CHECKLIST-SEMI-ANNUAL SUBMISSIONS

October  2002

(INJTRAK)

Make sure all data fields are completed.  At a minimum those fields that are on the short form colored in yellow.

Make sure you're using INJTRAK (June 2000 version).  If you're using INJ97 version, update it with the new version.  For  persons using Access 2000 a version is available on this web page.

Send Data from 1 Oct 01 - 30 Sep 02.  (Use Data Dump for NSC button) – We only want this fiscal year only!  Not unless you have made changes to the data dated before 1 Oct 02

Data should appear as an Excel file on your C:\ drive as well as an attachment on the e-mail

Include Name, phone numbers, and list of UICs you are reporting for on e-mail cover.  We want the name and phone number of the person who can give us details on the data sent.

Send data to INJTRAK@safetycenter.navy.mil e-mail address

Make sure Patches 1 and 2 have been installed.  They are available on our web site.  If you installed the patches on your previous submission do not re-install them.

Submit data by 15 Oct 02 to the Naval Safety Center

Do not use the Data Dump to Excel button to submit data to the Safety Center, however if you must, you must take out the names and SSNs, before submitting the information to the Naval Safety Center.

An e-mail message will be returned to you stating your data has been received.  Once the data has been imported by the Safety Center you will receive an e-mail indicating "Your data imported successfully".  Do not assume your data has been imported until you have received a final e-mail from us that your data imported successfully.  If you do not hear something from us within two weeks of submitting your data, please re-send it or call DSN 564-3520, ext.7148 to verify receipt.

CINCLANTFLT ACTIVITIES: 

Do not send data to COMNAVSAFECEN if you are using the CINCLANTFLT’s web-based system.  CINCLANTFLT will provide data to COMNAVSAFECEN from their web-based system.

(PAPER LOG or WORD FILE)

If using a paper log, you must include BLS Codes (Source, Event, Injury Type, and Body Part), Naval Safety Center PCN and General Location Codes on the Log.  Refer to OPNAVINST 5100.23F, chapter 14 for guidance on the log.  The Paper Log is available on our web site safetycenter.navy.mil/ashore/occ safety & health/mishaprecordkeeping.navy.mil.  Below is a sample of the appropriate log to use.

Make sure UIC, point of contact, and phone number is listed on the Log.

Submit any changes from previous submissions and note on the Log that it is a modification.

You may submit the Log in Word format and e-mail it to us.

Include data for 1 Oct 01 - 30 Sep 02(FY 02)- unless records have been added or data changed since previous submission.  If data changed such as Lost Workdays, Mishap Class, etc. only submit the record that requires changes and note that it is a modification.

Submit log by 15 Oct 02 to Naval Safety Center.

Mail copies to: Naval Safety Center (Attn: Code 913), 375 A Street, Norfolk, VA 23511.  If you mail your copy no response will be forwarded to you.  You may elect to contact us at DSN 564-3520, ext. 7148 or COML (757) 444-3520 to find out if your data was received or you may e-mail us at INJTRAK@safetycenter.navy.mil. 
E-mail copies to: INJTRAK@safetycenter.navy.mil.  An e-mail message will be returned to you, stating that your data has been received.  Once your data has been entered into the database you will receive another e-mail stating that your data was entered and no additional response is necessary.  Do not assume since you received a message that your data was received that your data was entered, please wait for a response from us stating that the data was entered successfully and no additional information is needed.
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CORRECT FORMAT FOR LOG
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Appendix 14-A

LOG OF NAVY INJURIES AND OCCUPATIONAL ILLNESSES

e
e

oare

Moty
Iy

o, st

"

reouan
ooy s

ety
oyt

extent o anb outcon o cases

naune o woum onness | sy
A eanrsis o boov arTicreo | o
ypia st o s,
et g b
Argutatin of 19t omt st
ncuacutn oo poon)
- o

e

Command/Activty





(EXCEL or TEXT file)
If you have an Access, Web based or Excel database that you use for recording your data internally, you may submit your data in Excel or Text format.  Requirements for submitting data from another source is as follows:

Data must contain all the elements required in 5100.23F, paragraph 1409

Field names must match those in INJTRAK (Refer to the database dictionary on our web page).   

Must use BLS Codes (Source, Event, Body Part and Injury Type), Safety Center PCN and General Location Codes, which are available on our web page.  Go to safetycenter.navy.mil/ashore/Occ. Safety &Health/INJTRAK/MishapRecordkeeping.  

Take out any formulas that are hidden or automatically number the cases.  Make your case number field a text field if in Excel, so it doesn't drop any zeros in your UIC.  Your case numbers should contain your UIC (or the UIC of the injured personnel) the two digit year, two digit month and four digits chronologically thereafter.

Make sure the date formats are MM/DD/YY format.

Exclude any names or SSNs from the data you send to us.

Do not send the entire database, just the Excel or Text File.  

Send the Excel or Text file to INJTRAK@safetycenter.navy.mil.  Please include your name, phone number and a list of UICs you are reporting for on the e-mail.  An e-mail message will be returned to you, stating the data has been received.  Once the data has been imported you will receive another e-mail indicating "Your data imported successfully".  Do not assume your data has been entered until you have received the final message that your data imported successfully.  If you do not hear from us within two weeks of submitting your data, please re-send it or call DSN 564-3520, ext. 7148 or COML (757) 444-3520 to verify receipt.

Mail disk to: Naval Safety Center (Attn: Code 913), 375 A Street, Norfolk, VA 23511

Due NLT 15 Oct 02 for 1 Oct 01 - 30 Sep 02 (Twelve months of data!)
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