Training Set Up Checklist

	ITEM
	COMPLETED

	Secure a Location
	

	Obtain  Names of Students
	

	Submit names to MLC using excel format at least TWO weeks in advance
	

	Ensure the following items are correct
	

	· User level
	

	· Aha Code
	

	· First Name
	

	· Middle Initial (if more than one of the person, ie john smith)
	

	· Rate/rank
	

	· Site Atu
	

	· Site Opfac
	

	· Unit
	

	· City
	

	· State
	

	· Phone
	

	· Parent opfac
	

	Establish a GUEST USER  set up at hosting command
	

	· Instructor
	

	· Others from outside of the aor
	

	Test the computers to ensure the following areas work:
	

	· Housing Screens
	

	· Personnel Screens
	

	· Reports
	

	· Site management page.  Assure that they are who they are supposed to be.
	

	If items do not work, consult with ESU, if unable to get to work select another site
	

	Test UserNames prior to training
	

	· Check site page, make sure is same as on username list
	

	· If a site page does not exist, make sure it is a valid LHO, if not then there is a problem with USERNAME Set Up
	

	· If a site page does not exist, IF it is a NEW LHO and never used HMIS, then MAKE yourself HQ, go into Site Management, Go to the parent command, and add the LHO.  DO NOT ADD AN LHO IF THE PROBLEM IS USERNAME SET UP.
	

	If problems email HMIS Program Manager immediately
	

	Have Handouts copied: Agendas, Security Briefs, Data Create Houses, Housing App., Occ/Vac people, Quick Ref Cards
	

	Print out Critiques and Completion Certificates
	


