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Purpose 

This technical standard operating procedure describes steps for importing Electronic 
Data Import (EDI) files into AIMS II and subsequent QA review. These EDI files contain 
laboratory data with associated Quality Assurance/Quality Control (QA/QC), from 
contract or IDEM laboratories; nonpoint source pollution grantees, or External Data 
Framework partners. The upload starts the QA/QC review process for accessing the 
dataset and assigning any required QA Flags. The upload step copies data from the 
EDI files into temporary (TMP) tables. The import step moves the data from TMP to live 
tables for access and use by program staff. The EDI format was created for import of 
laboratory data and associated QA/QC from Watershed Assessment and Planning 
Branch (WAPB) monitoring projects. In addition, it can be used for nonpoint source 
(NPS) and External Data Framework submissions from non-IDEM parties seeking to 
include their data in water quality assessment processes. 

Scope 
This TSOP is intended for use by the WAPB QA/OC officers to import EDI laboratory 
data to AIMS II. 
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1.0. Overview Flowchart 

Start Process

Determine 
need for 

environmental 
data collection

Determine 
DQOs

Research and 
select sites to 
be sampled

Prepare a
sampling and 
analysis work 

plan

Obtain 
authorization to 

collect 
environmental 

Are samples 
for a

contract 
lab?

Obtain authorization 
to send samples to 

lab

Create project 
in AIMS II **

Presurvey potential 
sites

Create Trips 
and Sample 

Analysis Sets 
for sampling 

events**

Assemble 
resources and 

collect 
environmental 

data

Are samples 
for a contract 
or IDEM lab?

Record field data in 
AIMS II**

Deliver samples to 
lab

Receive reports and EDI 
from contact lab or 

create EDI using results 
file from IDEM Lab.

Record field data in 
AIMS II

Import EDI to 
AIMS II

Create QA Review 
Report

Upload EDI to 
AIMS II

Perform 
QA/QC on 
AIMS data

Perform 
QA/QC on 
AIMS data

Report and make 
environmental

decisions from the 
data

End Process

Is sampling 
complete?

Yes

No

Yes No

Yes

No

** Details for specific AIMS II operations are in the AIMS Users Guide. 
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2.0. Procedure 

2.1. Procedural Flowchart 
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** Details for specific AIMS II operations are in the AIMS Users Guide. 
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2.2. Procedural Steps 

Step 1. Create the trips and then the sample analysis sets after the trip has 
been created. 

Step 2. If the laboratory is a contract laboratory, complete the sample 
collection request. (Appendix 1) It should be authorized by the 
contract gatekeeper and the section chief. 

Step 3. Perform sampling. Samples are collected at sites in the trip in 
appropriate bottles with preservatives. Procedures are detailed in 
the TSOP “Water Chemistry Field Sampling Procedures B-015-
OWQ-WAP-XXX-24-T-R1”. 

Step 4. Deliver samples to laboratory. Samples from the trip are shipped or 
delivered to the laboratory sample receiving station in accordance 
with the laboratory Memorandum of Understanding (MOU) or 
contract requirements. 

Step 5. Receive a copy of chain of custody (COC) and enter the 
information into AIMS and LabInvoice spreadsheet. Log the 
analysis set number, project, team name, and estimated cost if any 
(from the Collection Request) into LabInvoice spreadsheet. There 
are separate sections for each laboratory and project. 
 
Note: The LabInvoice spreadsheet (Figure 1) details a WAPB 
project’s samples, labs, costs, and report activity. 
Tips: Selecting the EDI Login button, in row 1 of columns A, B, and 
C, highlights columns in green requiring completion for each 
sample analysis set or trip. 
Unhide all unhides in each of the columns. 
 

Figure 1 LabInvoice Spreadsheet 

 
The link to the current LabInvoice Spreadsheet in SharePoint is: 
2024_LabInvoices.xlsm 

Step 6. Receive preliminary report and EDI file or create EDI from IDEM lab 
data file. 
A. Receive via email .EDI file. It may have a .txt extension that will 

have to be renamed in step 9. 
B. IDEM Lab EDI(s) are created with excel templates. The E. coli 

template can be found here: 

https://ingov-my.sharepoint.com/:x:/g/personal/tbowren_idem_in_gov/EaCV_ljLmPRBi4QdmA8uv8kBMo8htGF8ZD_fWmzMpQKLxw?e=UWaUwc
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S:\IGCN\OWQ\AIMS\EDIFiles\Bench Sheet Blank 3 Batches-
Revised(2024).xltm. The Cyanotoxin EDI template can be found 
here: S:\IGCN\OWQ\AIMS\EDIFiles\Cyanotoxin Bench Sheet 
Blank 2 Batches-2024 Rev10.xlsm. Instructions for EDI creation 
will appear in the index sheet tab for each template. 

C. Upon receipt of the report and file, enter receipt date of the 
report and EDI in laboratory into lab invoices. 

D. Save files in AIMS\EDIFiles\lab …\Year. If the EDI file has a .txt 
extension, change the extension to .edi. 

 
Step 7. Upload EDI file to AIMS II 

A. Upload EDI file to AIMS II, log into AIMS and arrive at the home 
page (Figure 2). 

Figure 2 AIMS Home tab 

 
 
B. In the Home tab under the Quick Links 

,  

select Upload Sample/Result Data.  
This will take you to the Sample Data Upload Screen. (Figure 3) 

 

file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/Bench%20Sheet%20Blank%203%20Batches-Revised(2024).xltm
file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/Bench%20Sheet%20Blank%203%20Batches-Revised(2024).xltm
file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/Cyanotoxin%20Bench%20Sheet%20Blank%202%20Batches-2024%20Rev10.xlsm
file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/Cyanotoxin%20Bench%20Sheet%20Blank%202%20Batches-2024%20Rev10.xlsm
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Figure 3 Sample Data Upload Screen 

 
C. In File Type, select Lab or Fish Tissue for fish tissue analysis 
sets. 
D. Enter the file name location or use the Browse button to select a 
file (Figure 4) and click Open. 
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Figure 4 Choose File to Upload Window

 
 

E. In the screen in Figure 3, click Upload Data.  

F. If upload errors are present, the red circle with a white x will 
appear in the Uploaded File Status column. 

i. Correct the errors. Click Error Report icon for more 
details. (Also see Section 2.3, E. 3. For common 
errors) 

ii. Delete the current upload by clicking the red x in the 

Delete column.  
iii. Then repeat the upload. 

Note: Multiple uploads of data from the same EDI file or analysis 
set will cause additional errors. 
 

Step 8. Edit uploaded file sample header 
A. Locate the uploaded dataset. 
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B. Click the edit icon in the dataset’s row of the Uploaded File 
List to enter the edit mode (Figure 5). 

Figure 5  Projects tab, Analysis Data Set Header in Lab Information 
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C. In the AIMS II Projects tab under the General Information tab 
Lab Information section, enter the date and time the analysis set 
was sent to the laboratory in the Sent to Lab Date/Time field”. 

 
D. If the date and time is incorrect, correct the Received by Lab 

Date/Time field, if needed, to establish the time. Use the bottom 
section of the COC (Appendix 4) titled Lab Custodian for the 
date and time received by the lab. If no time is supplied by the 

lab enter the sample set receipt time. 
 

 
E. Enter date and time received from the laboratory in Received 

from Lab Date/Time 
 
F. Enter date report prepared by laboratory in Date Report 

Prepared by Lab. 
 
G. Enter the date the laboratory performed QC in Lab QC Date. 

(The date of the QA/QC review report). 

H. Click Save Data Set  at the bottom left of 
the screen. 

Step 9. Run QA flagging process and review the results 

A. Click Run QA Flagging  in the upper right of 
the screen. Click OK to the following messages (Figure 6) 

Figure 6 QA Flagging Messages 
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B. Click Save Data Set.  
Note: All changes will be lost if you go to a different section 
without saving. 

Figure 7 Accessing QA Flagged Data 

 
C. Select the Lab Chem tab. (Figure 7) 
D. Click Here to view all substances which will take you to Figure 

8.  
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Figure 8 Review Flagged Data 

 
E. Under the Lab Chem Result in the Contain QA Flag: space, 

change to YES to view all samples flagged. 
F. Review Result column to determine if any flags need closer 

inspection. Contact laboratory for errors with flagging, upload 
problems, or other issues. For results that are flagged, look at 
the QA memo field for the cause. If a QC result is suspect, then 
the review is suspended until the laboratory rechecked the 
results. Examples of suspect results are recoveries which are 
high by a multiple or laboratory results are inconsistent with the 
sample group. Consult the case narrative for explanations of 
flags assigned by the laboratory in the Lab QA Flags field (See 
Figure 8). 

G. Holding Time - Open AIMS II query and enter the analysis set 
number in the Analysis Set Num Cell. Select the substance 
which in AIMS has a holding time flag and run 
Qry_QALabHoldingTime. Those results will show if AIMS 
correctly flagged the parameters for their holding times being 
out of range. The case narrative is also used as a reference for 
whether the holding time flags should be issued or not. If the 
flag was issued when the holding time was over by less than 
one day and the maximum holding time is not in hours, then the 
flag can be removed. 



  EDI Import to AIMS II 
S-004-OWQ-WAP-TL-24-T-R1 

November 25, 2024 
 

14 
 

H. Field Duplicates - After the data is flagged, 
qry_QALabDataDupsByAnalysisSetN is used to double check 
the accuracy of the auto flagging of the parameters when they 
receive fDJ flags. The qry_QALabDataDupsByAnalysisSetN 
query is used to fill in the Relative Duplicate Percentage 
spreadsheet that will be used as a reference to check the 
accuracy of the auto-flagging and assigning fDJs to the results 
in the AIMS database. Check for the occurrence of the following 
cases: 

1) One result is less than 5/3 times the minimum reporting 
limit (MRL) and the other is 5/3 times the MRL and the 
difference between the two values exceed 1/3 times the 
MRL, then an fDJ flag is assigned.  
2) If the calculated RPD is greater than the IDEM control 
range for field duplicates (IDEM Control Limit) then a fDJ 
flag will be assigned. The IDEM Control Limit is listed on the 
Relative Percent Difference (RPD) spreadsheet that is 
embedded in the QA review reports after the flags in AIMS 
for field duplicates are updated. 

I. Lab Duplicates - After the data is flagged, the Lab QC Results 
section in AIMS is used to double check the accuracy of the 
auto flagging of the parameters when they receive DJ flags. 
Flags are assigned in the following 2 cases.  

1) One result is less than 5/3 times the minimum reporting 
limit (MRL) and the other is 5/3 times the MRL and the 
difference between the two values exceed 1/3 times the 
MRL, then a DJ flag is assigned.  

2) If the calculated RPD is greater than the IDEM control 
range for field duplicates (IDEM Control Limit), a DJ flag 
will also be assigned. The IDEM Control Limit is listed in 
AIMS in the Lab QC Results section. 

J. CCV, ICV - After the data is flagged, the Lab QC Results 
section is used to double check the accuracy of the auto 
flagging of the parameters when they receive QJ flags for the 
Initial Calibration Verification (ICV), and the Continuing 
Calibration Verification (CCV). For both the ICV and CCV, if the 
percent recoveries are in range and were assigned a QJ flag, 
then the QJ flags will need to be deleted in the Lab Data or Fish 
Prep section in AIMS. Flags are assigned according to the 
following 3 cases: 
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1) If the percent recoveries are within 50% of the lower 
limits, than a QJ flag is assigned.  
2) If the percent recoveries are above the upper limits, then 
a QJ flag is assigned.  
3) If the percent recoveries are less than 50 percent of the 
lower limits, a QR flag for rejecting the data is assigned. The 
case summaries are used to explain and confirm that the 
Lab QA flags assigned for those percent recoveries being 
out of range. 

K. LCS - After the data is flagged, the Lab QC Results section is 
used to double check the accuracy of the auto flagging of the 
parameters when they receive QJ flags for the Laboratory 
Control Standard (LCS). For the LCS, if the percent recoveries 
are in range and were assigned a QJ flag, then the QJ flags 
shall be deleted in the Lab Data or Fish Prep chem section in 
AIMS. 

Flags are assigned according to the following 3 cases: 
1) If the percent recoveries are within 50% of the lower 

limits, then a QJ flag is assigned.  
2) If the percent recoveries are above the upper limits, then 

a QJ flag is assigned.  
3) If the percent recoveries are less than 50 percent of the 

lower limits, a QR flag for rejecting the data, is assigned. 
The case summaries are used to explain and confirm that 
the Lab QA flags assigned for those percent recoveries 
being out of range. 

L. MS/MSD - After the data is flagged, the Lab QC Results section 
is used to double check the accuracy of the auto flagging of the 
parameters when they receive QJ flags for the Matrix Spike 
(MS) and Matrix Spike Duplicate (MSD).  

 Flags are assigned according to the following 4 cases: 
1) If the percent recoveries are in range and were assigned 
a QJ flag, then the QJ flags will need to be deleted in the 
Lab Data or Fish Prep chem section in AIMS. 
2) If the percent recoveries are below the lower limits or 
above the upper limits, then a QJ flag is assigned due to 
suspect matrix interference.  
3) If only one MS or MSD is out of range then a Q flag is 
assigned.  
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4) If the MS/MSD is out of range and the matrix spike is less 
than 4 times the unspiked value, then it is an insufficient 
spike with no evaluation of the MS/MSD possible and a Q 
flag is assigned. 

M.  Field Blanks - After the data is flagged, the Lab QC Results 
section is used to double check the accuracy of the auto 
flagging of the parameters when they receive fBR, fBJ, and 
fB flags. The causes of these flags are from field blank 
samples where contamination by a parameter concentration 
is greater than the Method Reporting Limit (MRL). Flags are 
assigned according to the following 3 conditions: 
1) If the result of the sample is greater than the MRL but less 
than five times the blank contamination, then the result will 
be flagged fBR and rejected.  
2) If the result of the sample is between five and ten times 
the blank contamination, then the result will be flagged fBJ 
and estimated.  
3) If the result of the sample is less than the MRL or greater 
than ten times the blank contamination, the result will be 
flagged fB and accepted. 

N. Lab Blanks - After the data is flagged, the Lab QC Results 
section is used to double check the accuracy of the auto 
flagging of the parameters when they receive BR, BJ, and B 
flags. The causes of these flags are from when the 
contamination is in the lab blank QC samples. The possible 
sources of contamination could be just a plain lab blank 
getting contaminated, or the Initial Calibration Blank or the 
Continuing Calibration Blank.  
Here again the contamination is above the MRL. Flags are 
assigned according to the following 3 conditions: 
1) If the result of the sample is greater than the MRL but less 
than five times the blank contamination, then the result will 
be flagged BR and rejected.  
2) If the result of the sample is between five and ten times 
the blank contamination, then the result will be flagged BJ 
and estimated.  
3) If the result of the sample is less than the reporting limit or 
greater than ten times the blank contamination, the result will 
be flagged B and accepted. 
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O. Dissolved Metals - After the data is flagged, the Lab Data 
section is used to double check that the results of the Dissolved 
Metals are less than the results of the Total Metals. A QJ flag 
will be issued for both the total metals result and the dissolved 
metals result if the concentration of the Dissolved metals is 
greater than the concentration of the Total Metals and the 
difference is greater than 5/3 times the minimum reporting limit 
(MRL). 

P. Internal Standards and Surrogate Standards – Surrogates 
and Internal Standards function much like MS/MSDs providing 
recovery % for a representative class of substances on an 
individual sample basis. When there is a flag, a QJ should be 
added to the substances in that class of compounds for the 
individual sample. AIMS does not assign those flags. They must 
be manually added in accordance with the Lab QA failures 
summarized and discussed in the case summaries in the written 
laboratory reports. The case summary can be manually copied 
from the report and added to the QA Review report to provide 
clarity to the reader. 

Q. Click Back to Upload List  to return to the 
Upload Menu. 

R. Close or minimize web browser (AIMS II intranet page). 
 

Step 10. Create AIMS II query export file for QA report 
A. Open the AIMS II Query Access file. The home screen should 

display (Figure 9). 
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Figure 9 AIMS II Query Execution Screen 

B. On the AIMS II Query Execution Screen menu enter the 
Analysis Set Number and under Lab ID select the appropriate 
Lab ID.Lab reports are identified differently in the Process box  

in accordance with sample medium identified in the Sample 
Medium box. Select appropriate Sample Medium. 
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. 
Sample Medium In Process box select: 
No E. coli or Fish Tissues QA_Rpt_Review 
E. coli QA_Rpt_Review-Ecoli 
Fish tissues QA_Rpt_ReviewFish 

C. Click the red Run Process Queries button.  
D. Click OK to Confirm the Job Process. 
E. Click Yes to Output to Excel file. A progress meter will appear 

and show queries which are running. When the process is 
complete, a message will appear (Figure 10) to open the file 
created. The exported spreadsheet contains the queries run by 
the Run Process Queries button. 

 
Figure 10 Query Export Message 

 
F. To process the spreadsheet immediately, click Yes. 

If not processing immediately, click No. 
G. Click OK to close the progress meter. Then close the AIMS II 

Query database. 
H. Format and use the spreadsheet created by the Run Process 

Queries to create a QA Report.  
I. Open the spreadsheet (ssssssss_W(LabID).xlsx. 

Where ssssssss = Sample Analysis Set #. 
J. Open personal_AIMS.xls for QA Report creation. The use of this 

file is optional for some QA Reports. It will save time if used 
correctly. 
Note: The spreadsheet contains macros for formatting the 
spreadsheets created by the AIMS II query. Excel macros must 
be enabled. 

K. Select the spreadsheet created by AIMS II Query. 
If the set is not an E. coli set, then run the macro: 
C_FormatAIMSQueries to format the spreadsheet and create 
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named ranges. 
If the set is an E. coli set then run the macro D_Format_Ecoli to 
format the spreadsheet and create named ranges. 

Step 11. Create and Enter worklog entry and Create QA Report 
The worklog tracks the Sample Analysis Set activity, and includes 
detail identifying the sample set and locations of the QA review, 
worksheets, and laboratory reports. It also tracks the turnaround 
time for creating, authorizing, and distributing of reports. The 
process of updating the worklog entry and creating the QA report 
can be performed in parallel as information becomes available. 

Step 11a. Enter worklog entry 
A. Create or update the Worklog database record by opening the 

Microsoft Access database Worklog file. The home screen 
should display Figure 11 
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Figure 11 Worklog Database Window

 
B. Enter the Sample Analysis Set number in the field labeled 

Analysis Set # (Figure 11).  

C. Click Append Analysis Sets to create 
a record for the dataset and lab. 

D. Click Worklog Data Filtered to edit a 
record for the dataset and lab. 
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Figure 12 Worklog Data Form 

 
 

E. Obtain a report number for the QA Review Report. 
The report number has the format: 
IDEM/100/29/xxx/nnn/yyyy 
Where: 
xxx is the last 3 digits of the QA Officer’s PCN Number 
nnn is a sequential number 
yyyy is the year 
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Double click in the Report Number field 

in the Worklog form to 
create a report number for the QA Review Report. Enter data 
into the Worklog form’s fields circled in red (Figure 12). 

F. Select QA/QC Review Report in the Type of Report field. 

 
G. Post the review report (dates, file paths, etc.) in the Worklog 

database for the sample analysis set and close the database. 
 

Step 11b. Create QA Review Report: 
A. QA Reviews General: All the QA review reports must be 

proofread for all monitoring programs. The first page has the 
following information; list of parameters that were sampled for 
needs to be updated and checked, sampling dates, IDEM 
Sample Set number, trip name as a note below the embedded 
chart with the sampling information needs to be updated 
depending on the sampling program, testing laboratory, and the 
contact person and his or her number, receipt date, date the lab 
prepared the report, and date the report was received by QA 
chemists in the WAPB branch. Update the embedded 
spreadsheet by copying the correct information from the query, 
QrySampleInfo, and copying the needed information into the 
embedded object on the first page of the QA report (Sample 
Identification and Sampling Locations). 
On the next page, below Part 1 the list of parameters must 
match the list of parameter groups on the first page. Starting on 
page 2 until the report section Part 2 Field Parameters, the QA 
chemists need to make sure they include the flags for the 
correct parameters and correct reasons. In addition, embedded 
objects should have the current and correct information that 
includes the parameters that were collected for each parameter 
group, their minimum reporting limits, minimum detection limits, 
the correct method and CAS number. The embedded chart will 
need to be updated by copying the correct information from the 
query, QrySummarizeQA_LabDataByMethod1, by using the 
paste values function in Excel and copying the needed 
information into the embedded object on the first page of the QA 
report. This is done for all the parameter groups such as 
General Chemistries, Metals, Nutrients and organics as 
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applicable. For each parameter group, Samples Requiring QA 
Flags is detailed (Lab batch number, Sample #, Substance, QA 
Flags, Action, Lab Test Result, and Lab QA Flags [optional]) 
with a reference to the cause and explanation of the QA Flag 
below the table. If the laboratory report case narrative provides 
additional clarity, it can be added to the comments below the 
table. An example is shown below. 

 

 

 
 

Under Part 3, the correct data for the Field Datasonde vs Field 
Calibration Verification chart is updated by copying and pasting 
the information from FieldSheet_calibration_qc_check query. In 
addition, the spreadsheet for the Sample and Field Duplicate 
Relative Percent Difference (RDP) Results is updated by using 
the Excel copy and paste values functions from the query, 
qry_QALabDataDupsByAnalysisSetNumXTAB then pasted into 
the embedded spreadsheet in the QA review report. Any field 
data with an RPD exceeding the control limits is flagged “QJ” in 
AIMS (Schedule Trips Module – Edit, select the Field Data Tab, 
Filter by the Protocol, then Batch Update QA Flags). 
The Compliance Statement and Summary and Conclusion 
statements are checked to see that the right documents with the 
right table numbers are listed correctly. The Compliance 
Statement section is checked for the correct number of 
samples, the correct laboratory listed, the correct contract 
number, the correct Branch Quality Management Plan and its 
document number, the Branch Quality Management Plan and 
it’s document number, the Quality Assurance Program Plan 
(with the correct document number and the revision number 
with its correct date), and the correct document number for the 
Sampling and Analysis Workplan prepared for this project. 
 
In the Summary and Conclusion section, the Level of 
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Completeness is updated. The query 
_QryQA_LabDataAnalysisSetComple is used as the measure of 
percentage of applicable data. The percentage is calculated as 
the sum of the accepted Records and Estimated Records 
divided by the total number of records times 100. That 
percentage is reported as the Level of Completeness.  

 
B. QA Reviews – Fixed Station: The following queries are used to 

update the embedded Excel tables in the QA review report for 
the Fixed Station Monitoring Program: QrySampleInfo for 
(Sample Identification and Sampling Location), 
QrySummarizeQA_LabDataByMethod1 (for test methods and 
reporting limits), qry_QALabDataDupsByAnalysisSetNumXTAB 
(for the field duplicate relative percent difference (RPD) 
results, Dup#1 from RPD Blank_FixedStation-RevC.xlsx), 
QryselSample2LabBatch_Login, 
_QrySelQA_LabDataResultswithQAF (for results requiring QA 
flags), FieldSheet_calibration_qc_check (for Field Datasonde 
vs. Field Calibration Verification) and 
_QryQA_LabDataAnalysisSetComple. 
_QryQA_LabDataAnalysisSetComple is used as a measure of 
the percentage of acceptable data from the report. The 
percentage is calculated as the sum of the accepted Records 
and Estimated Records divided by the total number of records 
times 100. There are other queries in the QA Query extraction 
that evaluate various QA/QC elements of the report. 

C. QA Reviews – Fish Tissues - All the QA review reports must 
be proofread the same way for all monitoring programs. On the 
first page; the list of parameters that were sampled for needs to 
be updated and checked, the sampling dates, the IDEM Sample 
Set number, the note below the embedded chart with the 
sampling information needs to be updated depending on the 
sampling program, the testing laboratory, and the contact 
person and his or her number, contract and PO number used for 
the analyses, the receipt date, the date the lab prepared the 
report, and the date the report was received by the QA chemists 
in the WAPB branch. The embedded chart will need to be 
updated by copying the correct information from the query, 
QRY_FishSAMPLE_INFO_BY_ANALYSIS, by using the Excel 
copy function followed by pasting (paste values) the needed 
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information into the embedded object on the first page of the QA 
report (Sample Identification and Sampling Locations). 

 
On the second page, below Part 1 the list of parameters must 
match the list from the first page. Starting on page 2 until the 
report section Part 2: Sample and lab duplicate RPD Results, 
the QA chemists need to make sure they include the flags for 
the correct parameters and correct reasons, and make sure the 
embedded objects have the current and correct information that 
includes the parameters that were collected for each category, 
their minimum reporting limits, their minimum detection limits, 
the correct method and CAS number. The embedded chart 
(Test Methods and Reporting Limits) will need to be updated 
by copying the correct information from the query, 
QrySummarizeQA_LabDataByMethod_, by using the paste 
special values function in Excel and copying the needed 
information into the embedded object. This is done for all the 
parameter types such as General Chemistries, Metals, PCBs, 
PFCs, dioxins as applicable and other organics in the fish tissue 
media. 
 
Under Part 2: “Sample and lab duplicate relative percent 
difference (RPD) Results,” the embedded spreadsheet is 
updated by using the paste special values function in Excel from 
the spreadsheet FishRPDcalc-rev2L.xlsm. That spreadsheet in 
turn is linked to the query, 
qry_QA_LabQCDupsByAnalysisSetNumFish. Open the 
FishRPDcalc.rev2L Excel template and relink the workbook to 
the current file containing 
“qry_QA_LabQCDupsByAnalysisSetNumFish” in the template. 
Select the Fish Dup sheet, then enter the Lab Duplicate set 
corresponding to the parameter group for the data. Select the 
selection containing the date, copy and paste values into the 
corresponding section in the embedded spreadsheet. Select the 
Lab Duplicate set number and copy in the embedded 
spreadsheets in the QA review report. At one point, that 
spreadsheet would need to be saved with a new file name, for 
example, saving it as 24FTF008-LabDup(Pace-WI).xlsm.  
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Step 1 for filling in the embedded spreadsheets, the 
FishQueryData sheet would need to be clicked on selected by 
clicking on the sheet tab. In the Excel ribbon, click on Data, 
Workbook links, “…”, change source. In the change source 
window, select browse, then find and select the spreadsheet 
that has the data from the query, 
qry_QA_LabQCDupsByAnalysisSetNumFish, to retrieve the 
data and have it populate onto the RPD template. The data can 
be copied and pasted into the embedded spreadsheets in the 
QA word document. It may be necessary to have that file open. 
Click on Refresh All to update all the sheets.  

 
Step 2 is to click on the FishDup tab and see that the 
parameters have their own Lab Duplicate Set number that is on 
the top of the spreadsheet. Each parameter group has their own 
sample number and lab duplicate number, associated with the 
Lab duplicate Set number. There are lab duplicate set numbers 
for each of the ten parameter groups. When the lab dup number 
one is chosen in cell G5, the information in lines 4 through 8 
would need to be copied that include the Date, FishSampleID, 
IDEM Sample Set number, Lab Duplicate Set number, the 
sample number and the lab duplicate number. For example, 
when the lab duplicate set number is one, the values for lipids 
are displayed in the sheet. All that information would be copied 
followed by paste values into the embedded spreadsheet in the 
report. In that same embedded spreadsheet, the data from the 
lab duplicate set number would be copied onto that spreadsheet 
as well. That data would include for that specific case, the data 
in lines 9 through 12, and in columns A through K. Repeat for 
each parameter group. Each group has a section in the 
template. 
 
The Compliance Statement and Summary and Conclusion 
statements are checked to see that the right documents with the 
right table number are listed correctly. The steps for checking 
those two sections are the same as in the fixed station QA 
reports and explained at the end of Step11b-A.  

D. QA Reviews – Probabilistic, Watershed Characterization, 
and Special Projects: In all these report types the first step is 
to create the report file from a template or previous report with 
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the same parameters. Using a template file or previous report 
with the same parameters, rename the file in the format 
XXXXXXXQCreport-nn(LLL).docx Where XXXXXXXX is the 
Analysis Set number, nnn is the report number, and LL is the 
EDI LabID. Example: 24BLW001QCreport-025(Pace-
Indy).docx. These reports are like the QA Reviews for Fixed 
Station projects. Parameter and parameter groups vary 
according to the project workplans. For evaluation of field 
duplicates, a different file is used (RPDblank form-Revised 
(E).xlsm) which has a different format and identifies the field dup 
sites as an Lsite instead of a Fixed Station Site ID. In addition, a 
map of the site locations (screen copy from the PowerBI file 
AIMS ActivityGroups(3a), page = Locations) is added after the 
section with the lab ID and chain of custody evaluation. 
Efficiencies can be utilized by copying from the Excel QA 
spreadsheet generated by Microsoft Access (sheet = 
_QryselSample2LabBatch___Login) to bookmark fields in the 
Word QA Review Report. Selecting Ctrl-A then F9 will ask for 
the bookmark values and refresh the values. The process is like 
how MailMerge populates fields in a document. The following 
are typical: 
 
QA Review Report # 
DATASET_NO 
LAB_JOB_NO 
Dates Sampled 
Number of Samples 
LAB_RECEIVE_DATE 
LAB_REPORT_DATE 
RECEIVE_FR_LAB_DATE 
QA Officer 
 
 

E. QA Reviews – Cyanotoxins: QA Reviews for cyanotoxin 
datasets differ in there is no other water chemistry. The first 
section of the report is the same as other QA reviews and is 
populated the same as in paragraph D (above). Section A is for 
the cyanotoxin data review. Field duplicates, MS/MSD results, 
and Lab duplicates are detailed in the embedded spreadsheet 
table Field Duplicate and RPD Results. The information for 
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the table comes from the query sheets 
qry_QALabDataDupsByAnalysisSetN, 
Qry_QALabQC_MS_MSD, and Qry_Sel_QALabQC_LabDups. 
Some of the replicate information (Sample numbers, batch #) 
are formulas that reference the first entry of the information in 
Field Duplicate Results and MS/MSD RPD results. If the 
recoveries or RPDs are out of range, a QA flag will show up for 
the parameter. 

 

Parameter
Batch

# Sample Number
Dup Sample 

Number

Sample 
Result 
(µg/L)

Duplicate 
Result 
(µg/L) RPD Flag Action

Anatoxin-a 20240814 AC41215 AC41216 < 0.40 < 0.40
Cylindrospermopsin 20240815 AC41215 AC41216 0.057 0.063
Microcystin (total) 20240815 AC41215 AC41216 0.084 0.074
Saxitoxin 20240814 AC41215 AC41216 < 0.05 < 0.05

Anatoxin-a 20240814 AC41211MS AC41211MSD 0.762 0.844 10.2%
Cylindrospermopsin 20240815 AC41211MS AC41211MSD 0.618 0.569 8.3%
Microcystin (total) 20240815 AC41211MS AC41211MSD 0.617 0.640 3.7%
Saxitoxin 20240814 AC41211MS AC41211MSD 0.123 0.117 5.0%

MS % 
Recovery

MSD % 
Recovery RPD Flag Action

Anatoxin-a 20240814 AC41211MS AC41211MSD 76.9 87.1 12.4%
Cylindrospermopsin 20240815 AC41211MS AC41211MSD 98.0 89.8 8.7%
Microcystin (total) 20240815 AC41211MS AC41211MSD 87.4 91.3 4.4%
Saxitoxin 20240814 AC41211MS AC41211MSD 73.0 67.0 8.6%

Anatoxin-a
Cylindrospermopsin 20240815 AC41219 AC41219 D 1.62 1.558 3.9%

MS/MSD RPD RESULTS:

FIELD DUPLICATE RESULTS:

LAB DUPLICATE RPD RESULTS:

MS/MSD RECOVERY RESULTS:

 

Entry of Samples Requiring QA Flags and Field Datasonde 
vs. Field Calibration Verification and the rest of the report 
sections are the same as the other reports. 

F. QA Reviews – E. coli: QA Reviews for E. coli datasets differ in 
there is no other water chemistry. The first section of the report 
is the same as other QA reviews and is populated the same as 
in paragraph D (above). Section A is for the E. coli data review. 
A different query group is used to extract AIMS data to a 
spreadsheet. Use QA_Rpt_Review-Ecoli for the Query 
process. This runs a different set of queries specific to E. coli. In 
addition, the temperature log for the incubation is graphed for 
each batch along with the ranges and incubation time. The lab 
data is summarized in a single table which displays batch 
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number, sample number, coliform results, dates of collection, 
start incubation, finish incubation, incubation and holding times. 
The data for this table comes from the queries 
QrySelQA_LabDataforQAReport___E and 
QrySelQA_LabQCforQAReport___Eco. Also, the field data dup 
and rpd data comes from 
Qry_QALabDataDupsByAnalysisSetN. After the data has been 
extracted into a spreadsheet, run the macro D_Format_Ecoli 
(contained in the worksheet file Personal-AIMS.xls to format the 
worksheet and add useful named ranges. 

 
Sub step 1. Create the report document file -- Using a 
template file or previous report with the same parameters, 
rename the file in the format XXXXXXXQCreport-nn(LLL).docx 
Where XXXXXXXX is the Analysis Set number, nnn is the report 
number, and LL is the EDI LabID. Example: 
24BLW001QCreport-25(ECV02).docx. Complete the first 
section of the report. Run the updates to the field codes (Ctrl-A 
F9) to update any embedded field codes. Use copy/Paste 
values to copy the information from the AIMS_Query 
Spreadsheet as described in 11b.a.  

Sub step 2. Site Locations by Sample No. -- Using PowerBI 
report files AIMS ActivityGroups.(3a), select the program, 
project, and trip to get a map of the sites. Perform a screen copy 
(-Shift- S) and paste into the report as a picture. Resize to get 
the picture in the page. 

Sub step 3. E. coli Test Methods and Reporting Limits – 
Verify that the table is correct and make any needed 
corrections. It is an embedded spreadsheet. Verify that the next 
paragraph about the sample media and tray lot #s and the set 
used for the media test is accurate. Make any corrections. Refer 
to the E. coli Quality Control Report from the sample set for 
the information. 

Sub step 4. Laboratory Results – This is an embedded 
spreadsheet. The formatted data comes from the query sheets 
QrySelQA_LabDataforQAReport___E and 
QrySelQA_LabQCforQAReport___Eco. The information from 
these sheets is combined into one table. 
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Sub step 5. Duplicate RPD Results – This too is an embedded 
sheet. The data comes from the sheet 
Qry_QALabDataDupsByAnalysisSetN. Copy and paste/values the 
Batch #, Sample Number, Dup Sample Number and the results for 
each parameter. The RPD is calculated, and a flag is assigned if the 
RPD and Range are outside of control limits. 

 

   Step 6. Incubator Temperature Evaluation --  

 
This information comes from the temperature log. To accomplish the 
summary and temperature charts, the temperature log must be 
copied and formatted into a table that in turn is the data source for 
charts showing the temperature and control ranges during the 
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incubation period for each batch. There can be up to 4 batches. In 
addition, the batches overlap, so the table must allow for the overlap 
of batches. Finally, summary formulas calculate the temperature 
ranges and durations shown in the above table. 

a) Copy Sheets from an E. coli template to the report 
spreadsheet - Calculations, layouts, and charts are all in the 
following sheets: 
Chart1, Data, CS402 Log, Hobo U12 Log, and rows 27:44 of 
_QryselSample2LabBatch___Login. Open the template file 
(24BLW005_W(ECV02)II-Template.xlsx or 
24WQW010_W(ECV01)II-Template.xlsx) and copy the Sheets 
Chart1, Data, CS402 Log, and Hobo U12 Log from the template to 
the report spreadsheet (from AIMS Query). Accept all named ranges 
as the copy proceeds. Next select the 
_QryselSample2LabBatch___Login sheet in the template and copy 
rows 27:44 from the template to the report file. Set the spreadsheet 
to manual calculation (Alt-MXM). Next in the ribbon select Data-
Workbook Links-, Select the template filename and the 3 dot (…) 
menu – and select change source. A directory window will open for 
you to select the path and filename of the report spreadsheet. Repeat 
for any other files linked to the report spreadsheet. This may take a 
while. Finally turn on automatic calculation (Alt-MXA) and press F9 to 
recalculate the workbook. This should complete the relinking of the 
temperature file to the report workbook using power query as the 
data connection. Check the data sheet and CS402 Log to ensure the 
correct dates are displayed. Also go to the data sheet and copy the 
slicers at the top of the sheet to an area in 
_QryselSample2LabBatch___Login. Go to the Chat1 chart and copy 
it to _QryselSample2LabBatch___Login. Reduce the copy to about 
85%. Selecting the batch in the slicer should display the 
temperatures for that batch. You can close the template spreadsheet 
without saving any changes. If you need to check the temperature log 
connection, got to Data – Queries & Connections and edit the 
connection named Data. The connection uses the named range 
TemperatureFileName which refers to 
QryselSample2LabBatch___Login!$B$25. Change the path in that 
cell and you change the connection. 

b)  Copy the summary data in 
QryselSample2LabBatch___Login!$A$29:$G$32 to the Incubator 
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Temperature Evaluation table in the word report document. Copy 
fewer rows if there are less than 4 batches. Adjust the font size to 
10 readability.  

    

Sub step 6. Copy Temperature Charts into Report -- Use the 
slicer to select each batch. Select and copy each chart into the 
report as a picture resize as needed to get the chart to fit into the 
page. Repeat for each chart and delete any prior existing chart in 
the report. 

 
Sub step 7. Field Parameters. -- This section is completed and 
evaluated like the other QA Review reports. 

Sub step 8 Compliance Statement and Summary and 
Conclusions - These sections are also completed and evaluated 
like the other QA Review reports. Check to see that the information 
is complete and accurate. 

Sub step 9 – Approvals – Digital images of signature are already 
in place so that step does not have to be repeated every time. The 
Dates should be blanked out and replaced with the current date of 
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the report. Close the report and upload it to the SharePoint site for 
the current year’s reports. Check it in and run the Power 
Automation flow “WAPB Tech Lab Reports Approval v2”. Assign 
the name of the QA Review approver and click run. When the 
report has been approved, download the file and create a pdf file 
for distribution. 

Step 12. Import EDI Dataset to live 
A. To import the EDI dataset to live, open AIMS II and select 

Upload Sample/Result Data (Figure 2).  
 

Figure 13 Sample Data Upload 
 

Figure 1 
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B. Find record of the correct EDI file. (See Figure 13) 

C. In the Gen EDI column, click the icon  and save output in 
EDIMastered file on the S: drive. Path: 
S:\IGCN\OWQ\AIMS\EDIMasteredFiles\W 
Where xxxxx = EDI LabID. 
W = water media. Select S for sediments and F for fish tissues. 
Note: The server path (\\state.in.us\file1\IDEM\Shared) could 
change when IOT updates servers. This path is customarily 
referred to in WAPB as the S: drive. 

D. In the Import to Live column, click the icon.  This will bring 
up Figure 14. 

 

 

Figure 14 Import Window 

 
E. Select Append for most cases. 

Note: If reimporting data, select Replace to overwrite existing 
data in live. 

F. Select the Assessment Level 

from the dropdown list. 
The selection should be in accordance with the QAPP for 

file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIMasteredFiles/W
file://state.in.us/file1/IDEM/Shared
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Indiana Surface Water Programs (Surface Water QAPP), 
Section D3.2 Data Quality Assessment (DQA) Levels (IDEM 
2023). 
Assessment Level 4 lab reports include all the bench sheets, 
data sheets, and QA/QC. 
Assessment Level 3 lab reports include the QA/QC but lack the 
bench sheets and data sheets. 
Assessment 2. External Data Framework (EDF) and Non-point 
Source (NPS) data submissions that do not include QA/QC 
samples but certify them. 

Note: Data follow the criteria set in the External Data 
Framework guidance documents (IDEM 2021). 

2.3. Related Technical Issues 

A. Health and Safety Warnings 

None 

B. Cautions 

None 

C. Interferences 

None 

D. Calibration 

None 

E. Troubleshooting 

1. General: If errors or warnings are present, AIMS II will generate an 
error report in the form of a pdf file. To view the file, look in the 
Uploaded File List section of the Sample Data Upload module. The 
file status is indicated by Valid (no errors), Fatal (cannot upload), 
Error (cannot upload), or Warning (errors not fatal). 

The AIMS II User guide Upload Sample/Result Data section 
provides the upload process procedural guidance (IDEM 2021). 

The EDI Format Description-Rev2019.pdf document provides 
format and content descriptions for the records in the edi file (IDEM 
2021). 

2. System Errors: If no error report is generated, review the System 
Logs module to determine what errors may have been generated 
by the upload. 
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3. Errors: AIMS II generates error messages and types according to 
Table 1 below. The file will not upload when Error Types ERROR 
and FATAL occur. The file will upload and allow further processing 
when Error Type WARNING occurs. 

Table 1 AIMS Upload Error Messages 

Message Name Message Description ERROR 
TYPE 

Dataset has dif. # of Fish 
Preps, upload vs. live 

Different number of Fish Prep records for 
this dataset in upload vs. live data 

ERROR 

EDI Extra Field Extra Field in EDI File ERROR 
EDI Field Missing Field Missing in EDI File ERROR 
Invalid Lab Batch Number Invalid Lab Batch Number ERROR 
Not a known Protocol Not a known Protocol: CAS# – Method - 

Sub-Method - Medium – Total/Dissolved 
combination 

ERROR 

Not Valid Date Cannot Be Parsed to a Valid Date ERROR 
Not Valid Long Integer Not a Valid Long Integer ERROR 
Not Valid Single-Precision 
Number 

Not a Valid Single-Precision Number ERROR 

Not Valid Time Cannot Be Parsed to a Valid Time ERROR 
Stored Procedure Error Error encountered while parsing data file; 

please contact system administrator. 
ERROR 

Unknown Lab Name Unrecognized Lab Name ERROR 
Unknown Lab Record Type Unrecognized Lab Record Type ERROR 
Unknown Sample Media Unrecognized Sample Medium ERROR 
Wrong Lab or Sample 
Medium for Analysis Set  

Wrong Lab or Sample Medium for Analysis 
Set  

ERROR 

Data missing Required Field is Missing. FATAL 
Date/Time is Invalid Date/Time is Invalid FATAL 
EDI file has an "HE" record 
problem 

EDI file has an "HE" record problem FATAL 

Field/Lab Data Type Does 
Not Match 

Field/Lab Data Type Does Not Match FATAL 

Invalid Reported Count Invalid Reported Count FATAL 
Invalid Sample Type Invalid Sample Type FATAL 
Lab Sample Numbers do 
not match 

Lab Sample Numbers do not match FATAL 

Non-Numeric 
Result/Measured Value 

Non-Numeric Result/Measured Value FATAL 
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Message Name Message Description ERROR 
TYPE 

Non-Numeric Value in 
Numeric Field 

Non-Numeric Value in Numeric Field FATAL 

Sample Number Exists in 
Different Dataset 

Sample Number Exists in Different Dataset FATAL 

Site does not match 
Sample Number! 

Site does not match Sample Number! FATAL 

String Length > Max 
Allowed Length 

String Truncated: > Max Allowed Length FATAL 

Unknown Analysis Set Unrecognized Analysis Set FATAL 
Unknown Measure Units Unrecognized Measurement Units FATAL 
Unknown Sample No Unrecognized Sample # FATAL 
Unknown Site Name Unrecognized Site Name FATAL 
Duplicate Protocol for the 
QC Results 

Duplicate Protocol for the same Dataset and 
EDI Type 

WARNING 

Duplicate Protocol for the 
same Sample 

Duplicate Protocol for the same Sample WARNING 

Importing Duplicate 
Dataset 

Importing Duplicate Dataset WARNING 

Locked Sample No The Sample # is Submitted, Approved or 
Transferred 

WARNING 

Sample No Missing Sample # is missing from the Analysis Set WARNING 
Sample Number in staging 
for other import file 

Sample Number appears in upload 
sample/result data staging area for more 
than one import file 

WARNING 

4. Error correction can be accomplished either by obtaining a 
corrected edi file from the lab (preferred) or by IDEM staff manually 
making the corrections. Corrections can be made with a text editor 
or with an Excel spreadsheet designed to load the edi file and write 
the edi file in the required pipe delimited edi format. (e.g., 
EDI_Template-Rev_02-28-2019.xls, and EDI_Template-
17FTFxxx(AXIS)-fromARUT- Rev5.xlsm). 

5. A good practice is to leave only the final upload in the Upload 
Sample/Result Data module. Delete any previous data upload 
attempts which remain in TMP tables and have not been imported. 
This prevents errors when data is extracted from the TMP tables 
using AIMS_Query. After an import, the data is removed from the 
TMP tables by AIMS II. 

file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/EDI_Template-Rev_02-28-2019.xls
file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/EDI_Template-17FTFxxx(AXIS)-fromARUT-Rev5.xlsm
file://state.in.us/file1/IDEM/Shared/IGCN/OWQ/AIMS/EDIFiles/EDI_Template-17FTFxxx(AXIS)-fromARUT-Rev5.xlsm
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3.0. Roles 

3.1. Responsibilities 

A. QA Officer (QAO) 
1. Create and maintain the sample analysis sets. Creation of the 

sample analysis set may be delegated to the project manager. 
2. Upload the EDI data file into AIMS II. 
3. Perform QA/QC reviews of laboratory result reports and assess the 

data quality. 
4. Create the QA/QC review report. 
5. Import the EDI data from QA to Live. 
6. Report QA/QC activity to management. 
7. Upload approved AIMS II data to the EPA WQX database. 
8. Review and approve QA/QC reviews authored by peer QAOs from 

other projects. 

B. Project manager or designee 
1. Input site information into AIMS II. 
2. Create trips. 
3. Create sample analysis set as delegated by the QAO. 
4. Ensure all chain-of-custody forms, field sheets, and other forms are 

fully completed. 
5. Enter the field data collected during the trip. 
6. Attach .pdf scans of completed field sheets and chain-of-custody 

forms in the Manage Project module. 
7. Review all data entered for accuracy and completeness. 
8. Approve the results in AIMS II. 

C. Section chief (SC) and QA manager 
1. Assign project responsibilities to QAOs. 

3.2. Training requirements 

A. Microsoft Office Suite – Word, Excel, and Access 
1. QAOs 

B. QA/QC Review 
1. QAOs 

C. AIMS II Use 
1. QAOs 
2. Project managers 
3. Section chief (SC) and QA manager 

D. Adobe Acrobat or Adobe Reader 
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1. QAOs 
2. Project managers 
3. Section chief (SC) and QA manager 

4.0. Required Forms, Equipment, or Software List 

4.1. Forms 
A. Sample Collection Request, Appendix 1 
B. Laboratory Request for Analysis, Appendix 2 
C. AIMS II Field Sheets, Appendix 3 
B. AIMS II Chain-of Custody, Appendix 4  

4.2. Equipment 
A. Computer with IDEM Intranet connection 

4.3. Software 
A. Microsoft Edge Browser or Chrome 
B. AIMS II database (http://aims.idem.in.gov/AIMS) 
C. Access full version with AIMS_Query databases 
D. Microsoft Office 
E. Adobe Reader or Adobe Acrobat Pro 

5.0. Records Management 
5.1 All electronic records generated are stored in the IDEM AIMS II database. 

EDI import files are stored on the shared drive (s:\aims\edifiles\ …). 
Separate folders are maintained for each lab and project year. QA/QC 
review reports are attached to the laboratory and stored in the IDEM 
Virtual File Cabinet (VFC). 

6.0. Definitions 
6.1. “IDEM Sample number” – A number assigned to each individual 

watershed sampling event conducted by Indiana Department of 
Environmental Management (IDEM) field crews. For samples collected 
since 2000, the number will begin with a 2-digit prefix (AA, AB, AC) 
followed by a 5-digit sequential number. This number is used to identify 
the sampling event in the Assessment Information Management System 
database (AIMS database). On IDEM forms it may be referenced as 
“Sample #” or “Sample No.” 

6.2. “Assessment Information Management System database (AIMS II 
database)” – IDEM database containing information related to water 
chemistry; aquatic habitat; macroinvertebrate, fish, and algae 

http://aims.idem.in.gov/AIMS
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communities; fish tissue analyses; sediments; and E. coli bacteria data 
collected by agency staff from watershed sampling events. 

6.3. “Contract Lab” – A laboratory that has agreed to perform laboratory 
services for IDEM. The agreement can be a contract award from a 
Request For Proposal (RFP) or a Memorandum of Understanding (MOU), 
grant or other agreement. For purposes of this TSOP the lab can also be 
an entity seeking to provide Level 3 data through the External Data 
Framework. 

6.4. “Chain of custody (COC)” – The records documenting the possession of 
the samples from the time they are obtained until they are disposed of or 
shipped off-site. 

6.5. “Electronic data Import format (EDI format)” – A standard electronic format 
for computer-to-computer exchange of data. Also, data manually input into 
an EDI formatted electronic document for upload into the AIMS database. 

6.6. “Quality assurance (QA)” – An integrated system of management activities 
involving planning, implementation, documentation, assessment, reporting 
and quality improvement to ensure that a process, item, or service is of 
the type and quality needed and expected by the client. 

6.7. “Quality assurance officer (QAO)” – An agency staff member in the 
program areas responsible for ensuring that QA criteria are met. 

6.8. “Quality Assurance Project Plan (QAPP)” – A document describing in 
comprehensive detail the necessary quality assurance, quality control, and 
other technical activities to ensure that the results of the work performed 
will satisfy the stated performance criteria. Quality assurance project plans 
(QAPPs) apply to data gathering activities associated with projects and lab 
procedures. QAPPs are commonly needed for laboratory operations, 
remediation projects, and mitigation projects. QAPPs may contain one or 
more standard operating procedures. A QAPP is valid for a period up to 
five years from the official publication date (approval date). 

6.9. “Quality control (QC)” – The overall system of technical activities that 
measures the attributes and performance of a process, item, or service 
against defined standards to verify that they meet the stated requirements 
established by the customer; operational techniques and activities that are 
used to fulfill requirements for quality. In other words, QC involves 
measuring the "thing produced" against a standard to ensure it is a quality 
product that meets the identified need. 

6.10. “Sample analysis set” – A finite number of samples collected over a given 
time period from a particular sampling trip typically analyzed or tested as a 
single group. 
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6.11. “Water Quality Exchange (WQX)” – The EPA database which allows 
Network Partners to share ambient water quality data with EPA. WQX 
replaces the distributed STORET database as the primary framework for 
sharing data at the national level and compiling data. 

7.0. Quality Assurance and Quality Control 
7.1 AIMS II generates error messages for critical errors which would prevent 

proper uploading of EDI data. Data is reviewed by the QAO after 
uploading and prior to importing to AIMS II. Any errors in the EDI file must 
be addressed at this time. QA flags are assigned in accordance with the 
Surface Water QAPP (IDEM 2023) and the CLP guidance (USEPA 2020a, 
USEPA 2020b). Proper QA flags of the data are dependent on the best 
professional judgment of the QAO for instances when the CLP guidance is 
undocumented. QA Review reports are created for each IDEM Sample 
set, detailing: sample numbers, compliance to QC requirements, QA flags 
with explanations of QC failures, and the Data Quality Assessment levels 
assigned to the laboratory and field data. QA reviews are reviewed and 
approved by a separate QAO from the report author. 

8.0. References 
8.1. U.S. EPA 2020. USEPA Contract Laboratory Program National Functional 

Guidelines for Inorganic Superfund Data Review, EPA 542-R-20-006 , 
November 2020, Washington DC. 

8.2. U.S. EPA 2020. Contract Laboratory Program, National Functional 
Guidelines for Superfund Organic Methods Data Review, EPA 540-R-20-
005 , November 2020, Washington DC. 

8.3. IDEM 2021. Technical Guidance for the Office of Water Quality External 
Data Framework. Indianapolis, Indiana: Indiana Department of 
Environmental Management Office of Water Quality. 83 p. 
https://ecm.idem.in.gov/cs/idcplg?IdcService=GET_FILE&dID=83289664&
dDocName=83291495&Rendition=web&allowInterrupt=1&noSaveAs=1 

8.4. IDEM 2023. Quality Assurance Project Plan (QAPP) for Indiana Surface 
Water Programs, (Rev. 5, July 2023). WAPB Indiana Surface Water 
Programs QAPP 

8.5. IDEM 2022. AIMS II User Guide (Rev 05/16/2022). 
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Docu
ments%20for%20Review/AIMS%20User%20Guide/AIMSII%20User%20G
uide-05162022.pdf?csf=1&web=1&e=0B5EOs 

8.6. IDEM 2021. EDI Format Description (Rev 518/2021) 
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Docu
ments%20for%20Review/AIMS%20User%20Guide/EDI%20Format%20D
escription-Rev2021.pdf?csf=1&web=1&e=FVkL7Q 

https://www.epa.gov/sites/default/files/2021-03/documents/nfg_for_inorganic_superfund_methods_data_review_november_2020.pdf
https://www.epa.gov/sites/default/files/2021-03/documents/nfg_for_inorganic_superfund_methods_data_review_november_2020.pdf
https://www.epa.gov/sites/default/files/2021-03/documents/nfg_for_organic_superfund_methods_data_review_november_2020.pdf
https://www.epa.gov/sites/default/files/2021-03/documents/nfg_for_organic_superfund_methods_data_review_november_2020.pdf
https://ecm.idem.in.gov/cs/idcplg?IdcService=GET_FILE&dID=83289664&dDocName=83291495&Rendition=web&allowInterrupt=1&noSaveAs=1
https://ecm.idem.in.gov/cs/idcplg?IdcService=GET_FILE&dID=83289664&dDocName=83291495&Rendition=web&allowInterrupt=1&noSaveAs=1
https://ecm.idem.in.gov/cs/idcplg?IdcService=GET_FILE&dID=83508550&dDocName=83512555&Rendition=web&allowInterrupt=1&noSaveAs=1
https://ecm.idem.in.gov/cs/idcplg?IdcService=GET_FILE&dID=83508550&dDocName=83512555&Rendition=web&allowInterrupt=1&noSaveAs=1
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Documents%20for%20Review/AIMS%20User%20Guide/AIMSII%20User%20Guide-05162022.pdf?csf=1&web=1&e=0B5EOs
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Documents%20for%20Review/AIMS%20User%20Guide/AIMSII%20User%20Guide-05162022.pdf?csf=1&web=1&e=0B5EOs
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Documents%20for%20Review/AIMS%20User%20Guide/AIMSII%20User%20Guide-05162022.pdf?csf=1&web=1&e=0B5EOs
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Documents%20for%20Review/AIMS%20User%20Guide/EDI%20Format%20Description-Rev2021.pdf?csf=1&web=1&e=FVkL7Q
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Documents%20for%20Review/AIMS%20User%20Guide/EDI%20Format%20Description-Rev2021.pdf?csf=1&web=1&e=FVkL7Q
https://ingov.sharepoint.com/:b:/r/sites/IDEMOWQ/Watershed/Tech/Documents%20for%20Review/AIMS%20User%20Guide/EDI%20Format%20Description-Rev2021.pdf?csf=1&web=1&e=FVkL7Q
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9.0. Appendices 
Appendix 1 Sample Collection Request 
Appendix 2 Laboratory Request for Analysis  
Appendix 3 AIMS II Field Sheet 
Appendix 4 AIMS II Chain of Custody 
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Appendix 1 Example Collection Request 
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Appendix 2 Laboratory Request for Analysis 
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Appendix 3 Example AIMS II Field Sheet 
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Appendix 4 AIMS II Chain of Custody 
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