SEQ CHAPTER \h \r 1Work Hours & Vehicle Usage
Exposure information (i.e., work hours and vehicle usage) may be displayed either by summary (summarized by field office, operation type, or all DOE) or by organization.

By Summary
When you click the Workhours and Vehicle Usage by Summary link, you will see the selection screen shown in Figure 6.  To access on-line help, simply click the Help icon [image: image10.wmf] next to the heading, CAIRS Workhours and Vehicle Usage.
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Figure 6:  The Selection Screen for the CAIRS Workhours & Vehicle Usage by Summary Report
From this screen you may specify how you want workhours and vehicle usage information summarized: by FIELD OFFICE, OPERATION TYPE, or ALL DOE.  You may also specify a particular year or range of years to include in the report by utilizing the DATE edit box.

If you choose to summarize CAIRS workhours and vehicle usage information by Field Office, click the FIELD OFFICE radio button and enter a field office code or a range of codes in the edit box using the same operators described on page .  A list of valid Field Office codes can be found in Appendix A.  In addition, an on-line listing can be accessed by clicking on the Help icon [image: image12.wmf] next to the words, Field Office.

[image: image61.wmf]NOTE

If you leave the FIELD OFFICE edit box blank, the selection will default to the field office for the reporting organization(s) under your jurisdiction.

If you choose to summarize CAIRS workhours and vehicle usage information by Operation Type, click the OPERATION TYPE radio button and enter an operation type code or a range of type codes in the edit box using the same operators described on page.  A list of valid Operation Type codes can be found in Appendix A.  In addition, an on-line listing can be accessed by clicking on the Help icon [image: image13.wmf] next to the words, Operation Type.

[image: image62.wmf]NOTE

If you leave the OPERATION TYPE edit box blank, you will default to all operation types within DOE, not just the operation types for the organizations under your jurisdiction.

If you choose to summarize CAIRS workhours and vehicle usage information by All DOE (the default), click the ALL DOE radio button.  No information is required for the edit box.  In fact, if you enter anything in the edit box, it will be ignored.
You may indicate the year or years in which you are interested.  Enter a year or year range in the DATE edit box using the same operators described on page.  

[image: image63.wmf]NOTE

If you leave the DATE edit box blank, the selection will default to the current calendar year.

Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen.  For every year reflected in the report, both quarterly (Q1, Q2, Q3, Q4) and total year exposure information is displayed.  See Figure 7 which is a sample CAIRS WORKHOURS AND VEHICLE USAGE report, summarized by field office (Albuquerque Operations) for 1995 and 1996.
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Figure 7:  Sample CAIRS  WORKHOURS AND VEHICLE USAGE report, summarized by Field Office (Albuquerque Operations) for 1995 and 1996.

Under each quarter (Q1, Q2, etc.) are two columns.  The first column is the total number of items shown in exposure type column (number of aircraft, number of buses, etc.).  The second column indicates the total value of the exposure type in its normal unit of measure (hours or miles).  
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The Q1, Q2, Q3, Q4, and Total column headings are hyperlinked to reports that display the same information at the reporting organization level of detail.
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 SEQ CHAPTER \h \r 1Creating a Workhours and Vehicle Usage by Summary 

Report

1.
Click the Workhours and Vehicle Usage by Summary hyperlink from the CAIRS BASIC REPORTS module.

2.
Click the appropriate radio button to indicate how you want the information summarized: FIELD OFFICE, OPERATION TYPE, or ALL DOE.

3.
If you select either the FIELD OFFICE or OPERATION TYPE radio button, use the associated edit box to indicate the specific field office(s) or operation type(s) you want to include in the summary report.

4.
Use the DATE edit box to indicate the year(s) in which you are interested.

5.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.

6.
Select the TRANSLATE DATABASE CODES TO TEXT radio button to view the Organization in text form.  Select the DISPLAY DATABASE CODES radio button to view the Organization in database code format.  An example of the Organization in Database Code format is 0515002



 SEQ CHAPTER \h \r 1Exercise 2
As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

1.
Create a CAIRS WORKHOURS AND VEHICLE USAGE report, by Summary, that summarizes All DOE for 1995 and 1996.

2.
Create a CAIRS WORKHOURS AND VEHICLE USAGE report, by Summary, that summarizes the Research Operation Type for 1994.

 SEQ CHAPTER \h \r 1
 SEQ CHAPTER \h \r 1By Organization

When you click the Workhours and Vehicle Usage by Organization link, you will see the selection screen displayed in Figure 8.  To access on-line help, simply click the Help icon [image: image15.wmf] next to the heading, CAIRS Workhours and Vehicle Usage by Organization.

[image: image16.png]@ CAIRS Exposure by Organization - Mozilla Firebird
File Edit View Go Bookmarks Tools Help
v ~4@ @ | nhtips://cairs.tis.eh.doe.gov/CAIRS/BasicReports/Work: v

AIRS

© Teansite Database O Display Database Codes
Codes to Text:

Fomatted Report Unformatted Report

Home Help  Standard Reports Logs  Basic Reports Search Glossary
Security Notice

PR

7| @1 CARS ... | B)04Basic.

CAIRS E ORUPSD 4:03PM





Figure 8:  The selection screen for the CAIRS WORKHOURS & VEHICLE USAGE BY ORGANIZATION report.

The REPORTING ORGANIZATION edit box is used to specify the reporting organization(s) in which you are interested.  You may use all the operators described on page  in the REPORTING ORGANIZATION edit box. A listing of reporting organizations may be accessed by clicking on the Help icon [image: image17.wmf] next to the words, Reporting Organization.  

[image: image66.wmf]NOTE

If you leave the REPORTING ORGANIZATION edit box blank, the selection will default to the organization(s) under your jurisdiction.

 SEQ CHAPTER \h \r 1Indicate the year or years in which you are interested in the DATE edit box.  You may enter a year or a year range using the same operators described on page .  

[image: image67.wmf]NOTE

If you leave the DATE edit box blank, the selection will default to the current calendar year.

 SEQ CHAPTER \h \r 1Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen.  A sample CAIRS WORKHOURS AND VEHICLE USAGE report, by organization, for 1999 is displayed in 

Figure 9.  
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Figure 9:  Sample CAIRS WORKHOURS AND VEHICLE USAGE report, by organization, for 1999.

Columns for the above report are explained below.  A more detailed explanation may be found in CAIRS ON-LINE HELP.

 SEQ CHAPTER \h \r 1ORG
The organization

Year
The year specified

Hours
Total workhours

AF
Aircraft - Fixed Wing

AR
Aircraft - Rotary

BU
Buses

GC
Government Cars, Light Trucks, Vans and Motorcycles

MR
Marine

PC
Private car driven by a government employee

RR
Railroad

TK
Trucks (1 ton and over)

Conv
Number of conveyances

Hours
Hours of operation

Miles 
Miles driven
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 SEQ CHAPTER \h \r 1Creating a Workhours and Vehicle Usage by Organization

Report

1.
Click the Workhours and Vehicle Usage by Organization hyperlink from the CAIRS BASIC REPORTS module.

2.
Use the REPORTING ORGANIZATION edit box to indicate the organization(s) in which you are interested.

3.
Use the DATE edit box to indicate the year(s) in which you are interested.

4.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.


 SEQ CHAPTER \h \r 1Exercise 3
As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

Create a CAIRS WORKHOURS AND VEHICLE USAGE report, by organization, that provides information for your organization for 1994 and 1996.

 SEQ CHAPTER \h \r 1Property Valuation

To view additional property valuation information by Organization, Operation Type, or All DOE, select the Property Valuation hyperlink from the CAIRS BASIC REPORTS module.  You will see the selection screen shown in Figure 10.  To access on-line help, simply click the Help icon [image: image19.wmf] next to the heading, CAIRS Property Valuation.
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Figure 10:  The CAIRS PROPERTY VALUATION selection screen.
If you choose to see property valuation information by Organization, click the ORGANIZATION radio button and enter an organization code or range of organization codes in the edit box.  You may use the same operators described on page.  An on-line listing of reporting organizations may be accessed by clicking on the Help icon [image: image21.wmf] next to the word, Organization.

[image: image69.wmf]NOTE

If you leave the ORGANIZATION edit box blank, the selection will default to the organization(s) under your jurisdiction.

If you choose to see property valuation information by Operation Type, click the OPERATION TYPE radio button and enter an operation type code or a range of types codes in the edit box using the same operators described on page .  A list of valid operation type codes may be found in Appendix A.  In addition, an on-line listing can be accessed by clicking on the Help icon [image: image22.wmf] next to the words, Operation Type.

[image: image70.wmf]NOTE

If you leave the OPERATION TYPE edit box blank, you will default to all operation types within DOE, not just the operation types for the organizations under your jurisdiction.

If you choose to see property valuation information summarized by All DOE (the default), click the ALL DOE radio button.  No information is required for the edit box.  In fact, if you enter anything in the edit box, it will be ignored.
You may indicate the year or years in which you are interested.  Enter a year or a year range in the DATE edit box using the same operators described on page. 

[image: image71.wmf]NOTE

If you leave the DATE edit box blank, the selection will default to the current calendar year.

[image: image72.wmf]NOTE


Select the TRANSLATE DATABASE CODES TO TEXT radio button to view the Organization in text form, as shown in Figure 11.  Select the DISPLAY DATABASE CODES radio button to view the Organization in database code format.  An example of the Organization in Database Code format is 0515002
Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen. Sample CAIRS PROPERTY VALUATION reports are shown in Figures 11, 12, and 13.
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Figure 11:  Sample CAIRS PROPERTY VALUATION report 

By Organization for 2001
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Figure 12:  Sample CAIRS PROPERTY 
VALUATION report by Organization for 2001
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Figure 13:  Sample CAIRS PROPERTY VALUATION
report by Operation Type for 2001

	 SEQ CHAPTER \h \r 1
[image: image73.wmf]NOTE

 SEQ CHAPTER \h \r 1Creating a Property Valuation Report

1.
Click the Property Valuation hyperlink from the CAIRS BASIC REPORTS module.

2.
Click the appropriate radio button to indicate how you want the information displayed: ORGANIZATION, OPERATION TYPE, or ALL DOE.

3.
If you click either the ORGANIZATION or OPERATION TYPE radio button, use the associated edit box to indicate the specific organization(s) or operation type(s) you want included in the report.

4.
Use the DATE edit box to indicate the year(s) in which you are interested.

5.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.


 SEQ CHAPTER \h \r 1
Exercise 4
As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

Create a CAIRS PROPERTY VALUATION report for the Production Operation Type for 1995.

Experience Reports

Injury/Illness Experience
When you click the Injury/Illness experience report link, you will see the screen displayed in Figure 14.  To access on-line help, click the Help icon [image: image26.wmf] next to the heading, CAIRS Injury/Illness Experience.
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Figure 14:  The CAIRS INJURY/ILLNESS EXPERIENCE Report Criteria Screen
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Figure 14 (Continued):  The CAIRS INJURY/ILLNESS EXPERIENCE Report Criteria Screen
The following paragraphs describe the components of this screen.

General Information

The first section of the Injury/Illness report criteria screen allows you to define which reports you want included in the returned list of reports.  Radio buttons allow you to specify All DOE, Organization, Major Sites, or Program Office.  You may also specify the Operation Type and the year or range of years for the report, along with the quarter (either calendar year or fiscal year quarters).  

All DOE:  To see injury/illness experience summarized for the entire Department of Energy, (the default), click the ALL DOE radio button.  

Organization:  To view injury/illness experience for a particular organization or range of organizations, click the ORGANIZATION radio button and enter an organization code or range of organization codes in the edit box.  You may use the same operators described on Page 3.  
A listing of reporting organizations may be accessed by clicking on the Help icon [image: image30.wmf] next to the word, Organization.  If you leave the ORGANIZATION edit box blank, the selection will default to the organization(s) under your jurisdiction.

Major site:  To view injury/illness experience by Major Site, click the MAJOR SITES radio button and choose a major site from the selection box.  A listing of DOE major sites may be obtained by clicking on the Help icon [image: image31.wmf] next to the words, Major Sites.
Program Office:  To view injury/illness experience by Program Office, click the PROGRAM OFFICE radio button and choose a Program Office from the selection box.  A listing of DOE Program Offices may be obtained by clicking on the Help icon [image: image32.wmf] next to the words Program Office.
Operation Type:   SEQ CHAPTER \h \r 1To view injury/illness experience by Operation Type, enter an operation type code or a range of type codes in the edit box using the same operators described on page 3.  A list of valid operation type codes may be found in Appendix A.  
In addition, you can access an on-line listing by clicking on the Help icon [image: image33.wmf] next to the words, Operation Type.  If you leave the operation type edit box blank, the selection will default to all operation types within DOE, not just the operation types for the organizations under your jurisdiction.

Year:  To refine the report, you may indicate the year or years in which you are interested.  Enter a year or a year range in the YEAR edit box using the same operators described on page.  

If you leave the YEAR edit box blank, the selection will default to the current year.

Quarter:  You may indicate the quarter or quarters in which you are interested and select, via radio buttons, whether you are interested in CALENDAR YEAR quarters or FISCAL YEAR quarters.  Acceptable entries in the QUARTER edit box are 1, 2, 3, or 4.  Enter a quarter or quarter range in the QUARTER edit box using the same operators described on page.  If you leave the QUARTER edit box blank, the selection will default to all quarters for the specified year.

Display These Columns

The DISPLAY THESE COLUMNS section of the CAIRS INJURY/ILLNESS EXPERIENCE selection screen allows you to choose the columns you want included in your report.  Columns that will be included are identified by check marks in the associated boxes.  You may deselect an undesired item by clicking the item’s check box to remove the check mark.  Definitions for these items may be obtained from CAIRS ON-LINE HELP.

[image: image74.wmf]NOTE

By default, the report will display the following columns: Hours, Total Recordable Cases (TRC), TRC Rate, Days Away from Work and Days of Restricted Activity or Job Transfer (DART) Case, DART Case Rate, DART, and DART Rate.  
Sort and Summary

The SORT AND SUMMARY OPTIONS section of the CAIRS INJURY/ILLNESS EXPERIENCE selection screen allows you to indicate how you want your report summarized: by Field Office, Organization, Operation Type, Year Total, Quarter Total, Major Site, or Program Office.

To indicate how the report is to be sorted, enter the number of your selection into the edit box.  For example, if you want your report summarized by Organization only, you would type 2 in the edit box.  You may also specify multiple summary levels.  Example:  To summarize a report first by organization and then by Year Total, type 2,4 in the edit box.
Select the TRANSLATE DATABASE CODES TO TEXT radio button to view organization codes in text form.  

Select DISPLAY DATABASE CODES to view the Organization in database code format.  An example of the Organization in Database Code format is 0515002.

Display Comparative Data

The Display Comparative Data section of the report allows you to display Bureau of Labor Statistics data for the private sector so you can compare your organization's performance against it.  Please note that private sector data does not necessarily indicate good safety standards in the private sector

Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen.

 SEQ CHAPTER \h \r 1A sample CAIRS INJURY/ILLNESS EXPERIENCE report is displayed in Figure 15.  To create this report, the following items were chosen at the CAIRS INJURY/ILLNESS EXPERIENCE selection screen:

Organization:

050%

Year:


2001
Summary Options:
2 (Organization)

All other selection items were left at the default.
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Figure 15:  Sample CAIRS INJURY/ILLNESS EXPERIENCE report 

Once the report criteria are entered, you may generate the report in HTML, plain text, or Excel spreadsheet format.
	 SEQ CHAPTER \h \r 1Creating a CAIRS Injury/Illness Experience Report

[image: image75.wmf]NOTE

1.
Click the Injury/Illness hyperlink from the CAIRS BASIC REPORTS module.

2.
Click the appropriate radio button to indicate which reports you want included in the returned list of reports:  ORGANIZATION, OPERATION TYPE, or ALL DOE.

3.
If you click either the ORGANIZATION or  OPERATION TYPE radio button, use the associated edit box to indicate the specific organization(s) or operation type(s) you want included in the report.

4.
Use the YEAR and QUARTER edit boxes to indicate the years and quarters 

5.
Click the column check boxes to place check marks to indicate the columns you want included in your report.

6.
Use the SUMMARY OPTIONS edit box to indicate how you want the report to be summarized: OPERATION TYPE, ORGANIZATION, YEAR/QTR, or a combination.
7.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.


 SEQ CHAPTER \h \r 1Exercise 5

As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

Create a CAIRS INJURY/ILLNESS EXPERIENCE report for All DOE that includes calendar years 1994 through 1996 (all quarters).  In addition to the columns that are displayed by default, include work days lost and work days lost restricted.  Summarize your report by Operation Type.

Property Damage Experience Report
When you click the Property experience report link, you will see the screen displayed in Figure 17.  To access on-line help, simply click the Help icon [image: image35.wmf] next to the heading, CAIRS Property Damage Experience.

[image: image76.wmf]NOTE


Although new property damage information is no longer entered into CAIRS, legacy information is available for retrieval.
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Figure 17:  CAIRS PROPERTY DAMAGE EXPERIENCE report criteria screen.

This screen is very similar to the INJURY/ILLNESS EXPERIENCE report criteria screen, except you will not be required to choose columns to include in your report.  Figure 18 shows the columns that are automatically included in the CAIRS PROPERTY DAMAGE EXPERIENCE report.  The following paragraphs describe each section of the report:
General Information

The first section of this selection screen allows you to specify which property damage records will be included in the report.  Radio buttons allow you to specify All DOE, Organization, Major Site, or Program Office.  You may also specify the operation type and year or range of years to be included in the report, along with the quarter (either calendar year or fiscal year quarters).  

All DOE:  To see injury/illness experience summarized for the entire Department of Energy, (the default), click the ALL DOE radio button.  

Organization:  To view injury/illness experience for a particular organization or range of organizations, click the ORGANIZATION radio button and enter an organization code or range of organization codes in the edit box.  You may use the same operators described on Page 3.  

A listing of reporting organizations may be accessed by clicking on the Help icon [image: image38.wmf] next to the word, Organization.  If you leave the ORGANIZATION edit box blank, the selection will default to the organization(s) under your jurisdiction.

Major site:  To view injury/illness experience by Major Site, click the MAJOR SITES radio button and choose a major site from the selection box.  A listing of DOE major sites may be obtained by clicking on the Help icon [image: image39.wmf] next to the words, Major Sites.

Program Office:  To view injury/illness experience by Program Office, click the PROGRAM OFFICE radio button and choose a Program Office from the selection box.  A listing of DOE Program Offices may be obtained by clicking on the Help icon [image: image40.wmf] next to the words Program Office.
Operation Type:   SEQ CHAPTER \h \r 1To view injury/illness experience by Operation Type, enter an operation type code or a range of type codes in the edit box using the same operators described on page 3.  A list of valid operation type codes may be found in Appendix A.  

In addition, you can access an on-line listing by clicking on the Help icon [image: image41.wmf] next to the words, Operation Type.  If you leave the operation type edit box blank, the selection will default to all operation types within DOE, not just the operation types for the organizations under your jurisdiction.

Year:  To refine the report, you may indicate the year or years in which you are interested.  Enter a year or a year range in the YEAR edit box using the same operators described on page.  

If you leave the YEAR edit box blank, the selection will default to the current year.

Quarter:  You may indicate the quarter or quarters in which you are interested and select, via radio buttons, whether you are interested in CALENDAR YEAR quarters or FISCAL YEAR quarters.  Acceptable entries in the QUARTER edit box are 1, 2, 3, or 4.  Enter a quarter or quarter range in the QUARTER edit box using the same operators described on page.  If you leave the QUARTER edit box blank, the selection will default to all quarters for the specified year.

Sort and Summary Options

The SORT AND SUMMARY OPTIONS section of the CAIRS PROPERTY DAMAGE EXPERIENCE selection screen allows you to indicate how you want your report summarized: by Field Office, Organization, Operation Type, Year Total, Quarter Total, Major Site, or Property Damage Code.  Use the SUMMARY OPTIONS edit box to indicate how you want the report summarized.  For example, if you want your report summarized by organization only, you would type 2 in the edit box.  You may also specify multiple summary levels.  Example:  To summarize a report first by organization and then quarter, enter 2,4 in the edit box.
Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen. 

A sample CAIRS PROPERTY DAMAGE EXPERIENCE report is displayed in Figure 18.  To create this report, the following items were chosen at the CAIRS PROPERTY DAMAGE  EXPERIENCE  selection screen:
 SEQ CHAPTER \h \r 1All DOE

Year:

Between 2000 and 2005
Quarter:



3

All other selection items were left at the default.
[image: image42.png]CAIRS Property Damage Experience Report - Mozilla Firebird uu X
File Edit View Go Bookmarks Tools Help
@ @ | https://cairs.tis.eh.doe.gov/CAIRS/BasicReports/Enhan v | [C]

o th database during the prior dy. Depending on th organiatons sected and the date ofth report, i Tepor may o epresent complet qurterly or auaal
eportin forthe organiatont) seected.

Year: Between 2000 and 2005
Quarter: 3

-a—a-m_a—a_m-a—a-m—

-a—a-m_a—a_m-a—a-m—
ST I I S S S S S T

i Done

@ HEE ™7 &1CARS ... | B 04Basic .. ﬂ'_H@HU@ 3:21PM





Figure 18:  Sample CAIRS PROPERTY DAMAGE EXPERIENCE report.

	[image: image77.wmf]NOTE

 SEQ CHAPTER \h \r 1Creating a CAIRS Property Damage Experience Report
1.
Click the Property hyperlink from the CAIRS BASIC REPORTS module.

2.
Complete any general information fields that will effectively indicate which reports you want included in the returned list of reports.
3.
If you click a radio button with an edit box beside it, use the edit box to indicate the specific values you want included in the report.

4.
Use the YEAR edit box to indicate the year(s) in which you are interested.  In addition, click either CALENDAR YEAR or FISCAL YEAR.

5.
Use the SUMMARY OPTIONS edit box to indicate how you want the report to be summarized: OPERATION TYPE, ORGANIZATION, YEAR/QTR, or a combination.

6.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.


 SEQ CHAPTER \h \r 1Exercise 6
As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

Create a CAIRS PROPERTY DAMAGE EXPERIENCE report for All DOE for fiscal years 1994 through 1996.  Summarize your report by Year.

 SEQ CHAPTER \h \r 1Vehicle Damage Experience Report
When you click the Vehicle experience report link, you will see the screen displayed in Figure 19.  To access on-line help, simply click the Help icon [image: image43.wmf] next to the heading, CAIRS Vehicle Experience.

Although new vehicle damage information is no longer entered into CAIRS, legacy information is available for retrieval.
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Figure 19:  CAIRS VEHICLE EXPERIENCE Report Criteria Screen
The first section of the Vehicle Damage Experience report criteria screen is identical to the CAIRS PROPERTY EXPERIENCE selection screen, and the Sort and Summary Options section is the same with the exception of two fields.  Please refer to the previous section for a description of how to select report criteria from this screen.  
Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen. 

 SEQ CHAPTER \h \r 1A sample CAIRS VEHICLE EXPERIENCE report is displayed in Figure 20.  To create this report, the following items were chosen at the CAIRS INJURY/ILLNESS EXPERIENCE selection screen:

Organization:


0502%

Year
2001
Summary Options:
 
2 (Contractor
All other selection items were left at the default.
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Figure 20:  Sample CAIRS VEHICLE EXPERIENCE report.
Once the report criteria are entered, you may generate the report in HTML, plain text, or Excel spreadsheet format.

	 SEQ CHAPTER \h \r 1Creating a CAIRS Vehicle Experience Report


1.
Click the Vehicle hyperlink from the CAIRS BASIC REPORTS module.

2.
Complete any general information fields that will effectively indicate which reports you want included in the returned list of reports.

3.
If you click a radio button with an edit box beside it, use the edit box to indicate the specific organization(s) or operation type(s) you want included in the report.

4.
Use the YEAR edit box to indicate the year or range of years to be included in the report.  In addition, click either CALENDAR YEAR or FISCAL YEAR.

5.
Use the SUMMARY OPTIONS edit box to indicate how you want the report to be summarized.
6.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.


 SEQ CHAPTER \h \r 1Exercise 7
As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

Create a CAIRS VEHICLE EXPERIENCE report for the Chicago Operations for calendar  year 1995.  Summarize your report by Organization.

 SEQ CHAPTER \h \r 1Property Damage Descriptions
When you click the Property Damage Descriptions hyperlink, you will see the screen displayed in Figure 21.  To access on-line help, simply click the Help icon [image: image46.wmf] next to the heading, CAIRS Property Damage Description Report.
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Figure 21:  CAIRS PROPERTY DAMAGE DESCRIPTION selection screens.

The ORGANIZATION edit box allows you to enter an organization or a range of organizations using the same operators described on page 3.  
A listing of reporting organizations may be accessed by clicking on the Help icon [image: image48.wmf] next to the word, Organization.

If you leave the ORGANIZATION edit box blank, the selection will default to all organizations under your jurisdiction.

The OP TYPE selection box allows you to select All Operation Types (the default) or one or more specific operation types.  To select more than one operation type, hold down the Ctrl key while selecting the operation types with the left mouse button.  

The Boolean logic operator applied between operation type selections is OR (e.g., Decommissioning OR Government OR Production).

You may indicate the year or years in which you are interested.  Enter a year or year range in the YEAR edit box using the same operators described on page .  Note that you have the option of selecting, via radio buttons, either the CALENDAR or FISCAL year.

If you leave the YEAR edit box blank, the selection will default to all years.

The SUMMARY OPTIONS section of the CAIRS PROPERTY DAMAGE DESCRIPTIONS selection screen allows you to indicate how you want your report summarized: by organization, operation type (Op Type) or property vehicle (P/V) code.  Use the associated check boxes to indicate how you want the report summarized.  Multiple selections are allowed.

Once selections are made, they are processed by clicking on either the FORMATTED REPORT or UNFORMATTED REPORT command button. When one of these command buttons is clicked, the report is generated and displayed on the screen.

 SEQ CHAPTER \h \r 1A sample CAIRS PROPERTY DAMAGE DESCRIPTIONS report is displayed in Figure 22.  To create this report, the following items were chosen at the CAIRS PROPERTY DAMAGE DESCRIPTION selection screen:

Organization:

6509001

Year:
1998 or 1999
Op Type:

All operation Types

Summary Options:
Op Type

All other selection items were left at the default.
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Figure 22:  Sample CAIRS PROPERTY DAMAGE DESCRIPTION REPORT
	
 SEQ CHAPTER \h \r 1Creating a CAIRS Property Damage Descriptions Report

1.
Click the Property Damage Descriptions hyperlink from the CAIRS BASIC REPORTS module.

2.
Use the applicable edit boxes to specify organization(s) and year(s), and select one or more Operation Types from the drop down menu.  Also, click  either CALENDAR or FISCAL year.

3.
Click the appropriate check boxes to indicate how you want your report summarized.

4.
Click the FORMATTED REPORT or UNFORMATTED REPORT command button.  Your report will be displayed on the screen.


 SEQ CHAPTER \h \r 1Exercise 8
As you work, write down the steps you took.  These notes will act as a reminder when you take similar actions in the future.

Create a CAIRS PROPERTY DAMAGE DESCRIPTIONS report for all Research operations for calendar year 1998.  Summarize your report by P/V code.

 SEQ CHAPTER \h \r 1Exercise Solutions

	Exercise 1

1.
Create a DOE F 5484.3 report that lists all 5484.3 forms for your organization where the occurrence date was during either 1995 or 1996.


a.
Click the DOE F 5484.3 hyperlink from the CAIRS BASIC REPORTS module.

b.
In the ORGANIZATION edit box, type your organization number


c.
In the DATE edit box, type the following: 1995% or 1996%.

d. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.

2.
How many 5484.3 reports were submitted by your organization where the date of occurrence was during July or August 1996?

a.
In the ORGANIZATION edit box, type your organization number


b.
In the DATE edit box, type the following: between 19960701 and 19960831.

c. Click the COUNT CASES command button.  (The number of cases selected will be displayed.)




	Exercise 2

1.
Create a CAIRS WORKHOURS AND VEHICLE USAGE report, by Summary, that summarizes All DOE for 1995 and 1996.

a.
Click the Workhours and Vehicle Usage by Summary hyperlink from the CAIRS BASIC REPORTS module.

b.
Click the ALL DOE radio button.

c.
In the DATE edit box, type the following: 1995 or 1996.

d. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.

2.
Create a CAIRS WORKHOURS AND VEHICLE USAGE report, by Summary, that summarizes the Research Operation Type for 1994.

a.
Click the Workhours and Vehicle Usage by Summary hyperlink from the CAIRS BASIC REPORTS module.

b.
Click the OPERATION TYPE radio button, and type 3 in the associated edit box.


c.
In the DATE edit box, type 1994.

e. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.




	Exercise 3

Create a CAIRS WORKHOURS AND VEHICLE USAGE report, by organization, that provides information for your organization for 1994 and 1996.

a.
Click the Workhours and Vehicle Usage by Organization hyperlink from the CAIRS BASIC REPORTS module.

b.
In the ORGANIZATION edit box, type your organization number.

c.
In the DATE edit box, type the following: 1994 or 1996.

d. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.




	Exercise 4

Create a CAIRS PROPERTY VALUATION report for the Production Operation Type for 1995.

a.
Click the Property Valuation hyperlink from the CAIRS BASIC REPORTS module.

b.
Click the OPERATION TYPE radio button, and type 2 in the associated edit box.

c.
In the DATE edit box, type 1995.
d. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.




	Exercise 5

Create a CAIRS INJURY/ILLNESS EXPERIENCE report for All DOE that includes calendar years 1994 through 1996 (all quarters).  In addition to the columns that are displayed by default, include work days lost and work days lost restricted.  Summarize your report by Operation Type.

a.
Click the Injury/Illness hyperlink from the CAIRS BASIC REPORTS module.

b.
Click the ALL DOE radio button.

c.
In the YEAR edit box, type Between 1994 and 1996
d.
In the DISPLAY THESE COLUMNS section, click WDL and WDLR check boxes.

e.
In the SUMMARY OPTIONS section edit box, type 1.

f. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.




	Exercise 6

Create a CAIRS PROPERTY EXPERIENCE report for the All DOE for fiscal years 1994 through 1996.  Summarize your report by Year.

a.
Click the Property hyperlink from the CAIRS BASIC REPORTS module.

b.
Click the ALL DOE radio button.

c.
In the YEAR edit box, type between 1994 and 1996.

d.
Click the FISCAL YEAR radio button.

e.
In the SUMMARY OPTIONS section edit box, type 3.

g. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.




	Exercise 7

Create a CAIRS VEHICLE EXPERIENCE report for the Chicago Operations for calendar  year 1995.  Summarize your report by Organization.

a.
Click the Vehicle hyperlink from the CAIRS BASIC REPORTS module.

b.
Click the ORGANIZATION radio button, and type 10% in the associated edit box.

c.
In the YEAR edit box, type 1995.

d.
Click the CALENDAR YEAR radio button.

e.
In the SUMMARY OPTIONS section edit box, type 2.

e. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.




	Exercise 8

Create a CAIRS PROPERTY DAMAGE DESCRIPTIONS report for all Research operations for calendar year 1995.  Summarize your report by P/V code.

a.
Click the Property Damage Descriptions hyperlink from the CAIRS BASIC REPORTS module.

b.
In the ORGANIZATION edit box, type %.

c.
Select Research from the OP TYPE drop down menu.

d.
In the YEAR edit box, type 1995.
e.
Click the ORGANIZATION check box to deselect it.  Click the P/V CODE check box to select it.

f. Click the FORMATTED REPORT (or UNFORMATTED REPORT) command button.
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