Below are instructions for exporting data to the data repository, from an internet-connected computer and from a non-internet connected computer.

B.10    Exporting Data to the Data Repository from an internet connected pc
The DOEHRS DR collects DOEHRS-HC data for all DOEHRS-HC test sites across the services.  The DOEHRS DR provides management reports to assist local Hearing Conservation Program Managers with program oversight providing that local test sites export their data to the DR as required.

There must be new records (records that have been created or altered since the last export) to perform an Export. If there are no new records, a message of “No records were found to export” will appear.

To export data to the DR:
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Figure B-11:  Export to DR Menu

1 
Click Data > Export to DR.

The application will check the DR User ID and Password associated with the HC account currently logged in.

[image: image2.png]You curently do not have DOEHRS DR account information
associated with your DOEHRS-HC account

If you currently have a DR account, please enter your login
information below. otherwise you need to create an account
before you can export DOEHRS-HC data to the DOEHRS DR

DRUsemame [
DRPassword [

o == ]





Figure B-12:  DR Login Window

If the DR User ID and password were already entered prior to performing the Export, the export will run automatically. 

If there is no DR account information associated with your account, a window stating “You currently do not have DOEHRS DR login information associated with your HC account” will appear. On this window, you can enter the DR User ID and password you wish to use, or click “Cancel” to abort the export to DR.
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	Once you enter the DR User ID and Password at this window, that DR information is now linked to the account, and can be viewed or edited by going to the File >Users menu, choosing the appropriate user, and clicking “Edit DR Account Information” after performing this export.


Each time an export is performed, the User ID/Password entered is transmitted to the DR for authentication. If there is an error, one of the following messages will be displayed:

Your password has expired: At this point, you will be prompted to enter the old password, and assign a new password. This password meets the same standards as the DOEHRS-HC password (See Section 1.4).
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Figure B-13:  DR Password Expired Window
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Figure B-14:  DR Password Change Window

Your account is locked: If your account is locked, the Export Utility will automatically send an e-mail request to the DR administrator to unlock your account. You should contact your DR administrator if this message appears. The Export will not complete if the account is locked, and must be re-run after the account is unlocked in order to successfully Export any records.
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Figure B-15:  DR Account Locked Window
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Figure B-16:  Unlock DR Account Request Window

Your password has been successfully changed on the server: This message is returned after you have successfully changed the expired User ID and password information. This message indicates that your User ID and password are acceptable and have been changed both locally and at the DR. This message is ONLY encountered when you are prompted to change your password (e.g., if it is expired or blank).
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Figure B-17:  Successful DR Password Change Window

Unable to contact host: This message occurs when the DR server is unable to be contacted. If this message occurs, attempt the export at a later time. If this message persists over hours or days, contact the MHS Help Desk.
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Figure B-18:  Unable to Establish Connection with DR Window

2 
If there are no errors, the Export will continue automatically. New records are automatically uploaded to the DR. After completion, an “Export Complete” window will appear that gives a summary of the uploaded data, and the location of a receipt confirming the data upload. The “Print” button can be used to print a copy of this summary, if desired.
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Figure B-19:  DR Export Complete Summary Window

B.11
Exporting Data to the Data Repository – Not Connected to Internet
If your workstation does not have an Internet connection, you cannot use the Export to DR method presented in Section B.10. Instead, you’ll need to copy your data locally, and then move that data to a workstation with an active Internet connection.

To Export Data on a non-Internet connection workstation:

1 Click View >  Options.

2 Make sure the “Connected to the Internet” box is unchecked. Click “Close.”
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Figure B-20:  Options Window

3 Click Data> Export to DR.

4 Save the file to the necessary media source:

a. If you are going to take this file to another workstation in a non-networked environment, save the file to a floppy or ZIP Disk, depending on the size of the file.

b. If you have a Local Area Network (LAN) that both your workstation and the Internet-enabled workstation are on, save the file somewhere on the LAN where it can easily be retrieved by the Internet-enabled workstation.

5 After a few moments, the File Export Ready window will appear.
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Figure B-21:  File Export Ready Window

6 Click “Print” to print the instructions presented on the window. Click OK to close this window.

7 Then, the Export Complete window will appear. Click “Print” to print the information presented on the screen. Click OK.
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Figure B-22:  File Export Complete Window

8 The next time DOEHRS-HC is started (regardless of user) an Export Reminder window will appear.
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Figure B-23:  File Export Ready Window

9 If you select No, the records from the export will be unmarked and will be included in any subsequent export that is attempted. If you select Yes, the data records will be marked as exported and will not be included in your next (or future) exports.
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	If you click No, DO NOT attempt to export the data you created in Steps 1 through 7. This data will be included on the NEXT export attempted.  


