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INTRODUCTION 
The latest version of the Automated Data Management (ADM) application was developed by staff in the DEP Office of 
Technology and Information Services (OTIS).  The current version of ADM was developed on a web based platform that 
supports Oracle Forms version 12.6. 

 

LOGON SCREEN & WEB BROWSER 
Internet Explorer is the recommended web browser for using the ADM application.  The application can be accessed at 
the following website: http://depapps.dep.state.fl.us:7777.   

LOGON SCREEN: 

Visiting this website will open a Java window (Figure 1).  Place a checkmark in the box next to “Do not show this again 
for apps from the publisher and location above" and then click the Run button. 

NOTE: An up-to-date copy of Java must be running on your computer.  DEP employees may need to contact the DEP 
Service Desk to have Java updated on their computers. 

 

Figure 1. Screenshot of Java window and dialog box. 

 
After Java loads, a logon screen will appear in the Java window, and the web browser will contain a large dark gray box 
(Figure 2).  The web browser window must remain open when using the ADM application, even though many tasks will 
be performed in the Java window.  Additional web browser instructions will be mentioned later in this section of the 
manual. 
 
  

http://depapps.dep.state.fl.us:7777/
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LOGON EXAMPLE: 

Username: Your DEP user ID (e.g. Doe_J). 

Password:  Password is initially given by the Administrator.  User will be prompted to change their password after the 
first logon.  Users must contact the DEP Service Desk to reset their password if it is forgotten.  

Database: ORAPROD 

Click the Connect button to complete the logon. 

 

Figure 2. Screenshot of logon screen. 
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After completing the information requested on the logon screen, the DEP Enterprise Applications start page will open in 
the Java window.  Click the Adm-Automated Data Management link in the upper left corner of the screen (Figure 3). 

The Java window (  icon on Windows taskbar) will then display the start page of the ADM application (Figure 
4).   

NOTE:  The web browser (  icon on Windows taskbar) will continue to display a large gray box.  Do not close 
the web browser window.  If the web browser window is closed, you session will be terminated and you will have to 
repeat the logon process.  

 

Figure 3. Screenshot of main DEP Enterprise Applications page.  The “Adm-Automated Data Management” link is circled 
in red in the upper left corner of the screen. 
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Figure 4. Screenshot of start page for ADM application. 
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SEARCHING FOR PROJECT INFORMATION 
To locate information about a specific project, enter the project name (e.g. “Z4LL1504”) into the search box located near 
the upper left corner of the Java window (Figure 5).  If the provisional data for the project has been completed by the 
Data Manager, the data will be retrievable.  The Data Manager will notify the Project Manager by email when the 
provisional data for new projects are complete and available for retrieval and review.  

 

 

Figure 5. Screenshot of start page for ADM application. Project search box is circled in red in the upper left corner of the 
screen. 

 



Page 8 of 28 

 

SAVING & PRINTING REPORTS 
ADM is capable of producing a variety of reports for individual projects.  The format for each type of report is preset and 
cannot be altered by the user.  Below is a list of the reports that are available, along with their respective file types.  
Instructions are also provided for Project Managers who will be responsible for saving reports on DEP network drives as 
specified in the Watershed Monitoring Data Management Protocols.  More information about each of the individual 
reports will be provided later in the manual. 

1. The following reports will be saved as tab-delimited text files (.txt) and emailed to the ADM user.  The email sender 
will be listed as a no-reply email address.  Project Managers requesting these reports should save them to the DEP 
network drive at \\FLDEP1\SOL_Z\provis. 

• Barcode labels  

• Request labels 

2. The following reports will be saved as comma-separated values (.csv) files and automatically emailed to the ADM 
user.  The email sender will be listed as a no-reply email address.  Project Managers requesting these reports should 
save them to their desired workspace on a network or local drive. 

• Pivot table value (number) reports 

• Pivot table value (text) reports 

3. The following reports will be saved as tab-delimited text files (.txt) and opened in a new tab of the web browser.  
Project Managers requesting these reports should use the web browser’s “Save As” tool to save these text files to 
their desired workspace on a network or local drive. 

• Blank data summary reports 

• Result data reports 

• Blank data reports 

4. The following reports will be saved as portable document format (.pdf) files and opened in a new tab of the web 
browser.  Project Managers requesting these reports should use the web browser’s “Save As” tool to save these .pdf 
files to their desired workspace on a network or local drive. 

• Metadata reports 

• Project status reports 

• Project notification reports 

• Water quality reports 

• Owners letters 

• Mailing labels 

Note for reports that open in the web browser:  After you have saved and/or printed your report, close only the web 
browser tab for that particular report.  When closing the report, do not close the whole web browser unless you are 
ready to exit the application. Be aware that the web browser may become minimized or hidden when working in the 

Java window.  If the browser does not appear on your screen, look for the  icon in the Windows taskbar.   

http://publicfiles.dep.state.fl.us/dear/Watershed%20Monitoring/Documents/WMS-DataManagementSOP.pdf
file://FLDEP1/SOL_Z/provis
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THE SCHEDULE TAB 
The schedule tab displays a summary of the station and sample data in the project (Figure 6).  ADM users can review the 
outcome of the data. 

 

Figure 6. Screenshot of the ADM application’s schedule tab.  The information for project Z6LL1504 is displayed as an 
example. 
 

The following information is available in the schedule tab: 

1. Schedule:  Shows the time period in which data generation occurred.  The begin date is typically the date that 
the request (RQ) information is loaded into the Generalized Water Information System (GWIS) database from 
the Laboratory Information Management System (LIMS). 
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2. Lab Documentation:  Shows the RQ numbers and the dates that sampling kits are scheduled to be shipped by 
the DEP lab. 

3. Samples Scheduled:  Shows an estimate of the number of stations, samples, blanks, and duplicates scheduled.  
This information is populated by the Data Manager. 

4. Sample Received:  Shows the number of primary, bottom, and blank samples received.  A sample can consist of 
field data, lab data, or both.  Note that sample matrix is not distinguished in this summary, therefore both the 
primary water samples and primary sediment samples are included in the PRIMARY count. 

5. Stations Sampled: Lists the station identification (ID) numbers and station names.  Note that the station ID 
number is also the STORET station ID and the primary key (pk_station) in many reports and data management 
activities. 
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THE PREPARATION TAB 
The preparation tab (Figure 7) is used to print barcode labels and generate summaries of data from field collected 
blanks.   

 

Figure 7. Screenshot of the ADM application’s preparation tab.  The information for project Z6LL1504 is displayed as an 
example for the label section.  The blank data summary information for generating the June 2012 report is displayed as 
an example. 
  



Page 12 of 28 

 

LABELS 

The barcode labels and request labels tools are used to create text files containing information that can be used by the 
SATO label printer.  To open the barcode label tool, click the print button next to the phrase “Barcode Labels”.  The 
barcode label tool allows users to select which stations to create labels for, and to specify the number of labels required 
for each station (Step 2 and Step 3 in Figure 8).  After specifying the number of labels to print, click the export labels 
button (Step 4 in Figure 8) to email the text file to yourself (Figure 9).  The email will be automatically sent to the email 
address associated with the user’s DEP Oracle applications account.   

To open the request label tool, click the print button next to the phrase “Request Labels”.  The request label tool allows 
users to select which RQs to create labels for, and to specify the number of labels required for each RQ (Step 2 and Step 
3 in Figure 10).  After specifying the number of labels to print, click the export labels button (Step 4 in Figure 10) to 
email the text file to yourself (Figure 11). The email is automatically sent to the email address associated with the user’s 
DEP Oracle applications account.   

Note: The barcode labels and request labels require additional preparation and quality assurance checks to ensure that 
the correct information is printed on the labels.  For assistance please contact Jay Silvanima or Thomas Seal. 

 

Figure 8. Screenshot showing options available in barcode labels tool.  The information from project Z6LL1504 is shown 
as an example. 
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Figure 9. Screenshot showing an example of the barcode label email that is sent to the ADM user.  The information from 
project Z6LL1504 is shown as an example. 

 

 

Figure 10. Screenshot showing options available in request labels tool.  The information from project Z6LL1504 is shown 
as an example. 
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Figure 11. Screenshot showing an example of the request label email that is sent to the ADM user.  The information from 
project Z6LL1504 is shown as an example. 
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BLANK DATA SUMMARY REPORT 

The Blank Data Summary report tool is used to generate a report of data from field collected blanks submitted as part of 
projects that are stored in the GWIS database.  To generate the report, enter the desired year and month and click the 
Blank Data Summary Report button (Figure 12).  The web browser window will open a new tab listing field collected 
blank data from all projects for the selected year and month.  This report can be saved as a text file using the web 
browser’s “Save As” tool and placed on the desired network or local drive.  The saved file can then be opened in Excel, 
following the prompts for importing a tab-delimited text file. 

 

Figure 12. Screenshot of the ADM application’s preparation tab, and an example of the blank data summary reports that 
can be generated.  The blank data summary report from April of 2015 is shown as an example. 
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THE REVIEW TAB 
The review tab (Figure 13) summarizes the status of the project’s data, including whether the data has been received, 
processed, or completed. 

 

Figure 13. Screenshot of the ADM application’s review tab. The information from project Z6LL1504 is shown as an 
example. 

 

The following information and tools are available in the review tab: 

1. Status of Raw Data 

• Field Data: The date that all field data for a project are received by the Data Manager. 

• Lab Data: The date that all lab data are received from LIMS.  This field is left blank for projects that do 
not have lab data (e.g. some Ground Water Trend Network projects).  The lab data are typically batch 
processed on Mondays, but issues may arise that require the Data Manager to manually process the lab 
data. 
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• Provisional: The date that the project’s provisional data are completely assembled by Data Manager and 
sent to the Project Manager for review.  

2. Status of Release Data 

• Release:  The date, as indicated by the Project Manager, that the project’s data have been reviewed, 
corrected, and are ready for STORET.  Note that the project’s data can still be un-released on the back-
end by the Data Manager. 

• Revert Release:  Clicking this button will remove all of the project’s released files.  This tool should be 
used when corrections are needed for data that have already been released.  The person using the 
revert release tool must enter a comment explaining why the file is being reverted. 

• STORET: The date that the project’s data are released to STORET.  This field is populated by the Data 
Manager from the backend of the database. 

3. Database Checks 

The Database Checks tool generates a metadata report (Figure 14) that should be examined when reviewing the 
project’s data.  The Project Manager should use this report to look for any issues with the data.  If errors are 
present, a data correction request should be generated and emailed to the Data Manager.  To generate the 
report, click the Run Checks button.  The web browser window will open a new tab containing the report.  This 
report can be saved as a .pdf file using the web browser’s “Save As” tool, and placed on the desired network or 
local drive.   

 

Figure 14. Screenshot of a metadata report generated using the Run Checks tool.  The information from project 
Z6LL1504 is shown as an example. 

 

4. Project Comments 

Project Managers, Data Managers, and Quality Assurance Officers should use the Project Comments tool to 
record comments about individual projects.  Unusual circumstances such as the inability to collect scheduled 
samples or problems encountered that cause lab analyses to be missing or qualified should be documented 
using this tool. 

5. Project Status Report 

This tool can be used to retrieve the history of data management activities for the specified projects. This tool 
can also be used to display a report of any overdue projects.  Clicking on the Project Status Report button will 
open a tool with options for producing two types of reports. 

• Project Status Report:  This tools (Figure 15) produces a report listing the dates that the field and 
lab data were received by the Data Manager, the date that the provisional data were created, and 
the date that the data were released.  The report also lists the target dates for provisional data 
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creation and data release.  Users have a choice to include all projects in the report, or to limit the 
report to one project.  Users also have the option to include only overdue projects in the report.  To 
generate the report, click the View Report button.  The web browser window will open a new tab 
containing the report.  This report can be saved as a .pdf file using the web browser’s “Save As” tool, 
and placed on the desired network or local drive. 

• Notification Status Report: This tool (Figure 16) produces a report listing the sites where owners 
letters were requested, the letter recipients’ names, and the dates that the letters were sent.  To 
generate the report, click the View Report button.  The web browser window will open a new tab 
containing the report.  This report can be saved as a .pdf file using the web browser’s “Save As” tool, 
and placed on the desired network or local drive. 

 

Figure 15. Screenshot of the project status report tool, showing the options available for producing a project status 
report. 
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Figure 16. Screenshot of the project status report tool, showing the options available for producing a notification status 
report. 

  



Page 20 of 28 

 

THE REPORTS TAB 
The reports tab (Figure 17) contains tools for generating reports used during data review.  This tab also contains tools 
for generating reports and letters that are sent to property owners or contacts that have requested a copy of the data 
from specific sites. 

 

Figure 17. Screenshot of the ADM application’s review tab. The information from project Z6LL1504 is shown as an 
example. 

 

The following information and tools are available in the reports tab: 

1. Notifications Status  

• Water Quality Report: This tool generates a report that lists the data available for each sample or 
field collected blank.  The easy to follow layout of this report makes it ideal for sharing results with 
owners or contacts that have requested a copy of the data.  To generate the report, click the View 
Report button.  The web browser window will open a new tab containing the report (Figure 
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18, Figure 19).  This report can be saved as a .pdf file using the web browser’s “Save As” tool, and 
placed on the desired network or local drive. 

• Owners Letters: This tool generates a prepopulated letter (Figure 20) designed to accompany the 
water quality report (Figure 19) that will be sent to a property owner or contact that requested a 
copy of the data from a specific station.  To generate a letter for a single station selected from the 
owners/contacts list, click the View Letter for Selected Station button.  To generate letters for all 
stations in a project with owners / contacts that have requested data, click the View Letter for All 
Requested Stations button. The web browser window will open a new tab containing the letter(s) 
(Figure 20).  The letter(s) can be saved as a .pdf file using the web browser’s “Save As” tool, and 
placed on the desired network or local drive. 

• Mailing Labels: This tool generates prepopulated mailing labels for all stations in a project with 
owners / contacts that have requested data.  To generate the labels, click the View Labels button. 
The web browser window will open a new tab containing the labels (Figure 21).  The labels can be 
saved as a .pdf file using the web browser’s “Save As” tool, and placed on the desired network or 
local drive. 

• Date Letters Sent: This tool is used to record the date that each letter has been sent to a property 
owner or contact that requested a copy of the data from a specific site.  After a letter has been sent, 
Project Managers should select the corresponding site from the owners/contact list, enter the date 
that the letter was sent, and click the Record Date button. 

• Number of Samples Collected: A count of the total number of samples in a project. Primary water 
sample data, bottom water sample data, and primary sediment sample data from the same station 
are each counted as separate samples. 

 

Figure 18. Screenshot of the cover page of a report generated using the Water Quality Report tool.  The information 
from project Z6LL1504 is shown as an example. 
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Figure 19. Screenshot of a station’s page from a report generated using the Water Quality Report tool.  A site from 
project Z6LL1504 is shown as an example. 
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Figure 20.  Screenshot of an owners letter generated using the Owners Letter tool.  A site from project Z1UA1411 is 
shown as an example.  Personal information has been redacted for publications in this manual.  
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Figure 21. Screenshot of two mailing labels generated using the Mailing Labels tool.  Sites from project Z2SS1407 are 
shown as an example.  Personal information has been redacted for publications in this manual. 

 

2. Open Data View (Figure 22) 

• Result Data: This tool generates a report that lists the data available for all samples in the selected 
project.  Each row in the report contains the data from one analyte for one sample.  The Project 
Manager should use this report to look for any issues with the data.  If errors are present, a data 
correction request should be generated and emailed to the Data Manager.  To generate the report, click 
the Result Data button.  The web browser window will open a new tab containing the report (Figure 23).  
This report can be saved as a text file (.txt) using the web browser’s “Save As” tool, and placed on the 
desired network or local drive.  The saved file can then be opened in Excel, following the prompts for 
importing a tab-delimited text file.  

• Metadata: This tool generates a metadata report for the selected project.  Note that this report is 
identical to the metadata report generated using the Run Checks tool in the Review tab of the ADM 
application (Figure 14).  The Project Manager should use this report to look for any issues with the data.  
If errors are present, a data correction request should be generated and emailed to the Data Manager.  
To generate this report using the open data view tools on the Reports tab of the ADM application, click 
the Metadata Data button.  The web browser window will open a new tab containing the report.  This 
report can be saved as a .pdf file using the web browser’s “Save As” tool, and placed on the desired 
network or local drive.   

• Blank Data: This tool generates a report that lists the data available for all field collected blanks in the 
selected project.  Each row in the report contains the data from one analyte for one blank.  The Project 
Manager should use this report to look for any issues with the data.  If errors are present, a data 
correction request should be generated and emailed to the Data Manager.  To generate the report, click 
the Blank Data button.  The web browser window will open a new tab containing the report (Figure 24).  
This report can be saved as a text file (.txt) using the web browser’s “Save As” tool, and placed on the 
desired network or local drive.  The saved file can then be opened in Excel, following the prompts for 
importing a tab-delimited text file. 

• Pivot Table Vale (Number): This tool generates a report that lists a condensed version of the data 
available for all samples and field collected blanks in the selected project.  Each row in the report 
contains the data from all analytes for one sample.  The Project Manager should use this report or the 
Pivot Table Value (Text) report to look for any issues with the data.  If errors are present, a data 
correction request should be generated and emailed to the Data Manager.  To email the report to 
yourself (Figure 25), click the Pivot Table Value (Number) button.  A warning message will be displayed, 
indicating that it will take a few moments to generate the report.  The email will then be automatically 
sent to the email address associated with the user’s DEP Oracle applications account.  The email will 
contain the report (Figure 26) attached as a .csv file.  The .csv file can be renamed and saved in the 
desired network or local drive.  The saved file can then be opened in Excel. 

• Pivot Table Vale (Text): This tool generates a report that lists a condensed version of the data available 
for all samples and field collected blanks in the selected project.  Each row in the report contains the 
data from all analytes for one sample.  The Project Manager should use this report or the Pivot Table 
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Value (Number) report to look for any issues with the data.  If errors are present, a data correction 
request should be generated and emailed to the Data Manager.  To email the report to yourself (Figure 
27), click the Pivot Table Value (Text) button.  A warning message will be displayed, indicating that it will 
take a few moments to generate the report.  The email will then be automatically sent to the email 
address associated with the user’s DEP Oracle applications account.  The email will contain the report 
(Figure 28) attached as a .csv file.  The .csv file can be renamed and saved in the desired network or local 
drive.  The saved file can then be opened in Excel. 

3. Notification Status Report 

This tool is identical to the Project Status Report tool in the Review tab of the ADM application, and can be used 
to retrieve the history of data management activities for the specified projects. This tool can also be used to 
display a report of any overdue projects.  Clicking on the Notification Status Report button will open a tool with 
options for producing two types of reports.   

• Notification Status Report: This tool (Figure 16) produces a report listing the sites where owners letters 
were requested, the letter recipients’ names, and the dates that the letters were sent.  To generate the 
report, click the View Report button.  The web browser window will open a new tab containing the 
report.  This report can be saved as a .pdf file using the web browser’s “Save As” tool, and placed on the 
desired network or local drive. 

• Project Status Report:  This tools (Figure 15) produces a report listing the dates that the field and lab 
data were received by the Data Manager, the date that the provisional data were created, and the date 
that the data were released.  The report also lists the target dates for provisional data creation and data 
release.  Users have a choice to include all projects in the report, or to limit the report to one project.  
Users also have the option to include only overdue projects in the report.  To generate the report, click 
the View Report button.  The web browser window will open a new tab containing the report.  This 
report can be saved as a .pdf file using the web browser’s “Save As” tool, and placed on the desired 
network or local drive. 

 

 

Figure 22. Screenshot of the Open Data View section of the ADM application’s review tab. 
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Figure 23. Screenshot of a Result Data report generated using the Open Data View tools.  Data from project Z6LL1504 is 
shown as an example. 

 

 

Figure 24. Screenshot of a Blank Data report generated using the Open Data View tools.  Data from project Z6LL1504 is 
shown as an example. 
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Figure 25. Screenshot showing an example of the Pivot Table Value (Number) report email that is sent to the ADM user.  
The information from project Z6LL1504 is shown as an example. 

 

 

Figure 26. Screenshot of a Pivot Table Value (Number) report generated using the Open Data View tools.  Data from 
project Z6LL1504 is shown as an example. 

 

 

Figure 27. Screenshot showing an example of the Pivot Table Value (Text) report email that is sent to the ADM user.  The 
information from project Z6LL1504 is shown as an example. 
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Figure 28. Screenshot of a Pivot Table Value (Text) report generated using the Open Data View tools.  Data from project 
Z6LL1504 is shown as an example. 
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