iQMIS Training Module

Navigating & Editing
Hello and welcome to another iQMIS training module.  My name is Doug Pokorney, the Quarters Program Manager for the Department of the Interior here in Denver, CO.  Welcome back to another module.  This particular module is going to discuss navigation and editing.  How do we use the system and move around and make change to the data.  So I’m going to jump over and get into the iQMIS system and show you how to do that.  You should have already reviewed the module on getting access and logging into the system.  So now that you are logged onto the system how do we navigate to get to the areas we need to view and make changes to data and how do we make those changes.  As soon as you login to the system you are put into this Housing button and you can tell that by the green shaded button.  That is always the most active button and underneath Housing we have these sub buttons and within the sub menu we have the Main Menu which we are on right now because it is shaded green and it says Main Menu.  If I want to go to a different area I click on that button for example if I want to go to Help, I click on Help and now we are in the Help menu.  If I want to go back to Housing I click on Housing.  I’m at the Main Menu.  Within Housing I can go to these other documents, like Reports and this is where I would go to run reports.  So that is how we navigate around and click on the various buttons to get to the different areas in iQMIS.  Let’s take a look at what some of these buttons do.  The Housing one, let’s wait and come back to that one.  The Password one; this particular button is only used by non-DOI users.  DOI users are using their Active Directory user id and password to login to the system.  So changing your password here will not change your Active Directory password.  You need to do that outside the iQMIS system.  For non-DOI users, you can change your password at any time by using this particular functionality.  Within that Password button you can come to this screen here and change your password.  Any field that has a yellow star next to it is a required field so as you can see all three of those fields would require some data to be input.  Also under the Password button we have another sub button.  It’s called Security Questions.  Here as a non-DOI user you can establish security questions, pick from the list and provide an answer, to use in the future in the event that you forget your password you come to the login screen and click on the link Forgot Password and then you’ll be prompted to answer your security questions.  So that way you can go through and automatically update your password if in the future you forget it.  The other option is to call the help desk, we can help you out with that, but this tool is really handy and useful so we encourage you to use it as much as you need to reset your password.  Continuing across the top here we click on Help.  This is where you would go to create a help desk ticket.  There is another training module that will walk you through on how to do that and you can watch that video as well.  Within the Help menu you can see that there is the phone number for the help desk.  Creating a help desk ticket will email something to the help desk as well.  Also under this menu with have the Site Index.  This will tell you where every single data field or any field is located in the iQMIS system.  So for instance if you wanted to find out where the Exterior condition is you would scroll down and find Exterior condition is on the Main Menu, Building tab.  So it gives you a guide where you can find that field so you can a whole list of field here and again this is probably pretty useful.  The Logout button will obviously log you out of the system.  Going back Housing.  Within Housing we have the Main Menu and this is where you will spend the most time on.  It shows you the installation you have access to.  If you have multiple installations there would be a pick list here and you could pick and switch back and forth between installations.  Underneath that is shows a list of housing units available at that installation.  On this particular user I’m setup to be managing Boston National Historic Park as the installation.  Next to Main Menu we have Installation Documents.  This is where you will go when you want to update the rents for all the quarters at once.  Normally this happens when we are going to implement rents every March and you want to produce all new rent documents all new lease documents all at once you don’t have to go through them one by one, Installation Documents is the section you’ll come to produce that.  Reports is where you’ll go to run the various reports we have built and this list will expand over time I’m sure.  Export Data is where you can export all your data out to a different computer system.  If you need help with that we encourage you to call the help desk or get your IT people involved and there is a training module that will go into more depth on these different buttons so I encourage you to watch that training module as well.  And we have the Resources button that will take you to the various resources links that we have for you.  That is some general guidelines on navigating around iQMIS pretty straight forward, pretty easy to tell where you are at by looking at these buttons and by looking at which one is shaded green.
Going back to the Main Menu let’s talk about how to edit data and how to change data.  I’m going to pick a particular quarter, doesn’t really matter which one.  Now that we’re in a quarter we have the quarter tabs that we can go to.  We’re in the Housing Unit tell me that.  If I go to Location I can update the location or if I want to update the utilities I simply click on Utilities and it takes me to that screen.  How do we change data?  It is pretty straight forward.  If we go the field we want to change, maybe Last Inspection Date what was the last date we inspected this unit.  Simply click on the calendar, select a date so now it has entered that date for me and I can simply save that change.  And now you can see it has changed that data and saved it for you.  Now one of the things you will want to pay attention to is fields with gold stars.  Those fields require that data be entered into those fields.  So anytime you are on a screen that has a gold star and there is no data like this one, Rent Deposit Account must not be blank, well you’re going to get an error because it needs to have that information and we need to enter the cost accounting code that all our rent deposits are going to be deposited into and save that change.  Now when I save a change and there are no errors on that tab it automatically moves me to the next tab.  You noticed I was on the Housing Unit tab, I made a change, I saved it and now it takes me to the Location tab.   If you need to go back to the Housing Unit tab simply click on it and go back to it.  The other thing to pay attention to are these blue question marks.  If you’re not sure what is required or what goes into these fields, simply click on the blue help question marks and a little window will appear to describe what data is required in that field.  So this is the survey region the private rental survey region where your housing is physically located and to change that field you use the pick list.  Now, with iQMIS we’ve narrowed the list for you so that if your installation is only in one region you’ll only see one region to select.  If you’re particular installation has housing in several different regions then you’ll see more choices list here under the survey region.  So it is pretty straight forward on how to change data.  If you have used QMIS in the past or you’ve used any other web applications it is very similar and straight forward.  Also when you make a change there is always a comment field available to you so you can explain as to why you made a change and also there is an audit trail automatically built into the system.  For example, I have logged on as Laura Walters, and I updated the last inspection date and the rent deposit account and it has recorded that information here automatically.  So anytime you make a change to the data fields this audit trail will record that change and there will be a log.  So we encourage you to document your changes as much as possible.  You’ll notice some fields have a comment attached to them but if it is a field that doesn’t have a comment you can always come down here and use the Change Comment field to describe the change you made above.  So these are the various housing tabs.  There is another training module that goes into detail on each of these tabs and some of the inventory fields, it is called the Inventory training module so I encourage you to watch that as well to get an idea and go into some depth as to what these fields mean and how they impact the rent.  Once you’re done editing a quarter you can return to the Main Menu.  I’ve made changes to this quarter and anytime you’ve made changes but haven’t produced rent documents you will prompted that this housing unit has been changed would you like to now update the tenant documents, produce rent documents.  You can answer no if you want to continue on to the Main Menu.  If you do want to produce rent those rent documents click yes.  So if I click no it takes me back to the Main Menu and now we are back where we started.
So hopefully that gives you an introduction as to navigating around iQMIS some of the various different sections that you can go to and editing fields within the data.  So changing data, updating data, using the help, recognizing what is a required field, etc.  Again we encourage you to watch the other training modules for more information on the inventory as well as accessing some of these other sections.  Thank you.

