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1.0 Problems and Solutions

The SWAMP Advisor expert knowledge system contains comprehensive information and
advice for preparing Quality Assurance Project Plans (QAPPs) that will meet all of
California’s Surface Water Ambient Monitoring Program’s (SWAMP) criteria. It uses
Java “applets” with your computer’s browser and information that “pops up” in your
browser. Therefore, your browser must be configured to accept “pop ups” and Java
programming (which is free) must be installed on your computer. Most common
problems are solved by employing solutions to these two requirements as described
below.

1.1 The Left Side of My Screen Appears Blank

Solution: Allow Java Applets to Function in Your Browser or Add Java if it is Not
Available.

If you do not see the opening text and menu of the expert system in the left panel then
your browser is not loading applets. These are under the control of your browser and you
will either need to load JAVA software or configure your browser to accept applets if you
already have Java. Follow the steps below:

1. Go to "Tools™ in your browser menu.
2. Select "Internet Options™ and when that menu comes up select the "Security" tab.
3. Select the "Custom Level™ button under your browser security tab.

4. Scroll down the various options until you reach "Microsoft VM" and under that will be
a heading "Java permissions."” If "Disable Java" is selected then the following error
message will appear in the left panel of your monitor: "The expert system would be
running here but your browser has Java Applets disabled or does not support Java
Applets.” If this is the case, then click on "Medium Safety” under "Java permissions.” If
you make a change to your browser be sure to then click on the "OK" button to activate
the change.

5. Next, scroll further down the Custom Level until, near the bottom, you reach



"Scripting of Java applets”. Make sure that this option is checked "Enable." If it is not,
then change the setting to "Enable.” If you make a change to your browser be sure to then
click on the "OK" button to activate the change.

6. After completing any changes necessary to the "Security - Custom" settings then select
the "Advanced" tab in the Tools main menu. Scroll half way down this list of options
until you come to those marked "Microsoft VM" and place a check in all three options:
"Java console enabled (requires restart), Java logging enabled, and JIT compiler for
virtual machines enabled (requires restart)." Then you must click on the "OK" button to
activate the change.

7. After making changes to your browser Tools, close any programs you have running
and restart your computer. You should check the Tools changes that you just made to
make certain that the changes you intended to make were indeed made. After verifying
these changes you should be ready to retry the Internet link to the expert system.

8. If the above checks did not result in the applets loading in your browser then you may
need to update your JAVA program. Here is how you do that:

Uninstall the old Java program. Depending on your install, there may be more
than one program to uninstall. For example you may have to uninstall the Java
Runtime and the Java SDK. If you have the Java SDK, do not uninstall anything
until you check with your system administrator. You uninstall programs by going
to "Control Panel™ on your computer and selecting "Add or Remove Programs.” If
Java is present you should see it listed in alphabetical order. If it is not present
then, of course, you can't uninstall it.

Next, go to http://java.com/

On the right hand side is an orange button labeled ‘Java Software Download'.
Select it. This brings you to a second screen with an orange bar that says "Begin
Download" and this will be an automatic download.

You do NOT have to purchase Java on a CD. Instead, look for the online
download. Make sure you get the one for your operating system - but that could
be automatically selected if you use the automatic install. The automatic install
will download and install everything automatically. The manual install requires
you to perform the install after you have performed the download. When it asks if
you want the Plug-In, be sure to checkmark the box next to Internet Explorer (IE).

If you are using a browser other than Microsoft Explorer 6.0 then you should make
similar checks and changes to the appropriate tools that involve applets in whatever
browser you are using.



1.2 Competed Reports Do Not Appear in My Browser

Solution: Deactivate Your Browser’s Pop Up Blocker

If you have Pop Up Blocker software installed (from commercial sources such as
Earthlink, AOL, etc.) you will need to access that software's instructions to deactivate it.
This is to enable the SWAMP server to send text reports for your QAPP to your
computer.

However, if your browser deactivates pop ups automatically then follow these steps:

1. Go to "Tools™ in your browser menu.

2. Select "Internet Options™ and when that menu comes up select the "Security" tab.

3. Select the "Custom Level™ button under your browser security tab.

4. Scroll down to the option involving pop up blocking and check the option that will
allow pop ups. This usually involves one or both of the following:

1 To turn off the Information Bar for file downloads, in the Downloads section of
the list, under Automatic prompting for file downloads, click Enable.

2 To turn off the Information Bar for ActiveX controls, in the ActiveX controls and

plug-ins section of the list, under Automatic prompting for ActiveX controls,
click Enable.

1.3 Completed Reports Appear for a Second and Then Disappear

Solution: Enable Downloads in Your Browser.

If you select the Save to Print option in the SWAMP Advisor and you see that a file
apparently pops up and then immediately disappears before you can do anything about it
then you probably have one of the "Download” options in the security settings of your
browser checked as 'disable.’

To check and correct this problem please follow these steps:

1. Go to "Tools" in your browser menu.

2. Select "Internet Options" and when that menu comes up select the "Security" tab.

3. Select the "Custom Level™ button under your browser security tab.

4. Scroll down the various options until you reach the menu item for "Downloads." There



are usually three sub menu items and all of them should be checked "Enable."

1.4 Completed Reports Can Not Be Viewed Until Saved

Solution: Save the Report to Disk or Use a Different Browser than IE 7.
Microsoft’s Internet Explorer Version 7 (IE 7) currently causes this problem.

Heightened security in IE 7 doesn’t allow documents sent from the California computer
server to be viewed without first saving them. When a report is sent to your browser you
should see three choices: "Find" "Save" and "Cancel."

Your only useful option is to select "Save" and then give your file a name with the
extension of RTF on the end (for example: 7-QAPP.rtf or 14-QAPP.rtf, etc.). You are
going to save your draft file anyway so this is a small inconvenience in that IE 7 does not
let you first view your file (and perhaps edit it if you wish) before you save it.

1.5 SWAMP Advisor Does Not Fit My Monitor’s Screen Size (Too
Big or Little)

Solution: Modify your Computer’s Monitor Resolution

The SWAMP Advisor is best viewed using a monitor where your screen resolution is set
to 1024 x 768 pixels. This is because there are two frames and they should occupy your
entire monitor's screen at the specified resolution in order to avoid excess scrolling. If
you have a lower resolution you will have to do a lot of scrolling to read all of the
information that is presented to you. Even with the recommended resolution you will
sometimes need to scroll but this is kept to a minimum.

You can easily change your screen resolution if you determine that this is a problem. And
it is just as easily changed back to your initial resolution, should you want that, after you
have finished using the software. The change should take you less than a minute to
perform by following the instructions below:

1. Go to your Control Panel (often linked under My Computer or under Start).

2. Click on Display Properties.

3. Click on the Settings Tab in the Display Properties dialog box.

4. Set the Screen Resolution to 1024 x 768 pixels (either by sliding the bar or clicking on
the right side of the Screen Resolution indicator).

5. Click on “Apply” or on “Okay” and the new screen resolution will be applied. You



may get a message asking you to confirm that you want to change the screen resolution
and, if so, click on “Yes”.

1.6 CoverPage.doc Does Not Start Appending

Solution: Re-save the file to the folder where your QAPP files reside.

The CoverPage.doc file that you download from the California server when you are ready
to prepare a Master QAPP document has a “macro’ that automatically finds and appends
all of the 21 individual document files from the SWAMP Advisor that you have saved.
However, sometimes when you shut down your computer and then restart it and activate
the CoverPage.doc file then the macro doesn’t find the files that it is supposed to append.

If this happens then re-save the file CoverPage.doc being careful to make sure that it is
re-saved to the folder where all of your individual QAPP document files are saved. This
simple operation should then enable the macro to correctly function and automatically
append all of the document files to make your Master QAPP file.

1.7 CoverPage.doc Stops Appending Before Finishing

Solution: Rename the Missing File or Find and Save It.

If the CoverPage.doc file starts to append your individual QAPP files to make a Master
QAPP file and suddenly stops and displays an error message then it can’t find a file that
is needed to complete the Master QAPP document.

The error message that will pop up on your screen displays:

“Run-time error *5174’:

This file could not be found.

(Missing Filename appears in parenthesis at the bottom of the message)
A missing file may be caused either because it is not present in the folder where you
saved the file CoverPage.doc or because it has been named incorrectly. Incorrect file
names are usually the result of a typing error during the saving of the fie or, perhaps, the
last three letters are in caps (i.e., Xx-QAPP.RTF instead of x-QAPP.rtf).
In any event, the error is usually able to be quickly found and corrected because the error
message shows you which file name is causing the problem.

2.0 Background — Expert Systems and the SWAMP Advisor

Expert knowledge systems are computer programs will give a human expert’s advice



with a particular topic. Thus, they emulate a human expert’s decision-making process in a
particular domain of knowledge. Thousands of expert knowledge systems have been
developed around the world for assistance over a wide range of topics and subjects.
Expert systems often have dual uses as they assist in the training of individuals in a
particular subject, and they also offer fast, effective on-the-spot advice in the form of
easy to answer questions.

Writing Quality Assurance Project Plans (QAPPS) for environmental monitoring projects
requires highly technical training and specialized knowledge. For example, monitoring
projects may require knowledge that involves:

1

Sampling — determining whether to collect representative samples or judgmental
samples (perhaps reflecting “worst” or “best” conditions at a site and knowing
that the answer depends on the question(s) that the project is designed to answer.

Sample Containers — correctly selecting the right container(s) for different types
of contaminants (organic, inorganic, volatile compounds, compounds sensitive to
light, etc.) each of which require different kinds of containers (glass, plastic, etc.).

Sample Preparation — knowing how to correctly preserve samples, if necessary.
When to preserve samples and when not to? How to correctly store samples and
how long can they be stored?

Analytical Methods — answering questions such as how sensitive, how precise,
how selective (detecting a specific analyte or class in the presence of others
perhaps at higher concentrations), and how good does the analyte recovery need
to be?

Quality Control Samples — determining which quality control (QC) samples will
be necessary to provide answers on the quality of the data that will be collected.
For example, are QC samples necessary to differentiate between sample
contamination, and procedural errors, to calculate confidence levels for DQOs, to
measure bias from incomplete recovery, to measure imprecision, etc.

The above are some of the many interrelated components of QAPPs that directly or
indirectly affect each other. These are illustrated in Figure 2.1.
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Figure 2.1 - Relationships of Key Components of a Typical QAPP

The purpose of the SWAMP Advisor is to help users to write QAPPs in a shorter amount
of time and that will be acceptable the first time they are submitted for review. In
addition, another objective is to teach users why they are being requested to provide
certain information as well as being instructed how best to provide it.

Using the SWAMP Advisor to help write QAPPs will result in more scientifically rigorous
documents that will save Water Board staff time because they will be done correctly the
first time and not have to be rewritten and then reviewed again. Also, by causing the
users to think about why they are doing certain things (such as selecting analytical
methods) better alternatives may result instead of simply proposing doing the analyses by
rote and using the same methods that may have been used in the past with no other
considerations.

3.0 SWAMP Advisor Navigation and Use

In this section the important features that relate to the quick and easy navigation of the
expert system are summarized.

3.1 SWAMP Advisor Layout

When you start the SWAMP Advisor you will see a screen with two “frames,” as in
Figure 3.1 below. The expert system (which asks questions and provides answers and
advice) is in the left hand frame. In the frame on the right side is an “Explanation Screen”
in which additional information is provided. This additional information may include
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information about the question being asked or it may provide links to additional pages of
information, reports, figures and tables, and even other web sites. The explanation
screens automatically change depending on the content in the left hand side frame.

| Expert System Side | | E xp lanation Sid e

Text with a question at the top. Texi w il more in-dep i

explanations, exam ples,

* Select Answer #1 and advice.

e Select Answer #2
Links to m ore
information.

e Select Answer #3

-
e [ [Fesrt |
N aviga tion /-'

Buttons

Links to Advice

to
ex am ples to
copy and p aste.

Figure 3.1 - SWAMP Advisor Dual Screen Diagram

Click the bar labeled “Yes, I’m ready to enter the SWAMP Advisor” to start the program.
The first question asked is which Group of Elements you wish to work with. There are 24
“Elements” (or “sections”) to be completed in order to have a SWAMP-Comparable
QAPP and these are organized into three major groups:

1 Group A Elements (Numbers 1 - 9) involve ‘administrative functions’
2 Group B Elements (Numbers 10 — 19) involve data generation and acquisition.
3 Group C & D Elements (Numbers 20 — 24) involve data assessment.

These element groupings and topics follow U.S. EPA’s format. Note, however, that the
SWAMP Advisor combines questions involving Elements 15, 16, and 17 into one menu
selection. This is because of the interrelated nature of the questions and the information
being gathered. However, your answers are correctly placed in the individual sections of
the QAPP document where they reside (i.e., Sections 15, 16, and 17 respectively).

Also be advised that the SWAMP Advisor automatically produces comma-delimited
tables for Elements 12, 13, 14 and 16 at the same time that it produces tables 7.1 and
7.2 in Element 7. This is because the data that is provided from SWAMP QAMP
documents for the analytes that you select is also used in these other element documents.
Since some users may not always complete these other element documents during the
same session that the Element 7 document is produced, these extra tables are generated at
the end of the document file for Element 7. The disadvantage is that you must then copy
and paste them into their respective element documents (where there are notes to remind
you where the appropriate tables go). However, the advantage is that you do not have to
answer the same questions over and over again for each of the other elements in order to
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have the SWAMP Advisor automatically find the appropriate data and generate the tables
that you need.

3.2 SWAMP Advisor Navigation

The SWAMP Advisor is a menu-driven program and throughout it you will be able to
navigate among various elements using menu selections. There are two types of buttons:

1 When a question is asked with a round “radio button” next to the possible
selections (for example, like the bullet used with this paragraph), then you may
select only one of the available choices.

When a question is asked with square “check boxes” next to the possible
selections (for example, like the illustration used with this paragraph) then you
may select more than one choice (even all of them if you wish).

Note also that there are three “navigation bars” in each and every left_side frame. These
will appear in all screens of the expert system in the left frame.

1 The “OK” button will advance you to the next question or answer.
2 The “Back” button will return you to the previous screen.
3 The “Restart” button will exit the current use of the program and restart it.

Once you make a menu selection you proceed forward, answering questions with buttons
and receiving advice and information from the expert system (left side frame) and the
associated Explanation Screens (those in the right side frame). You may also go back and
change your selections using the “Back” button at any time.

3.3 Color Coded Title Bars

As you progress through various elements and sub-elements you realize that developing a
QAPP is a complex process with many different levels. In order to help users keep
perspective of where they are in the process, Color Coded Title Bars have been added to
each question asked. These are illustrated in Figure 3.2.
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Group A Elements: Project Management

Element 6 - Project/'Task Description
Section 6.1 - Work Statement and Produced Products

6.1.3.1 - Please list any other reports that will be generated by your project.

Figure 3.2 - lllustration of Title Bars in the Left Frame Questions.

The top title bar shows the “Group” in which you are working. Groups A, B, C, and D
each have “Top Level” title bars.

Each “Element” has a color coded title bar — these are the second level bars directly under
the top level title bar.

When there are “Sub-elements” (for example, Element 6.1, 6.2, 6.3, etc.) these appear as
third level bars directly under the relevant second level “Element” title bar. Furthermore,
although different background colors are used to highlight differences between the third
and second level bars, the same text color is used in the third level bar and its associated
second level Element Title to emphasize their relationships to each other.

3.4 Multiple Planes of Information

The SWAMP Advisor is developed using the concept of multiple planes of information.
These are illustrated in Figure 3.3.
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Figure 3.3 - Three Planes of Information in the SWAMP Advisor

At the highest level (“Executive Plane”) you can cruse through the questions and receive
rapid short answers and advice.

More information is provided at the second level (the “Educational Plane”) which is
always located in the “Explanation Screen” in the right frame. Educational information
usually focuses on the “What, Where, When, Why, and How” aspects of a given question
or answer.

A third level, reached from links through either the left or right frame is called the
“Research Plane” and it typically contains reports, documents (for example, table formats
or slides) and links to other Internet sites (for example, EPA or California web sites).

“Pop-up” definitions and comments are also provided for selected acronyms and
technical words used in the Explanation Screen. These are always formatted using red
underlined type to distinguish them from the usual links (formatted in blue underlined
type) to other information, documents, or web sites. These designations are emphasized
in the very first Explanation Screen that appears when the SWAMP Advisor is booted up.

4.0 Preparing Your Final QAPP

The SWAMP Advisor has a cover page file named “CoverPage.doc” that you may
download from either the opening page right side screen or one of the final screens in
Element 24. If you have prepared, saved, and correctly named each of the document files
from all of the elements in the SWAMP Advisor then this file will automatically append
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all of them in the correct order for a Master QAPP document.

4.1 Numbering QAPP Files

The SWAMP Advisor sends document files to your computer’s browser in “Rich Text
Format” (RTF). In order to easily manage the text of each file they should be named in an
easily remembered and consistent format. And, since the macro in the “CoverPage.doc”
file searches for and appends files in the correct sequence, they must be named correctly.
Each file is named using the Element number followed by “-QAPP.rtf” for consistency.

For example, the filename for Element 3 is, “3-QAPP.rtf” and that for Element 4
is, “4-QAPP.rtf”.

Table 4.1 - Correct Naming Format for All Element QAPP Files

1-QAPP.rtf 9-QAPP.Itf 18-QAPP.rtf
3-QAPP.itf 10-QAPP.tf 19-QAPP..rtf
4-QAPP.rtf 11-QAPP..ritf 20-QAPP.rtf
5-QAPP.rtf 12-QAPP..rtf 21-QAPP.rtf
6-QAPP.rtf 13-QAPP.rtf 22-QAPP.rtf
7-QAPP.rtf 14-QAPP.rtf 23-QAPP.rtf
8-QAPP.Itf 151617-QAPP.rtf 24-QAPP.rtf

There are only two exceptions as shown above in Table 4.1:

1. There is no file for Element 2, Table of Contents. The heading “2.0 Table of Contents”
is at the bottom of the Element 1 document file because there are no questions associated
with the Table of Contents — it is simply an automatic procedure.

2. The SWAMP Advisor combines questions involving Elements 15, 16, and 17 into one
menu selection (see Section 3.1) because of the interrelated nature of the questions and
the information being gathered. Therefore, this file is named, “151617-QAPP.rtf.

4.2 Previewing Draft Text

As you go through each element, those in which the SWAMP Advisor develops key text
from your input will automatically be presented to you with a preview of the draft
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product. In some cases this will be shown to you at the end of your work with an element
and in other cases, where elements are more complex and contain sub-elements, a
preview of the sub-element you just finished will be shown to you. An example of this
latter situation is with a preview of your answers with the Bioassay Section questions of
Element 6, Section 1.

In previewing the draft text please note that this format is not as flexible as the text
formats in the QAPP document files. Therefore, you may sometimes note extra text
headings that is not relevant to your answers — this will not appear in your QAPP
document files. In the future the preview format may be changed to reflect the “What you
see is what you get” concept but, for now, the current preview format is less expensive.

After reviewing the draft text if you want to change any of your answers then simply use
the “back” button to go back to the question where the change is to be made, change
your answer and then go back to the end again.

Going back to the end of a section again can be quite fast because all you have to
do is click on the “OK” button — if you didn’t change anything then you’ll see that
your previous answer is still present in the system and you simply go on back to
the end.

Again your draft text will be presented for review and you should note the change in it

that your revision(s) to the question(s) resulted in.

4.3 Saving Draft Text for Printing and Appending to the QAPP

After you have reviewed and accepted the draft text, as explained above, you will be
asked if you wish to save it in a Rich Text Format (RTF). If you select “No.” then you
will simply go on to the next question.

If you select “Yes” then the QAPP document file will be sent to your browser for review
and/or saving. This file will open in a new window in your browser.

You MUST rename this file and save it to your computer. You may save it to a hard
drive or a floppy diskette, or even a read-write CD-ROM - it is your choice.

HINT: itis best to start a new folder with the name of your QAPP or project

prior to saving any files. If you save your files to a floppy diskette then this

probably isn’t necessary, assuming that you have no other files on the diskette.
Because you will be appending each saved file to your Master QAPP in numerical order
by Element Number and using a macro, you must name each file correctly. The correct
format for file names is provided in Section 4.1 and all file names are listed in Table 1.

Follow the directions below:
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1. Click on “File” in the Toolbar of the RTF document.
2. Choose the “Save As” option.

3. At the bottom of the “Save As” dialog box is a selection identified as “Save As
Type” with a drop down menu of choices. Select the choice “Rich Text Format
(*.rtf)” by clicking on that selection.

4. Type in the new file name using the Element Number and “-QAPP.” You also
include the path in the name if it is not already present and correct.

For example, if you are saving to a floppy diskette (typically Drive A)
then the path for Element 6, Section 4 would typically be:

A:/6-QAPP.rtf

If you were saving it to a folder named MyProjectQAPP on your hard
drive C:, then the path and name would be:

C:/MyProjectQAPP/6-QAPP.rtf

4.4 Reformatting Tables in Saved Text Files

All tables in Rich Text Format files are in a “comma-delimited” format. An example is
shown below:

Analyte, Method Type/Principle, Detection Limit, Precision
Arsenic, Flame Atomic Absorption, 100 ug/L, 20%
Cadmium, ICP-Atomic Emission, 1 ug/L, 10%

Lead, Graphite Furnace Atomic Absorption, 60 ug/L, 15%

To convert a comma-delimited format to a regular table format follow these instructions:

Highlight the comma-delimited data (including column headings)
On the toolbar menu click on “Table”

In the Table Menu click on “Convert”

In the Convert options click on “Text to Table”

The instant result shown as Table 2 below:

SAEIE R
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Table 4.2 - Example of a Text to Table Conversion

Method IDetection Limit [Precision
Type/Principle

Llilame Atomic [100 ug/L 20%

Analyte

Arsenic
bsorption

[Cadmium “ICP-Atomic 1 ug/L 10%

Emission
Eraphite 160 ug/L 15%

|Lead
Furnace Atomic
bsorption

Using MS Word you may then convert the basic table to whatever format headings and
body that you prefer.

4.5 Appending Files to Build a Master QAPP

A “Master QAPP” will automatically be constructed for you from a “macro” that has
been imbedded in the file named “CoverPage.doc” that is downloaded from the SWAMP
Advisor web site. The link to download the CoverPage.doc file is in the right side frame
of the opening screen of the SWAMP Advisor and also in the right side frame of one of
the last questions in Element 24. When you click on this link you should save this file to
the same folder in which all of your document files from each element were saved.

Follow the instructions below:
= Your QAPP folder will contain 21 files all ending in “-QAPP.rtf”

= After all files are present then you download the Cover Page.

1. Download link is in the right side panel of the SWAMP Advisor opening page
and also in the last right side panel of the last “element” (Element 24).

1. Save the cover page to your QAPP folder. It has a macro that will
automatically find and append each of the 21 files in the correct order and
then to automatically prepare the table of contents.

1. Go to the bottom of the page and press the “Alt” and letter “a” keys (Alt + A)

to activate the macro.
2. Complete all final edits and formatting (including changing comma-delimited
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tables into regular table format), rename and save the file, and print it.

If there are any problems then refer to Sections 1.5 or 1.6 for solutions to all known
problems that could happen.

4.6 Building a Table of Contents

When the macro described in Section 3.5 has competed building your Master QAPP
document then it automatically also builds your Table of Contents in Section 2.0.
Therefore, you should not have to do anything to prepare your Table of Contents.

However, if you need to modify sections of your QAPP (for example, adding or deleting
sections) then follow the instructions below to manually build a Table of Contents.

1. Move your cursor to a blank line below “Section 2.0 — Table of Contents.”
2. Click on “Insert” from the toolbar.

3. Select “Reference” from the drop down menu.

4. In the selection box from “Reference” select “Index and Tables.”

5. Next, select “Table of Contents” from the menu tab and review the options available
to you. Select those that are applicable and that you wish to use. The headings used for
the element files include Headings 1, 2 and 3 plus Heading 4 for Table Names.

6. As soon as you click on the “Okay” button a new Table of Contents will instantly and
automatically be generated below your cursor.

5.0 Instructions for Preparing Element Documents

The SWAMP Advisor is an expert knowledge system that uses “decision trees” to
provide appropriate answers and advice for your QAPP document files. There are many
different technical approaches to any given project. For example, one project may require
field analyses involving temperature, specific conductivity and selected nutrient analytes
for water quality monitoring while another may require laboratory analyses of PCBs, lead
and arsenic. Perhaps a third project may require both field and laboratory analyses.
Therefore, in these examples, the three QAPPSs being prepared would each need different
information in the elements that describe problem definition (Element 5), project / task
description (Element 6), quality objectives and criteria for measurement data (Element 7),
sample processing design (Element 10), sampling methods (Element 11), sample
handling and custody (Element 12), analytical methods (Element 13), and quality control
(Element 14) among others. Figure 5.1 illustrates this concept.
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How an Expert Knowledge System Works

User Follows a Decision Tree Path to the Correct Answer

Yes -« o T

No
Q2A / A Decision \‘ Q2B
| Tree
A2 answers B2 answers ‘
T | | [ T

Q3 A Q3B

A3 answers \ B3 answers
Yes No
’7

Surfoce Woter

Result: Get to right answer rapidly & skip all extraneous information. nees vesiorisg

Figure 5.1. Conceptual Diagram of a Decision Tree

Obviously, it is not feasible to discuss all possible branches of every decision tree
because there would be thousands of possibilities. Therefore, in the illustrations used for
the instructions provided with each element below, what could be a “typical” scenario is
arbitrarily selected. You may choose to follow a different path for your needs but the
choices selected for illustrating the use of each element’s decision tree path will cover the
basic concepts that you will encounter.

5.1 Element 1 — Title and Approval Page Information

5.1.1 - Content Checklist for Element 1

In order to complete the Title Page, you will need the following information:

The title of your project,

Your proposal number,

The date of your QAPP,

The name of the organization responsible for drafting and executing the plan,
The name of the applicant organization’s project manager,

The name of the applicant organization’s quality assurance officer,

The names of any other people in the applicant organization’s signature table,
The name of the California State Water Control Board’s contract manager,
The name of the California State Water Control Board’s quality assurance officer,
and

e The names of any other people in grant organizations signature table.
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5.1.2 - Instructions for Element 1

Remember, you can not use any commas when entering information that will be used to
build a comma-delimited table in this element.

The first question (1.1a) asks you to enter the name of your project. Type your project
name in the space provided in the left side screen and click on the “OK” button.

Note: A concise title can convey a great deal of information about the scope and intent of
your project with just a few words. It can also help guide people looking for similar
information towards your work.

Question 1.1b asks you to enter the proposal number for your project. This may be
assigned by the funding organization or by your organization but it is a unique number
used to track proposal submissions. Enter the number in the space provided in the left
side screen and click on the “OK” button.

Question 1.1c asks you to enter the date of this QAPP. You may enter today’s date or a
date in the future in which you plan to submit the QAPP. This date can easily be edited, if
needed, on the date that you actually do submit the QAPP. Enter the date in the space
provided in the left side screen and click on the “OK” button.

Question 1.1d asks you to enter your organization’s name. Enter the name in the space
provided in the left side screen and click on the “OK” button.

Question 1.2a asks you to enter the name of the project manager. Enter the name in the
space provided in the left side screen and click on the “OK” button.

Question 1.2b asks you to enter the name of the quality assurance officer. Enter the name
in the space provided in the left side screen and click on the “OK” button.

The project manager and quality assurance officer questions provide the minimum
required information required for a signature table from the applicant
organization. However, you may wish to add additional people to this signature
table. If so, then select “Yes” to the additional signature question 1.2c and you
will be asked to enter the next person’s name and title in the spaces provided.
Additionally, you may opt to add a fourth person’s name and title to the
organization’s signature table by repeating the same process. However, we will
stop with question 1.2b (entering the name of the quality assurance officer).

Having selected “No” to the addition of more people to the signature table in question
1.2c, the next question (1.2d) asks you to enter the name of the funding agency’s contract
manager. This will be a person from the California State Water Resources Board. Enter
the name in the space provided in the left side screen and click on the “OK” button.

Question 1.2e asks you to enter the name of the funding agency’s quality assurance
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officer. This will be a person from the California State Water Resources Board. Enter the
name in the space provided in the left side screen and click on the “OK” button.

The contract manager and quality assurance officer questions provide the
minimum required information required for a signature table from the California
State Water Resources Board. However, you may wish to add additional people to
this signature table. If so, then select “Yes” to the additional signature question
1.2f and you will be asked to enter the next person’s name and title in the spaces
provided. Additionally, you may opt to add a fourth person’s name and title to the
California State Water Resources Board’s signature table by repeating the same
process. However, we will stop with question 1.2e (entering the name of the
quality assurance officer).

Once you have selected “No” to the choice in question 2e (or alternatively, have
continued to add one or two other people to the signature table) then a draft of your
answers will immediately be presented in the left side panel for your review. If you did
not select any optional additional people to add to the tables then you will note a series of
commas in the lines following the signature names and titles. Ignore these commas
because they represent “holding spaces” for a comma-delimited table that could include
more people; your Element 1 QAPP text document will not show these extra commas. In
the future, if desired, a more advanced display of answers that exactly mimics the actual
text documents produced could replace the current display.

Click on the “OK” button when you are finished reviewing the displayed draft
information.

The next question asks if you want to save the draft text that you just reviewed to a “Rich
Text Format” (RTF) file. Select “Yes” and click on the “OK” button. As soon as you
click the “OK” button the SWAMP Advisor will compile your answers into a correctly
formatted document for Element 1 and send it to your browser. If you do not see this
happen then check Section 1.1 for solutions to the problem. Possible problems include
your browser not having the tool bar options tab checked to download documents, a pop-
up blocker not being deactivated, a security system such as in Internet Explorer’s Version
7 blocking the file from view, etc.

Click on the “File” tab in the MS Word file, select “Save As” and name this file, *1-
QAPP.rtf” so that it will be saved to the file folder that you have created for your QAPP
files.

After the file has been saved then page down to where you see the instructions:

G Begin Highlighting Table for Formatting Below This Line ------------ >
and
S End Highlighting Table for Formatting Above This Line --------------- >
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for the Organization’s Signature Table.

Highlight the text between the two instructions as indicated.
Hint: if you highlight from the bottom right of the text area to the top left of the
text area then you will avoid including an extra space at the bottom right in your
highlighted area. If you do have an extra space in the bottom right highlighted
area then it may sometimes cause an extra empty row to appear in your formatted
table.

After highlighting the text that will be in the table, then click on “Table” in your MS
Word toolbar.

Next, select “Convert” from the drop down menu.

Next select “Text to Table” from the sub-menu.

If you highlighted the table text correctly then you will see a correctly completed
“Convert Text to Table” box in which the bottom row information has “Separate text at”

with the “Commas” button selected.

Click on the “OK” button and the comma-delimited text will instantly be converted to a
“regular” table format.

Repeat this process for the second table for California State Water Resource Board.

After the two tables have been formatted to regular table format then delete the arrows
with instructions above and below each table.

This completes the work with Element 1.
Note that heading “2.0 — Table of Contents’ is located at the bottom of this page. It is a
placeholder for the Table of Contents which is automatically prepared from a “macro” in

the “CoverPage.doc” file and nothing needs to be done with it.

5.2 Element 2 — Table of Content Information

5.2.1 - Content Checklist for Element 2

In order to complete the Table of Contents, you will need the following information:

e All 21 element document files correctly named and saved in the folder where the file
named “CoverPage.doc” is located.
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e The downloaded and saved file named “CoverPage.doc” in the same folder where all
21 completed and correctly named document files have been saved.

5.2.2 - Instructions for Element 2

The Table of Contents for Element 2 will automatically be completed from a “macro”
that is embedded in the file named “CoverPage.doc”

After CoverPage.doc has been downloaded from the folder where all 21 correctly named
QAPP documents have been saved then open it and place your cursor at the bottom of the
page where the instructions on that page indicate.

With your cursor in place at the bottom of the page, simultaneously press the “Alt” and
the letter “a” keys (Alt + a ). This action will activate the macro which, in turn, will
automatically add each of the 21 QAPP document files in the correct order. Next, the
macro will automatically prepare the Table of Contents under the “2.0 Table of Contents”
heading.

Once the Table of Contents has finished its work then save the file and, if you wish,
rename the file.

5.3 Element 3 — Distribution List Information

5.3.1 - Content Checklist for Element 3

In order to complete this list, you will need the following information:

e The name, title, organization, and telephone number of each QAPP recipient.

e The above information for the following people: Contractor Program Manager,
Contractor Quality Assurance Officer, the California State Water Resources
Board Contract Manager, and the California State Water Resources Board Quality
Assurance Officer. Note that these four people’s information is also required in
Element 1.

The following list is not mandatory; it is a list of potential people who also may logically
be included in your distribution list if you wish.

Laboratory / Field Team Director
Laboratory / Field Team QA Officer
Data Processors / Reviewers
Statisticians / Modelers

Contractors / Subcontractors
Regulators
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5.3.2 - Instructions for Element 3

The first screen of this element provides background information. You may click on the
links in the right side screen to see an example of a distribution table and to get advice on
the content of this table. Click the “OK” button to proceed to the first question.
Remember, you can not use any commas when entering information that will be used to
build a comma-delimited table in this element.

The contractor’s program manager name is the first required information. Enter that
person’s name in the space provided in the left side screen Number 3.1 and click on the
“OK” button.

The next questions ask for the telephone number and a unique QAPP copy number for
the program manager. Enter each of these pieces of information in the space provided in
the left side screen and click on the “OK” button. A unigue copy number is assigned to
each QAPP that is distributed so that they can be tracked.

The contractor’s quality assurance officer is the second required information. . Enter that
person’s name in the space provided in the left side screen Number 3.2 and click on the
“OK” button.

The next questions ask for the telephone number and a unique QAPP copy number for
the quality assurance officer. Enter each of these pieces of information in the space
provided in the left side screen and click on the “OK” button.

The California State Water Resources Board contract manager is the third required
information. . Enter that person’s name in the space provided in the left side screen
Number 3.3 and click on the “OK” button.

The next questions ask for the telephone number and a unique QAPP copy number for
the contract manager. Enter each of these pieces of information in the space provided in
the left side screen and click on the “OK” button.

The California State Water Resources Board quality assurance officer is the fourth
required information. . Enter that person’s name in the space provided in the left side
screen Number 3.4 and click on the “OK” button.

The next questions ask for the telephone number and a unique QAPP copy number for
the Board’s quality assurance officer. Enter each of these pieces of information in the
space provided in the left side screen and click on the “OK” button.

The next question asks if there are additional people that you want to add to your

distribution list table. If there are others then select “Yes” and you will be asked to enter
their title, name, phone number, and a unique QAPP copy number respectively. You may
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also go through the procedure again to add a second (and last) optional person to the
distribution list for a total of 4 required names and 2 optional names. The sixth person is
the last who can be added using the SWAMP Advisor to build this particular table. If
additional people are desired then it is easier to simply add rows to the existing table and
enter the information for them.

Once you have finished adding information to your table then a draft of your answers will
immediately be presented in the left side panel for your review. If you did not select any
optional additional people to add to the tables then you will note a series of commas in
the lines at the bottom of the comma-delimited table. Ignore these commas because they
represent “holding spaces” for a comma-delimited table that could include more people;
your QAPP text document will not show these extra commas. In the future, if desired, a
more advanced display of answers that exactly mimics the actual text documents
produced could replace the current display.

Click on the “OK” button when you are finished reviewing the displayed draft
information.

When you have completed reviewing the displayed draft information then the next
question asks if you want to save the draft text that you just reviewed to a “Rich Text
Format” (RTF) file. Select “Yes” and click on the “OK” button. As soon as you click the
“OK” button the SWAMP Advisor will compile your answers into a correctly formatted
document for Element 3 and send it to your browser. If you do not see this happen then
check Section 1.1 for solutions to the problem. Possible problems include your browser
not having the tool bar options tab checked to download documents, a pop-up blocker not
being deactivated, a security system such as in Internet Explorer’s Version 7 blocking the
file from view, etc.

Click on the “File” tab in the MS Word file, select “Save As” and name this file, “3-
QAPP.rtf” so that it will be saved to the file folder that you have created for your QAPP
files.

After the file has been saved then page down to where you see the instructions:

Sommmmmmmmmmeee Begin Highlighting Table for Formatting Below This Line ------------ >
and
S End Highlighting Table for Formatting Above This Line --------------- >

for the Distribution Table.
Highlight the text between the two instructions as indicated.

Hint: if you highlight from the bottom right of the text area to the top left of the
text area then you will avoid including an extra space at the bottom right in your
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highlighted area. If you do have an extra space in the bottom right highlighted
area then it may sometimes cause an extra empty row to appear in your formatted
table.

After highlighting the text that will be in the table, then click on “Table” in your MS
Word toolbar.

Next, select “Convert” from the drop down menu.
Next select “Text to Table” from the sub-menu.

If you highlighted the table text correctly then you will see a correctly completed
“Convert Text to Table” box in which the bottom row information has “Separate text at”
with the “Commas” button selected.

Click on the “OK” button and the comma-delimited text will instantly be converted to a
“regular” table format.

After the table has been formatted to regular table format then delete the arrows with
instructions above and below each table.

This completes the work with Element 3.

5.4 Element 4 — Project / Task Organization List Information

5.4.1 - Content Checklist for Element 4

In order to complete this list, you will need the following information:

e The name, organization affiliation, title and contact information (e.g., phone
number, fax number and e-mail address) for each person that has a lead role in the
project.

The following list is not mandatory; it is a list of potential people who also may logically
be included in your project / organization list if you wish.

State or Regional Board Project Manager

State or Regional Board Quality Assurance (QA) Program Manager
State Grant Applicant Manager

Grant Applicant's QA Program Manager

Grant Applicant's Laboratory Director

Grant Applicant's Laboratory/Field QA Officer

Grant Applicant's Field Activities Director

Grant Applicant's Data Management Director
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e Grant Applicant's Sub-contractors

5.4.2 - Instructions for Element 4

The first screen of this element provides background information. You may click on the
links in the right side screen to see an example of a project organization table and to get
advice on the content of this table. Click the “OK” button to proceed to the first question.

The first question asks you to briefly describe the proposed organization for your project.
You may already have this information in your Monitoring Plan and, if so, just copy and
paste it. Otherwise, provide the requested information in paragraph form. An example
from the Sycamore Creek Monitoring Plan shows the kind of information that should be
included (this is not an actual plan but, rather, an example prepared by SWAMP staff).

Question 4.1.1 asks for the name of the first person you want in your table. Enter the
information in the space provided in the left side screen and click on the “OK” button.
Remember, you can not use any commas when entering information that will be used to
build a comma-delimited table in this element.

Question 4.1.2 asks for the organizational affiliation of the first person. Enter the
information in the space provided in the left side screen and click on the “OK” button.

Question Number 4.1.3 asks for the title of the first person. Enter the information in the
space provided in the left side screen and click on the “OK” button.

Question 4.1.4 asks for contact information for the first person. . Enter the information in
the space provided in the left side screen and click on the “OK” button.

Repeat this process to add information for two additional people. After information for
the first three people have been added the next question (4.4) asks if you want to add
information for an additional person. If you do, then repeat the process above
(remembering not to use any commas).

After information for the fourth person has been added the next question (4.5) asks if you
want to add information for an additional person. If you do, then repeat the process
above, otherwise select “No” and click on the “OK” key. This is the last person’s
information that can be added using the SWAMP Advisor to build this particular table. If
additional people are desired then it is easier to simply add rows to the existing table and
enter the information for them.

Question 4.3.5 asks you to describe the duties of the key personnel that you have
included in your table. You may copy this information from your Monitoring Plan if it is
available or else provide it in paragraph form. A brief example that shows the kind of
information that should be included appears in the right side screen. You may copy and
modify this to fit your project needs if you wish, remembering that duties of the key
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personnel in your table should be described.

Section 4.2 of this QAPP document requires a description of the quality assurance
officer’s role. Please enter that information in the space provided in the left side screen of
question 4.2 and click on the “OK” button. A brief example that shows the kind of
information that should be included appears in the right side screen. You may copy and
modify this to fit your project needs if you wish.

Section 4.3 of this QAPP document requires a description of the person or persons
responsible for updating the QAPP. Please enter that information in the space provided in
the left side screen of question 4.3 and click on the “OK” button. A brief example that
shows the kind of information that should be included appears in the right side screen.
You may copy and modify this to fit your project needs if you wish.

Once you have finished adding information to Section 4.3 then a draft of your answers
will immediately be presented in the left side panel for your review. If you did not select
any optional additional people to add to the tables then you will note a series of commas
in the lines at the bottom of the comma-delimited table. Ignore these commas because
they represent “holding spaces” for a comma-delimited table that could include more
people; your QAPP text document will not show these extra commas. In the future, if
desired, a more advanced display of answers that exactly mimics the actual text
documents produced could replace the current display.

Click on the “OK” button when you are finished reviewing the displayed draft
information.

When you have completed your review of the displayed draft information then the next
question asks if you want to save the draft text that you just reviewed to a “Rich Text
Format” (RTF) file. Select “Yes” and click on the “OK” button. As soon as you click the
“OK” button the SWAMP Advisor will compile your answers in