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Users Manual

Welcome to the Safety Officer of the Watch (SOOW) database.  This database has been created to make life easier for the Ground Safety Officer (GSO) and the Command Safety Specialist (CSS) in tracking and following up with discrepancies and work request items.  This will also alleviate the hassle of keeping track of one sheet of paper throughout the day while it is being handled by several different people.  The result is a clean looking form using the same format as the handwritten version.
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Using the program is simple and should be self-explanatory.  The program can be found on the “M:” Drive in the folder called “Safety Officer of the Watch”.  Just double click the icon, and you will be brought to the SOOW switchboard where you will have five choices.  

Enter Walkaround Data
This is where you will start the process.  Here you will enter the date, time, your title, your name, spaces toured, and evolutions taking place during your walkaround.  So far, the only difference is that the information is being entered in the computer instead of being handwritten.  Then you have several choices:

· Add Discrepancy – When a discrepancy is noted, you will enter the information here.

· Save and Close – This will return you the the switchboard where you can choose other options.
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Add Comments Only – If there were no discrepancies, but you wish to include comments

· No Discrepancies Noted  - If there were no discrepancies, and have no comments to include

· View Daily Summary – Mainly for the SDO to view the form before printing

· Print Daily Summary – For the SDO to print the form to include in the morning turnover.  (Make sure your default printer is set to one you can get to, or you can select File>Print and select a printer.)
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To Add A Discrepancy

Click on the “Add Discrepancy” button on the form titled “Enter Walkaround Data”, and a new form will appear that will ask for all the pertinent information.  An explanation of the data required in this section follows.

Discrepancy:
Enter the problem found in this block (eg, power cart by line shack unchocked)

Solution:
This should include the action to be taken to correct the problem. (eg, install chocks)

Trouble Call Required?:
If a trouble call is required to fix the problem, check this box.
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Trouble Call #:
Most likely you will not have the trouble call number, but this will be entered in later when the trouble call is initiated.

Shop responsible:
Select from the pulldown list, the shop that will be responsible for correcting the discrepancy.  For items requiring a trouble call, this will be CSD.

Expected Completion Date:
If the discrepancy is not corrected immediately, indicate approximately when it will be completed.

Corrected Immediately?:
If the problem is corrected immediately, check this box.  (eg, a cart needs chocks, so spare chocks are retrieved and installed right away)

Completed:
When a discrepancy that could not be corrected right away is completed, this box will be checked.  This is something that will normally be followed up by a representative of the Safety department.  Also, when the “Corrected Immediately” box is checked, this will be checked automatically.

Comments:
Any amplifying information should be included here.  (eg, notified line shack of unchocked equipment, and they installed chocks right away.)

Note:  If comments are to be added and a discrepancy has been entered, include the comments at the end of the last discrepancy entered.  DO NOT enter comments only on a separate blank form if a discrepancy has already been entered.  eg. “Trouble call initiated on broken light fixture.  No other discrepancies noted. Hangar and flight line look good today.”

On the “Discrepancy Entry Form” the Save and Close button will return you to the Enter Walkaround Data form, where you can choose one of the options again.  Add as many discrepancies as you find.  They will all be included on the report, even if it takes more than one page.  It is important to include only one discrepancy each time.  For example, if you walk by the line shack and see 2 pieces of equipment unchocked, write up 2 separate discrepancies specifying each piece of equipment.  This will enable the Ground Safety Officer to extract more accurate safety data at a later time.
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To Add Comments Only

If there are no discrepancies to be noted, but there is something that should be brought up, or added, click the Add Comments Only button, and the same discrepancy form will appear, but the cursor will be in the Comments block.  Add your comments here, then click Save and Close.  
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No Discrepancies Noted

If there are no discrepancies found, click No Discrepancies Noted, and the Phrase “No Discrepancies Noted” will be entered into the Comments block automatically, and the Enter Walkaround Data form will remain in view.  Remember, the front office likes to read about what’s going on, so try to include some pertinent comments.
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View Daily Summary

This will show the daily SOOW form in it’s final format, and will be printed as it is on the screen. 
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Print Daily Summary

The Daily Summary, as it appears in the View Daily Summary preview, will be printed to your default printer.

Save and Close

This will return you to the switchboard.

Update My Entries
If an entry is made that is incomplete, or some information needs to be added or changed on a discrepancy that was just entered, select Update My Entries.  A new form will appear with two data entry blocks.  In the first block, enter the name of the person who wrote the discrepancy.  The second block is automatically filled with today’s date.  If you need to modify an entry from a previous day, enter that date.  When the Update My Entries button is pressed, a form will appear with all the discrepancies entered by the person on that day only.  This will make it easier to correct mistakes, or include amplifying information after initially entering the report.

View Summaries

Select this to view a summary list of discrepancies.  Either the current day, past day or weekly summary can be viewed from this page.
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Current Daily Summary
This will pull up a preview of “today’s” entries, whenever “today” happens to be. 
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Past Daily Summary
To view a daily summary from any day before “today”, click here and enter the date you wish to view.
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Weekly Summary
Selecting this option will display a report, listing all discrepancies entered in the last seven days.

Search
Most likely, in daily use, this option will not be necessary, however it is available to the curious.  The database can be searched by any of six criteria;  keyword, last name, discrepancy number, trouble call number, a specific date, or within a range of dates.  This will generate a report that will display the results of your search.

*Note:  This search is a “OR” search and will retrieve all records that match any entry made on the Search form.  It will not give you fewer choices by entering additional search criteria.

*Note:  The discrepancy number is an auto-generated number that is assigned to every discrepancy entered into the database.  This unique number can be used to identify any single discrepancy, and can be found to the left of each discrepancy on the Daily Summary.

Administration
This option is available solely for the database administrator (GSO or CSS) to update outstanding discrepancies and otherwise manipulate the data as required.  There should be no reason to use this page in any other capacity.
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