HMIS Web User Training                                                                                             Part 1


HMIS WEB TRAINING STUDENT WORKBOOK
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Overview of HMIS Web

Student workbooks are, in essence, an extraction of the HMIS User’s Guide.  Please refer to the User Guide for more detail.
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Web Based
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Located at OSC Martinsburg
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Available only on Coast Guard Data Network

[image: image4.png]



Consolidated System - What you see is real time
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Only available via username password
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Mandatory use re: Housing manual
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User Levels determine capabilities

	NOTES:

	

	

	

	

	

	

	

	

	

	

	


User Responsibilities

Responsibilities vary according to User Level


All users are responsible for:

	 
	· Ensuring that data is accurate and up to date.

· Running reports to validate and maintain system.

· Notifying OSC Martinsburg in the event of system problems.



HQ is responsible for:

	 
	· Monitoring costs, inventories, and utilization of assets.

· Entering and updating Out of Pocket percentage.

· Approving Owned Housing Diversions.



MLCs are responsible for:

	 
	· Monitoring costs, inventories, and utilization of assets.



AHAs and staffs responsible for:

	
	· Accurate, complete and up-to-date inventories of Leased, Owned, ISSA Housing and Barracks. 

· Approving (or Not Approving) all housing units entered in HMIS by subordinate LHAs.

· Converting the use of housing from family to unaccompanied and vice versa when requested and approved.

· Accurate, complete and up-to-date Claim and Appeal information on Leased Housing data.

· Monitoring occupancies and vacancies of Housing Units in HMIS.

· Monitoring inspection data of Housing Units in HMIS.

· Creating and Printing Lease Modifications.

· Printing Leases.

· Using the HMIS Fiscal Year Renewal Process to process leases for FY changeover.


LHAs and staffs responsible for:

	 
	· Ensuring inventories of housing facilities are accurate, complete and up-to-date and notifying AHA for correction when they are not.

· Requesting “conversion” of units from AHA.

· Entering accurate, complete data for new housing units before requesting approval by AHA.

· Entering accurate and timely “move outs” of housing units.

· Entering accurate and timely “move ins” of housing units.

· Entering inspection data on housing units.

· Entering and maintaining accurate, complete and up-to-date Claim and Appeal information on Owned Housing Units.

· Monitoring occupancies/vacancies of housing units in HMIS.



HRs and staffs responsible for:

	 
	· Entering accurate and timely "move outs" of housing units.

· Entering accurate and timely "move ins" of housing units.

· Entering inspection data on housing units.

· Entering and maintaining claim data on OWNED Housing Units.

· Monitoring occupancies/vacancies housing units in HMIS. 



UPHs and staffs responsible for:

	 
	· Entering/maintaining Barracks inventory, including # of rooms, designation of rooms & beds.

· Entering accurate and timely "move outs" of beds.

· Entering accurate and timely "move ins" of beds.

· Monitoring occupancies/vacancies of the beds.


System Support and Maintenance 

The system, which is a web-based application available on the Coast Guard Intranet, is located at Operations Systems Center (OSC) Martinsburg, WVA under the ownership and control of the Housing Programs Division (G-WPM-4), Office of Military Personnel Management (G-WPM).

If YOU Need Help With a System Related Problem

[image: image11.wmf]The Customer Services Division at the Operations Systems Center provides system support for HMIS.  

Direct questions or problems to the HMIS Support Staff.  Before calling, please have the following information available:


· All error codes received during the procedure.

· All the procedures performed prior to the error condition.

· Your unit OPFAC.

· Your telephone number.


 Contact HMIS Web Hotline at (304) 264-2500 and request HMIS Web Support.

If you have “HOW TO” questions please take the following actions:

OSC CANNOT HELP YOU WITH “HOW TO” QUESTIONS.

If you have ‘how to’ and procedure questions please follow the steps below:

1. Check the HMIS Users Manual.

2. [image: image12.wmf]Go to HMIS Website. 

3. Network with your fellow HMIS users. 

4. Contact your HMIS trainer.
[image: image13.wmf]Logging on to the HMIS System

· Log on to Workstation

· Double Click Internet Explorer

· Double click url and type

        http://hmistrain.osc.uscg.mil
· [image: image14.wmf]Read the security warning

· Click Logon

· Type your user name and password

“padloc\jcoastie” is the format.

· Click OK

[image: image8.png]f@

User name: € padocicaastie

Passuord: .

T~ Remember my password

==





Logging off of the HMIS System

[image: image9.png]Ele Edt Vew Favortes Toos tep | &

Qo - () - (] 1B D] s Sforacnes @ese @) |- - B - )

‘ddress [] hitp:/jhmis.osc.uscg.mifMainMen.asp 8w |us
=

Do to Scheduled ?

Housing Unit Management

Personnel / Applicant Information Management

Reports

UPH Management

System Administration

Online User Manual

Logoff HMIS

A

Rehabilitation Act (Section 508): Web accessibility concerns? Phone: (202) 267-1320
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[image: image15.wmf]In order to exit correctly out of HMIS, you must go back to the Main Menu and click “Log off HMIS.”  In the next screen, click yes if you want to exit; click no if you don’t.


User Names

When usernames are created, the username is LINKED to a SITE IDENTIFICATION that is linked to a PARENT COMMAND, which is linked, to an MLC and all are linked to HQ.

	If you are an
	Then SITE IDENTIFICATION is
	Your Parent Command is….

	LHA
	
	LHA plus your
	Unit opfac
	AHA plus Your AHA’s opfac

	UPH
	
	UPH plus your
	Unit opfac
	LHA plus Your LHA’s opfac

	HR
	
	HR plus your
	Unit opfac
	LHA plus Your LHA’s opfac

	AHA
	
	AHA plus your
	Unit opfac
	HQ plus 98-70098

	MLC
	
	MLC plus your
	Unit opfac
	HQ plus 98-70098


MLC Assignment

MLC assignment is determined by WHERE Your AHA is located and the AHA number.

	AHA Location
	 AHA number
	MLC Assignment

	Boston
	01
	Lant

	St. Louis
	02
	

	Portsmouth
	05
	

	Miami
	07
	

	Cleveland
	09
	

	Cape May
	04
	

	HSC (HQ support)
	18
	

	San Pedro
	11
	Pacific

	Alameda
	12
	

	Seattle
	13
	

	Honolulu
	14
	

	Ketchikan
	16
	

	Kodiak
	17
	


For example:  John Doe, is an LHA user at Air Station Cape Cod, his unit OPFAC is 01-20115.  Within the housing organization his parent command is the AHA, which is located at ISC BOSTON.  ISC BOSTON unit opfac is 32-47000.

John Doe’s username is set up as follows:  Jdoe with a site identification of LHA 01-20115 with a parent command of AHA 32-47000, which is AHA 01.  Because his parent command is 01, his MLC assignment is LANT.

If this information is not properly identified your username and the data you are allowed to view and edit will not perform properly.

You will need to validate proper setup, upon initial login, go to Site Management to determine if you have been properly assigned.

Site Management


Site Management is the KEY, which unlocks the DOOR to successful use of HMIS. 

It is the way the system knows who YOU are and what privileges you have.

Each MLC, AHA, LHA, HR, UPH has one SITE MANAGEMENT PAGE.

Behind the scenes SITE MANAGEMENT is LINKED to YOUR USERNAME.  

IF YOUR USERNAME does not properly LINK to an established SITE, you will be UNABLE to properly perform functions.

Reviewing and Verifying Site Management 

· Select System Administration


· Select Site Management

· Look at Site OPFAC
IS IT YOUR UNIT OPFAC?

· Look at Site Type
IS IT YOUR SITE TYPE
· Look at AHA number
IS IT YOUR AHA NUMBER?



SITE MANAGEMENT contains other critical data beyond linking your username to a site. 

· The next part of the training will review the site management fields and provide you an opportunity to make necessary changes.

Site Management Fields

· Review the screen and the field definitions as they are discussed in class.  Details for items with an asterisk* are further defined at the bottom of the page.

	Site OPFAC
	The ATU and OPFAC of the site.  This is linked to users.  For example if you are an ISC Boston AHO user, then your ATU & OPFAC will be that of ISC Boston.

	Site No.*
	Contracting Site assigned to the AHO & AHO aor; used to create leases and lease modifications.

	AHA*
	AHA number assigned.  

	FINCEN
	System generated number based on Current Fiscal Year; used to create leases and lease modifications.

	Site Type
	Identifies if site is an AHA, LHA, HR, UPH, MLC or HQ site.

	Program Element*
	Number assigned to each Leased Housing Contracting Site; used to create leases and lease modifications.

	Parent OPFAC & Type
	Parent OPFAC used in HMIS; Used to identify reporting hierarchy; MLCs implied to be parents however HQ is identified.

	Last Hu Seq
	System generated unique housing record identifier.

	Out of Pocket
	Percentage of out of pocket expenses for member; entered at HQ level only.

	Doc Type No
	Always "40"; signifies leases and is used to create leases and modifications.

	Current Fiscal Year
	Is the current fiscal year; should be changed Oct 1 of each year; used to create leases and modifications.

	Contracting Officer
	Name of the leased housing contracting officer; used to create leases and modifications.

	Site Address & Telephone
	Four lines to enter the site address and telephone; prints on the leases and modifications; must be correct on the AHA site for leases to print out correctly.

	Maximum Funding Level
	Yearly Lease Allocation; used to track expenditures.


	Location
	AHA No.
	Site No.
	Prg Ele

	ISC Boston, MA
	01
	24
	5B

	ISC St. Louis, MO
	02
	25
	52

	TRACEN Cape May, NJ
	04
	42
	5C

	ISC Portsmouth, VA
	05
	27
	55

	ISC Miami, FL
	07
	28
	57

	ISC New Orleans, LA
	08
	29
	58

	ISC Cleveland, OH
	09
	30
	59

	ISC San Pedro, CA
	11
	89
	5L

	ISC Alameda, CA
	12
	89
	5P

	ISC Seattle, WA
	13
	89
	5S

	ISC Honolulu, HI
	14
	89
	54

	TRACEN Petaluma, CA
	15
	49
	5T

	ISC Ketchikan, AK
	16
	89
	5J

	ISC Kodiak, AK
	17
	89
	5Q

	COMDT (HSC), Washington, DC
	18
	23
	5H
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If the ANSWER is NO to any of these questions, notify the instructor immediately!
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