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Introduction

Welcome to the WESS-DS offline mishap reporting system. This read-me file contains vital information for setting up and using WESS-DS. Please read this information carefully and refer to it to solve routine problems.

WESS-DS Setup

WESS-DS runs on your computer as a Microsoft Access 2000 application, and therefore does not require a standard installation package. You must also have Microsoft Outlook 98 or later and Notepad available.  However, there are some steps you must take to ensure WESS-DS runs properly.

Installing files from CD 

To install a copy of the WESS-DS on your local computer, you will need to unzip it from the CD provided to you by the Naval Safety Center.  You can also follow these instructions if you downloaded the zip file from the web.  NOTE: follow the instructions to EXTRACT the file -- just UNZIPPING the file does not work.

Create a folder where desired, on any drive, to place the WESS-DS files.  

To unzip from the CD

1. Insert and Open the WESS-DS CD in Windows Explorer.

2. Right click on “WESS-DS-2.31.ZIP”, go down to the WinZip program window, and click “Extract to...”

3. Select the Drive and Folder where you would like to install WESS-DS.

4. From the WinZip Extract window, click the “Extract” button.

5. You may now launch WESS-DS from the folder in which it is installed, by double clicking on the WESS-DS 2.31.mdb file.

To unzip from the web zip file

1. Right Click on the WESS-DS Link.  Select “Save Target As” and select the desired location for the file, and then select “Save” and the file will begin to download.  

2. When the download is complete, close the Download dialog box and Close the browser (Internet Explorer) window(s).

3. Locate the zipped file on your PC and Right Click.  From the WinZip main window, click “Extract to…”

4. Select the Drive and Folder you would like to install WESS-DS.

5. From the WinZip Extract window, click “Extract”.

6. You may now launch WESS-DS from the folder in which it is installed, by double-clicking on the WESS-DS 2.31.mdb file.

The first time WESS-DS runs
Once extracted, WESS-DS now automatically configures itself no matter where it is installed.  The first time WESS-DS is launched, it will need to re-link the decode tables which populate all of the drop down lists throughout the application.  This process will only need to run the first time WESS-DS is launched after it has been moved to a new location, and can take anywhere from 30 seconds to 20 minutes depending on your computer’s speed. (It is recommended that you do NOT install WESS-DS to a network drive as this will slow down the re-linking process considerably.)
Saving your Reports

· Each time you submit a report to the Naval Safety Center, the data will be removed or wiped from the database so you can begin a new report from the WESS-DS 2.31 file.

· While creating the report, and when submitting the report to the Naval Safety Center, WESS-DS automatically saves the completed report as a text file in your “Mishap Reports” subdirectory, using your serial number as the file name

· Select Preview, Save or Print Report and you can view a copy of the report.  From your Mishap Report folder, the report can be moved to any other folders where you wish to store mishap reports.

· Select Generate Occupational Injury and Illness Log in Excel and this will generate a MS Excel file, which can then be imported into other systems.

· You may move or save the text report(s) to any other folder, forward it for review within the command, or send it as an info copy to your chain of command.

Working on Multiple Reports

· To work on more than one report at a time, open the WESS-DS folder from your C: Drive, right click on the WESS-DS 2.31 file and select copy.

· Right click and select paste, as many times as you want extra copies of the format available.  Copies will appear as icons “copy of WESS-DS 2.31.

· Rename the copies to identify the reports you are working on.  For example, name one copy “Jones MV Mishap”, another“HT3 Fall mishap”, etc. 

· Each time you finish a report and send it, the data will be wiped from that report.  Either delete that named report copy (now blank) or just change the name to restart a new report. 

Editing a Report

· To edit a report that has already been sent to the Naval Safety Center, use the Edit Report form on your CD.

· Access the form and complete the required fields.  

· You will need the reporting activity UIC, the local serial number of the report, and mishap date.  Indicate in the remarks section what you want to change on that report.

· Send the report, via e-mail, to SAFE-WESShelp@navy.mil. 

· The QA section at the Naval Safety Center will access your report in the database and make the changes for you.

· If you have on-line capabilities, you may access and edit the report yourself.  You must have an active WESS account and password.  Go to WESS on-line, select the search for report function, and select edit report.  The report will show up in your drafts box and you can make the changes for resubmission.  

Using WESS-DS

WESS-DS is designed to mimic the functionality available in the WESS-2 online application. The offline system is simple to use if one keeps a few principles in mind.

· It is not necessary to fill out every section available. You will be offered questions that do not pertain to your mishap type because WESS-DS has only limited filtering capability. Only fill out those sections that pertain to the mishap event you are reporting. Check your text report when you finish to ensure you have included all the information required. 

· The WESS-DS application is organized in three sections:

· Report selection – allowing the user to choose which type of mishap event he or she is reporting, such as “Enter a Ship, Shore, Shipyard or Ground Mishap Report”.

· Data Entry – filling out the appropriate report sections based on the choices made in the Report Selection phase.

· Reports – allowing the user to review the information he or she has entered, print out a hardcopy of the report for local records, and submit the report automatically to the Naval Safety Center via email.

· Once you begin data entry, you can quit the application and return to it at any time. WESS-DS automatically saves all the information you have previously entered.

· There are Add/Edit/Delete screens in several places where WESS collects multiple entries (more than one course, more than one body part injured, etc.)   Each entry will be displayed when completed.  To return to that person or property, highlight that person or property and use the Edit button.  If you hit Add, it will provide a blank screen to put in another person, activity, or piece of damaged property.

GO TO THE WESS-DS USERS’ GUIDE ON THE CD TO REVIEW THE FEATURES BEFORE YOU BEGIN USING WESS-DS.


WHEN YOU RECEIVE A NEW VERSION OF WESS-DS ON CD YOU MUST 

DELETE ANY PREVIOUS VERSION OF WESS-DS PRIOR TO COPYING THE NEW VERSION FROM THE CD. 

- OPEN YOUR WESS-DS FOLDER.  FINISH ANY REPORTS IN PROGRESS.

- MOVE THE CONTENTS OF THE ENTIRE MISHAP REPORTS FOLDER TO ANOTHER LOCATION SO YOU DO NOT LOSE PREVIOUS REPORTS.  IF YOU MOVE THE ENTIRE FOLDER YOU MUST RENAME THAT FOLDER.  IF YOU DO NOT MOVE IT THE FOLDER WILL BE OVER-WRITTEN BUY A NEW, BLANK FOLDER FROM THE CD.

- AFTER MOVING THE PREVIOUS MISHAP REPORTS, DELETE THE ENTIRE WESS-DS FOLDER. 

- TO INSTALL THE NEW VERSION, FOLLOW THE INSTALLATION INSTRUCTIONS FOR THAT VERSION.

WESS-DS Known Issues – Trouble Shooting

Due to the different computer environments that WESS-DS is required to run in, there have been variances in the versions of the Microsoft Access 2000 Reference Libraries.  This is possible when not using an NMCI supported system. When a user with a different reference library version attempts to start WESS-DS, the following error will occur.
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If you get this error, follow the steps below to resolve it:

1. Bypassing the Microsoft Access Autoexec Routine

When WESS-DS Loads, it is programmed to start up the WESS-DS application.  We need to first disable this feature.

1. Click OK to close the window and Close MS Access.

2. From Windows Explorer, Select (Highlight) the WESS-DS-2.31.mdb file.

3. Hold down one of the Shift Keys.

4. While holding down the Shift Key, hit the [image: image2.png]


 key. (Note: Do not let go of the shift key until WESS-DS is finished loading.)

5. Once Access loads, you should get a window with a list of available Objects in the left window.  See the picture below:
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6. Make sure that Modules is selected and then click on modGlobalProcs to highlight it.

7. Now click Design as shown below:
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8.  Now you should see something like the following.  Click Tools and then References as shown below:
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9. The References Window should pop open and it should look something like this:
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10. What we’re trying to do here in this window is determine if any of the libraries listed are marked as “(missing)” and replace them with the correct reference library version.


If you find any libraries are missing, then what you need to do is take note of which libraries are missing and scroll down the list and find the correct version of the library that is installed on your system.   Example: 

Your Microsoft ActiveX Data Objects 2.8 Library may be missing.  If this is the case, scroll down the list and try to locate a different version of the same library.  For instance, the Microsoft ActiveX Data Objects 2.6 Library may be installed on your system.  If you find a different version, go ahead and check the checkbox and also uncheck the checkbox for the missing version. (If you do not uncheck the missing version, your changes will not be saved)  

You may also find many different versions of the same library installed on your system.  If this is the case, make sure to select the highest version that is installed on your system.

11. Repeat this process of locating and replacing ALL the missing libraries you have.

12. When you are finished. Click the save button as shown below:
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13. Now close down access and try to start it normally.  

If this doesn’t resolve your error, please follow the instructions on the last page of the WESS-DS Users Guide for requesting assistance.


Thanks again for choosing WESS-DS.

NOTE – WESS-DS is provided on this CD in ACCESS 2000.  The ACCESS 97 Version of WESS-DS is no longer supported; please contact the WESS HELP DESK by phone, e-mail, or via the web if you have any questions or concerns.


---	By Phone at (757) 444-3520 x7048 (DSN 564) during normal business hours, M-F, 0800 to 1630 EST/EDT. 


---  	Via the Internet at � HYPERLINK "http://safetycenter.navy.mil/wess/helpform.htm" ��http://safetycenter.navy.mil/wess/helpform.htm�





--- 	Or by e-mail at SAFE-WESShelp@navy.mil





YOU MUST HAVE INFORMATION AVAILABLE ON THE VERSIONS OF ACCESS AND OUTLOOK CURRENTLY LOADED ON THE COMPUTER WHERE YOU WILL USE WESS-DS.  
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