HMIS TRAINING AGENDA


INTRODUCTIONS

OVERVIEW OF HMIS WEB

· WEB BASED

· INTRANET; ONLY AVAILABLE VIA CGDN+

· CONSOLIDATED SYSTEM; WHAT YOU SEE IS REAL

MANDATORY USE OF HMIS FOR AHOS/LHOS/LARGE UPH SITES

USER LEVELS AND WHAT YOU ARE RESPONSIBLE FOR

· OWNED HOUSING

· LEASED HOUSING

· ISSA HOUSING

· UPH

HOW TO GET HELP

· OSC HOTLINE IS PRIMARY

· 1-304-264-2500

SECURITY BRIEFING

· SIGNATURE OF SEC FORM

· WHAT TO DO WHEN PCS’ING

LOGGING INTO HMIS

OBJECTIVE:  USERS WILL PERFORM THE STEPS TO LOG INTO HMIS WITHOUT HELP

· URL FOR TRAIING

· USERNAME FORMAT

· PASSWORD

CHANGING PASSWORD

OBJECTIVE:  USERS PERFORM THE STEPS REQUIRED TO CHANGE THEIR PASSWORD

· SYSTEM ADMINISTRATION

· CHANGE PASSWORD

· PASSWORD RULES

· 8 IN LENGTH

· ONE #

· ONE SMALL LETTER 

· ONE LARGE LETTER

· EXAMPLE:  Alphabet9

SITE MANAGEMENT

OBJECTIVE:   USERS WILL KNOW THE SIGNIFICANCE OF SITE MANAGEMENT AND PERFORM THE STEPS TO MAINTAIN AN ACCURATE SITE MANAGEMENT

· SYSTEM MANAGEMENT

· SITE MANAGEMENT

· REFRESH

BARRACKS MANAGEMENT

OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO CREATE A BARRACKS INCLUDING ROOMS, BEDS AND FURNITURE AND HAVE IT READY TO OCCUPY OR VACATE

· ADDING A BARRACKS

· ADDING ROOMS

· ADDING BEDS

· ADDING FURNITURE TO A ROOM

· ADDING ADDITIONAL BEDS TO A ROOM

ROOM MANAGEMENT

OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO OCCUPY AND VACATE BEDS IN PERMANENT PARTY AND TRANSIENT ROOMS AND CREATE WATCHSTANDER TYPE PEOPLE AND APPLICATIONS

TRANSIENT ROOMS

· CREATING WATCHSTANDER TYPE PEOPLE

· OCCUPYING THE BEDS

· VACATING THE BEDS

PERMANENT PARTY ROOMS

· CREATING AN CG APPLICANT

· CREATING A NONCG APPLICANT

· OCCUPYING THE BEDS

· VACATING THE BEDS

INSPECTIONS FOR UPH

OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO DO REGULAR INSPECTIONS AND ADD EXCEPTION TYPE INSPECTIONS

· CHECK-IN INSPECTIONS

· CHECK-OUT INSPECTIONS

· OTHER TYPES OF INSPECTIONS

DAMAGE CLAIMS FOR UPH
OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO CREATE A DAMAGE CLAIM ASSOCIATED WITH A BARRACKS BED, ASSIGN A CLAIM MEMBER TO THE BED.
· ADDING A DAMAGE CLAIM

· ASSIGNING A CLAIM MEMBER

· ADDING A MEMBER APPEAL

RUNNING UPH REPORTS

OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO RUN A REPORT, REVIEW ALL PAGES OF THE REPORT ON SCREEN, REFRESH THE REPORT WHILE ON SCREEN, EMAIL THE REPORT FROM THE HMIS REPORT SCREEN, SAVE THE REPORT TO FILE AND PRINT TO A PRINTER

· RUN UPH REPORT

· REVIEW ALL PAGES

· PRINT TO A FILE

· RETURIEVE THE FILE WITHIN WORD

· PRINT TO THE PRINTER FROM HMIS

· REFRESH THE REPORT WHIL ON SCREEN

· EMAIL THE REPORT WHILE ON SCREEN

ADDING A HOUSING UNIT

OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO ADD A LEASED, OWNED OR ISSA HOUSING UNIT TO HMIS

· SCREEN DIFFERENCES BETWEEN OWNED, LEASED AND ISSA

· ISSA HOUSING

· CREATING OWNED HOUSING UNITS

· DEMO

· ADD OWNED HOUSING UNIT

· CREATING ISSA HOUSING UNITS

· DEMO 

· ADD ISSA HOUSING UNIT

· CREATING LEASED HOUSING UNITS

· DEMO 

· ADD LEASED HOUSING UNIT

USE WORKSHEETS TO CREATE HOUSING UNITS

SEARCHING FOR A HOUSING UNIT

OBJECTIVE:  USERS WILL PERFORM THE STEPS TO SEARCH FOR A HOUSING UNIT USING THE VARIOUS SEARCH CRITERIA PROVIDED BY HMIS

· SEARCH FOR HOUSING UNIT

· RETRIEVE

ADDING PRE-LEASE OR OTHER INSPECTIONS

OBJECTIVE:  USERS WILL PERFORM THE STEPS TO ADD PRE-LEASE OR OTHER INSPECTIONS AND EXPLAIN WHY YOU CANNOT ADD THE OTHER INSPECTIONS

· ADDING PRE-LEASE INSPECITON TO A LEASE

· ADDING AN OTHER INSPECTION TO A LEASE OR OWNED UNIT
CREATING AN APPLICANT

OBJECTIVE:  USERS WILL CREATE A HOUSING UNIT APPLICANT

· CREATING A CG APPLICANT

· REQUIRED FIELDS

· CREATE A NON CG APPLICANT

· REQUIRED FIELDS

· ADDING A DOD PERSON PRIOR TO CREATING AN APPLICANT

OCCUPYING A HOUSING UNIT

OBJECTIVE:  USERS WILL UNDERSTAND AND PERFORM THE STEPS TO OCCUPY BOTH FAMILY UNITS AND BEDROOMS IN AN UNACCOMPANIED UNIT

· OCCUPY A LEASED FAMILY UNIT

· OCCUPY AN OWNED FAMILY UNIT

· OCCUPY A LEASED UNACCOMPANIED UNIT

· OCCUPY AN OWNED UNACCOMPANIED UNIT

ADDING INSPECTIONS

OBJECTIVE:  USERS WILL UNDERSTAND AND PERFORM THE STEPS TO ADD CHECK-IN, ANNUAL, PRE-CHECK OUT AND CHECK OUT INSPECTIONS ON OCCUPANTS OF HOUSING UNITS

· ADD CHECK-IN INSPECTION

· ADD ANNUAL INSPECTION

· ADD CHECK-OUT INSPECTION

CONVERTING A HOUSING UNIT – Only AHO level can do this function

OBJECTIVE:  USERS WILL UNDERSTAND THE CONCEPT OF THE CONVERSION PROCESS, WILL PERFORM THE STEPS TO CONVERT A UNIT AND HAVE AND UNDERSTANDING OF WHO CAN CONVERT AND WHY

· CONVERTING LEASED HOUSING UNITS

· CONVERTING OWNED HOUSING UNITS

REQUESTING A DIVERSION OF OWNED HOUSING UNIT

OBJECTIVE:  USERS WILL UNDERSTAND AND PERFORM THE STEPS TO REQUEST AN OWNED HOUSING DIVERSTION

· STEPS TO REQUEST

· HOW TO TELL IT IS DIVERTED

· WHAT HAPPENS AFTER DIVERSION

ADDING A DAMAGE CLAIM

OBJECTIVE:  USERS WILL UNDERSTAND AND PERFORM THE STEPS TO ENTER A DAMAGE CLAIM, ADD A CLAIM MEMBER, ADD A LESSOR APPEAL AND ATENANT APPEAL

· ENTERING A DAMAGE CLAIM

· ENTERING A DAMAGE CLAMIN TO AN OWNED HOUSE

· ENTERING A DAMAGE CLAIM TO A LEASED HOUSE

· ASSIGNING CLAIM MEMBER

· ADDING A LESSOR APPEAL

· ADDING A TENANT APPEAL

APPROVING DAMAGE CLAIMS – Only AHO level can do this function

OBJECTIVE.  USERS WILL PERFORM THE STEPS TO APPROVE A DAMAGE CLAIM AND UNDERSTAND THE SIGNIFICANCE OF NON APPROVAL

· APPROVING AN OWNED HOUSING DAMAGE CLAIM

· APPROVING A LEASED HOUSING DAMAGE CLAIM

VACATING A HOUSING UNIT

OBJECTIVE:  USERS WILL UNDERSTAND AND PERFORM THE STEPS TO VACATE BOTH FAMILY UNITS AND BEDROOMS IN AN UNACCOMPANIED UNIT

· VACATE A LEASED UNIT

· VACATE AN OWNED UNIT

· VACATE THE BEDROOMS OF AN UNACCOMPANIED UNIT

APPROVING A HOUSING UNIT – Only AHO level can do this function

OBJECTIVE:   USERS WILL UNDERSTAND THE SIGNATIFICANCE OF APPROVING A HOUSING UNIT AND HAVE AN UNDERSTANDING OF WHAT ACTIONS CANNOT BE PEFORMED UNLESS IT IS APPROVED AND AN UNDERSTANDING OF WHO CAN APPROVE

· APPROVING A LEASE

· APPROVING AN OWNED UNIT

· APPROVING AN ISSA

CREATING LEASE MODIFICATIONS

OBJECTIVE:  USERS WILL PERFORM THE STEPS TO CREATE AND PRINT A LEASE MODIFICATION

· CREATE MOD (ONE INPAST AND ONE IN FUTURE)

· PRINT MODIFICATION

CREATING A TERMINATION MODIFICATION

OBJECTIVE:  USERS WILL PERFORM THE STEPS TO CREATE AND PRINT A LEASE MODIFICATION 

· CREATE TERMINATION MODIFICATION (ONE IN PAST AND ONE IN FUTURE)
· PRINT MODIFICATION

CANCELING A LEASE

OBJECTIVE:  USERS WILL KNOW AND PERFORM THE STEPS TO CANCEL A LEASE

· CREATE TERMINATION MODIFICATION

· RUN THE CANCELED LEASES REPORT – Only AHO level can do this function

· RUN THE CANCEL LEASE FUNCTION – Only AHO level can do this function

PRINTING LEASES

OBJECTIVE:  USERS WILL PERFORM THE STEPS TO CREATE AND PRINT A LEASE

· PRINT UNAPPROVED LEASE FROM THE HOUSING UNIT SCREEN

· PRINT APPROVED LEASE FROM THE HOUSING UNIT SCREEN

· PRINT LEASE FROM THE MENU OPTION

RUNNING REPORTS

OBJECTIVE:  USERS WILL RUN A REPORT REVIEW ALL PAGES OF THE REPORT ON SCREEN, REFRESH THE REPORT WHILE ON SCREEN, EMAIL THE REPORT FROM THE HMIS REPORT SCREEN, SAVE THE REPORT TO FILE AND PRINT TO A PRINTER

· RUN REPORT

· REVIEW ALL PAGES

· PRINT TO A FILE

· RETRIEVE THE FILE WITHIN WORD, ETC.

· PRINT TO THE PRINTER FROM HMIS

· REFRESH THE REPORT WHIL ON SCREEN

· EMAIL THE REPORT WHILE ON SCREEN

FEATURES OF HMIS

OBJECTIVE:  USERS WILL BE AWARE OF CONSOLIDATED DB FEATURES OF HMIS

· REFERESH WHILE ON SCREEN

· SPEED OF UPDATING



















