iQMIS Training Module

Miscellaneous Sections
Hello and welcome back to another iQMIS training module.  My name is Doug Pokorney.  This is another in a series of training modules to help use the iQMIS system and guide you through various sections of the system and how to use each section.  This particular training module is going to cover creating help desk tickets, running reports, exporting your data to another software or IT system, and accessing the resources.  These areas generally, probably you won’t spend a lot of time using but they are very valuable and we want you to know that they exist and we want you to definitely know how to use these sections and take advantage of these valuable resources in managing your housing program.  So I’m going over to the iQMIS system and demonstrate some of these sections for you.  I’m on the main menu and I first want to talk about help.  So up here at the top I click on the help button and we have couple of sub buttons, help and site index.  First the help desk displays the information of how to get a hold of us, our phone number and email address but also from this screen you can create a help desk ticket.  So I click on that button and now it gives us some fields that are required, they have a gold star, so you fill in each field.  First is the subject line and the second field is a more detailed description of the problem you are having.  So I type in a short description. When you click submit it will generate an email that comes into our help desk, both myself and Laura receive the email along with what you’ve typed in we will also be given who created the ticket, what your phone number is, what your email address is because who is logged onto the system here at the top …welcome and then your name so we have all that information when we set you up as a user.  That will be attached to your ticket and then we’ll be able to contact you and help you resolve your problem.  So that is pretty easy to use.  Clicking on the site index button this is a list of all the data fields in iQMIS.  So if you are having problems finding a data field, just can’t remember where let’s say excessive is located – how do I find excessive size? – well, you can come to the site index, scroll down this list which is alphabetized and find excessive size and you can see it is on the main menu, adjustments.  So then you can go out and located excessive size.  So that is the help area.  So I’m going to go back out to housing and next I’m going to cover these three buttons under housing, the reports, export data and the resources.  I’m going to start with reports. This is where you’ll come to review the reports we have built for you and I would imagine this list will expand over time as we build more and more reports, as we get users that are requesting reports, we’ll build those and add them to the list.  So I encourage you to visit this page often and see what new reports have been added.  So to run a report it is really simple you just click on the link.  I’ve selected rent by tenant and this rent scope is a required field; it has the gold star, so we have to pick the scope.  Now I only have access to one installation so my choices here are straight forward, no matter what I pick I’m going to get the same report because I only have access to one installation.  But if you are a regional user or a national user you’ll have different choices here.  So if I were the national user for National Park Service then I could see data all across the country so I may want to pick a particular survey region like just California or I might want to just pick a particular park and look at their data.  Because I only have access to one installation these choices really don’t make that much difference so I’m going to pick installation and click on view report and it is going to give me the data for all my units at my installation.  So you can see here that this is rent by tenant.  Once you view the report, once iQMIS displays it for you, you will have to use these scroll bars on the left to go up and down and on the bottom to go left and right to view all the data on the screen.  You can see this particular report – rent by tenant – is displaying for each particular unit the rent that each tenant is paying.  As with any document in iQMIS you have the option of printing it directly to a printer by clicking on the printer icon or exporting it.  So if I click export I can choose various file formats that I might want to dump this data into, pdf, powerpoint, word, excel.  So just to demonstrate I’m going to pick Excel and I’m going to open the file so it will take a minute for the computer to open Microsoft Excel.  This particular instance this file format is different are you sure you want to open, just a security check so I say yes and there you can see the report is open and dumped into an Excel spreadsheet; very easy and very straight forward to do that.  Going back to iQMIS, to get back to my list of reports once I’m done with this report I click on the exit button and it takes me back to the list of reports and now I can run other reports.  So a couple of reports I want to point out, the first one is this administrative adjustments.  When I run this report this will show me a list of all my housing units that are getting an administrative adjustment and what the justification is for applying that administrative adjustment.  So it is really important that you are putting in valid reasons and valid justifications for these administrative adjustments.  Keep in mind this is live data and regional, national program offices are going to be running these same reports and examining and reviewing your data.  So if you just type in XXXX into the justification well that is going to show up as a gigantic red flag on this report and somebody is going to see that and wonder should this unit actually be getting this discount.  It is going to raise red flags and questions about the validity of you data.  So you can see here most every single one of these quarters at this particular installation is receiving a water discount of 3% and you can see here the reason “water contains high levels of arsenic. Bottled water is provided” well that is a good, sound justification for applying a discount of 3% to the rent for inadequate water.  So again just pay attention to how all this data is connected and how it shows up on these reports which various offices will be running and reviewing.  Again to get back to the list of reports you click exit and you can go to another report like housing utilization.  This is a report that will show you how often or how frequently your units are being occupied.  iQMIS now has the ability to count each night your unit is occupied so again this connection to the data to these reports is very important.  It is very important you enter tenant information and track the nights your housing is being occupied because it does reflect on these reports which various offices are going to be running and reviewing.  You don’t want to have a report show up as your unit being unoccupied zero nights throughout the year then people might ask why aren’t you using this housing unit?  So again make sure the data is up to date and correct so these reports are up to date and correct as well.  Another one might be rent by tenant.  This particular report shows you just that every single housing unit and the rent that the tenant is paying.  So that is a valuable report there.  So that’s reports.  This is how to run reports, and maybe export them and print them and pretty easy to use.

The next topic I want to cover is export data.  Export data you’ll be using, well I would imagine that is very rare, rarely that you’ll explore exporting data.  This is for a very specific need to get your data into a different format like if you want to interface it with another IT system we can dump the data into a file that it’s delimited that’s easy to then import to another IT system and it might require the help of your IT folks to figure out what file format they need and how to import to that other system.  To actually use the export data is rather simple though.  Both these fields are required data, they both have the gold star, so we select which data we want to export.  We have a number of different tables within the database so you kind of have to know what data you need but we have created this quick data option which is a culmination of all the most commonly requested or viewed data elements from the database.  So I’m going to demonstrate this by choosing quick data and again you’d pick the scope well I only have access to one installation so I’m going to do that.  When I click export it is going to create this file called – well you can call it whatever you’d like – but it creates this .tsv file and I’m going to save this file and you can choose where you want to save it.  I’m going to call it Boston since that is the name of my installation and we can open it.  You can see here that if you open it that it is just a bunch of text, but if you wanted to open it in say Excel, you would go and open Microsoft Excel, then get external data and go find that .tsv file wherever you saved it.  And there is my Boston.tsv file now it is a delimited file which means the columns and breaks are delimited or broken apart in a logical way and this wizard here that pops up is asking how the file is delimited, it’s tab delimited and you can adjust the spacing and what not.  But I’m just going to finish this off so you can see exactly how it works and now you can the data is dumped into a spreadsheet.  So again I don’t think this will be an option you will use that frequently if at all and it may require the help of your IT folks to get it into the format that you are trying to match up to another system.

Resources, clicking on resources; we have three buttons under resources, references, user access and survey reports.  References are links to documents, forms, things that are going to help you manage your housing program.  So a lot of the housing forms that we use like the worksheet to figure if a unit qualifies for excessive heating/cooling, DI1878, there is a link here for it and you just click on these links and it will open the document for you.  So you can see here a list of all the resources and again this will probably will expand over time as well as we add more resources to this page.  You can see here a fact sheet for EPA lead based paint information so a little FAQ to review for lead based paint.  A lot of different housing management forms, a copy of A-45 – a link to A-45, and then also down here at the bottom we have the user’s guide for both housing managers and tenant managers for the iQMIS system so if you need a link to the user’s guide that’s there as well.  Click on the user access this is where you would find the user access form if you need to change your user access or you know of a new user who needs access you could provide them with the form.  It has the rules of behavior that you can review at anytime.  Then survey reports.  This is all the information you need to know about the surveys, for instance what’s the survey schedule.  Well we have a link here for the survey schedule which is a really important and valuable document because this indicates when we are going to be back in your area performing a survey and more importantly this last column shows when we are going to be implementing a new survey.  So it is a good idea to pay attention to the survey schedule.   We are on a 4-year cycle which means we will complete all the surveys within a 4-year timeframe and once you know when we’ll be in your area it is a good to then make preparations.  Maybe have tenant meetings or produce some tenant memos and send them out ahead of time before rents are actually calculated letting them know a) what a survey is, what it means to their rent and how their rent can change pretty drastically when we have a new survey.  Along with the schedule we have the survey map so again these are QMIS survey regions.  Most of these are divided by state boundaries but there are a few survey regions where we have to divide a state in half and they are indicated by these red lines.  So if you are near one of those borders we would encourage you to download the survey report.  For instance you can see California is divided in half you can download the California or the Arizona/Nevada survey report and in the front of those reports we have detailed maps as to where this boundary is exactly.  It usually follows some state highway or interstate or county lines, some sort of major landmark to identify where the boundary is.  Again the rule of thumb is you always pick the survey region where your housing is physically located to produce the correct rent.  Then down below that we have a list of all the surveys for each region.  So if you wanted the latest California survey simply click on that link and it will open up the survey report for you.
Going back out to the main menu; so help, reports, export data and resources again things that you might not use every time you log onto iQMIS but very valuable tools made available to you to help you manage your housing program and I hope this training module has helped you identify where to go to get this sort of information and hopefully it is useful to you.  Again we encourage you to watch the other training modules that are pertinent to your user role and we thank you for your time.
