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1 – Introduction 
 
 
The Risk Management Reporting System (formerly the HRIS Safety PC Application) 
helps you view and analyze your accident data using the powerful and flexible query 
capabilities of Microsoft Access. You can select specific accident elements for analysis, 
and specify the best criteria for your site. In addition to having access to several 
established queries and reports included in the application, you can also create custom 
queries and reports. 
 
In the RMRS Application, you can: 

 Perform queries very quickly. Most queries take less than 1 minute. 

 Display query results in an online datasheet and view or print them. 

 Quickly copy or modify queries. 

 Create or modify queries and reports to meet your specific needs. 

 Export query results to Microsoft Excel to incorporate into other reports. 

 Query by example (QBE). Instead of typing names, you can click items on a list 
and drag them to your query. 

 
 

Access through Terminal Services 

The Risk Management Reporting System (RMRS) has been converted to Terminal 
Services which is part of the Advanced Computing Environment (ACE). 
 
National LAN-based applications are being moved to Terminal Services so they can run 
on centralized servers that are easier to maintain and operate. RMRS is one of the first 
LAN-based applications to be moved to Terminal Services. See Chapter 3 for 
information about accessing RMRS through Terminal Services. 
 
 

About this Guidebook 

This “getting started” guide is intended as a brief introduction to RMRS. For more 
detailed information, please reference the online help available within the RMRS 
application. 
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2 – RMRS Overview 
 
 
The Risk Management Reporting System consists of two sections: 
 

1. The Developed Portion gives you access to the most frequently performed 
functions, including established queries and reports. 

2. The Database Window allows you to work directly in Microsoft Access to 
complete more advanced tasks, such as creating custom queries. 

 
 
 

Developed Portion 

The Developed Portion serves to introduce you to the database with minimal 
confusion. 
 
The Developed Portion consists of:  

 Accident rate information for all safety indicators, using various criteria. 

 Established queries and reports designed by HRIS Support Services. 

 Custom query/report capabilities that enable you to create your own 
queries/reports and make them available to others in your office. 

 
 
 

Database Window 

Microsoft Access organizes 
your work around the idea 
of a container called a 
database. 
 
The database is basically a 
single file that contains 
your data and database 
objects: 

 Tables 
 Queries 
 Reports 

 
These database objects 
are displayed in the 
Database Window 
shown here. 

safeapps: Database

      Tables            Queries            Forms            Reports           Macros            Modules 
 

  tblAPsForFYs tblCodtEject 

  tblCalYr tblCodtEquip 

  tblCAPT tblCodtEquipment 

  tblCODT tblCodtFactor 

  tblCodtAccdTypes tblCodtFactors 

  tblCodtBldg tblCodtFire 

  tblCodtCauses tblCodtGender 

  tblCodtDay tblCodtGenLoc 

  tblCODTDesAct tblCodtHazards 

  tblCodtDesActGrps tblCodtImpact 
 

   Open 
 
  Design 
 

    New 
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To get to the Database Window: 

1. From the Microsoft Access menu bar, choose 
Go To -- Database Window. 

 
 
 
To return to the Developed Portion main menu: 
 
 

1. Click on the Forms tab. 
 

2. Double-click on 
SAH_Main_Form. 

 
 
 
 
 
 
 
 
 
 

Components of the Database Window 

The tabs along the top of the Database Window show the available elements. To see a 
list of tables, queries, forms, reports, or macros, click the corresponding tab. 

 Table - Tables contain the data that makes up the database, including all accident 
data. These tables include but are not limited to: 

1. tblTSUM - Accident Data 
2. tblITAB - Installation Information 
3. tblVEHL - Vehicle Information 
4. tblEMPMILES - Mileage and Work Hours 
5. tblCODT - Code Descriptions 

 Query - Queries are used to obtain information from tables. Queries can create 
sorted sets of table data or combine data from multiple tables.  

 Form - Forms are used to view or modify existing information, to add new data, 
or to delete data from tables. Forms are also used to present query results in 
graph formats. 

 Report - Reports are used to summarize and display your data. You can view 
reports onscreen or print them out. You can save, recall, or modify the reports at 
any time.  

 Macro - Macros combine two or more actions to simplify and automate operations 
in your database. For example, the queries that compute accident rates have 
been combined into a single macro so that you can obtain accident rates quickly 
and easily.  

 Module - Modules are procedures written using Microsoft Access Basic, a powerful 
programming language. You have no reason to use modules in the RMRS 
application at this time. 

 

safeapps: Database

      Tables            Queries            Forms            Reports            Macros            Modules 
 

  frmRptOccInjSel frmUSFQSave 

  frmRptOccSumSel frmUSFQSub 

  frmRptOshaSumSel frmVerification_Report 

  frmRptRnkSel frmWarning 

  frmRptTimeDayExpSel frmzRATEPARMS 

  frmRptUnsafePracSel SAH_Main_Form 

  frmRptVehlPathSel tmpfrmOSHA200a 

  frmSys_File_Maintenance 

  frmUSFQ 

frmUSFQHelp 

 Open 
 
   Design 
 

    New 
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Key items to remember as you work with the Database Window: 

Please take the following precautions to avoid accidentally 
changing your data or database elements: 

Do not “double-click” or execute forms, queries, reports, 
macros, or modules from within the Database Window. 
Executing certain database elements can change your data. 
Queries or reports with an ! or small z in the name are designed 
to run in conjunction with other queries and should never be 
opened individually.  

If you use a custom query or report regularly, add it to the 
Selection List.  

If you just want to view a database element, use Design 
View. 

If you view a table, query, or report in Design View, make 
a backup copy first: 

1. Open the table, query, or report. 
2. From the menu bar, select File, Save As. 
3. Enter a different filename and click Save. 

 

The tables containing your accident data are in another database. If you want 
to modify any table for local use, please COPY it and use the copied 
version. 

 
 
 

Updating and Maintaining your Database 

Reports and queries will not function until you have successfully imported data to the 
application. To keep your database performing efficiently, it is also important that you 
compact the database regularly. RMRS online help contains step-by-step instructions 
for importing data and maintaining your database. 
 
 
 

Enhancements 

If you have specific reporting requirements that you need help with, please submit an 
IDMS20 Assistance Request to HRIS Support Services. In addition to helping you with 
the query, your request will be used to determine future application enhancements. 
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3 – Getting Started 
 
 

Logging On 

 
 

1. Open your Internet Explorer Web browser.  
 
 
 
 
 

2. In the address bar text area, type 
http://aceportal and press Enter. 

 
 
 
 
 
 
 
 

3. If your workstation has not been 
converted to the Advanced Computing 
Environment (ACE), you will see an 
Enter Network Password dialog. 
 
If this prompt appears, type your: 

 User Name (terminal services) 
 Password (terminal services) 
 Domain (usa)  
 Click OK. 

 
Note: If your logon ID is a member of the 
“USA Domain,” you will see the ACE National 
Applications Portal (step 4) immediately after 
entering the “http://aceportal” URL (step 2). 
 
 
 
 
 

Enter Network Password 
 

Please type your user name and password. 
 
Site:    aceportal 
 
User Name: 
 
Password: 
 

Domain:     usa 

Save this password in your password list 
 

OK   Cancel 
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4. Once you have 
reached the 
ACE National 
Applications Web 
page, select the 
RMRS application 
link for your office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. The U.S. Government Warning screen appears. After reading the message, 
click OK. 

 

 
 
 

ACE National Applications Portal - Microsoft Internet Explorer 

File     Edit     View     Favorites     Tools     Help 

                     Links 

Address   http://aceportal                     Go 
 
 
 
 
 
Monday, August 19, 2002                                                               Ace Homepage:  USPS Intranet:  Help 
 
ACE Quick Launch Menu 
 
Helpful Links 
    ACE Password Site 
    ACE User Welcome Site 
 
National 
Applications 
New York Metro Area 
   Northern New Jersey District 
      RMRS 
   Dominick V. Daniels P&D 
      RMRS 
  Hackensack P&D 
      RMRS 
   Newark AMC 
      RMRS 
 
 

Your current Terminal Server 
screen resolution is 640 by 
480. To change this setting, 
select a new value: 

        640 by 480          Select 

Messages for Sample, John R - Newark, NJ: 
 
• August 16, 2002 

The redesign of the ACE Portal is now complete. In 
addition to the improved user interface, the Portal now 
utilizes the new Terminal Services 5.2 client. This client 
allows you to print to your local IP-configured printers 
from a Terminal Services session. 
 
IMPORTANT! 
Please note that you must click ‘Yes’ at the Security 
Warning prompt after clicking the link to your application. 
This will download the new TS client to your system.  
Please be patient as this download may take a few  
minutes, especially if you are using a dial-up or a slow 
network connection. 

 
• August 16, 2002 

The ACE Password Site is now online! Click the link in 
the Quick Launch menu to change your password. 

WARNING!  FOR OFFICIAL USE ONLY 
 

This is a US. Government computer system and is intended for official and other 
authorized use only. Unauthorized access or use of this system may subject 
violators to administrative action,civil,and /or criminal prosecution under the 
United States Criminal Code (Title 18 U.S.C. S 1030). All information on this 
computer system may be monitored, intercepted, recorded, read, copied, or captured 
and disclosed by and to authorized personnel for official purposes, including 
criminal prosecution. You have no expectations of privacy using this system. Any 
authorized or unauthorized use of this computer system signifies consent to and 
compliance with postal service policies and these terms. I agree 
 
 

     OK 
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6. The Microsoft Windows 2000 Server 
log on dialog appears. 

 Type your: 

 User name (terminal services) 
 Password (terminal services) 

Note: The “Log on to:” drop-down 
menu should show USA as the default 
selection. 

You will enter your “Terminal Services” 
User Name and Password in this 
dialog. If you do not know what they 
are, see page 15 of this guide for 
information about how to obtain help. 
 

 

7. Click OK. 
 
 
 

8. After successfully logging on, three 
icons are available. Double-click the 
RMRS icon.  

 
 
 
 
 
 
 
 
 

9. Another message about 
system policy appears. 
Click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Log on to Windows 
 
 
 
 
 
 
 
 

User name: 
 

Password: 
 

Log on to:        USA 
 

                                    OK                  Cancel              Shutdown...         Options << 

Microsoft Access - [SYSTEM ACCESS]
Go To   Help 
 
 

ORGANIZATIONAL POLICY. YOU HAVE NO EXPECTIONS OF PRIVACY USING THIS 
SYSTEM. 

AUTHORIZED EMPLOYEES HAVE THE RIGHT TO EXAMINE ACTIVE AND STORED E-MAIL 
AND FILES WITHIN ALL SYSTEMS. OTHERS MAY INADVERTANTLY VIEW YOUR 
MESSAGES. USERS ARE RESPONSIBLE FOR THE IMAGES THEY CAUSE TO BE 
DISPLAYED ON, AND THE CONTENTS OF MESSAGES TRANSMITTED OVER POSTAL 
SERVICE COMMUNICATION SYSTEMS. ALL COMMUNICATIONS ARE TO FOLLOW THE 
PROPER BUSINESS ETIQUETTE. AVOID INSENSITIVE, HOSTILE, OR OFFENSIVE 
SUBJECTS AND LANGUAGE THAT WOULD VIOLATE OFFICIAL POSTAL SERVICE POLICIES 
AND REGULATIONS. 

NON-COMPLIANCE WITH ANY OF THESE CONDITIONS IS GROUNDS FOR DISCIPLINARY 
ACTION UP TO AND INCLUDING REMOVAL OR TERMINATION, AS WELL AS CRIMINAL 
PROSECUTION. REPORT INSTANCES OF SUSPECTED MISUSE TO YOUR SUPERVISOR OR 
SYSTEMS ADMINISTRATOR. 
 
 

   OK 
 

Form View                                                                                                                                                    NUM 
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10. The RMRS Safety application appears. 

 
 
 
 

11. At this point, you can press Ctrl+Alt+Break to use RTR in full-screen mode. 
This will help to avoid confusion by eliminating multiple toolbars on your screen. 
This will also ensure you can see the entire screen if you are using a low screen 
resolution such as 640 x 480. You can take RMRS out of “full-screen” mode by 
again pressing Ctrl+Alt+Break. 

 
 
 
 
 
 
 
 
 

 

 Ctrl                    Alt 
Print 
Scrn 
SysRq  

Scroll
Lock 

Pause 
Break 
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12. After pressing Ctrl+Alt+Break, the screen will shift to a “full-screen” mode. 

 
 
 
 
 

13. If at anytime you wish to minimize the RTR application for a few minutes when 
in full-screen mode, click the minimize button on the yellow toolbar located at 
the center of the screen. Do not use the Microsoft Access minimize button. If 
you do, you will have to double-click on the RMRS icon again (see page 9) to 
regain access to the application. 
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Logging Off 

 
1. From the Microsoft Access menu bar, 

choose Go to -- Exit. 
 
 
 
 
 
 
 

Note: Do not click the close button on 
either the Microsoft Access window or 
the yellow terminal services toolbar. 
This will not allow you to properly log 
off of terminal services. 

 
 
 
 
 

2. Double-click the Logoff icon. 
 
 
 
 
 
 
 
 
 

3. A confirmation dialog asks, “Are you 
sure you want to logoff?” 

 
Select Yes. 

 
 
 
 
 
 
 

4. You are returned to the ACE National Applications Web portal. 
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Saving and Locating Files 

There are three “drives” where you can save or share queries and reports. You will 
also need to understand these drives if you export safety data from RMRS to MS 
Excel. 
 
1. N:\Safety\Database\Safeapps 
Select this directory if you are going to export from the RMRS application to another 
location. This is the Terminal Services version of the N: drive on your local LAN.  

2. S:\ (shared) 
When you save to this drive, the object is available to all RMRS users nationwide. 
Queries and other objects that you place on the shared drive cannot be modified or 
deleted by other users.  

3. G:\ 
When you save to this drive, the object is stored in a directory on the RMRS terminal 
server that is unique to your RMRS logon. You are able to access the object any time 
you log on to RMRS from any workstation, but it is only available to you. You can 
access these files from the Saved Files link at the bottom of the main ACE National 
Applications Portal page.  
 
You cannot save directly from Terminal Services applications to your local 
drive. (The C: drive that appears when you save a file within your Terminal Services 
session is actually on the terminal server.) If you need a local copy, save the file to 
your G: drive, and then download it to your local drive: 

1. Click your Saved Files link at the bottom of the main ACE National 
Applications Portal page. 

2. In the ACE File Explorer, select the file. 

3. Click Download. 
 
 
 

Using MS Excel to View Query Results 

From the Tools menu in the Database window, select Office Links and then Analyze 
It with MS Excel. This launches Excel in one step. You can save the file to a 
directory; either G: for personal storage, or S: if you wish to share. 
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Sharing Objects (queries/reports) with Other Users 

Sharing queries and reports will be different with Terminal Services. All sites using the 
RMRS application have the option to export and import queries to a common shared 
area; this eliminates the need to share files via e-mail. 
 
To share an object: 

1. Create a new database on S: (shared) drive with a descriptive name and 
save it. Close the database. You only need to do this one time. 

2. Open Safety database 4.0 and go to the Database window. 

3. Find the object (query, report) that you want to share and select it. 

4. From the File menu, select Save As/Export. 

5. In the Save As dialog box, select To an external file or database and 
click OK. 

6. At the next window, locate and select the new database you created on 
the S: drive. Click Export. 

7. In the Export dialog box, click OK. 
 
 
 

Printing 

PaperPort and other special function printers do not work in Terminal Services. 
 
If you have problems printing to your normal printer, call the Application Remediation 
Point of Contact number listed on page 15. 
 
 
 

AP Data Availability 

Generally, AP data is available Friday morning the week after the close of each AP, but 
processing delays sometimes occur. To prevent incorrect query results, you must 
ensure that ALL files contain the current AP data. 
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Obtaining Assistance 

Online Help 
The RMRS Application online help contains step-by-step instructions, sample 
reports, a troubleshooting guide, and other useful information. 
 
 
Points of Contact 
Any questions or concerns related to Terminal Services; including questions about 
logging in or printing should be directed to: 

USPS Help Desk - 1-800-USPS-Help (1-800-877-7435) 

If you are having trouble logging in or need your password reset, select the following 
options in sequence when you call the help desk: 

! Press 5 (IT Support Service)  

! then press 5 (Outlook Exchange, ACE and Active Directory Support)  

! then press 3 (ACE and Active Directory Support)  

! then press 1 (ACE/Active Directory login and password issues).  
 
If you are having any other Terminal Services problems, including printer issues, 
select the following options when you call the help desk: 

! Press 1 (Eagan Information Services)  

! then press 2 (Customer Support)  

! then press 8 (General Support).  
 
 
Information on using Terminal Services is available from the ACE Portal home page:  
http://aceportal 
 
 

! Issues that are directly related to the RMRS Application (e.g., downloading, 
creating queries, sharing queries) should be directed to the Request 
Assistance Application via MNDC20. 

 
 
 
Phone Numbers 

! RMRS Terminal Services Support (800) 877-7435 

http://aceportal
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