Ao Ap L a b el s m ” Here are Sergeant Bailey’s instructions for making custom AOAP sample
‘ - 1 bottle labels: Create SAMS-E AdHoc Query
4 (SSG Bailey notes, “You only need to do this step once because you save this
mp"ove m ﬂ@ query in SAMS-E.”)

Total time: Less than 5 min.

HERE'S WE'LL HAVE TO

1. From SAMS-1E main menu, click on AdHoc Query at top of screen.

ANOTHER PIG THROUGH
— ONE I CAN'T ALL THAT ©) 5AMS 1 Enhanced
> QUITE MAKE PAPERWORK Supply  Maintenance Equipment Personnel Labor Accounting Reports System Utiities Interfaces  Documentation/Tutorid hange UIC  About
‘ OUT, MARY! AND TRY TO =
M FIND THE ForM
—— 4 Log into SAMS-1E

application. Select

AdHoc Query from

top menu

Dear Editor; A Br idge to the F utuf (]

I've figured out a big time saver for unit AOAP monitors. There's a tool built
into SAMS-E that generates reports that can be exported into Microsoft® )
Excel. | use this tool in combination with a mail merge in Microsoft® Word to 2. On AdHoc screen, click Create button.
create custom labels for our AOAP sample bottles. This saves countless hours S 0
of work. I've included a step-by-step guide here in case you want to share it
with your readers.

SSG Kent M. Bailey
FMS-3 Production Controller
Sedro-Woolley, WA

Editor’s note: Nicely done, Sergeant. We asked AOAP PM to evaluate your idea.

They gave it a thumbs-up and added: “The first step unit AOAP monitors take to o | KR _ :
ensure AOAP accuracy is making sure that DA 5991-E, Oil Analysis Request Form, I i Y e

contains complete and accurate data. The second essential step is filling out the N\
information fields on the AOAP sample bottles.

“Often the DA 5991-E is packed separately from the sample bottles. AOAP lab (
personnel must read the info on the sample bottles and match them up with the correct the AdHoc Query window
paperwork. However, too often the writing on the AOAP bottles is illegible. N

“Preprinting labels and attaching them to the sample bottles (as in SSG Bailey’s
suggestion) eliminates this problem. Using preprinted sample bottle labels also speeds
up sample prep time and provides better traceability of the samples and paperwork in
the lab.” 3. Enter a name of choice for the labels.
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4. From left-side menu, (FrrrErrEETTm

add two tables: Quey D
COMPONENT and Descrption |
EQUIPMENT.

In Query ID block,
enter query name of
choice. Scroll down
available tables list
on Select Tables tab.

ACCOUNTS
ACCTDOOAAC

ACCTLABORRATE

ooress Add COMPONENT
:MSSS::;J’;:TRDLWT and EQUIP_MENT
ETNAUTH tables to right side
(CATALOG a

caTALOGVENDOR with “add arrow”

[COMPONENT
[CONTACTACCOUNT

5. Click on the "Join Tables” tab.
6. Click Create, then set up “Join Tables
Detail” to match as shown below.

Selecind Tables | Takle Alias

Join COMPONENT and
EQUIPMENT tables as shown

J

Join Tables Detail - Update

il 7. Click on the “Where

| Click OK button. |

Table Name: Join Type Tatle Name Clause” tab. Here you can
[compONENT =] [mner =] [eaurment =l select 0n|y specified UICs,
Field Name: Operator Field Name X | | m | r
[ROMINNER = F =] [romMiNNER =l exclude UICs, models o

just specific components.

AOAP monitors or SAMS-E

operators can customize

their output here.

8. Click on the “Column Filter"” tab.
a. Deselect all the boxes in the display to make the next steps easier.

b. Select fields
shown here.

¢. Update the column
heading.

d. SSG Bailey notes:
"It's not mandatory
to put numerals in
the ADMINNBR Sort
Order field (as shown
here), but printing the
labels in an ADMIN
sequence saves time.”

e. To save the query,
click the “save”
button. The query
saves in the SAMS-E
default location.
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AdHoc Query Builder - Update

Suery D [ |n “Column Filter” tab, check boxes as shown
Description i:.mu:\' PR
Select Tables | Join Tables | Where Clause Column Fiter | saL |
Record 10f63
Table | Field | Data T| Display = | Column Headin| Coly
»  [COMPONENT UIC varch [V VC 1
[ |comPoNENT | ADMINNER VaCh | [#  ADMIN 1
COMPONENT |COMPONENTMODEL | VarCh | [ COMPMODEL |5
COMPONENT |COMPSERIALNBR  VarCh | [#  COMPSERIAL |6
EQUIPMENT  MODEL VarCh | [#  EQMODEL 2
[ |COMPONENT COMPONENTNOUN  VarCh | [ 3
COMPONENT |CUMULATVEUSAGE  VarNu | [ 7
COMPONENT |COMPUSAGECDE  VarCh | [ 2
| |comPonenT oiLDDED Varhy | [ 3
COMPONENT QOILCHANGEREADING  VarNu I 10
4]
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Create AOAP Sample Bottle Labels

1. Press the "Execute Query” button to run the SAMS-E AdHoc Query you just made.
Click the “Save” button and save results wherever you want. Just remember where
you put them.

Note: Mail merge saves in the same location as the query, so you may want to create
a folder named "AOAP UIC XXXXXX" (substitute your unit's UIC for the Xs) on your
desktop or doc folder.

g d S @ - 2. Open the saved AdHoc Query in
HOME | INSERT  PAGELAYOUT  FORMULA Microsoft® Excel.
— ul Mo 1 o o A i 4 4
: éz ¢ [Avial o -]& A 3. Left-click Column A to highlight it. |
U By copy -
P S|lElell & A
av“e ¥ Format Painter = R ool & A
Clipboard ] Font ] T T o
AL i X v Sl ue HOME | INSERT  PAGELAYOUT  FORMULAS  DATA
. [ | T f’c”' [arial o -ja 4 ==E ¥
1 N COMP MCCOMP SERIA - [ Copy - = } s T
2] B006  3L80 B Pttt romatpaineer (I L - |B~ | S-A-|===|8
3 B006 6.5 WA Clipboard 5 font [
4 B0O7  3L80 T
[ B007 6.5L MG Fl | XK W fr COMP SERIAL
6 BO13 3180~ PoW R
: L 2 : E D £ 3 [
. i v D4Te U JQWMODEADMIN _COMPIACCOMP SERIAL
8 B014  |3LAD Tr2b REL 1097 BO006 360 veeRlaedii
9 BO14  65L T Sorddk, MI0ST  BO06  BAL  olwsel
10] < BO15 3180 VRN ON(hIA MI0ST  BODT  3LB0  SVDRAGIN
1| & B015 6.5L E i EEnd M103T  BOOT 6.5L SIRTRARLH
12| B101 3Le0 TEIHILNA Dosstas M1097  BO13 3L8D LAA0HIEN
13 B101 6L T ohatii M109T  BOT3  BAL  LARGNEN
14] B103 3L80 REFIS RN et M109T  BO14 380 VERAATFT
i it e b, WA M109T Bo14 6.5L AN
= S CLE bl Ghickehs M1037  BO1S 3180 L8
. . . B M0 MI09T  BOIS  BAL SRR
4. Right-click and choose “Insert 12 OBt MI0ST  B101  3L80  uddmAen
13 e MA09T B0 6.5L RS
to add a new Column A. i Divikgdy M10S7  B103  3LB0  iBRwgh
15 NS M109T  B103 6.5L 11l
u " 16 GAGMA M10ST BI04 3LBD  MERMARN
5. In Block A1, type "DATE". 17 Soae, M1037  B104  65L  Auwedsta
18 Dotbgs M109T B106 JLB0 ABEAMT
6. In Block A2, do one of the _ T :
following three options: ad X v f
. | C | D | E ! F
a. Hit spacebar 4x, then type “/," EQ MODE ADMIN  COMP MCCOMP S
. Mf M1097  BOOS  3L80
hit spacebar 3x, then type “/," DACRM M1037  BO0E  6.5L 3t
hit spacebar 10x. 4 lovnGem M1097  BOD7 3180 Liz e
P | REACAM 1097 BO07  B.SL HELA
6 | DGR 1097 BO13 3180 IR
7 093G M1097  BO13  B.SL T
b. Type date (for example, 8 9DA@EA 1097 BO14 3180 SRDHG
FEB XX, 201X). 9 C200a4: M1097  BOTA  BSL  LAESAUAY
10 SAGRA M1097  BOTS L8O LoONDAN
11 VIAGSM 1097 BO1S  B.EL ¥ B
i . 12 LG 1097 B101 380 LaTes0)
¢. Leave blank vv_|th 18 space i mey_gion am
bar spaces. This leaves 14 dosEME M1097 103 3180 | hidwsanl
15 QG 1097 B103 6L s
enough room on labels to 16 waAGeN: M1097 BI04 3L80 | hkEsMM
use a manual date stamper. 17 QONSERA [WinoT |B1e (5L o
12 SOASRLAE LA0GT BA0E ke i | »
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7. Whichever option you pick in Step 6... 13. In the mail merge options under “Select recipients,” choose the “Use existing list” radio
button and navigate to your Excel document. Choose "Open.” Make sure that “First

WH S e L BeESERes row of data contains column headers” is checked. Click the OK button.
B o | mew escuwod | copy and paste Block A2's contents [Preruvest rommus owia e 14. Choose “Address Block” in top menu, then “Match Fields” as shown in example.
N . - - ~
B iﬁﬁ:‘w g il -I| down length of Column A. This adds o -fa A %
P remarame ® 1 U =1 afield to all AOAP labels. Oe A : e e
Clipboard W Fortt ” e e o Font ] Aligl -
B P L=
AGS X v f 61 X o - . : | =
A B C o E F G B c o o Preview
1 |DATE uic EQ MODE ADMIN ~ COMP MCCOMP SERIAL 1 ]D.ATE mc EQ MODEL ADMIN COMP Here is a preview from your redpient ist:
2 [ ARFUR M10ST  BO00G Lso HAZAREDI 2 |MAY 20 2015 WO M10a7 BO0& 3L80 A 1 b
3| 7/ VRPN MI1097  BO06 6.5L AR 3 MAY 202015 RPN M10a7 BO0& B.5L
4 [ WRANANE M1097  B00T iLeo SRR 4 [MAY 20 2015 SaATARN M10a7 Bo0T 3L
Ll I RSN MI1097  BOOT 6.5L PPN 5 |MAY 20 2015 WG M10a7 BoOT B.5L
] [ ORI, M10ST  BO13 JLeo MR 6 |MAY 20 2015 w000l M10a7 Bo13 ILan
Tl rs PeRAS M1097  BO13 650 gl T |MAY 202015 defdw M1097 BO13 B.AL
B [ LACRGE M1097 B0 e ST R RH 8 |MAY 20 2015 AStag M1097 BO14 aLan
) [ oAl M1037T B0 6.5L ITRAARI 9 |MAY 20 2015 =il M10a7 Bo14 B.5L
0 7 LSRR M103T  BOIS aLeo MRS 10 |MAY 20 2015 £ATEAR M10a7 BO15 380
1", 7 WYVl M1037  BO1S 6.5L EEad 2o 11 |MAY 20 2015 AS%eai M10a7 BO15 B.A5L
12| 1 1 YCAGED M10ST  B101 Le0 HTRAECN 12 |MAY 20 2015 Rl M107 B101 3L80 ComrectProblems
1 T —C o i ¥ o e ke o ek e
i N WSRO M1037 B105 ALEQ Mtch Fields to dentify the correct addiress elements from your
18] 17 SRAA M10S7  B103 65L B2 TN 15 |MAY 202015 BRARGE M1097 B103 6.5L 1 order b wpe sl Featurer, Ml Mar pa reecls b kngm which o=t
6| f / W M10ST BI04 3LB0 WHOSWE! 16| MAY 20 2015 WD M1087 BI04 3L80 feichs 1 your recgsent ISt match b the regured Seids, Lise the gion
17| f 7 WWIGEE M10ST BI04 BEL  iTdWelsaer 17 [MAY 202015 Hamyvss M1097 B104 6.5L o kL 1o selert the apcrigriabe racgsent It e o sach = :
18| [ ARG M103T  B106 3Le0 HEw O 18 MAY 20 2015 -AMEERT M1097 B106 3180 acdcrpuy B coeporen! —_——
9 r f GRS M1097  B106 6.5L ST 19 |MAY 20 2015 aRURS) M10a7 B108 B.5L
200 11 WHTATA M1097  B108 w80 Rl T 20 |MAY 20 2015 NEpATols M1097 B108 3180 Reguired for Addnrus Block |
21 1 7 NI MI097  B108 6.5L SRR 21 |MAY 20 2015 RIS M1087 B108 B.5L Frat Mame B -
2| I :\‘K?f'&“) M1097  B109 aLen f-"_‘lm"::-"*- 22 |MAY 20 2015 D4 M10a7 B103 IL80 Last Hame C = I . .
I SR M10ST_ BI09  65L RIEREN 23 MAY 20 2015 e M1087 8109 B5L e = =1 = Fill out 5 address block fields.
8. Save the file in Excel 2007 or 2013 format. S— o — | First Name = date
e 1 frse Nﬂ hd ’
9. Close the Excel document. Astresn 2 [cossorenmate =] Last Name = UIC,
10. Download the free Avery® template for Microsoft® Word 8253 labels (shipping label, oty T Company = ADMINNBR,
10 per sheet, 2x4") from: http://www.avery.com/avery/en_us/Templates-&-Software iz I - z Address 2 = COMPONENTMODEL,
(Note: You'll need to register at the website the first time and temporarily disable Country or Riegion - City = COMPSERIALNBR
; Otz wdonmatien
the popup blocker in your browser to download the template.) SR o 2L~ Leave remaining fields unmatched.
11. In Microsoft® Word, open the 8253 template that you downloaded. Uit P chog-hms it s chosss he Bk from your database
12. Choose “Mailings” tab in Word, find “Start Mail Merge” tab and choose bottom A S g Akt B Bl oot
option, “Step by Step Mail Merge Wizard.” I Bemember s matchreg for e st of dta souroes on Sis
(Bs) H9-0629@ ) 8253.doc [Compatibility Mode] - Microsoft Word 15. Check preview pane. If successful, it should look like the image shown. If it does, click
Home Insert Page Layout References Mailings Review View Developer Acro on OK. If not, make COFI’ECtiOﬂS, click and match fields again.
‘IE =, j j j j R 16. Click on Update All [T LT
| B& &~ 2 Match Fields Labels. i e
i = e : = bkl ramg lisor ] st
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge 17. m | h WL
Merge ~ |Recipients = Recipient List || Merge Fields Block Line Field |#] Update Label Co p ete the :1.-:-: ii -4 EH
Create e Write & Insert Fields merge. A e bl
g ] 18. Print. You can use a3, aned + | g
[] E-Mail Messages A T e T e - L "8953" |abels or  irmers gompany mare -
Envelopes... . F imertpontal e
p|am paper. 1 Vo b W A 1 W B
N ST T 0 s astart 19. Save label file as ——
Directory n “Viailings™ tab, press “Star " " Check preview pane to be sure labels look the way you want.
L Mail M " butt ick “Ste AOAP UIC DATE . . ’
e D ail Merge™ button, pic p or another name as If they resemble preview above, it worked. Click OK.
: : by Step Merge Wizard : If not, click “Match Fields” button again and correct fields.
Step by Step Mail Merge Wizard... desired.
[ 20. If using plain paper, cut out labels and tape to AOAP sample bottles.

PS 754 56 SEP 15 PS 754 57 @ enp |



