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1.0 GENERAL OVERVIEW

1.0.1  OPENING CAMEO
1.  Double click on the CAMEO icon on your desktop, or click on the START button at the lower left of your screen, click on PROGRAMS in the list that appears, then CAMEO WINDOWS, then CAMEO in the lists that come up.

2.  A screen will appear asking you for a User Name and Password.  Type in “Rapid” for User Name.  Hit the Enter key.  No Password is necessary, so click on the OK button, or hit Enter key a second time.  

3.  The CAMEO Window should open with a pull down menu under FILE shown.  Chemical Information is highlighted.  

1.0.2  EDITING

ALERT!
You will not be able to add or change anything on the window until you are in the “Edit” mode.

To enter the “Edit” mode:

Short-cut Method:

1.  Click once on the button that looks like a pencil (sixth button from the left at the top of the screen).

2.  You have been successful if the word ***EDIT*** appears at the lower left of  your computers screen (in the gray bar).

Regular Method:
1.  Go to RECORD menu, then select EDIT.

2.  You have been successful if the word ***EDIT*** appears at the lower left of  your computers screen (in the gray bar).

All buttons should now be grayed out except for the 12th and 13th button from the left.

To exit the Edit Mode:

1.  Click once on the SAVE button to save your entry, or the CANCEL button to exit without saving  (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous window).

1.0.3  CLOSING WINDOWS

1.  Go to the WINDOWS menu, and choose CLOSE ALL WINDOWS.

ALERT!
This menu box also shows you a history of where you have been windows-wise (in the section just below CLOSE ALL WINDOWS on the list).  The most recent location that you have visited is at the bottom of the list.  To take a short cut to any of the previous windows you had open, click once on the window name.

ALERT!
CAMEO may lock up if you keep open too many windows at once.  It is best to have no more than 5-6 windows open at a time.  Periodically check the WINDOWS menu to see how many are open, and if you have more than 5-6 listed, then choose CLOSE ALL WINDOWS, go to the FILE menu and start over.

1.04  PRINTING A SCREEN VIEW

1. Make sure the view you want to print is on the screen.

2. Press the Shift and Print Screen keys on your keyboard simultaneously.

3. Close or minimize the window .

4. Go to the START button, choose PROGRAMS from the list. Choose ACCESSORIES and then PAINT from the subsequent lists.

5. After the PAINT program launches and an untitled PAINT window comes up, press the Ctrl and V keys simultaneously.  Your image will be pasted into the PAINT window.

6. Your cursor changes to double cross-hairs.  Click at the corner of the portion of the image you want to print, and while holding down the mouse button, drag to the opposite corner of the image area you want to print.  Release the mouse button.

7. Under the FILE menu, choose PRINT and then OK.

8. Exit the PAINT program by going to the FILE menu and choosing EXIT.

9. When asked if you want to save changes, click on the NO button to return to the desktop.

ALERT!

This may or may not work with your particular computer.  You may experience better results by trying the following:

1) After Step 3 above, open your word processor to a new document.

2) Press the Ctrl and V keys simultaneously.  Your image will be pasted into the word processor document.

3) Edit, if desired, as you would for any inserted picture file.

4) Print the word processor document as you normally would.

1.1
FACILITIES MODULE
Use CAMEO’s FILE menu to move among CAMEO’s modules.  To use the Facilities module, click once on the FILE menu, and then click on FACILITIES.  CAMEO displays the Facilities browse window.

1.1.1  FINDING A FACILITY ON YOUR DATABASE LISTING
The quickest way to find a facility that you are looking for (if not all facilities in your county are showing on your browse window) is to press the Ctrl key and the F key simultaneously (Ctrl-F).  A screen should appear with the box “Enter Value to Search For” highlighted.  Type in the name of the facility your are looking for.  Partial words will work; it is not necessary to capitalize words if the “Ignore Case” box is checked.

ALERT!  

Sometimes a message “A matching record could not be found” appears.  Click OK and try another spelling or partial name combination.

1.1.2  TO OPEN THE FACILITY DETAIL WINDOW
Short-cut Method:
Double click on the facility name in the database list (browse window), or click once on the facility name and press the enter key.  A Facilities detail window for that facility will open.

ALERT!  

If your double-click did not open the record:

1.  Try double-clicking slower or faster.

2.  Try double-clicking on another spot in the box containing the facility name.  (Near the beginning of the box is a good place to try).  

Regular Method:
Go to VIEW menu and select DETAILS. A Facilities detail window for that facility will open.

1.1.3  EDITING THE RECORD
1.  Make sure you are in the EDIT mode.  See Section 1.0.2.

2.  Click three times (rapidly) on the line you want to edit in order to highlight that line, or 

3.  Click at the beginning of the line, and while still holding the mouse button down, drag across the line to highlight it.  Release the mouse button at the end of the line.  The line should now be highlighted.

4.  Start typing to replace the text that was highlighted.

ALERT!
You may just highlight the word or portion of word you want to replace, rather than replace the whole line.

ALERT!
Be sure your cursor is at the very beginning of a line if you are going to replace the whole line.  If spaces are present at the beginning of the line, this will adversely affect any sorting on that field that you might do at a later time.

1.1.4  ADVANCING FROM BOX TO BOX ON A DETAIL WINDOW
1.  You may use the Tab key to advance from box to box on a detail window, or

2.  Use your mouse button to go to a box by pointing at the box and clicking once at the very beginning of the line so that it is either highlighted, or the cursor is blinking in the box you want to be in.

ALERT!
Be sure your cursor is at the very beginning of a line if you are going to replace the whole line.  If spaces are present at the beginning of the line, this will adversely affect any sorting on that field that you might do at a later time.

1.1.5  EDITING THE “CONTACTS” SECTION OF THE FACILITY DETAIL WINDOW
1.  Highlight the entry you want to edit by clicking once on it.

2.  Click once on the “Edit” button at the right side of the “Contacts” section of the detail window.

3.  Make your changes to the Contacts detail window.  See “Editing the Record”, Section 1.1.3, for how to do this.

4.  To exit this screen, click once on the “Save” button to save your entry, or the “Cancel” button to exit without saving (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

ALERT!
Some boxes have a downward pointing arrow at the right side of the box.  Clicking once on the arrow brings up a pull-down menu of other possible entries.  Click on the appropriate entry to change it, or click on the highlighted entry to exit the box without making a change.

GLITCH ALERT!
When editing or adding records to the “Contact” section of the Facilities detail window, CAMEO for some reason deletes the “Fire District” entry.  Be sure you re-enter the “Fire District” data before exiting the detail window.

1.1.6  ADDING A NEW CONTACT IN THE “CONTACTS” SECTION OF THE FACILITY DETAIL WINDOW
1.  Click once on the “Add” button at the right side of the “Contacts” section of the detail window.

2.  A blank “Contacts” detail window appears with the first box highlighted.  You may want to use your mouse to grab the blue bar at the top of the Contacts detail window so you can drag it down a ways to reveal the Facility Name on the card underneath.  Be sure the name typed in the “Organization” field in the Contacts window matches exactly the name of the facility on the Facility Card.

3.  Type in the information in the appropriate boxes.

4.  To exit this screen, click once on the “Save” button to save your entry, or the “Cancel” button to exit without saving (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

1.1.7  PAGE 2 OF THE FACILITIES MODULE DETAIL WINDOW
1.  Click once on the “Page 2” button on the right side of your screen to go to Page 2 of the Facilities detail window.

2.  In the ‘Checklist” section, entries on the left side are determined by you.  Clicking once on a box puts a check mark in it.  Click in the box again to remove the check mark.

3.  Entries on the right side of the “Checklist” section are automatically entered by CAMEO and cannot be edited by you.

1.1.8  “COMMENTS” BUTTON ON THE FACILITIES MODULE DETAIL WINDOW
1.  Click once on the “Comments” button at the right of your screen to see two additional boxes called “Planning” and “Comments.”

2.  You can click on either box.  Once you have a blinking cursor, you may type anything you’d like.  These boxes can contain many pages of type.  To paste your off-site plan narrative into the “Planning” box, see Section 1.1.11.

3.  To exit this screen, click once on the “Save” button to save your entry, or the “Cancel” button to exit without saving.

1.1.9  CREATING A NEW FACILITY
1.  Start from the FACILITIES module browse window.  (Go to the FILE menu and choose FACILITIES.  You will see the master listing of all facilities in the database.  This is the browse window.)

2.  Go to the RECORD menu and choose ADD; a new blank record will appear.  Enter all necessary information.

3.  To exit the FACILITIES detail window, click once on the “Save” button to save your entry, or the “Cancel” button to exit without saving (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

4.  Go to the RECORD menu and choose SHOW LINKS TO, then choose CHEMICALS IN INVENTORY/IN TRANSIT to enter chemical inventory information for the facility.  See Section 1.2.

5.  Starting at the chemical inventory detail window that shows the chemical you want to do a scenario for, go to the RECORD menu and choose SHOWS LINKS TO, then choose SCREENING & SCENARIOS to enter a scenario for the chemical.

6.  To do a scenario for another chemical, return to the CHEMICALS IN INVENTORY/IN TRANSIT database window.  Highlight another chemical by clicking on the chemical name once, then repeat step 5.

1.1.10  DELETING A FACILITY

1.  Starting from the FACILTIES browse window, highlight the record to delete on the list, go to the RECORD menu and choose DELETE.  The FACILITIES detail window for that particular facility will open and a message box will ask you “Delete this record and all dependent records?”  Click on the YES button to delete, or click the NO button if you’ve changed your mind and you do not want to delete this chemical.

2.  If you said YES, the record is “deleted” and the window advances to the next facility on the list.

GLITCH ALERT!

If you delete a facility, its corresponding chemicals in inventory/in transit and scenarios will be deleted also.  However, the facility’s contacts ARE NOT deleted from the Contacts Module.  You should note down the name(s) of the contacts from the Facility Module detail window and delete those names from the Contacts Module either before, or after, deleting the facility in the Facilities Module.

ALERT!
To permanently delete records, you must complete one additional step at the end of your session in CAMEO.  Got to the WINDOWS menu and choose CLOSE ALL WINDOWS.  Go to the UTILITIES menu and choose PACK TABLES.  Click once on the MARK ALL button and then click on the OK button.  The packing tables process completes the actual deletion of records and re-indexes the database.

1.2  CHEMICALS IN INVENTORY/TRANSIT MODULE
1.  From the Facility detail window of the facility you want to see information for, go to the RECORD menu, then click once on SHOW LINKS.

2.  Click on CHEMICALS IN INVENTORY/IN TRANSIT.  This takes you to the related chemical inventory for the Facility detail window that you started with.  

ALERT!
The CHEMICALS IN INVENTORY and SCREENING & SCENARIOS modules are linked to the FACILITY detail window, so you must start with the FACILITY detail window up on the screen that you want to see the inventory for.  Likewise, while in the CHEMICALS IN INVENTORY module, you must first select the chemical, then RECORD, SHOW LINKS, SCREENING & SCENARIOS in order to see the scenarios for that particular chemical.

1.2.1  EDITING THE CHEMICALS IN INVENTORY/IN TRANSIT DETAIL WINDOW
1.  Double click on the chemical name that you want to see, or highlight the chemical name by clicking on it once, go to the VIEW menu, and click once on DETAIL.  A CHEMICALS IN INVENTORY/IN TRANSIT detail window will open for that chemical.

2.  Click once on the button that looks like a pencil to enter the EDIT mode.

3.  See Editing the Record, Section 1.0.2, for how to make changes on the detail window.

4.  See Advancing From Box to Box On a Detail window, Section 1.1.4, for how to go from box to box.

5.  To exit the window, click once on the SAVE button to save your entry, or the CANCEL button to exit without saving  (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

1.2.2  ADDING A NEW CHEMICAL
1.  Click on the DATABASE button (9th button from the left) to return to the master list of chemicals in the inventory, or go to the VIEW menu and choose BROWSE.

2.  When you have master list of chemicals up in front of you, go to the RECORD menu and choose ADD.  A new CHEMICALS IN INVENTORY/IN TRANSIT detail window will appear.

3.  Without moving the mouse, you may begin typing the name of the chemical you want to add.  Make sure you spell the name correctly.  (It is not necessary to capitalize words.)

4.  When you are finished typing, hit the ‘Tab” key on your keyboard, or press the “enter” key.  If the chemical is in the RIDS database, one or more chemical names will appear in a box.  Click on the chemical you want to highlight it.  Click on the SELECT button at the bottom of the box.

5.  Re-type the CAS Number in the box labeled “MSDS #.”  

ALERT!
Due to a missing field for CAS Number in the REPORTS module of CAMEO, you will not be able to run future queries or sort by CAS Number unless you re-type the CAS Number in the MSDS # box.

6.  Click on the appropriate boxes under “Physical State.”  This information can be obtained off the Tier II report.

7.  Click at the beginning of the Maximum Amount box, and while still holding the mouse button down, drag across the box to highlight it.  Release the mouse button at the right side of the box.  The box should now be highlighted.

8.  Type in the amount and press the “Enter” key on your keyboard.  Notice that you have automatically advanced to the “Average Amount” box and that the “Code Description - Maximum” box was automatically entered as well.

9.  Enter other data in the detail window as appropriate (See “Adding Storage Locations Data”, below).

10.  To exit the CHEMICALS IN INVENTORY/IN TRANSIT detail window, click once on the “Save” button to save your entry, or the “Cancel” button to exit without saving (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

1.2.3  ADDING STORAGE LOCATIONS DATA TO THE CHEMICALS IN INVENTORY/IN TRANSIT DETAIL WINDOW
1.  Click on the ADD button under the “Storage Locations” box at the lower left of the detail window.

2.  A new box comes up.  Information to complete this view can be obtained from the Tier II report.

3.  Click on the downward pointing arrow at the right hand side of each white box to see what selections are available.  Click on one of the selections to choose it.

4.  Use the Tab key to advance to the next box, or click on it to select it.  Fill in the remaining boxes as appropriate.

5.  Click on the SAVE button to save your entry and return to the CHEMICALS IN INVENTORY/IN TRANSIT detail window, or click on the CANCEL button to exit without saving.

To Add Additional Storage Locations:

a.  Click on the MORE button.

b.  A new window comes up for additional storage location information.

c.  Click on the SAVE button to save your entry and return to the CHEMICALS IN INVENTORY/IN TRANSIT detail window, or click on the CANCEL button to exit without saving.

6.  To exit the CHEMICALS IN INVENTORY/IN TRANSIT detail window, click once on the “Save” button to save your entry, or the “Cancel” button to exit without saving (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

1.2.4  DELETING A CHEMICAL

ALERT!
Any time that you wish to return to the master list of chemicals in inventory, click on the DATABASE button (9th button from the left), or go to the VIEW menu and choose BROWSE.  If the button is grayed out, you must either save the window or cancel the save before proceeding.

From the CHEMICALS IN INVENTORY/IN TRANSIT master inventory list:

1.  Click once on the chemical to be removed, to highlight it.

2.  Go to the RECORD menu and choose DELETE.  The detail window will open for that chemical and a message box will ask you “Delete this record and all dependent records?”  Click on the YES button to delete, or click the NO button if you’ve changed your mind and you do not want to delete this chemical.

3.  If you said YES, the record is “deleted” and the window advances to the next chemical on the list.

ALERT!
To permanently delete records, you must complete one additional step at the end of your session in CAMEO.  Got to the WINDOWS menu and choose CLOSE ALL WINDOWS.  Go to the UTILITIES menu and choose PACK TABLES.  Click once on the MARK ALL button and then click on the OK button.  The packing tables process completes the actual deletion of records and re-indexes the database.

1.3  SCREENING & SCENARIOS MODULE
1.3.1  THE SCREENING & SCENARIOS BROWSE WINDOW
1.  Go to the RECORD menu, then click once on SHOW LINKS.

2.  Click on SCREENING & SCENARIOS.  This takes you to the related scenario detail window for the chemical that you had highlighted on the master chemical list (CHEMICALS IN INVENTORY/IN TRANSIT).  

ALERT!
The CHEMICALS IN INVENTORY and SCREENING & SCENARIOS modules are linked to the FACILITY detail window, so you must start with the FACILITY detail window up on the screen that you want to see the inventory for.  Likewise, while in the CHEMICALS IN INVENTORY module, you must first select the chemical, then RECORD, SHOW LINKS, SCREENING & SCENARIOS in order to see the scenarios for that particular chemical.

You may have listed multiple scenarios for a particular chemical.  To distinguish one scenario from another you may have to adjust the size of your window.

Adjusting Window Size:

1.  Move your cursor to the far right side of the box.  As it crosses the gray bar, you will notice that it turns to a double-headed arrow.  At the point that it does, click and hold down the left mouse button while dragging to the right.

2.  Expand the window as far as you can to the right.

3.  Do the same thing to the bottom bar to expand the bottom half of the detail window.

Alternative Method:
1. Click on the button that looks like a square in the upper right corner of the detail window (it lies between the “minus” sign and the box with an “x” in it).  This will expand the detail window to fill your screen.

ALERT!

This will expand the window in most any view in CAMEO, despite the fact that the button appears grayed out and unavailable.

To split the screen so you can see two parts of the database listing at once:

1. Position your mouse pointer over the dark gray bar in the lower left corner of the detail window.  It will turn to two parallel lines with arrows.  Click on the bar and drag to the right.  You now have scroll bars for both halves of your screen; adjust them to see what fields you’re interested in.

Adjusting Field Size:

1.  Move your cursor to the gray bar where field names are listed and position it over the line dividing one field from another.  You will notice that the cursor changes to a bar and double-headed arrow.  At the point that it does, click and hold down the left mouse button while dragging to the left or right.  Release the mouse button when you have adjusted the field width to fit your needs.

2.  Continue to reduce field widths until you can see the fields “Scenario Name” and “Quantity Released.”  At this point you should be able to distinguish between SCREENING and RE-EVALUATION scenarios.  

3.  Double click on the line you want to see details for, or highlight the line you want to see by clicking once on it, go to the VIEW menu and choose DETAIL.

1.3.2  EDITING THE SCREENING & SCENARIOS DETAIL WINDOW
1.  Click once on the button that looks like a pencil to enter the EDIT mode.

2.  See Editing the Record, Section 1.1.3, for how to make changes on the detail window.

3.  See Advancing From Box to Box On a Detail window, Section 1.1.4, for how to go from box to box.

4.  The last thing you should do before exiting the screen it to click on the CALCULATE button at the bottom left of the screen to re-calculate the vulnerability zone based on the new data.

ALERT!
If the box “Vulnerability Zone Radius” has two dashes in it (--), then no vulnerability zone has been calculated.

ALERT!

An exception to Step 4 occurs if you have a granular chemical (note that there are no vulnerability zones for granular chemicals).  Do not click on the CALCULATE button before saving the card.  The card will be saved with dashes in the Vulnerability Zone Radius field; the report will print out as “NC” in this field.  By inputting the data and saving the card without calculating the vulnerability zone, you have shown that you have not forgotten to calculate scenarios for the chemical.

5.  To exit the screen, click once on the SAVE button to save your entry, or the CANCEL button to exit without saving  (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

1.3.3  CREATING A NEW SCENARIO
1.  From the SCENARIOS browse window, go to the RECORD menu and choose ADD.  A new window will open with the facility name and chemical name already listed.  Notice that the window is already in the EDIT mode (all buttons grayed out except for the SAVE and CANCEL SAVE buttons).

Screening Scenario
1)  Click on the round button in front of SCREENING (upper third of left side of the window).

2)  You will notice that certain boxes (in white) are automatically filled in by CAMEO.  These are the default settings for screening scenarios.  

ALERT!
You cannot change the information in the white boxes unless you click back on the circle in front of SCENARIO.  Now all boxes can be edited.

3)  Enter the “Maximum Quantity in Largest Reservoir” in the gray box in front of the word “pounds.”  Press the Enter key on your keyboard.  CAMEO advances to the next box where data needs to be added.

ALERT!
If “Physical State:  Liquid” is chosen, you must choose between “Ambient” and “Near Boiling” in the pull-down box next to it.  Ambient = air temperature.

ALERT!
If “Physical State:  Solid” is chosen, you must choose between “Solution”, “Powder”, “Molten” or “Other” in the pull-down box next to it.  Use “Other” for granular chemicals.   To determine whether a chemical should be Solid-Solution or Solid-Powder, see the physical description of the chemical on the RIDS or MSDS. 

4)  When you are finished with data entry, click on the CALCULATE button.

5)  To exit the window, click once on the SAVE button to save your entry, or the CANCEL button to exit without saving  (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

6)  To return to the browse window (where all the scenarios for that particular chemical are listed, click on the button that looks like a spreadsheet (9th button from the left).

Re-Evaluation Scenario
1)  From the SCENARIOS browse window, go to the RECORD menu and choose ADD.  A new window will open with the facility name and chemical name already listed.

2)  Click on the round button in front of SCENARIOS (upper third of left side of the window) if it is not already selected.

3)  Click on the “Name” box (be sure the blinking cursor is at the far left of the box) and type in “Re-evaluation.”  Hit the Enter key on your keyboard to advance to the next box, or use your mouse to point and click.

4)  Enter “Maximum Quantity in Largest Reservoir.”

5)  Enter “Duration” of 10 minutes for solids in powder or solution form and gasses.  Duration of a liquid or molten solid will default to 1 minute duration.

ALERT!
CAMEO defaults to 1 minute duration for certain liquids because the model assumes an instantaneous release.

6)  Continue entering data where appropriate.  NOTE:  It is not necessary to fill in RISK OF RELEASE, CONSEQUENCES OF RELEASE or OVERALL RISK OF RELEASE.  For further explanation of Risk Assessment, see EPA Technical Guidance, NRT-1.

ALERT!
EPA criteria for the re-evaluation scenario is set at 11.9 MPH = WIND SPEED, STABILITY CLASS = D.  You should not use any other criteria for the initial re-evaluation scenario.  Additional scenarios may be run with different criteria only if you know what you are doing.   For an explanation of appropriate Wind Speed/Stability Class combinations, see Section 3.6.5 in the CAMEO for Windows Users Manual.

ALERT!
TERRAIN refers to the roughness of terrain that the dispersing chemical cloud must pass over.  You may select either OPEN or URBAN.  Select OPEN if the facility is in flat, rural area or an urban setting with plenty of open space around the buildings (relatively smaller and fewer obstacles).  Select URBAN if the facility is in a rural area immediately surrounded by woods or hills, or in an urban setting with other buildings close by (relatively more, larger obstacles).  The key is whether there are obstacles to air movement present.

4)  When you are finished with data entry, click on the CALCULATE button.

5)  To exit the window, click once on the SAVE button to save your entry, or the CANCEL button to exit without saving  (Click on the “Yes” button when CAMEO asks you if you want to “Cancel Changes to Record?” to exit, or click on the “No” button if you’ve changed your mind and want to go back to the previous screen).

6)  To return to the browse window (where all the scenarios for that particular chemical are listed), click once on the button that looks like a spreadsheet (9th button from the left).

1.3.4  DELETING A SCENARIO
1.  While at the SCENARIOS browse window, highlight the scenario entry, or record, you wish to delete by clicking once on it.  You may need to adjust the window in order to be able to tell exactly which record you want.  (See discussion under Section 1.3.1 for Adjusting Window Size and Adjusting Field Size).
2.  Go to the RECORD menu and choose DELETE.  The SCENARIOS detail window for that particular scenario will open and a message box will ask you “Delete this record?”  Click on the YES button to delete, or click the NO button if you’ve changed your mind and you do not want to delete this scenario.

3.  If you said YES, the record is “deleted” and the window advances to the next scenario on the list.

ALERT!
To advance from one record to the next, you may use the arrow buttons at the top of the screen.  The red downward-pointing button moves you to the next record down on the list; the blue upward-pointing button moves you to the next record up.  A blue button with a bar over it represents the top of the list, and the red button with a bar under it represents the bottom of the list.

4.  You may find it easier to view the next scenario you want to delete by returning to the browse window.  To do so, click once on the button that looks like a spreadsheet (9th button from the left).

ALERT!
To permanently delete records, you must complete one additional step at the end of your session in CAMEO.  Got to the WINDOWS menu and choose CLOSE ALL WINDOWS.  Go to the UTILITIES menu and choose PACK TABLES.  Click once on the MARK ALL button and then click on the OK button.  The packing tables process completes the actual deletion of records and re-indexes the database.

1.3.4  PRINTING SCREENING & SCENARIOS DETAIL WINDOW INFORMATION
1.  From the detail window of the scenario you wish to print, go to the FILE menu and choose REPORTS.  A window called REPORT SELECTION appears.

ALERT!
CAMEO provides a choice of four pre-made reports.  You may view the report on screen before printing as follows:  Make sure the circle in front of SCREEN is chosen.  Click on a name in the list to highlight it and then click on the RUN button.  A PAGE PREVIEW window comes up.  To Zoom In, click on the ZOOM IN button or drag the cursor over the document until it turns to a magnifying glass and click. To exit, click on the OK button.

2.  Click on the Report called “Screening & Scenarios by Facility & Chemical” to highlight it.

3.  Click on the circle in front of PRINTER.

4.  Click on the RUN button.  Your print monitor window will come up.  Be sure the proper printer is selected and indicate the number of copies, etc. you want.  Click on the OK button to print.

5.  You are returned to the REPORT SELECTION window.  Click on the CANCEL button to exit.

ALERT!
If you wish to print all the scenarios on the browse list at once, be sure to click in the box in front of “Print All Records In View” before clicking on the RUN button.  

GLITCH ALERT!
For some unknown reason, vulnerability zones <0.1 miles and >10 miles will print as “0.1 miles” and “10 miles” in the SCREENING AND SCENARIOS report generated in steps 2-4 above.  The “less than” and “greater than” signs will have to be added by hand.

1.4  VULNERABILITY ZONES

1.4.1  PLOTTING THE VULNERABILITY ZONE ON THE MAP

ALERT!

Before you can plot a vulnerability zone on a map in MARPLOT, the facility object symbol must be linked to the first page of the appropriate FACILITY detail window.  See Section 2.4  “Plotting and Linking Objects” of The Beginner’s Guide For Using MARPLOT to Create/Update EPCRA Off-Site Plans.

ALERT!
In order to be sure that you are plotting the Vulnerability Zone for the right facility and right chemical, do not enter the Screening and Scenarios Module for the Chemicals In Inventory/In Transit Module from the FILE menu.  Instead, follow these steps:

1) In the Facilities Module detail window, enter/update information on pages 1 and 2 and save the window.

2) Go to the RECORD menu and choose SHOW LINKS . . . , then choose CHEMICALS IN INVENTORY/IN TRANSIT.  

3) Select the chemical you wish to edit by clicking on it and pressing the ENTER key on your keyboard, or add a chemical.

4) Enter/update information on the Chemicals In Inventory/Transit detail window for the particular chemical you have chosen to work with.  Save the window. 

5) Go to the RECORD menu and choose SHOW LINKS . . . , then choose SCREENING & SCENARIOS.  A Scenarios browse window will come up for the chemical.  

6) Select the scenario you wish to edit by clicking on it and pressing the ENTER key on your keyboard, or add a scenario.  Save the Scenarios detail window.

7) Proceed to plot the Vulnerability Zone by following the instructions below.

REMEMBER:  If you forget where you are, you can go to the WINDOWS menu and check the list directly under the CLOSE ALL WINDOWS command.  The most recent module you visited is listed last.  Clicking on any module in the list will take you back to that module.

1. From the Scenarios detail window, go to the SHARING menu and choose MARPLOT.  Then click on SHOW ON MAP from the list that appears.

2. If MARPLOT was not previously opened, click on the OK button of the welcome window that appears.

3. Go to Section 2.6 in the Beginner’s Guide to Using MARPLOT to Create/Update EPCRA Off-Site Plans to continue.

1.4.2  PRINTING THE VULNERABILITY ZONE MAP
See Section 2.6 of the Beginner’s Guide for Using MARPLOT to Create/Update EPCRA Off-Site Plans.

1.5  CHEMICAL INFORMATION MODULE
To look at the CHEMICAL INFORMATION MODULE, go to the FILE menu and select CHEMICAL INFORMATION.  The browse window for CHEMICAL INFORMATION appears.

1.5.1  FINDING A CHEMICAL ON YOUR DATABASE LISTING
1.  The quickest way to find a chemical that you are looking for is to press the Ctrl key and the F key simultaneously (Ctrl-F).  A screen should appear with the box “Enter Value to Search For” highlighted.  Type in the name of the chemical your are looking for.  Partial words will work; it is not necessary to capitalize words if the “Ignore Case” box is checked.

ALERT!  

Sometimes a message “A matching record could not be found” appears.  Click OK and try another spelling or partial name combination.

ALERT!
You may type a synonym in “Enter Value to Search For” and CAMEO will search for and locate it by chemical name.

2.  Click on the FIND button when you are done typing.

3.  CAMEO will go to the first entry in the list with the name that you entered (it is highlighted in dark blue).

4.  Double click on the highlighted line to open the CHEMICAL INFORMATION detail window.

5.  Synonyms for the chemical are listed in a box at the bottom of the window.  You may need to use the scroll box or arrows to see more entries in the list.

1.5.2  DETERMINING WHETHER A CHEMICAL IS AN EHS OR NOT

1.  While in the CHEMICAL INFORMATION detail window, click on the PAGE 2 button.

2.  If the chemical is an Extremely Hazardous Substance (EHS), the box in front of “EHS” will be checked (found in the lower third of the window).

3.  If the chemical is an EHS, the Threshold Planning Quantity (TPQ) will be listed in the box adjacent to TPQ, just below the EHS box.  This quantity is in pounds.

1.5.3  PRINTING A RIDS SHEET FOR THE CHEMICAL
1.  While in the CHEMICAL INFORMATION detail window for the particular chemical you want a RIDS sheet for, click on the RIDS button.

2.  CAMEO displays a window called RESPONSE INFORMATION DATA.  SCREEN view and GENERAL DESCRIPTION are selected by default.  To see other sections of the RIDS, click on the circle in front of the section name.  

3.  Only one section is displayed at a time.  You may need to use the scroll box or arrows to see more information in that particular section of the RIDS.

ALERT!
The GENERAL DESCRIPTION section will often indicate whether the chemical is a gas, liquid, or solid.  If it is a solid, it may also indicate whether it is in solution or a powder in suspension.  You will need to know this information for any scenarios you develop.

ALERT!
You can use the RIDS information to make conversions from gallons to pounds.  When in the RESPONSE INFORMATION DATA window, click on the circle in front of PROPERTIES.  Scroll down until you can see data for Specific Gravity.  Take the Specific Gravity figure and multiple by 8.34 to get pounds per gallon.  Multiply this figure by the number of gallons to compute the total number of pounds of that chemical.

4.  To print the entire RIDS sheet, click on the circle in front of PRINTER so it is selected, then click on the PRINT button.

5.  Your print monitor window will come up.  Be sure the proper printer is selected and indicate the number of copies, etc. you want.  Click on the OK button to print.

6.  You are returned to the RESPONSE INFORMATION DATA window.  Click on the CANCEL button to exit the window. You are returned to the CHEMICAL INFORMATION detail window.

7.  To exit the CHEMICAL INFORMATION Module, go to the WINDOWS menu and choose CLOSE ALL WINDOWS.

1.5.4  PRINTING A REPORT OF WHAT’S SHOWING ON A SPECIFIC CHEMICAL’S CHEMICAL INFORMATION DETAIL WINDOW
1.  From the CHEMICAL INFORMATION detail window of the chemical you want to get a report on, go to the FILE menu and choose REPORTS.

ALERT!
CAMEO provides a choice of three pre-made reports.  You may view the report on screen before printing as follows:  Make sure the circle in from of SCREEN is chosen.  Click on a name in the list to highlight it and then click on the RUN button.  A PAGE REVIEW window comes up.  To Zoom In, click on the ZOOM IN button or drag the cursor over the document until it turns to a magnifying glass and click. To exit, click on the OK button.

2.  Click on the Report called “Chemical Database” to highlight it.

3.  Click on the circle in front of PRINTER.

4.  Click on the RUN button.  Your print monitor window will come up.  Be sure the proper printer is selected and indicate the number of copies, etc. you want.  Click on the OK button to print.

5.  You are returned to the REPORT SELECTION window.  Click on the CANCEL button to exit.

ALERT!
As an alternative to Section 1.5.3 “Printing a RIDS Sheet For the Chemical” above, you may print a RIDS sheet from the REPORTS SELECTION window by choosing the third pre-made report on the list.

1.6  ATTACHINGING AN OFF-SITE PLAN DOCUMENT TO CAMEO
1.6.1  PREPARING THE FILES
1. Using Windows Explorer, make a duplicate copy your off-site plan narratives.  Save the copies in the CAMEOWIN folder.  Minimize Windows Explorer

2. Start CAMEO, go to the FILE menu and choose FACILITIES from the menu.

3. Locate the Facility Name from the list and click once on it.

4. Use the scroll arrow at the bottom of the window (lower right) to scroll as far to the right as you can go.  The last field is called “Record Identification #.”  Write down the 10-digit number for the facility you have chosen.  (A faint black line will remain around the row of the facility you clicked on, assuming you have not clicked anywhere else on the screen since Step 2.)

5. Repeat Steps 3 and 4 for all facilities you wish to attach plan narratives to CAMEO.

6. Go to WINDOWS on the menu bar and choose CLOSE ALL WINDOWS from the list.

7. Go to FILE on the menu bar and choose EXIT; click on YES to exit CAMEO and return to your desktop.

8. Maximizing Windows Explorer, locate your word processor file(s) in the CAMEOWIN folder.

9. Click on a file name, wait a few seconds, then click on the file name again.  

ALERT!

If you do not wait long enough between clicks, your word processor may attempt to open the file.  Close it and your word processor and try again.

10. A box will appear around the file name.  You can now type to replace the existing file name.  Type the 10-digit record identification number for that facility (see Step 4).  Make sure to include the file extension your word processor normally uses (eg., Word file extension is “.doc”) in the name.

11. Repeat Step 10 for the rest of your off-site plan narratives.

12. Exit Windows.

1.6.2  SETTING UP THE HOOK

1. Start CAMEO.

2. Go to the FILE menu and choose FACILITIES from the list.

3. Highlight the facility name you want to hook the plan narrative to by clicking on it.  The “Facilities” dialog box for that facility will open.

4. Go to UTILITIES on the menu bar and choose HOOK from the list.  CAMEO will display the “External Program Hooks” dialog box. 

5. Click on the ADD button of the “External Program Hooks” dialog box.  

6. Type in the full path name of your word processor’s executable file, or use the BROWSE button to locate the file on your hard drive.

ALERT!

For Word 97 users, the executable file is called winword.exe.  Make sure the default is not, in fact, the office menu bar (msoffice.exe).

7. For Optional File Name Extension, type in the appropriate extension, including the period.

8. If your word processor is Windows based, click in the circle in front of WINDOWS to highlight it.

9. Click on the SAVE button when you are satisfied that you have completed the dialog box correctly.

10. The file path name to your word processor should now be listed in the “External Program Hooks” dialog box.

1.6.3  RUNNING THE HOOK

1. Start CAMEO if it is not running, go to the FILE menu and choose FACILITIES from the menu.

2. Locate the Facility Name from the list and click once on it.  Press enter to open the FACILITIES dialog box.

3. Go to the UTILITIES menu and choose HOOK from the list.

4. With your word processor’s file name path highlighted, click on the RUN button.

5. CAMEO opens your word processor.  If a file exists that matches the CAMEO record identifier, the word processor opens the correct file.

6. If the file does not exist, the word processor will display a message indicating that it cannot open the document; the file name it is seeking will be given.  Note this name.  Go to ___ to rename the word processor file correctly.

7. To switch back to CAMEO while keeping the word processor file open, press the Alt and Tab keys on your keyboard simultaneously.

8. Click on the CANCEL button on the “External Program Hooks” dialog box to continue working in CAMEO.

GLITCH ALERT!

Do not minimize the “External Program Hooks” dialog box.  There is no button to maximize it again.  If you accidentally minimized it you will have to press Ctrl-Alt-Del simultaneously, select CAMEO, and click on the END TASK BUTTON to re-boot.

9. To switch back to the word processor, press the Alt-Tab keys simultaneously.

10. When you are finished working on the current facility and wish to do another, you must close the word processor window  by clicking click on the “X” button (uppermost right) of the word processor window.

11. Locate the new facility (see Section 1.1.1) and go to UTILITIES on the menu bar and choose HOOK from the list.  CAMEO will display the “External Program Hooks” dialog box.

12. Click on the RUN button and repeat Steps 5-10. 
