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Voorbereiden voor publicatie

Eens alle tekst en beelden goed toegevoegd, moet je het nieuw Newsletter in de juiste plaats 
opbergen. Daarna stuurt je het via e-mail aan onze adres 
safetymanagement@brusselsairport.be voor controle

1. Verplaats het Newsletter in de folder voor Safety – klik op het icoontje voor Move, 
selecteer de folder Safety (SMU) en klik op [Save] te bevestigen
Het Newsletter staat ne creatie op de hoogste niveau onder de verschillende bestanden 
en folders.

Door de nieuwe folder te kiezen, wordt het Newsletter overgebracht waar het thuishoort.

2. In de lijst van folders, selecteer Safety (SMU)

3. Klik vervolgens op [Launch campaign] om een test te lanceren.
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Standard Operating Procedures – Safety 

005-02a-nl
Surface Friction test

Het meten

[1] Zet de cruise control van het voertuig aan

[2] Druk op ON om de ASFT computer te starten en laat computer de startprocedure 

doorlopen[3] Ga met de pijltoets naar SET WATER en druk op ACC

[4] Ga met de pijltoets naar WATER, selecteer “WATER ON of WATER OFF en druk op 

ACC-toets. Druk daarna op CAN

[5] Ga verder naar beneden met de pijltoets naar TEST en druk op ACC

[6] Ga met de pijltoets naar MEASURE COMPUTER en druk op ACC

Resultaat moet zijn COMPUTER ONLINE. Indien niet : contacteer garage

[7] Dubbel klik op CAN-toets, ga met de pijltoets naar MEASURE en druk op ACC

[8] Selecteer via CHANGE SURFACE de te meten RWY en druk op ACC

[9] Ga met de pijltoets naar GO
Nu is alles klaar om te beginnen met meten. Ga verder als volgt.

[1] Plaats voertuig op juiste plaats op de RWY waar de meting begint

[2] Terwijl voertuig stilstaat, druk op ACC

Meetwiel gaat naar beneden

[3] Begin te rijden en druk na enkele seconden nogmaals op ACC

Bereik zo snel mogelijk de snelheid van 96km/u; de meting begint

[4] Druk na enkele seconden nogmaals op ACC

Meting begint[5] Eenmaal de ingestelde snelheid bereikt is hoor je een geluidsignaal : laat gaspedaal los

Wanneer de ingestelde afstand is gemeten, gaat het meetwiel automatisch omhoog en

verschijnen de meetwaarden op het scherm

[6] Druk op CAN, ga met de pijltoets naar PRINT en druk op ACC

Gemeten resultaten worden geprint

Om een volgende meting uit te voeren begeeft men zich naar het begin van die RWY. Druk 

op “CAN”,  ga met de pijltoets naar MEASURE en volg de stappen zoals hierboven 

beschreven vanaf stap [7].

Procedures

Step by step instructions, 
sometimes with branching, 
to answer the question 
“How do I …” 

Not to be confused with 
process descriptions, which 
answer the question “How 
does the company/the 
system …” 

Changes are highlighted 
(see Het meten) to reduce 
the risk that people carry 
on doing things the old way 
until the day something 
goes wrong.
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IFM/GDMG

Standards

check_cad_standard

The check
_cad

_sta
ndar

d module is used to create a text report showing the differences between a drawing 

provided by a user and a reference drawing. The module can also provide a spreadsheet (.xls) file of data attributes 

for the selected drawing.

Info

You must have access to the reference database, located in P:\fm
is\P

rogr
ams\

Auto
CAD\

Vba\
QA\P

roLM
.mdb

The report will be saved in P:\fm
is\T

emp\
DWGP

roce
ssin

gRes
ults

\

For more information, see the separate document Check_CAD_Standard.doc

name
check_cad_standard

release
12.0 (05/11/2002)

input
selection of drawing(s) to check; selection of template to use as reference

output
report files in .txt format, data attribute list in .xls format, or both

groups
control, analysis, report

keywords
check, standard

as command
chec

k_ca
d_st

anda
rd

as function
- not available -

function
- not available -

Programming routine reference

Repetitive, important, time-
consuming …

With the layout agreed, the 
developer has a minimum of 
typing to do: the technical 
author then imports tagged 
data to generate consistent 
documentation. 

In this example, the string 
check_cad_standard only had 
to be typed in once.
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Operations/Licences Management
tel 02 753 68 23 / 55
fax 02 753 68 59

Report of lost airport driving-licence

Family name  . . . . . . . . . . . . . . . . . . First name  . . . . . . . . . . . . . . . . . . . . . . . . . 

Date of birth . . . . . . . . . . . . . . . . . . . 

Badge number   . . . . . . . . . . . . . . . . Badge expiry date  . . . . . . . . . . . . . . . . . . . 

Civilian driving-licence number . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Airport driving-licence number (if known)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Home address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Company . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Company address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Company phone  . . . . . . . . . . . . . . . Fax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

 I hereby report the loss of my airport driving-licence

Notes

• If I find the lost airport driving-licence I will return it to my employer

• The current fee for issuing a replacement driving-licence can be checked at the Apron 
Licences office

• You need to submit copies of proof of identity (ID card, residence permit or passport) 
and your civilian driving-licence with this report

Permission to request replacement driving-licence

Name, signature and e-mail Signature of applicant
 of company representative

e-mail  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Date . . . . /. . . . /20. . . . 

Reserved for administration

Report of lost licence received on . . . . /. . . . /20. . . . 

Number of lost licence  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Number of replacement licence  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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incidentForm.fm

last updated 6/7/09

Operations/Safety

Incident/Accident Investigation

Circumstances

Damage to aircraft, vehicle, equipment or infrastructure

Injuries and treatments

CIRCUMSTANCESrunways in useweather conditionsoperating conditions
(for example, LVP in force)

other factors

DAMAGE TO AIRCRAFT, VEHICLE, EQUIPMENT OR INFRASTRUCTURE

object damagedobject causing damage
description of damage

DAMAGE TO AIRCRAFT, VEHICLE, EQUIPMENT OR INFRASTRUCTURE

object damagedobject causing damage
description of damage

INJURIES AND TREATMENT 
injured part of bodynature of injury

 bruising

 dislocation
 internal

 strain/sprain
 scratch/graze

 foreign body

 break

 amputation
 chemical reaction

 cuts/stab wounds
 burn/scald

 other (specify)

remarks

Forms

The paperless office is a myth, 
even in the most IT-aware 
organisations, and filling in 
forms is almost unavoidable. 

Don’t oblige people to provide 
the same information twice! 
Do, where at all possible, make 
sure the form-design works 
both on paper and on line.
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ICT

User requirements for EDMS platform

Functional requirements

The section summarises all requirements of the system, defined in terms of functions that 

meet stated and implied needs when the system is used under specified conditions.

For definitions of each function/requirement, see

The columns under “Type of use” and “System” are labelled as follows:

doc 
documentation storage 

pub 
Publication 

coll 
collaboration 

ded 
dedicated interface 

LL 
Livelink

SP
Sharepoint

0
none 

5
high quality 

?-x 
real value unknown 

X
already in use

(X)
potential need

End-user requirements

Type of use 
System

doc pub coll ded LL SP

User-friendly

No need of IT people

X X X X 2 ? -3

Personal customisation

X X X X 3 3

Document repository

Type of use 
System

doc pub coll ded LL SP

Document with standard functions : Add, Copy, delete, Move, 

Download

X X X (X) 5 5

Workspace (Project, Folder...)

X X X X 5 5

Associate Meta Data

Update meta-data at upload time

(X) (X) (X)
0 4

Define meta-data from external source

(X) (X)

Bulk Upload/Download

X X X (X) 5 5

Version Management

X (X) X (X) 5 4

Functional requirements

Helping a development team round 
up the information they need to go 
farther … 

They know what they’re talking 
about, but aren’t so sure of how 
to present and organise their 
knowledge.
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LAWA Utilities Survey and Documentation (LUSAD)

The largest airport GIS project to date in the US has been the utilities survey and documentation 
program for the four airports operated by Los Angeles World Airports. Here, Kelar Corporation team 
members have been integrally involved in the design of the CAD & browser based application 
modules for asset management (AMS) and drawing management (DDMS)

The asset management system uses a web-browser to displays utilities assets, superimposed on a 
GIS basemap and high-resolution orthophoto. Standard functions (pan, zoom, point-and-click 
identification) are combined with more advanced capabilities for measurement, buffer analysis, 
redlining, detailed tool tips (shown in yellow) and zoom to scale. The module uses Autodesk 
MapGuide and Microsoft .Net to retrieve and present data stored in an Oracle Spatial database.

One of the most remarkable and powerful aspects of the 
application is its ability to dynamically generate data 
display and data entry forms based on the type of entity 
(for example water main, storage tank, environmental 
facility ...) the user wants to work with. The full range of 
entity types available is defined by the U.S. CADD/GIS 
Technology Center's Spatial Data for Facilities 
Infrastructure and Environment (SDSFIE).

The application is highly responsive to user 
requirements: one user or group of users, for 
example, might define and share a map with 
10 water-related entity types (pipes, hydrants 
and so on), while another group of users 
might use the same module to define a map 
with 20 fuel and natural gas entities (storage 
tanks, shutoff valves, depressurisation 
stations and so on). All these 30 feature types 
have unique data displays and entry forms 
generated by the application on demand. If a 
new user requires another group of layers for 
working with a completely different set of 
entities (or even a mix of entities already 
included in other users' maps) these extra 
layers can be generated and managed 
without needing to call on programming or 
consultant support.

The drawing management system linked directly to the utilities assets, so that users view related 
record drawings, which in some cases date back several decades. To ensure maximum access to 
information in different formats and systems, the web interface for this system was designed to work 
in conjunction with the utilities data viewer and as a complement to the 3rd party document-
management solution selected by the airport.

LAWA awarded the LUSAD project to Carter & Burgess, and Kelar Corporation has been involved as 
a sub-contractor since it began in 2002. In addition to the asset management and drawing 
management modules,  the Kelar Team has provided staff who have filled the roles of Project 
Manager, System Team Lead, Process Team Lead and Senior Developer.
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       

        

          

         

        

    
        

       

       

        

       

      

      

 
       

       

       

       

   

      

          

      

          

       

     

       

    

    

      

        

       

       

       

     

        



         

       

    

      

      



  
  

   

    
    

   
    

     
    

    

        

        

      

    

       

        

      

      

         

     


         

        

      

    

 
      

        

       

      

     

       

Flyers

Simple layout – one or two 
columns, a strap and some 
tasty screenshots – to round 
up the most important bit of 
information you want to tempt 
your clients with. 

When the information is 
properly managed, you can 
re-use graphics and text 
descriptions in different types 
of document: less effort, more 
consistency.
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Building elements • éléments de construction • bouwelementen 1

Classification codes for building elements • Codes de classification des éléments de construction •
Rangschikkingscodes voor bouwelementen

Classification of building elements is 
central to the layering schemes, and the 
agreed classification must be rigorously 
followed. These element codes are 
mandatory for layer-names; see also the 
chapter on layers in CAD Data Exchange 
Standards.

❖ A Pro -lm file with a complete list of building 
elements is available

Classification codes take the following 
form:

• code: five alphanumeric characters

• content: functional parts of construction 
works or structure

Detail-level codes (elements marked with 
the suffix §, shown on a grey background) 
are optional: the higher level of code is 
acceptable for BIAC.

La classification des éléments de 
construction étant un élément central dans 
la gestion des calques, il est impératif de 
s’y tenir scrupuleusement. Les codes de 
classification des éléments sont par 
ailleurs obligatoires dans les noms de 
calques. Pour plus d’informations à ce 
sujet, veuillez vous reporter au chapitre 
relatif aux calques dans le document 
Normes d’échange des données de DAO.

❖ Un fichier Pro -l m reprenant la liste 
complète des éléments de construction est 
disponible.

Les codes de classification se composent 
comme suit:

• code: cinq caractères alphanumériques

• content: parties fonctionnelles des 
travaux de construction ou de la 
structure

Les codes de détail suivi par le symbole § 
et sur fond gris sont des codes facultatifs: 
BIAC accepte le niveau de code supérieur.

De rangschikking van bouwelementen is 
van groot belang voor layering-schema’s, 
en de overeengekomen rangschikking 
moet nauwgezet worden gevolgd. Deze 
elementcodes zijn verplicht voor namen 
van layers; zie verder in het hoofdstuk over 
layers onder het punt  Standaardwaarden 
voor uitwisseling van CAD-gegevens.

❖ Een Pro -l m bestand met een volledige lijst 
bouwelementen is beschikbaar.

Rangschikkingscodes nemen de volgende 
vorm aan:

• code: vijf alfanumerieke karakters

• inhoud: functionele delen van 
bouwwerken of structuur

Codes op detailniveau met suffix § en op 
een grijse achtergrond zijn optioneel: een 
hoger codeniveau is aanvaardbaar voor 
BIAC.

26

Issue 1.0

5---- Technical equipment (liquids and gases) • installations techniques, principalement fluides • technische uitrusting hoofdzakelijk fluïda

53---Distribution (liquids) • Distribution des liquides (installation de -) • Toevoer fluïda

52353 rain-water tanks 

collecteur de récolte des eaux pluviales 
riolering hemelwater putten 

52359 other equipment for rain-water §

parties et accessoires d’éléments d’évacuation 

des eaux pluviales §

riolering hemelwater toebehoren §

5236- land-drainage 

drainage 

drainage 

52361 land-drains §

drainage: conduits §

drainage afvoerleidingen §

52363 land-drainage tanks 

drainage: collecteurs 

drainage putten 

52369 other equipment for land-drains §

parties et accessoires d’éléments de drainage § drainage toebehoren §

5237- pumps, pipework and related equipment 
pompes de relevage, conduits et accessoires opvoerpompen, leidingen en toebehoren 

52371 pipework for pumps 

canalisations pour pompes de relevage 
leidingen opvoerpompen 

52372 air-vents for pumps 

ventilation pour pompes de relevage 
ontluchtingsleidingen opvoerpompen 

52379 pumps 

pompes de relevage 

opvoerpompen

5239- sanitary equipment

équipements sanitaires

sanitaire toebehoren

52392 cesspits

sanitary equipment (sterfput,...)

531-- 
cold water distribution 

distribution d’eau froide 

koudwaterverdeling 

5311- cold water production §

production d’eau froide §

koudwater productie §

5312- cold water mains §

circuit d’eau froide §

koudwater leidingen en toebehoren §

53121 cold drinking water, mains and related 

equipment 

eau froide potable, canalisations et accessoires koud drinkwater, leidingen en toebehoren 

5319- valves and gauges for cold water distribution 
eau froide: réglage et organes de contrôle 

koudwater regeling en bedieningsorganen

523-- 
liquid waste (drainage and sewage) 

evacuation des eaux usées (égouttage) 
afvoer van vloeibaar afval (riolering) 

Multi-language document / tabular information

Serious stuff! The shading in the table is to highlight optional codes; they are also marked with 
the § symbol, so you can scan the document by eye or use a search function.
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Setting up an issue

Issue Management Users’ Guide - draft - 23

More about attachments

By default, you can only include one attachment of each type (desktop or Livelink) 
while you are setting up an issue. To add more attachments, open the issue again and 
click on the toolbar icon for Add Desktop Attachment or Add Livelink Attachment.

Adding a desktop attachment

� You must use the [Browse] button to select the document.

Adding a Livelink attachment

� You must use the [Browse] button to select the Livelink item.

A word about versions and generations

When you attach a Livelink item while creating an issue, the Issue Management 
module normally creates a generation of the item. This makes sure that the issue is 
always linked to the version of the document you originally attached, even if someone 
has added new versions later. When you attach a compound document to an issue, 
this same principle applies to everything included in the compound document.

Note: A generation automatically locks the version it points to, so that this version 
cannot be deleted accidentally.

© x-Spatial LLC, 2010
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Massport UMS

Loading data into the UMS database

6. Right click on the external DWG which contains the data to be loaded and select the 

External references panel, and select Bind from the context menu.

7. Select the Bind radio button in the Bind Xrefs dialog box.

Once the external DWG has been bound to the current DWG, all the objects in the external 

will be contained in a block. You need to explode the block so that the external objects can be 

classified.
1. Turn off all layers from the current DWG, to avoid exploding existing objects, and make 

sure only the bound objects are active.

2. Select Modify > Explode.
3. Once the objects have been exploded, use the the Layer Properties Manager pane to 

select the layer(s) from the external DWG that you want to load into a unique entity type 

+ discriminator combination.

User docs with screenshots

Organised by the steps in a task 
or by the options in a menu, user 
guides are everywhere. They 
reassure the user, even when the 
application is fairly intuitive. 

The technical author is the user’s 
champion and the developer’s 
spokesman, making sure each 
party understands the other’s 
needs.
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Useful things to do with MML

1

Excel to FrameMaker via mml

Well, it all started [here - no point going back to my first faltering efforts with data modelling 

tables at IBM] because the technical draughtsmen have a whole slew of approved CAD blocks 

they want to document. What they've come up with by way of source file is an Excel sheet:

Taken Steps to make my life easier - as you know, technical authors deserve pampering and 

encouragement. The spreadsheet includes hidden columns with forvmatting tags, and really 

What they don't need to know is that their boss and I have thought about this question and 

looks like this:

Saving the spreadsheet as text-only discards all the embedded graphics and yields tab-

delimited ASCII:

<:fi
g_s>

[t]
BPL.

DWG
[t]

[t]
<:h4

> [t]
DEUR

KONT
AKTS

CHAK
ELAA

R TWEE
POLI

G [t]
<:ul

_nam
es>

[t]
ID

[t]
<:ul

_nam
es>

[t]
TYPE

[t]
<:ul

_nam
es>

[t]
KRIN

G [t]
<:ul

_nam
es>

[t]
TDE

[t]
<:ul

_nam
es_l

> [t]

INFO

<:fi
g_s>

[t]
DK.D

WG [t]
[t]

<:h4
> [t]

????
????

[t]
<:ul

_nam
es>

[t]
ID [t]

<:ul
_nam

es>
[t]

TYPE

[t]
<:ul

_nam
es>

[t]
KRIN

G [t]
<:ul

_nam
es>

[t]
TDE

[t]
<:ul

_nam
es_l

> [t]
INFO

<:fi
g_s>

[t]
I1.D

WG [t]
[t]

<:h4
> [t]

????
???

[t]
<:ul

_nam
es>

[t]
ID [t]

<:ul
_nam

es>
[t]

TYPE

[t]
<:ul

_nam
es>

[t]
KRIN

G [t]
<:ul

_nam
es>

[t]
TDE

[t]
<:ul

_nam
es_l

> [t]
INFO

<:fi
g_s>

[t]
I2.D

WG
[t]

[t]
<:h4

> [t]
TWEE

POLI
GE SCHA

KELA
AR [t]

<:ul
_nam

es>
[t]

ID [t]

<:ul
_nam

es>
[t]

TYPE
[t]

<:ul
_nam

es>
[t]

KRIN
G [t]

<:ul
_nam

es>
[t]

TDE
[t]

<:ul
_nam

es_l
> [t]

INFO

<:fi
g_s>

[t]
I6.D

WG [t]
[t]

<:h4
> [t]

WISS
ELSC

HAKE
LAAR

[t]
<:ul

_nam
es>

[t]
ID [t]

<:ul
_nam

es>

Tricks of the trade

“Achieving simplicity is a 
complex task”, observes a 
friend I’ve been working with 
for many years. He’s right. 

These are notes I made on 
how to let developers use a 
spreadsheet to capture the 
information they wanted in a 
document. 

They weren’t distracted by 
the hidden columns with my 
mark-up code, and I didn’t 
have to spend days copy/
pasting. Worth the effort, all 
round.
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