Accident Database Manual

Getting Started
To install the application from the CD on to your computer follow these steps:

· Insert the CD in the CD Drive.

· Go to My Compute or -> X drive (Where X is the  name of your CD Drive)

· Double Click CD drive on the icon. This will take you to the contents of the CD.

· The file to be copied is the Access Database is called Accident.mdb.
Single click on Accident.mdb. Go to Edit->Copy and then go to the destination drive/folder where you want to store the database on your computer.
Then Click Edit->Paste.

Follow the same procedure for user’s guide.

Click on: Start-> Programs->Microsoft Office-> Microsoft Office Access.

Click on File -> Open 
Locate the access program file on your computer and
Click on the access “Accident” program-> Click on Open.

A dialog box appears, Click on Open
If a warning dialog box appears after clicking on open, ignore it and continue to open the program.
The Main Screen 
From the main screen two operations can be preformed: Data Entry, and Running Queries and Reports. 

To Start Data Entry 
Click On “Open AccidentsForm” button and the accident database form will open. You are now ready to start entering your accident data in to the database. The Accidents Form can be used to add, delete, or modify accident records.

Note: Access automatically saves your data after you enter it into a field. 
Adding a New Record 
To add a new record to the existing database, click Add record button on the bottom right corner of the form. Enter the data, and click exit. Your data is now saved.

Navigating Through Records
Each accident record will be displayed individually, and can be viewed sequentially using the navigation buttons at the left bottom corner of the form.

Deleting a Record

To delete an accident record, click on the “Delete” button at bottom right corner of the form.  This will delete the current record, and take you to the next record in the sequence.

Changing Data in a Record
To change data in a field go to that record using the navigation buttons.  The changes you made will be auto saved.

Exit Form
The “Exit” Button on the form will close the form, and bring you back to the main Screen.
Running Reports 

On the main switchboard, click on the button “Run Queries and Reports”.
This takes you to the “Database Analysis and Report Page.”
Click on a “Report” button, the report is displayed in the “print preview” mode, ready to be printed.
Printing Report 
To print the report, Click on the “Print” button on the toolbar, or click File -> Print.  To close the report click “Quit” button the Report Screen or “Close” button on the toolbar. 
Closing the Reports Screen
To close reports screen, click on the “Exit” button” at the bottom right corner. This will take you back to the main screen.  
Questions
For question or assistance with Analysis of Florida Transit Bus Accidents Database contact: 

Deborah Sapper 
Center of Urban Transportation Research (CUTR) University of South Florida at: sapper@cutr.usf.edu or by phone at 813.974.1446
Fields on the Form
Employee Number

 This is the only way that the database can identify the employee, since all of the data is anonymous with regard to the individuals involved in the reported incidents.  
Hire Date
Employee’s date of hire. The format of the hire is: 09/02/1977 (mm/dd/yyyy).

Accident Number

Number assigned to the accident.

Month
Pull down menu that shows the month of the accident.

Date
Date of the accident. Example: 7

Year

Pull down menu of the year of the accident.

Day of Week 

Pull down menu of the days of the week. 

Time

This is time of the accident. The format is “HR:MM AM/PM  (11:14 AM)

On Street

The Street the accident occurred on.

At Street

The closes intersection or land mark to accident location.

City

 The city the accident occurred in.
Weather 

A pull down menu of weather conditions at the time of the accident. Pick the selection that most closely matches the accident conditions.

Light
This is a pull down menu of light conditions at the time of the accident. Pick the selection that most closely matches the accident conditions.

Impact

This is a pull down menu of impact types.  Pick the selection that most closely matches the accident circumstances.

Bus Route

Enter the name or number of the system route on which the incident occurred.

Bus Number

Enter the number of the system vehicle involved in the incident.

Road Type

Pull down menu.  Pick the selection that most closely matches the road type of the accident.

Roadway Condition

This is a pull down menu.  Pick the selection that most closely matches the roadway condition at the time of the accident.

Involvement Type

Pull down menu. Pick the selection that most closely matches the involvement type. 

Manufacture

Pull down menu. Pick the manufacture of the vehicle involved in the accident.

Year

Pull down menu. Pick the manufacture year of bus involved in the accident.

Traffic

Pull down menu of congestion level at time of accident.

Preventable Status

This is a pull down menu.  If the accident was preventable, the box should say “PREV.”  If the accident was not preventable, the box should say “NP.”

Post Accident Testing

This is a pull down menu.  If the driver was tested for drugs or alcohol as a result of the accident, the box should say “Yes”.  If driver was not tested for drugs or alcohol as a result of the accident, the box should read say ‘No”.

Last Training

This is the date of the last training.

Training Type
Last training taken my employee.  (Defensive driving, CDL; etc.)

Accident Description

Enter a description of the accident.
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