Appendix D

Generating a Mishap Message
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Preview/Generate a Mishap Message. Use the middle button on the FINISH tab/FINAL REVIEW page
to generate a mishap message for dissemination via Admin OIX. e-AVIATRS will send the message to
the appropriate command shared mailboxes (Admin OIX) based upon the response to the “small boat
and hoisting” prompt. You will NOT see the commands that the message is being sent to, it is
automatically generated by e-AVIATRS. Once the message is sent, you can verify who received it by
viewing the message in Admin OIX. If you believe a command should be added to the distribution list,
please contact CG-1132. Follow the instructions on the screen to create and release a message.

This function can be used at anytime and as many times, as long as the record has not been submitted
to the Database.

SMALL BOAT MISHAPS. The system will ask if there was a small boat involved and will automatically
add all small boat stations.

NOTE: if you click YES, be sure the small boat field is filled in on the GENERAL INFORMATION PAGE.

The “small boat or hoisting” prompt will appear each time you click on Preview/Generate.
NOTE: Messages must be generated BEFORE submitting mishap records to the database.

Each time you use the Preview/Generate a Mishap Message, you will be ask if it is a Preliminary or a
Final Message. Depending on your response, “PRELIMINARY MESSAGE” or “FINAL MESSAGE” will be
added to the subject line of the mishap message.

If you copied and pasted from a Microsoft Word document, proofread very carefully because
formatting and other characters used in Microsoft Word that do not translate well in e-AVIATRS.
These will create problems when trying to send the message. It may take a second set of eyes to find
the offender. Feel free to call me if you need help.

NOTE: Message must be generated BEFORE submitting mishap reports to the database.



Inserting Pictures and Attachments

e-AVIATRS allows the use of attachments. The total size of all of the attachments cannot exceed
10MB.

The Message Drafter is still responsible for ensuring the photos / attachments are releasable and do
not contain proprietary, derogatory, HIPA, or personal identifiable information.

e-AVIATRS Email Message: RNO (4192112001)

Subject: | MISHAP, AVIATION, CLASS D, C143A, GROUND, FINAL
Attached Fles: | Mo fies attached.

Message: UNCLAS FOUO
A. Safety and Environmental Health Manual, COMDTINST M5100.47
N
WHAT FOLLOWS MAY CONTAIN PRIVILEGED SAFETY INFORMATION.
USE FOR MISHAP PREVENTION PURPOSES OMNLY.
L L L T
. Air Station or Unit: CG ANT PUERTO RICO, Mishap Report Nummber: 4192112001,
. Aircraft Type: C143A, Boat Type: MLB-44.
. Mishap Description: C-12 bird strike on takeoff, minor prop damage, aborted takeoff
. Opmode: Ground, Class: D.
. Month/Year: July/2012, Period of Day: TBD.
6. Location of Mishap: N/A.
7. Weather at Time /Flace of Mishap: N/A, Meteordogical Conditions: TBD, Obstructions to Visibiity: TBD.
8. Flight Information.
A, Mission: TRNG, Fit Time: N/A, Fit PMan/Clearance: NA, Destination: N/A, Adt Gross Weight: N/A.
B. Phase or Evolution at Time of Mishap: TBD, Airspeed: N/A, Altitude: N/A.
9. Aircew Information.
A, Plot Flying: PIC, Seat Position: LT.
B. Filot Monitoring: NPIC, Seat Position: .
C N/A.
10. Narrative: test test
11. Mishap Damage and Cost.
A. Coast Guard Alrcraft Damege or Components Invalved in Mshap: NA
B. Other Coast Guard Property:Parts: engine, Cost: 0.00 dollars, Labor Cost: 36.00 dollars, Contractor
Costs: 0.00 ddlars, Total: 36.00 ddlars.
C. Non Coast Guard Property Damage: NfA.
S_' ?m;gzlgﬁygzdléf:m““' 0. Days Lost: 0. Select Attachments to
F. Engine: N/A. upload supporting
12. Additional Findings and Corrective Actions Taken: bvbvb vf
13. Recommendations: fvbfbvibib documents
14. Name, Rank, Phone Number of Person to Contact Regarding Misha,
L 18 Canmandinn Officers Frdorcamant iCanmente: HO cavad the Ao,

Select the attachments button to include pictures or supporting documents to the mishap message.
Select “Send Email” if message is good to go and no attachments are required. Select “Cancel” if you
desire to stop message dissemination.

e-AVIATRS EMAIL File Attachment: Select the files to upload. (maximumuploads cannot exceed
0 MB). Once conpleted attaching fies, select the Return to Message button.

Select File... | a

The file Vovid Job Aid - Analyzing Survey Results. pdf has been
Joaded. Upload File

Uploaded Files
Verint - Shared Surveys Fader. pdf
Vowvid Job Aid - Analyzing Survey Results. pdf

Size of Attachments (must be under 10MB): 0.77 MB

Remove File | Return to Message a

Press “Select File...” to browse folders. Once file is selected, press “Upload File”. The file will then
appear in the uploaded files box. Add as many files as necessary, but you can’t exceed the 10MB limit.



Press “Return to Message” to finalize the uploading process. If you added the wrong file or need to
remove one, press “Remove File”.

e-AVIATRS Email Message: RNO (4192112001)

 AVIATION, CLASS D, C143AWL

| [2] Vovid Job Aid - Analyzing Survey Resuits. pdf

[1] Verint - Shared Surveys Foder. pdf )

S FOUO
A. Safety . nual, COMDTINST M5100.47
T TR TR
WHAT FOLLOWS MAY CONTAIN PRIVILEGED SAFETY INFORMATION.
USE FOR. MISHAP PREVENTION PURPOSES ONLY.
e e
1. Air Station or Unit: CG ANT PUERTO RICO, Mshap Report Number: 4192112001.
2. Airgaft Type: C143A, Boat Type: MLB-44.
3. Mshap Description: C-12 bird strike on takeoff, minor prop damege, aborted takeoff
4, Opmode: Ground, Class: D.
5. Monthy/Year: Julyf2012, Period of Day: TBD.
6. Loation of Mishap: N/A.
7. Weather at Time/Place of Mishap: N/A, Meteordogical Conditions: TBD, Obstructions to Visibiity: TBD.
8. Flight Information.
A. Mission: TRNG, Fit Time: N/A, Fit Plan/Clearance: N/A, Destination: N/A, Adft Gross Weight: N/A.
B. Phase or Evolution at Time of Mishap: TBD, Airspeed: N/A, Altitude: N/A.
9, Airgrew Information.
A. Pict Alying: PIC, Seat Position: LT.
B. Ailot Monitoring: NPIC, Seat Position: .
C NfA.
10. Narrative: test test
11. Mishap Damage and Cost.
A. Coast Guard Airgaft Damage or Components Involved in Mshap: WA
B. Other Coast Guard Property:Parts: engine, Cost: 0.00 dolars, Labor Cost: 36,00 dolars, Contractor
Costs: 0.00 dallars, Total: 36.00 dadlars.
C. Non Coast Guard Property Damage: NfA.
D. Number of Injuries: 1, Fatalties: 0, Days Lost: 0.
E. Total Cost: 36.00 ddllars.
F. Engine: N/A.
12. Additional Findings and Corrective Actions Taken: bvbvb vf
13. Recommendations: fvbfbvfbfb
14. Name, Rank, Phone Number of Person to Contact Regarding Mishap: TBD, TED.
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sendEmail | Attachments__| Gancel

Verify files are uploaded is the attached files box.

e-AVIATRS Email Message: RNO (4192112001)

Subject: [ MISHAP, AVIATION, CLASS D, C143A, GROUND, FINAL

. [1] Shared Surveys Folder. pdf
FhEn iR | [2]\ ob Aid - Analyzing Survey Resuts. pdf

Message: UNCLAS FOUO
A. Safety and Environmental Health Manual, COMDTINST M5100.47
e L
WHAT FOLLOWS MAY CONTAIN PRIVILEGED SAFETY INFORMATION,
USE FOR MISHAP PREVENTION PURPOSES ONLY.
KRR R T T T
1. Air Station or Unit: CG ANT PUERTO RICO, Mshap Report Nurrber: 4192112001,
2. Aircraft Type: C143A, Boat Type: MLB-44.
3. Mshap Description: C-12 bird strike on takeoff, minor prop damage, aborted takeoff
4. Oprrode: Ground, Class: D.
5. MonthyYear: July/2012, Period of Day: TBD.
6. Location of Mshap: N/A.
7. Weather at Time/FMace of Mishap: N/A, Meteorological Conditions: TBD, Obstructions to Visibiity: TED.
8. Flight Information.
A. Mission: TRNG, Fit Time: N/A, Fit Plan/Clearance: N/A, Destination: NfA, Adt Gross Weight: N/A.
B. Phase or Evolution at Time of Mishap: TBD, Airspeed: N/A, Altitude: N/A.
9. Airgew Information.
A. Pict Flying: PIC, Seat Position: LT.
B. Pllot Monitoring: NPIC, Seat Position: .
C NfA.
10. Narrative: test test
11. Mishap Damege and Cost.
A. Coast Guard Aircraft Damage or Components Invalved in Mishap: NA
B Mhar Cnack Siaed Deenarcke-Barkes angine, Cost: 0,00 dolars, Labor Cost: 36,00 dolars, Contractor

Select Send Email to A
send message ays Lost: 0.

12. Additonal Finc and Corrective Actions Taken: bvbvb vf
13. Recommendations; fvbfnvfbfb
14. Name, Rank, Phonis Nurrber of Person to Contact Regarding Mishap: TBD, TBD.
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Once the final QA is completed, press “Send Email” to disseminate the message via Admin OIX.



The following prompts will appear as a final notice that the message is going to be sent and doesn’t
contain HIPA or personal information.

Are you sure you want to post this message to the Admin OLX
l % message board?

Yes Mo

The above prompt is for when there are no attachments.
VBScript: Prelimi |

This message contains attached files. Before sending, you should
l \  ensure there is no personal or HIPA information contained in any
attachment.

Are you sure you want to post this message with attachments to
the Admin OIX message board?

The above prompt is for when there are attachments.

Message from webpage =

! Message was not posted.

The above prompt will appear if cancel (no message sent) is selected.

References:

Keep in mind when using references in the mishap report, the narrative and other text fields should be
readable as a standalone text. Mishap reports are often reviewed only in sections and seldom is the
entire report reviewed or released. Do not use the reference letters used in the mishap message,
message references are not captured in the e-AVIATRS data base.

Without the original mishap message it is often hard to figure out what document is being referenced.
References should be included in the text fields.

e Reference “(A)” by default will always be the Safety and Health Manual, COMDTINST M5100.47.
e Abbreviate the title of other documents (i.e. Air Ops, 3710, Dash One).
e [f a reference is used more than once in the mishap report, tag it as Ref (X) the first time.

Mishap reports should be referred to by Unit, Mishap Date, Tail number, and RNO.



FOUO & Releasing Mishap Information Outside CG

CG aviation mishap messages may contain privileged information and are classified For Official Use
Only (FOUO), and cannot be transmitted outside protected Coast Guard systems. (You are never
authorized to forward a FOUO message outside the organization (even to your own home computer).
Never forward a CG mishap message to any email address other than a “.mil” address.

All members of team Coast Guard are reminded that mishap messages and other documents should be
controlled and protected from unauthorized copy or distribution in order to maintain the integrity of
the Aviation Safety Program and the continued promotion of aviation safety.



