iQMIS Training Module

Cleaning Up Issues
Hello and welcome back to another iQMIS training module.  My name is Doug Pokorney, I’m the Quarters Program Manager here in Denver, CO.   This particular module is covering the topic of Cleaning up Issues.  How do we go about cleaning up the issues that were caused from the conversion from QMIS to iQMIS.  So issues are essentially errors in the data or data that needs to be cleaned up.  It is a one-time cleanup.  Once you have cleaned up the issues you no longer have to do that so this is a one-time cleanup.  Again issues were created because when we converted data from the old QMIS system into the new iQMIS system, we had brand new fields within the iQMIS system.  Many of those fields require data that simply didn’t exist in QMIS, so now we are asking that you go in and fill out these fields that required data.  You have to cleanup these issues to produce rent documents.  The system will not allow you to produce any rent documents until issues are cleaned up for a particular quarter and you can’t produce any rent documents for your whole installation like when we’re updating rents in the March timeframe, the system will prevent you from producing all the documents at once for your whole installation if even one quarter has issues.  So you need to cleanup your whole installation and cleanup all the issues.
So let’s go explore how we cleanup issues.  I’m already logged on to the iQMIS system.  I’m at the Main Menu within the Housing button and I have access to – I’m a National Park Service person – I have access to Boston National Historic Park.  Now from the Main Menu, some of the things to pay attention, first of all we have a list of housing units and what type of unit they are and a bunch of information on this screen but there is a column here called “issues” so we can scroll down and see which of our housing units have issues that still need to be cleaned up.  You can see here this first quarter TQ has no issues so it has been cleaned up, but 1-2 does have issues so let’s go cleanup the issues for 1-2.  Select that particular housing unit and you’ll notice that on the tabs you have an Issues tab and you can simply go to that tab and here it lists all the issues that need to be cleaned up for this particular quarter.  So we can start by going to the Housing Unit tab – the Rent Deposit Account must not be blank – so I go to the Housing Unit and it tells me there are errors on the page so I scroll down and it tells us here is the Rent Deposit Account and it can’t be blank.  So we have to enter the cost code that the rent we’re collecting is going to be deposited into.  I’m going to save that change and if there are no other errors on that tab it automatically kicks me onto the next tab.  I can go back to the Issues tab to look for the next error that needs to be cleaned up and it’s on the Building tab.  It says lead based paint disclosure must not be blank and also the records must not be blank.  So we go to Building and it tells me there are errors.  Scroll down to find the lead based paint disclosure.  Again the lead based paint fields are new to iQMIS they require information be put into these fields so that when you produce the rent documents if this housing unit needs the lead based paint disclosure and lead based paint records iQMIS will produce those documents for you so you can give those to your tenants.  So we would want to type in what we know about lead based paint and we’d save that change and iQMIS accepted that change.  We can go back to the Building tab and now you’ll the data that you’ve entered as well as the audit trail, again I’m logged on as Laura Walters and it tells me what changes I made to those fields and it records when I made those changes.  Last but not least our last issue is on the Adjustments tab.  So we can see here for any administrative adjustment what’s new for iQMIS is that you have to provide the justification as to why you are providing this adjustment.  So we are saying the water service is inadequate so explain why or how it is inadequate and why the tenants are receiving this deduction.  Alright, noise and odors too and do not enter something like XXXX just to get this issues cleaned up.  Again, for a couple of reasons, a) it is not a valid justification, obviously; b) the audit trail will record that you entered XXXX; and c) this is all live data now and users from your regional office or your national officer or even from our office have access to reports to look at for instance justifications for administrative adjustments.  So XXX or something that is not a good justification is going to stand out on that report and be a very big red flag and be an indicator to somebody that maybe this isn’t a valid administrative adjustment.  So enter valid administrative adjustment.  Save that change.  And now you’ll notice I’ve cleaned up all the issues for this housing unit and how I know that is that the Issues tab now says Documents.  So before we couldn’t even get to a tab that said Documents now the Issues tab has become Document and this is the tab you’ll go to when you want to produce rent documents.  So again, any housing that has issues you will not be able to produce rent documents for that particular unit until the issues are cleaned up.  If I go back out to the Main Menu I can now look at this chart again and see 1-2 Issues is no.  I know now that quarter has been cleaned up; I can go onto the next housing unit.  Another thing I mentioned is that you can’t installation documents – this is where you would go to produce all the rent at once for all the units at your installation come March timeframe when we have to update the rents for every single housing units – this functionality will not work when you have housing that have issues.  So I’ll walk you through and demonstrate that for you.  So if I were going to prepare to produce the rent documents for Boston National Historic Park, I would select that installation and provide an effective date – I’ll just use today’s date for an example.  And I would tell it what forms I want to produce, then View Documents.  Here it has stopped the process and it is telling me you can’t complete this, we can’t show you all those forms for all the housing units because some of the housing units have issues.  For instance, 1-4 has these issues that need to be cleaned up.  1-5 has these issues and so on and so forth.  You can scroll down and see all the issues that still need to be cleaned up.  So again to clean them up, exit out of here, go back to your Main Menu select the next quarter, find your errors, clean them up until you have no more issues.  Save your changes and then once they are all cleaned up you can produce the rent documents for any of your housing units.  
I encourage you to watch the other housing iQMIS training modules.  There are several out there and we encourage you to view all of them that are appropriate to your user role.  Thank you.
