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HMIS Web User Training                                                                                         Part 2

UPH Management

In this portion of the training you will be:

· Reviewing Barracks Management Fields

· Adding Barracks

· Searching for Barracks

· Reviewing Room Fields

· Adding Rooms

· Adding Beds

· Reviewing Personnel Fields

· Adding Watchstander or Non-CG Personnel

· Reviewing Waiting List/Applicant Fields

· Creating Applications for Permanent Party

· Occupying Watchstander/Transient  rooms

· Occupying Permanent Party Rooms

· Occupying DUTY and Transient Rooms

· Adding a Damage Claim 

· Linking the Damage Claim to a Member


· Vacating Rooms

· Running UPH Reports
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Worksheets are provided for each portion of the training.

Barracks Management Fields

· Review the screen and the field definitions.  

	LHA OPFAC
	OPFAC of the responsible LHA, selected by clicking down on the arrow.

	Barracks Name
	Name of the Barracks facility, including city and state

Example:  Broome Hall, San Diego, CA

	Address 1
	Enter the 1st line of address



	Address 2
	Enter 2nd line of address (if applicable)



	City
	City where Barracks are located

	Year Built
	Date the Barracks were built

	UPH OPFAC
	OPFAC where the UPH is located

	Total Rooms for Housing
	Not entered by user; system generated as rooms are created

	Total Rooms Constructed
	Entered by user, original number of barracks rooms as initially constructed


Adding Barracks
Note:  Although most barracks and rooms are already created, this is a task you should know how to perform.

· Each of you will add 1 Barracks unit

· Use the data provided on the Barracks Information Worksheet (see page 11) and add your barracks in accordance with the instructions given.


Searching for Barracks 


· Click on the drop down menu to select a Search choice

· Click on Barracks Name

· Click Search

The results of this search will give you all of the Barracks that have been created during training
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A better way to search for barracks is using the wild card and the matching field.  Use these tips as your instructor moves you through searching for barracks.

Using Matching

· Click on the drop down menu to select a Search choice

· Click on Barracks Name

· Enter YOURNAME UPH1 as you entered in class

· Click search

Other examples are:

	Search Choice
	What You Can Input in Matching:

	City
	Reston

	Last Name of Occupant
	Smith

	Zip Code
	00001


Using Wild Cards

· Practice using the various wild cards to find your barracks

	
	Expression
	Entry Description
	Result

	%
	%Vegas
	Retrieves a listing of housing units with 'Vegas' in its city.
	Las Vegas

	
	Fair%
	Retrieves a listing of housing unit with cities beginning with 'Fair'
	Fairfax

	
	Lee%u%
	Retrieves a listing of housing units with cities beginning with 'Lee', but also having 'u' in its name.
	Leesburg

	
	Allen%t%o
	Retrieves a listing of housing units with cities beginning with 'Allen', but also having a 't' and an 'o' in their name.
	Allentown

	_
	_g
	Retrieves a listing of housing units with cities that have the letter 'g' in the name
	Great Falls

	[ -]
	[a-c]
	Retrieves a listing of housing units with cities that have at least one of the letters 'a-c'
	Ashburn

	[aaa]
	[abc]
	Retrieves a listing of housing units with cities that have at lease one of the letters in the set 'abc'
	Charlotte

	^
	[^a-d]
	Retrieves a listing of housing units with cities that do not have any of the letters 'a-d' in it
	New York

	
	[^uvwxyz]
	Retrieves a listing of housing units with cities that do not have any of the letters in the set 'uvwxyz'
	Atlanta


Room Information Fields

· After a Barracks is created, each ROOM within the Barracks must be added.

· Review the screen and the field definitions.

· Do not add your rooms until you have reviewed the Room Information Worksheets.  

	Total Beds
	Number of Beds Contained in the Room

	Room Number
	Room number as assigned by the UPH Manager

	Type of Room
	Description of the USE of the Room.  Selected by clicking down on the arrow.  Choices are as described in Chapter 9 of the Housing Manual.

	Designation
	Indicates if the room is Permanent Party or Transient.  Selected by clicking down on the arrow.

	Year Built
	Year that the room was built; may be different from the year the Barracks were built

	Sq. Feet
	Size of the Room

	Sex
	Indicates if a Male or Female Room

	Bath
	Drop down selection to chose either

Community – bath shared by multiple occupants

Private – 1 bath per room     Shared – 1 bath to 2 rooms


Adding Rooms & Beds

· Use the data provided on the ROOM INFORMATION Work Sheet (See page 12) to add Rooms to your barracks.  Use the following steps:
· Select the Barracks you want to add a room to

· Click on Rooms

· Click on Add new Room 

· Enter the following fields as previously discussed

· Room Number

· Type of Room

· Designation

· Year Built

· Sq. Ft

· Sex

· Bath

· Click Save

Add Beds to A Room

· After the rooms have been created, beds may be added or deleted.  For TRAINING Purposes, each Room has TWO Beds.  

· Use the following steps: 

1. While the room is on the screen, Click on Beds

2. Click on Add New Bed

3. Click Save
Personnel Fields 

· Before a person can be occupied in any Barracks, they must be in HMIS.

· HMIS contains only Active Duty Coast Guard personnel.

· Non-Coast Guard personnel may be found within HMIS only if previously entered.

· Before a permanent party barracks bed can be occupied, an application must be created.

· Before an application is created you must understand the personnel fields.

· Review the screen and the field definitions below.

· Do not add any Personnel at this time.

	SSN
	Social Security number 

	Last Name
	Last name of the person

	First Name
	First name of the person

	MI
	Middle Initial

	Suffix
	Additional info such as Jr, Sr, III

	Sex
	Gender; male or female

	DOB
	Member's date of birth

	Marital Status
	Marital Status of the member

	Spouse in Service
	Checked if Spouse in Service

	#of Dependents
	Number of dependents

	Rank
	The member’s rank

	Pay Grade
	The member’s paygrade

	BAH Code
	Code used to describe BAH status

	Amount
	Amount of BAH entitled to [NOTE: this is not downloaded

	Unit
	Coast Guard Unit assigned to; IF non-Coast Guard  – enter unit of the LHA managing the housing units

	Report Date
	Date reported to Unit

	Rotation Date
	Date anticipated to rotate

	Service Code
	Service Code; users may not select Coast Guard 

	Extend Date
	Date an extension was approved to remain at current duty station
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Coast Guard personnel data is HMIS is updated daily by OSC from the Electronic Data Warehouse.  Data that is incorrect should be handled 
              by the PERSRU.  [Note: HMIS Training Database is not real-time.)

ASSIGNING A WATCHSTANDER OR STUDENT TO A TRANSIENT ROOM

When assigning a watchstander or student to a transient room in the UPH, a generic placeholder will be used.  The placeholders are as follows:

NAME = Transient Watchstander         SSN =  000 - 00 - 1111

NAME = Transient Student              
SSN =  000 - 00 - 2222

The following steps will be used:

	Step
	Action

	1
	Select the room

	2
	Select applicant 

	3
	Click search, then search for one of the SSN’s listed above (on the applicant  search page, please be sure to check ALL PERSONNEL), 

	4
	When the search returns the SSN, select it,


	5
	Select occupy to occupy the room.



        These two placeholders can occupy any number of Transient rooms at the

        same time and at any unit.  NO Application has to be

        created for either of these two placeholders.


Practice Exercise:  Assign one student and one watchstander to transient rooms in your UPH.
Adding a Non Coast Guard Person 

ONLY NON-COAST GUARD PERSONNEL MAY BE ADDED TO HMIS.

Add NON-COAST GUARD persons using these instructions.  USE the data as provided on the Data Entry Worksheet: Persons related to TAD type rooms in the Barracks (see page 13.)

· For this class, you will add one Non-CG person

· Use the following instructions and the data on the watchstander personnel worksheet to create these “dummy “ personnel

	Step
	Action

	1
	Select Personnel/Applicant from the Menu

	2
	Click Add New Person 

	3
	Use the following to create information for the person 

	
	1.  Enter pertinent information about the person.  Must include the following information

	
	
	SSN

	
	 
	Last name, First Name

	
	
	Paygrade

	
	
	Rank/Rate

	
	
	Number of dependents 

	
	2.  For the Unit   Enter the LHA or UPH ATU & OPFAC of where the person is residing

	
	3.  For SERVICE CODE:  Click on the drop down box and select the appropriate entry

 

	4
	Enter the rest of the required information as describe in Adding a Non -Coast Guard Person

	5
	Click Save


Application/Waiting List Fields 

· Before a barracks bed can be occupied, an application must be created.

· Review the screen and the field definitions.

	WL Class
	Indicates the Class of Housing the Member is on a waiting list for.  Is selected by clicking on the down arrow and selecting: Owned

	WL Type
	Indicates the Type of housing the applicant qualifies for.  Is selected by clicking on the down arrow and selecting: Barracks

	 WL OPFAC
	Is the OPFAC of the UPH who maintains the waiting list and manages the housing units.

	Need Date
	Date UPH is needed as it appears on the Housing Application *not required for UPH

	 Control Date
	Date of receipt of the Housing Application or if member has not arrived yet, a date that is no more than 35 days prior to anticipated arrival date

	Sched In Date
	Date UPH manager anticipates a Room will be available for member

	Sched Out Date
	Date Member anticipates moving out

	Est Arrival Date
	Date Member anticipates arrival at new duty station

	Sched In Address
	Address of anticipated Room; NOTE: this may or may not be the room assigned

	Keys Issued
	Number and type of keys provided to occupant

	New Duty Station
	Duty station where the member will be reporting to *not required for UPH

	New Duty Station Phone number
	Phone Number of new unit   *not required for UPH

	Home Phone
	Member’s Home Phone Number  *not required for UPH

	Work Phone
	Member’s Work Phone Number

	On Promotion List
	Indicates the applicant is on list for promotion  *not required for UPH

	Smoker
	Used for Barracks only

	Pets
	Click if applicant has pets  *not required for UPH

	Pets/Descript.
	Enter descriptions of pets   *not required for UPH

	Weapons/
Descriptions
	Check the box if applicable and enter the descriptions of weapons


Creating an Application

· Use the steps below to create applications for barracks residents:

	NOTE
	This step is required before a person can be occupied in a Permanent Party Barracks Room within HMIS.  A member can live in one house and have one additional application.  This allows for those persons still in housing in one duty station to submit an application for housing in another duty location.  



	Procedure
	Follow the steps listed to below to create an application.

 

	Step
	Action

	1
	Select Personnel/Applicant from the Menu

	2
	Click Search for Personnel 

	
	Search for the Person (from the list provided) by Last Name

	3
	Click to the Link for the Person

	
	The Personnel Information Screen will appear

	
	Ensure this is the correct Person, if it is not perform another search

	4
	Click on the ‘Application/Waiting List Information Tab’

	5
	Enter the data for the following REQUIRED fields following the rules listed in step 6

	
	WL CLASS - OWNED

WL OPFAC - OPFAC of the Barracks

WL TYPE - BARRACKS

Bedrooms - 1
	Need Date

Control Date

Application Received Date

	6
	The application page MUST match the Barracks that the member is being placed in.  Rules are as follows:

The Waiting List OPFAC must match the LHO OPFAC of the Housing Unit 

The Housing Class must match.

The Housing Type must match; example: Barracks Type on the Waiting List - Member is only eligible for a Barracks Room

Bedroom number of Application must equal one.

	7
	Click Save


NOTE:  As you complete each application, write down the name of the person on the “PERSON RELATED to BARRACKS DATA ENTRY INFORMATION” worksheet.

Occupying a Permanent Party Barracks Room

· Use the applicants that you just created for this next exercise.

· Use the steps below  to occupy the barracks room.

	Step
	Action

	1
	Click on Room management

	2
	Select your Barracks

	3
	Select the Room Number

	4
	Select the Bed Number 

	5
	Select Applicant Search

	6
	Click on search

	7
	You will get a list of Applicants.  From this list, select the Applicant that you are placing in the barracks room.

	
	CAUTION:  once selected TODAYS date & TIME will be entered

	8
	Change the date to Dec 1, 2000

	9
	Click OCCUPY

	
	CAUTION:  Once you click OCCUPY you cannot change the IN DATE.  Make sure this date is CORRECT.


Vacating a Barracks Room  

· Use the steps below to Vacate a room

	Step
	Action

	1
	Click on Room management

	2
	Select the Barracks

	3
	Select the Room Number

	4
	Select the Bed Number

	5
	Enter the Time out

	6
	Enter the Date Out NOTE it cannot be changed - after step 7

	7
	Click Vacate to clear the quarters or Cancel if you do not want to clear quarters.


Barracks Information Worksheet

The worksheets are intentionally personalized.  This makes the practice easier for you and also provides an easy and consistent approach to monitoring your progress.

· If you are instructed to name your barracks YOURNAME UPH1 and your name is John Smith, your BARRACKS Name is JOHNSMITH UPH1. 

· If you are instructed to use your CITY and you live in Kansas City, then use Kansas City.

· You are provided a blank space next to the data entry; write the info in the blank space as you are creating your barracks.

· Information shown in bold type should be entered as provided on the worksheet.

	Barracks 1


	LHA OPFAC:  Enter the LHO who you work for

Barracks Name:  YOURNAME UPH1 (FIRSTLAST), record in the blank line

Address 1:  Your Coast Guard unit address or the address of your UPH

City:  YOURCITY (for example if you live in Chicago then use Chicago

State:  Your State

County:  Your county or Parish or Borough

Year Built:  1988

UPH OPFAC:  Enter your opfac no as listed on your site page

Total rooms Constructed:  5




Room Information Worksheet


The ROOM INFORMATION worksheets will be used throughout the training to assist in creating applications and making assignments.  Each ROOM will have TWO beds.

· Write the name of your Barracks in the blank space under ‘Barracks 1’.

· Information shown in bold type should be entered as provided on the worksheet.

· Write the room number that you are assigning in the blank space under ‘Room 1’.

· Use the data provided below to add the rooms to your barracks.
	Barracks 1
	Room 1 
	Room Number

Type of Room

Designation

Year Built

Sq. Ft

Sex

Bath
	Any room number

Watchstander

Transient

Year Room Built

150

Male or Female

Shared

	
	Room 2 
	Room Number

Type of Room

Designation

Year Built

Sq. Ft

Sex

Bath
	Any room number

NR

TAD/STUDENT

Year Room Built

250

Male

Community 

	
	Room 3
	Room Number

Type of Room

Designation

Year Built

Sq. Ft

Sex

Bath
	Any room number

CPO

Permanent Party

Year Room Built

250

Male

Private 

	
	Room 4 
	Room Number

Type of Room

Designation

Year Built

Sq. Ft

Sex

Bath
	Any room number

NR

Permanent Party

Year Room Built

250

Male

Private 

	
	Room 5
	Room Number

Type of Room

Designation

Year Built

Sq. Ft

Sex

Bath
	Any room number

PO

Permanent Party

Year Room Built

250

Male

Private 


PERSON RELATED to BARRACKS DATA ENTRY INFORMATION

	Barracks 1
	ROOM 1 

Watchstander

Bed 1

Bed 2



	
	ROOM 2 

TAD

Bed 1

Bed 2



	
	ROOM 3 

Permanent Party

Bed 1

Bed 2



	
	ROOM 4

Permanent Party

Bed 1

Bed 2



	
	ROOM 5

Permanent Party

Bed 1

Bed 2




Running UPH Reports  

· Follow along as the instructor demonstrates how to run reports.

The following is provided to understand the report screen.

	Description
	All reports are displayed on the screen with a Report Tool Bar with options to browse through the report, print the report, change printers, search for data, change the view size and export the report to an external file. 
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Report Toolbar Display Example
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	Clicking on the left or right arrow moves from page to page in the on screen report
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	The center ‘1 of 1+’ displays how many pages are in the report
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	Clicking on Printer prints the report to the default printer
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	Clicking on Printer setup sets up printer configuration, changing printer, etc
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	Clicking on Lightning bolt refreshes report 
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	Clicking on Envelope sends the report to a file.
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	Clicking on the arrow next to the Zoom Control box , then  clicking the page %’s zooms the report in the screen window.
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	Typing in search criteria in the space provided and then clicking the binoculars finds the search criteria within the report
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	Displays total Records of the report are on the current screen.
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