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Section 1 -MCHAS Overview

Getting Started

Locate the MCHAS icon on your Desktop (Fig. 1.1).

2]

Fig. 1.1 - MCHAS desktop icon

1. Double-click the icon.
2. The MCHAS Logon Dialog Box will appear (Fig. 1.2).
3. The MCHAS login screen contains three required fields:

Username
Password
Database

Your system administrator provides this information. Please check with your system administrator
for the correct login information.

4. Enter your MCHAS Username.
5. Press tab to proceed to the next field.
6. Enter your MCHAS password.

Note: For each character typed, an asterisk (*) will appear.

7. Press tab to proceed to the next field.
8. Enter the database name.

9. Click on the Connect button or the Cancel button to exit.

|

|lzername;

Paszword:

[atabaze:

Connect I Cancel

Fig. 1.2 - MCHAS Logon Dialog Box

To change your password, see section “Changing Your Password”, or your system administrator.
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MCHAS Overview

Changing Your Password

1. Click on the center of the Marine Corps globe emblem located in the upper left corner of the Main
Menu (Fig. 1.3).

2. The Password Change dialog box will appear (Fig. 1.4).

3. Enter the new password.

Fig. 1.3 - Marine Corps logo

4. Press tab to proceed to the next field.
5. Enter the new password again to confirm your selection.

6. Press the Save button to accept the new password or press the Cancel button to exit without
changing the password.

::3 Paszsword Change

> Current Llser ; MCHAS
Cancel

Change your password

New Password I —

Fig. 1.4 - Password Change dialog

~+ Your new password will take affect the next time you open MCHAS. Since permission is granted
to individual screens and components based upon your username and password, it's a good
idea to exit the application completely and open again after changing your password.

MCHAS Modules

Opening a Module
7. Locate the cursor on the Module icon you want to open and click on it. (Fig. 1.5).

8. The Module, or application’s menu listing will be displayed. Find the application you wish to use
and click OK.
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MCHAS Overview

Exiting a Module

9. Click on the Save button to save any changes.
10. Click on the Close button located on the toolbar.

REMINDER: Save your data before exiting. Your data can be lost if the application is closed
without saving.

£ MCHAS - MAIN MENU

Marine-Corps-Housine-Automated System

B

Housing Units

.ﬁ
o

Wait Lists Utilization

Fig. 1.5 - MCHAS Main Menu Screen
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MCHAS Conventions and Definitions

Conventions of the Program

Date Formats are set for DD MON YYYY (11 OCT 1999).

Enter all numbers (phone, etc.) without spaces, dashes or parenthesis, etc.

Convention of the Users Guide

Information important to an instruction is contained in a Note: and will be highlighted in blue.
Note: This is a note
Tips, or shortcuts, will be highlighted in blue and contain a bullet.

+  This is a tip.

Screen Definitions

o] The title bar displays the name of the application screen.
o] Beneath the title bar is the main menu bar. The main menu bar displays other menu options.

o] Just below the main menu bar is the tool bar. The tool bar icons allow you to use MCHAS
functions with just a click of your mouse (See Button Definitions later in this manual for more
detail). The button tool tips are helpful in understanding the function a button will handle.

o} The application screen contains fields that you can use to input data, query, or simply display
MCHAS database information.

o] At the bottom of your document you can find the status bar (Fig. 1.6). The status bar contains
instructions, number of records, mode field and when appropriate, displays messages.

o} The mode field located in the status bar displays what mode you are in, i.e. ENTER-QUERY.

o} The Windows control minimize box displayed on the top right of your application window, allows
you to reduce your application to an icon with a click of your left mouse button, only after you
have already entered a query. Reducing or “minimizing” your application enables you to open
another application without closing the original one.

o] If the Windows control shows two overlapped screens, this is the restore box. The overlapped
screens appear only when your screen is maximized. Click on the restore box to minimize your
screen. Once your screen is minimized, only one screen will appear. Click on the screen to
restore your screen or “maximize” it.

o] Text color. Black field labels are standard input fields. Black field labels with a red asterisk
indicate "Required" fields. Red field labels indicate queryable fields.

o] Field color. Light blue fields are fields that contain value lists. Double-click in any of these
fields to view the list of values. Value lists are also indicated on the window status bar as
<List>. (Fig. 1.6). Light gray fields will pull up a new screen or dialog box. Light yellow fields
indicate a highlighted field or row.

Enter a query; press F to execute, Chil+g o cancel.
Count: *0 EMTER QLERY <Ligts

Fig. 1.6 — Window Status bar
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MCHAS Overview

Button Definitions

Table 1.1 - Button Definitions

Button

Description of Action

&

&

L]
ird

QUERY — Sets an application screen to the Enter-Query Mode ready for user input to
perform a search. By Clicking again after search criteria has been entered, the query is
executed. If the application is in the Enter-Query Mode, this button will execute the

query.
LEFT/BACK —Allows display of the previous record in the current result set.

RIGHT/FORWARD — Allows the next record to be displayed in the current result set.

SAVE - Saves the data on the screen. This information may be new or updated
information.

CLOSE — Closes the uppermost application screen.

MILITARY SPOUSE — Opens an application screen for input of data if the sponsor’s
spouse is also in the military.

FAMILY MEMBERS — Opens an application screen for input of family member
information.

PETS — Opens an application screen for input of pet information.

WAIT LIST — Opens the Wait List application screen to view the sponsor’s current Wait
List. In the Wait List application screen this button will allow you to edit the table of Wait
List Names.

HOUSE LOOKUP - Displays available houses during the Offer and Assignment Process.

HOUSING UNIT — 1) Opens the Maintain Housing Quarters Activity application screen to
view information about the housing assignment.

2) In the Wait List application screen this button will allow you to edit the Housing Unit
Grade table.

3) In the Maintain Housing Quarters Activity application screen this button will allow you
to edit the Housing Unit Grade table.

PICTURE — Opens the Image Viewer Form to view images associated with the assigned
house (e.g.- photo of property).

PRINT SQR REPORTS- Launches an outside program with custom reports.

REMARK 1 — Allows adding of remarks.
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Button Description of Action

REMARK 2 — Allows adding of remarks.

REMARK 3 — Allows adding of remarks.

REMARK 4 — Allows adding of remarks.

REMARKS SEARCH - Allows searching remarks in the text.

FAMILY HOUSING — Accesses the Add and Edit Military Family application screen.

DELETE — Deletes a record from the database.

CLEAR - Clears all fields in the current application.

WAIT LIST REPORT - Prints a multiple wait list report.

RE-SEQUENCE WAIT LIST POSITION — Performs a manual re-sequencing of the Wait
=Zj | List.

- WAIT LIST DESCRIPTION — Allows editing of the wait list description table.

MAXIMO — Calls up Maximo information.

ADD METER — Adds a new meter to a housing unit.

VIEW METER —Allows viewing of meter information for a housing unit.

INSERT - Allows insertion of a new record.

s COPY REFERRAL — Copies one referral unit information into a new record.

ADD —Allows a new Owner to be added.

DETAIL — Displays the unit details for the current referral listing.




MCHAS Overview

Button Description of Action
SET ASIDE - Allows viewing, editing or entering Set NEW
@; Aside Details (a complex code is required).
b P CANCEL — Cancels and closes the application screen.
Cancel

GENERATE REFERRALS — Generates a printed referral listing based upon criteria
‘ Q | entered by the user.

tasat] 3o SORT — Allows sorting on selected fields in 1%, 2™, 3", and 4™ order before executing a
query and generating a report.
Ind ot D dth ot E

PHONE NUMBER - Allows editing of a referral contact phone number.

ADD HOUSE — Allows addition of new housing units.

PROJECT CODES - Allows Project Codes to be edited.

SECURITY SET UP — Allows quick set up of components.

POST - Performs the posting of Meters (Entry of Meter Transactions) or Posts monthly
scheduled charges (Charge Main).

adCYER - A

Pro PRO-RATE - replaces a text button NEW
Rate

ot
S et SET DEFAULT HOUSING OFFICE - NEW

replaces a text button

UTILIZATION - Go to the Utilization Main Screen.

PROFILES - View Other Profiles.

DEFAULT PROFILE - Get my Default Profile.

S B

SET PROFILE - Save the current Profile as my Default Profile.

S Debui
= ::I OVERVIEW - formerly a text button NEW
VIEW INSPECTION CALENDAR NEW

11

'MAY
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MCHAS Overview

Button Description of Action

@ | VIEW THE INSPECTION TIMELINE NEW
'| SET PREFERENCES NEW
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Section 2 - Family Housing Module

The Family Housing Module consists of several areas:

1 Military Family Information

a Assigning to a Wait List
b  Assignment to Military Housing
¢ Tracking Cash Customers
Vacating Housing Units

Wait Lists

Family Search

Weapons Tracking

Incidents

Assign History
Unaccompanied

o N O~ WN

Adding or Editing Military Family Information

1 From the MCHAS Main Menu screen, click on the Family Housing Module.
A Selection List will pop up (Fig. 2.1).

2 Select MILITARY FAMILIES and click OK.

Note: The application screens appear in the query mode. See the status bar at the bottom of the
document.

Left Mouse Click Selection List Right Mouse Click Selection List

Miery Farmily
Wit Lists
Farnily Search
MILITARY FAMILIES WEﬂp ans
WEAIT LISTS : Incidents:
E?MILY._EE&HEH : -
/EAPONS ; S it
NCIDENTS _ Assign His ur:,.x
BSSIGH HISTORY ' Unaccompanied
LINACCOMPANIED -
TLA TRACKING S

Find | [ ok | cancel |

Fig. 2.1 - Military Family pop up
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Family Housing Module

3 To Query a Record, input the sponsor’s social security number. If the sponsor does not exist, a
message will appear (Fig. 2.2 -).

U
\i‘) S5M not fourd, Add new Sponsor?

Fig. 2.2 - Add Sponsor Dialog

4  Click the Yes button to add the new sponsor.

5 Input the sponsor information.
6 Click on the Save button to save changes.

Note: To enter dependents, pets, or military spouse information, see the following “How to” sections.

1;‘_A.dd and Edit Military Family

O I T I
ol € "H | ol e oS
—Sponsor Information — W ait List
Social Secunty ™ Last Mame™ First Mame ™ e - Fr__ Seq
j | | | = [
Fay Grd” Rank/Rate Branch Home Phone ‘work Phane B Waﬁusr .fh.réal—

Command DR l— = l— IEDntrD] Drate: IFlr‘_ I#Be._ds.
! EAS I .ff‘-.pp Dt!

Detach Dt l —Family Information ——
Etampl FEEB Dtl I_ e
Report Dk I s,
eport Dt fes g selfak] [ Family Members

Detered Dtl r o7 Fient.i"lzlwnr_ I_ o Except. Haﬂigge’ Crate:

™ Referral inguiry [T Continued oecuparicy : I_ [ Pets

ru i ! e i S'ét.-‘i'-.mdel_ Ay e Phar
HERE e [T Spouse may accept housing pouse Marms Spouse Phone

Cument Address City 5t Fip Chiry. B

| | - | = Miltay Spouse?

Firnd Narne or Sen

—0n Base Houzing Azzignment

L 0
™ Offered | | —l H Uacatelntenti

™ Accepted | I
- Assigned | { Va.'gate_l Transter From |
Strest Mo Strest Name Unit Proj Area To|

H]l | | | Off History [
Al

a
o

Fig. 2.3 - Add and Edit Military Family Application Screen

The following table describes each field of the Add and Edit Military Family Application Screen.
Descriptions in bold or indicated with a red asterisk on the screen are required fields.
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Table 2.1 - Sponsor_ Information

Input Field *

Description

Method of Entry

Social Security
Last Name
First Name

M

Py Grd
Rank/Rate
Branch

Home Phone

Work Phone

Command
DOR

PRD
Detach dt
EAS

App dt
Report dt
Comp
PEB dt
Deferred dt
Cash customer

Sel Rank

Referral inquiry

Spouse may accept housing
Unaccompanied

Continued occupancy
Rent/Own

Sponsor’s Social Security Number
Sponsor’s Last Name

Sponsor’s First Name

Sponsor’s Middle Initial

Sponsor’s Pay Grade

Sponsor’s Rank

Branch of Service sponsor is in
Sponsor’'s home telephone number
Sponsor’s work telephone number

Command sponsor is assigned to
Date of Rank

Projected Rotate Date of sponsor
Detachment Date

End of Active Service Date
Application Date

Date reported

Computation Date of Sponsor
Pay Entry Base Date

Deferred Date

Should this sponsor be on a monthly
schedule?

Has been Selected for a New Rank
Is person inquiring about referrals?
Spouse may accept housing
Where is Sponsor?

Is Family continuing occupancy?

If sponsor is living off base — is the
sponsor renting a unit or does the
sponsor own the unit

Enter — enter numbers only
Key In

Key In

Key In

Key In OR Popup List

Key In

Key In OR Popup List

Key In — enter numbers only
Key In — enter numbers only

Key In OR Popup List
Key In

Key In

Key In

Key In

Key In

Key In

Key In

Key In

Key In

Mouse Selection

Key In

Mouse Selection
Mouse Selection

Key In OR Popup List
Mouse Selection

Key In OR Popup List

Set Aside If sponsor is living off base — is the Key In
sponsor in the set aside program — if
Yes, tracks set aside information
Current Address Current address Key In
City Current City of residence Key In
St Current State of residence Key In
Zip Current Zip code Key In
Cntry Current Country of residence Key In
Remarks Remarks about Military Family Key In

* Input Fields in BOLD are required fields.
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Table 2.2 - Wait List Information

Input Field Description Method of Entry

Wait List Name of Wait List Display Only — Entered
automatically upon adding to
waitlist

Wait List Check box to indicate if Sponsor is on a wait list. Mouse Selection

Fr Indicates if sponsor is the top 10% of the Wait List Display Only — Entered

displayed. automatically upon assignment

to a wait list

Seq Position of the sponsor of the displayed Wait List Display Only — Entered
automatically upon assignment
to a wait list

Area Wait List area Key In OR Popup List (required

Control Date
Pri
#Beds

Date sponsor is processed for Wait List
Priority of sponsor
Number of bedrooms sponsor qualified for

Table 2.3 - On Base Housing Assignment

to add sponsor to Wait List)
Key In
Key In OR Popup List

Key In (required to add to Wait
List)

Input Field Description Method of Entry

Offered Date the family was offered a unit Entered automatically upon
assignment to a housing unit
OR Key In

Ref The number of housing offers that have been Entered automatically upon

refused by the family refusal of offered housing unit

(0] Displays refusal history Entered automatically upon
refusal of offered housing unit

Accepted Date the family accepted the unit Entered automatically upon
assignment to a housing unit
OR Key In

Assigned Date the unit was assigned to the family Entered automatically upon
assignment to a housing unit
OR Key In

Vacated Vacate a sponsor Button — Key In (required to
vacate sponsor)

H Displays Assignment History, assignment and Button — Entered automatically

vacate dates, as well as wait list information upon assignment or vacate

OR Key In

Street No Street Number of the housing unit this family is Display Only — Entered

Street Name

Unit No

Proj Area

assigned to

Street Name of the housing unit this family is
assigned to

Number of the Unit this family is assigned to, (if
Applicable)

Project Area housing unit is located in

automatically upon assignment
Display Only — Entered
automatically upon assignment
Display Only — Entered
automatically upon assignment

Display Only — Entered
automatically upon assignment
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Input Field

Description

Method of Entry

Off

Tracks off base housing for overseas activities

Table 2.4 - Family Information

Button - Key In

Input Field Description Method of Entry

Family Check box indicating whether sponsor has family Display Only — Entered

Members members automatically upon inputting
family member information

Exception Check box indicating whether sponsor has any Display Only — Entered

exceptional (handicapped) family members automatically upon inputting

exceptional type and
member level

Pets Check box indicating whether sponsor has pets Display Only — Entered

Marriage date
Spouse Name

Spouse Phone
Military
Spouse?

Find Name or
Ssn

Vacate Intent

Transfer From
Transfer To
History

Date of marriage
Name of sponsor’'s spouse

Telephone Number of sponsor’s spouse
Check box indicating if spouse is also Military

Query on name, SSN or ALL

Check Box to indicate the intended date Military
Family will vacate

Transferring from?
Transferring to?

Place a record in history — used for querying
purposes only, does not archive record

Entering Family Member Information

1 Click on the Family Members button.

automatically upon inputting
pet information

Key In

Display Only — Entered
automatically upon inputting
family member information

Key In
Mouse Selection

Key In
Mouse Selection

Key In
Key In
Key in or double click

The Sponsor’'s Family Members Application Screen appears (Fig. 2.4).

2 Add new information or update the sponsor’s family members. Click on the Save button to save

any changes.

Certain reports depend on the birthday of family members, i.e. Family members by Age in Housing. It
is important to complete this information when entering family members into the system.

Also, spouses in the military DO NOT belong in the family members information. Use the Military
Spouse screen to enter data on dual military members.
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‘! Sponsor's Family Members M=l
g = el
ﬁa& Farily Members :?.. | H| r 4

: : E sceptional Member
Last Mame First Hame bl Rel Sex Birthday Auth Date Type Lew

Fig. 2.4 - Input screen for Family Members

Entering Pet Information

1 Click on the Pets button.

The Sponsor Pet Information Application Screen appears (Fig. 2.5).

2 Enter new or update information. Click on the Save button to save changes.

3 Click on the Delete a Record button to remove information.

Sponsor Pet Information =]

E Pets “o |H| -"'l-“?

Type of Pet Calor Ereed Sex Mame Rermark,

Fig. 2.5 - Sponsor Pet Information Application Screen

Entering Military Spouse Information

1 Click on the Military Spouse button.
The Military Spouse Information Application Screen appears (Fig. 2.6).

2 Enter new or update information on the Military Spouse Information Application Screen.
To remove, click on the Delete a Record button to delete the military spouse record.

Click on the Save button to save any changes.
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&5 Military Spousze Information

Fig. 2.6 - Military Spouse Information Application Screen

The Assignment/Vacate Process

Offers and Acceptances of Quarters

1 Click on the Offered box on the Add and Edit Military Family Application Screen.
The Offer a House Application Screen appears (Fig. 2.7).

1 Offer a House

Fig. 2.7 - Offer a House Application Screen




Family Housing Module

Click on the House Lookup button and select the desired housing unit from the pop up list or
enter the House ID if it is known.

The Offer date defaults to the system date but the date may be changed.

NOTE: It is a good practice to click the Check House ID button to fill in the actual address of the
quarters being offered.

Click on the Offer Unit button.
The housing unit is now offered to the sponsor.

When an offer is made, this information is stored with the Housing Unit and appears on the
Housing Unit screen. If the house is offered to another sponsor, the user will be notified that an
offer is outstanding. This will not prevent them from continuing with the offer, it will only notify.
Therefore it is important that offers are removed if they are no longer valid.

Click on the Accepted checkbox when the sponsor accepts the offer.

If the sponsor refuses the offer, click on the Offered checkbox. When asked if the sponsor
refused housing, click yes. To view refusals, click the O button to the right of the Offered
information. The field Ref will contain the number of refusals.

Assigning a Military Family to a Housing Unit

1

-3 ] Aszzign a House M=l B2
S55H Last Hame Fay Grade Bedmoms

Click on the Assigned box in the Add and Edit Military Family Application Screen.
The Assign a House Application Screen appears (Fig. 2.8).

If the sponsor has been “offered” a unit, the House ID and address information will AutoFill. If the
sponsor has not been offered a unit or is being assigned to a different unit than the one offered,
click on the House Lookup button and select the desired housing unit from the pop up list.

The Assign Date will default to the system date, change this date if necessary.

Houze D

.} Check House D
Projected &vailable Date

iew Picture

BAzzign Uit

BAzzign Date I

Cancel

Fig.

2.8 - Assign a House Application Screen

2

Click on the Assign Unit button.
Housing Unit Activity screen appears (Fig. 2.9).
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7 Housing Unit Activity

This screen shows the most recent activity for this house. -

Because we are assighing the house, this adtivity is H

ending and the ‘Assigned’ activity is staring. —
Flease enter the end date of the previous activity, then press sawve, *

House ID

IBI]‘r'1 718-B

Activity Code Reazon Start Date End Date Activity Comment

fVACANT | [17 MaR 1997 |

Fig. 2.9 - Housing Unit Activity Application Screen

3

4

Enter the end date for the displayed unit activity code. Click the Save button to save the data.

The Maintain Housing Quarters Activity Application Screen appears, displaying the current
housing unit’s information (Fig. 2.11).

Click on the Close button to return to the Add and Edit Military Family Application Screen.

NOTE: For more information about unit activities, start dates and end dates, refer to the
documentation for Housing Units (Error! Reference source not found.).

How to Vacate a Military Family from a Housing Unit

1.
2.

© N o 0 &

From the Main Menu, click on Family Housing.
Select MILITARY FAMILIES and click OK.

Enter the Social Security Number of the sponsor that you wish to vacate and click on the Query
button.

vacate] htton,

From the On Base Housing Assignment section of the screen, click on the
Double-click in the Reason box to view the List of Values (Fig. 2.10).
Select a reason for the vacate and click OK.

Enter the Vacate Date and click on the Save button.

As with version 2.0 and earlier, select the next activity status for the housing unit. The housing
unit activity screen will pop up for review (Fig. 2.11).

Note: The new column for Reason. The Unit Activity is no longer M&R but VACANT with a
reason of M&R.

Click on the Close button on the Maintain Housing Quarters Activity screen.
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£ Yacate Date
B | Cancel |
Please enter aYacate Date and Reason, then click Save. BRIG Thrown in the brig
DEATH Spongor iz deceased
DERMDO Dremolition of house
- DISCHG Dizcharge from military

Vacate Date | Uze Taday's Date FAMILY Changes in family size

OFFBASE toving off base
Reazon I ONBASE taving to different baze house
ROTATE Rotation took effect
TRAMSFER Transfer to different baze
Fig. 2.10 - The Vacate Process | | _ILl

4 .3

f.'fl Maintain Housing Quarters Activity

fedlles

Add

= Address

Houze D Cheet # Street Name I pit Act Project
| L] | i B |
Hausing Desig | City State Zip | 1

Activiy Code  Reason Start Date Etid Date San Cammeht:

=

SN Last Mare Drate Wacate Dt'l
Uf_fEde | | | '\-’acate!ntentl
Assigned | | | Frojected Avail Dt |

— Qtrs Detail

Sul:l.-"ﬁl‘a.ﬂq ! Bedroams ! 5g F-égti fore Details I
Clazzification | Eathrooms I Met Sq Feet i
Facility Type I Mear Built i Ficture 1D I

Fiermiarks

Fig. 2.11 - Maintain Housing Quarters Activity
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Entering Remarks

1.

7 REMARKS i (=1 B3

From the Military Family screen, click on the ﬂ button.

Note: There are 4 remarks screens available for entering remarks (Fig. 2.12).

'J|
|

150 8 5| S| 4 4

Fig. 2.12 - Remarks Application Screen

2.

3
4.
5

Click on one of the Remark buttons.
Click inside the text entry section and begin typing your remarks.
Click on the Save button to save.

Click on the Close button to exit.

Viewing Remarks

N o g & bd e

Click on the ﬂ button.

Click on one of the Remark buttons to view all the remarks associated with this sponsor.
If searching for text click on the Remarks Search button, enter the text (Fig. 2.13).
Click on the Find button to start search.

If text is found, a check mark will appear to identify where the text is found.

Click on the check mark to retrieve remarks.

Click on the Close button to exit.
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£ SEARCH

= #f

Enter a line of text to zearch for...

[~ Found in remark #1
™ Found in remark; #2
™ Found in remark #3
[ Found in remark: #4

Fig. 2.13 - Remarks Search

Unaccompanied Families

How to Add Unaccompanied Information

Driven by the new Utilization Module, more information is being tracked in version 2.5 for
unaccompanied families. A new screen is being used to track this information (Fig. 2.14).

Accessing Unaccompanied Families directly from the Main Menu allows you to view information on all
families that are currently identified as unaccompanied.

To change the status of a military family to unaccompanied proceed as follows

1.

2
3.
4

From the Main Menu, Click on Family Housing
Select MILITARY FAMILIES and click OK.
Click on the Unaccompanied check box.

Click on the Query button once to enter Query-Mode. Enter the social security number and press
the Query button again. If there is no unaccompanied data on file, you will receive the message
“SSN not found, OK to add?”

Click Yes.
When presented with the social security number, verify and press the Save button.

The Unaccompanied Data screen will appear again with the social security number, first name,
middle initial and last name of the sponsor.

Enter the data for the pay grade, branch of service, status of the activity and the start date for the
activity. Also enter the House ID for the unit the sponsor is currently assigned to.

Press the Save button again to save all the data.
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A Unaccompanied

Unaccompanied Data @| ‘l | #

Bl D

SSN Firzt M ame b L azt Mame

I | [

Unaccompanied History

Pay Grade Branch  Status  Start Dt EndDt

l | | 0 | |

| | | | |

| | | | |

| — i | 4
Houze [0 Mumberd Stest Mame Lpit
| | | |
Remarks

Fig. 2.14 - Unaccompanied Family Tracking

How to Add an Additional Unaccompanied Record
1. From the Military Family screen, click on the Unaccompanied check box.
2. The Unaccompanied Data screen will appear with the previous unaccompanied data.

3. Place your cursor in the Unaccompanied History section of the screen and click on the Insert a
Record button, you are ready to insert the new information.

4. After completing this section, enter remarks pertaining to the current activity and click the Save
button.

How to View General Unaccompanied Family Information

1. From the Main Menu, Click on Family Housing.

2. Select UNACCOMPANIED and click OK.

3. Press the Query button once to enter Query-Mode.

4. Enter the Social Security Number and press Query again.

If you have more than one unaccompanied activity, click on the record in the Unaccompanied
History section of the screen. As you move between records, the housing information and
remarks will change to reflect what was entered when the activity started.
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Assignment History

How to View the Assignment History

Assignment History has been expanded to include the reason for vacating quarters. It also includes
wait list information not viewed by the user previously (Fig. 2.15).

Information in the Assignment History screen is automatically inserted through the MCHAS
application. When the sponsor is placed on a Wait list, assigned to quarters and then vacated, this
information is kept and viewable here. Changes can be made to the data if necessary and information
inserted if it does not currently exist.

1.
2.
3.

Or

3‘__'| Aszzignment History

S5M First M ame:

From the Main Menu, Click on Family Housing.
Select MILITARY FAMILIES and click OK.

Next to the current quarter’'s assignment information in the On Base Housing Assignment section
of the screen, click on the H button.

The Assignment History screen will appear with the current assignment information and Waitlist
information if the sponsor was placed on a walit list through MCHAS.

Note: If some of this information is blank, the person may have been assigned to quarters prior
to MCHAS. If this is the case, you may fill in the pertinent information now and click on the Save
button

From the Main Menu, Click on Family Housing.
Select ASSIGN HISTORY and click OK.

If the screen is not already in QUERY MODE, press the Query button. Enter the information on
the person you wish to view assignment history for and press the Query button again.

Note: To view Assignment History in general, just press the Query button a second time and all
Assignment History records are available.

Assignment Histary

M
I [

~ Assignment History Records :
Aasign D ‘acate Dt Pay Br Beds Reasonforvacate:
[ ! 1 E
| | _ [ T 1
| | [ T T 1
| | | [ I
| | [ T T 1 Fe
Housge (D Sheethlo  Street Mame LinitMa
| | | |
\wdaltlist Cd “wiaitlizt Date Drays an waitlist Subitda I_‘

Fig.

2.15 - Assignment History
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Cash Customers

Adding a Sponsor to the Charge Schedule - Making a Cash Customer

1. Click on the Cash Customer box in the Add and Edit Military Family Application Screen. The
Charge Schedule Application Screen appears (Fig. 2.16).

2. Double-click on the Code field and select the charge type from the pop up menu.
3. Double—click on the Calc Method field and select the calculation method from the pop up menu.
4. Type in any remarks.
5. Change Active to .
6. Click on the Save button to save changes.
313 Charge Schedule _ (o] ]
S5H Lazt Mame Firzt I ame . 1.
[riT11111 [SMITH [cary | |
— Charge Schedule
Calz Charge
Code [Description h ethod Fate Units Remarks Ative
[EDM | < [ $1200000MON | N A
IELE | |MTF| | $.EIEIE‘|EI|KWH | 1]
[RHT | [BaH | 113300000 MON | M

Fig. 2.16 - Charge Schedule Application Screen

Note: The rate will fill in from the Charge Schedule that is set up from the Financial Data Module. You
must set up the Default Charge Schedule prior to making a sponsor a Cash Customer.

Other Features

Viewing Pictures of A Housing Unit
1. Click on the Pictures button from the Add and Edit Military Family Application Screen.

2. If the assigned house has a picture attached to it, the Picture Application Screen will appear (Fig.
2.17). If no picture is available, the button will be inactive.
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:ﬁ Image Viewer Form ] =10 x|

@i e | i

Clear
— Image Records

Lnit 1d Image # Image Type  Description File Path Hits
|1El1 1 PG I\/IEW FROM THE |D:\BMPACAMERAN |«
2 PG FROM THE STRE |D:\BMP\CAMERAN j 3
3 PG GARAGE AMD DRI |D:ABMPACAMERAN
45 PG WORTH WIEW D:\BMPACAMERAN j
1 zoom | 2 zoom | 3K zoom |

Fig. 2.17 - Housing Picture Viewer

Printing Reports
1. Click on the SQR Reports button.
2. The SQR Reports Application Screen will appear (Fig. 2.18).
3. Click in the Report Name field to select a report.
NOTE: the report selected will be highlighted in yellow.
4. Click on the SQR Reports button to generate the selected report.
5. A dialog box will appear with “Report is running.” (Fig. 2.19).

"T' S0OR Reports

YOUCHER Frint an Assignment Youcher ﬂ E
FH Family Houzing Woucher SOR
SAkPLE S ample report for Mchas implementers
SAF_CITY Cities that contain Set Azide participants . J,-}-:;
SOP DA Set Azide participants by their allotrment
SAP EAS Set Azide Participants by theirr EAS status
SAF_EMD E =piration of Set Azide participation
SAF_ExP E =pirations for Set Azide Participants
SAP MOB Set Azide Participation by bedroom size

SAF_PART Set Azide Participants by Comples
SOAF_RAMNE Set Azide Participants by B ank
SIMGLEF Lizting of Single Parentz

TEMPLODG Frint a Tempaorary Lodging Allowance
TEM_APPL Print an [ndividual Application
TWOUCHER Frint a Termination Youcher

Fig. 2.18 - SQR Reports
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Report is running,

Fig. 2.19 - Report is Running Notification

6. Click on the Cancel (X) button to abort the selected report.

7. After the report appears on the screen, click on the print button, circled on Fig. 2.20 -, to print the
report.

B Bt ves Fee Hebo

mjal 1 4] v [v] wl

Set Aglde Participating Cities:
Ciry Hams= - -

ALISD WIEKD
ATLISA

CARdF =EMUILE T
COCEAMEIDE
CARLSBAD
ENCINITAS =

L L

Fig. 2.20 - Report in the SOR Viewer

Search Facilities for Dependents and Pets

MCHAS allows for searching the database by family information or pet information. This can be
useful if you have a limited amount of information and need to find a parent or pet owner.

1. From the Main Menu, click on the Family Housing Module.
2. When the selection list appears, choose Family Search and click OK.
3. The following Search for a Family Member or Pet Application Screen will appear (Fig. 2.21 -).

M Search for & Family menber or pet

Search tha detabase for any femdy membar

a| =

Famiky Membser Ped

Fig. 2.21 - Search for a Family Member or Pet Application Screen

4. If you are searching on a family member, click on the Family Members button.
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4. If you are searching on a family member, click on the Family Members button.

The Search Family Members Application Screen will appear (Fig. 2.22).

.-;,- .S.BEII[.‘:I'.I Family H.emhem

Fig. 2.22 - Search Family Members Application Screen

5. Key in the information you have on the dependent and click on the Query button to execute the
query.
The parent/sponsor information will fill in the bottom of the application screen.

6. To view more information about the Sponsor, click the Family Members button and the Add/Edit
Military Families screen will open with the sponsor's record.

Follow the same procedures for finding the owner of a pet (Fig. 2.23).

.;;:.‘. .S.Eall:.l‘.l Family Pets

Fig. 2.23 - Search Family Pets Application Screen
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Weapons Tracking - Adding a New Record

1. From the Main Menu, click on Family Housing.
2. From the selection list, click WEAPONS and OK.
The Weapons Tracking Application screen (Fig. 2.25) will appear.
3. Key in the criteria and click on the Query button to execute the query.
4. If the SSN was not found, you will be asked if you wish to Add a record, click Yes.
The Add New Record screen will appear (Fig. 2.24).
A Add New Record _ 10O

— Add Hew Perzon To Weapon Table

First Marne Last Mame
S5H f253-25-1889 [KEESE [5 [aDams
# Weapons [_ [ Humber of weapans af thiz type |
Tupe |
b ake |
todel |
Sernialno I

Caliber I
Regizterad Dt l

Fig. 2.24 - Add a New Weapons Record

5.

Complete the form, when finished, click on the Save button.

Adding an Additional Weapon

1.

2
3.
4

From the Main Menu, click on Family Housing.
From the selection list, click WEAPONS and OK.
The Weapons Tracking Application screen (Fig. 2.25) will appear.

Key in the SSN for the sponsor you wish to add another weapon for and click on the Query
button to execute the query.

Insert the cursor in the "Weapons in Sponsor's Household" section and click on the Insert a
Record button. The cursor will move to the next available row, enter the information for the new
weapon. Click on the Save button.

Viewing Weapons

1.
2.
3.

From the Main Menu, click on Family Housing.
From the selection list, click WEAPONS and OK.
The Weapons Tracking Application screen (Fig. 2.25) will appear.
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4. Click the Query button.
Use the Forward and Back buttons to scroll through the records.

6. Place the cursor in the "Weapons in Sponsor's Household" section, as you select each weapon,
the information about the weapon will change.

£ Weapons Tracking

= =
o =
= (a8 e || b| > |as 2
Spansar SSNI
Sparchable fields _ _ _
Last name  First name ‘Housze D
Curient address | | |
— Weapons in Sponzor's Household
Mo'wWeaponz  Type Caliber Fegizterad Dt

k4

take l
todel |

Senial no |

Remarks |

Fig. 2.25 - Weapons Tracking Application Screen

TLA Tracking

From the Main Screen click on Family Housing.

Select TLA Tracking from the selection list.

The Temporary Lodging Allowance screen will appear (Fig. 2.3) in Query Mode.
Enter the SSN for the Sponsor, click Query.

When prompted with the dialog "SSN not found, OK to add?", click Yes.

o gk w b E

The Adding a TLA Record screen will appear (Fig. 2.26) with the name of the Sponsor as well as
the SSN from Step 4.
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2 Adding a TLA Record =] E3

Firzt M ame Last Hame

ssN EENEERE  [ELMORE [ [FENEY

Fig. 2.26 - TLA Confirmation

7. If the information is correct, click the Save button.

8. When the Temporary Lodging Allowance form returns, complete the information, enter any
remarks and click the Save button.

.Fj:’! Temporary Lodging Allowance
- T emparary
Glle|» H N B Ledgng
=— el SR Allowance
S50 Firzt Marmne M Lazt Mame
|1 23-41-2341 IF'.-’-'«THIEIA l BBARCA
— TLA History
Start Dt End it Fay Grade Branch
02 FEE 2001 01 JUM 2001 E2 b ;]
Remarks

Fig. 2.27 - Temporary Lodging Allowance

Viewing TLA for a Sponsor

9. From the Main Screen click on Family Housing.
10. Select Military Families from the Selection List.
11. Enter the SSN and click the Query button.

12. Click the TLA checkbox.

13. You may edit this information or add additional TLA periods by clicking the Insert a Record
button.

14. Save any changes and click the Close button.
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Section 3 - Wait List Management Wai Lists

Wait Lists

Adding a Military Sponsor to a Wait List

1 From the Main Menu, select Family Housing.

2 Select MILITARY FAMILIES and click OK.

3 Enter the SSN for the sponsor you wish to place on a Wait List, press the Query button.
4

Click in the Wait List check box on the Add and Edit Military Family Application Screen or click
inside the Wait List Name field.

A dialog box will pop up (Fig. 3.1).

@ Add sponsar to a wait list?
A LCancel |

Fig. 3.1 - Wait List Add dialog
5 Click OK.

The sponsor is placed on the appropriate wait list.

Note: The control date, number of bedrooms, pay grade and area fields in the Wait List section
of the Add and Edit Military Family application screen (Fig. 3.1) must be completed prior to
adding a sponsor to a wait list.

How to Delete a Military Sponsor from a Wait List
1 Click in the Wait List Name field in the Add and Edit Military Family application screen.

If the Sponsor is on more than one Wait List, use the scroll arrows to make the Wait List you wish
to delete from the current Wait List.

A dialog box will appear (Fig. 3.2).
2 Click on the Delete button.

3 The sponsor is deleted from the wait list.

3-1



Wait List Management

Forms x|

Lizt or "Cancel'.

@ Select Dption..."Add" to anather W ait List, "Delete’ from ' ait

LCancel

Fig. 3.2 - Add to another Wait List or Delete Sponsor from a Wait List

How to Add a Military Sponsor to an Additional Wait List

Military sponsors may be added to an additional wait list by clicking either on the Add to Wait List
checkbox or inside the Wait List Name field on the Add and Edit Military Family Application Screen.

1 Click inside the Wait List name field in the Add and Edit Military Family application screen.
A dialog box will appear (Fig. 3.2).
2 Click on the Add button.

The following screen appears (Fig. 3.3).

:ﬂ Add Sponsor to Waitlist

Sponsoris already on await list,
This function will place sponsor on maore than one wait list,

—waitlist Qualification Components

Fay Grade E— H gg
Mumber of Bedrooms |2
ArealSHM

Fig. 3.3 - Add to another Wait List Application Screen

Clicking on the Wait List Name checkbox on the Add and Edit Military Family Application Screen
(shown below in cutout) will also access the above screen.

3 Enter a proper pay grade, bedroom code and area. Click the Save button.
The sponsor is added to an additional wait list.

NOTE: These fields have a value list attached. Double-click to access the value lists. To see the
additional wait list(s) a sponsor is on, click on the scroll bar arrows next to the Wait List Name
field circled in Fig. 3.4.

 Wait List
: Fr  Seq
= |
= wfait List ﬁ-‘-.real_

Control D ate Fri H#Beds

| | )

Fig. 3.4 - Close Up View of Wait List area of screen

3-2



Wait List Management

Viewing Wait Lists

1 From the Add and Edit Military Family Application Screen, click on the Wait List button,
OR

2 From the Main Menu, click on the Wait List Module.

The Wait List Position Application Screen appears. If the application screen was called from the
Add and Edit Military Family Application Screen in Step 1 and the current sponsor is on a wait list,
that wait list will be displayed in the Wait List Position Application Screen.

M Wil Lizt Posibion

=[6le[s||@ulo |m|F|8
|L' mail the 'EHSI
Social Secuily | Firsd | Last Mame | fievd |
il Ligd | [
Fi Coariral Pay

Sen®  Mame S5M Acty Zone FeeszeDt P Dabe Grade AarkOn  SeAciiee
=
I~

Fig. 3.5 - Wait List Position Application Screen

3 If the Wait List Position form is opened from the Main Menu, enter the desired Wait List in the
Wait List field, or to see all wait lists, leave the application screen blank then click on the Query
button to execute the query and view all Wait Lists.

Reminder: Double-clicking can access the value list in the Wait List field. The selected wait list(s)
will be displayed.

Table 3.1 - Fields from the Wait List

Input Field Description Method of Entry

Wait List Wait List Code Query Only

Description Long Description of Wait List Display Only when Wait List Code
selected

Seq # Position on the Wait List Automatic Calculation. See
Changing a Military Sponsor’s Wait
List Position

Name Name of Sponsor Automatic
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SSN Sponsor SSN Automatic

Actv Is the Sponsor Active Y=Yes See How to Set a Sponsor
Active/lnactive

Fr. Zone Is the Sponsor in the Freeze Zone Y=Yes Automatic

Freeze Dt. Date the Sponsor entered the Freese Automatic

Zone

Priority The Sponsor's priority (1 - 9) Automatic

Control Date The Sponsor's Control Date Automatic

Pay Grade The Sponsor's Pay Grade Automatic

Rank Dt. The Sponsor's Date of Rank Automatic

Set Active If Inactive, date to set active again See How to Set a Sponsor
Active/lnactive

Finding a Military Sponsor on a Wait List

1 Make sure the correct wait list is displayed (see ‘Viewing Wait Lists’), then enter the social
security number or name of the sponsor desired in the search field.

2 Click the find button. The cursor will be on the desired sponsor’s record.

Changing a Military Sponsor’s Wait List Position

1 Go to the desired sponsor on the Wait List F Audast Wi List Opiles
Position Application Screen. (See ‘Finding

a Military Sponsor on a Wait List’). - — i H
2 Click the mouse on the Sequence Number Thutst ks bessd & Speoresi's Pl on 5wk k8
5 1o ba sfuziedd Tha belde aim ae o By peclan ol
(Seqg#) field. B e g
The AdJqu_t V\lgag List Order screen will scive [T [Y-hctive]
appear (Fig. 3.6). Freeze Zone [T [ YeFmaen |
3 Change the active, freeze zone, freeze DD Mon vy HH:MI-55
date, and/or control date fields of the Fiemzm Dlats |
sponsor, then Paiy [
4 Click on the Save button to save changes. Cortrol Date |
This changes the sponsor’s wait list o
is ges sponsor’s wait lis ek Doie T
position immediately. To change the .
sponsor active status, see the section Dhai b s s e buaech, L At Sladus
below "How to Set a Sponsor I

Active/lnactive".

Fig. 3.6 - Adjust Wait List Order Screen

How to Set a Sponsor Active/lnactive
5. Click in the Seqg# field. The Adjust Wait List Order screen will appear (Fig. 3.6).
6. Remove the “Y” from the Active field.

7. Atthe bottom of the screen, the date field has been added to input the date that the person is to
be placed back on active status on the Wait List. Enter the date now.

8. Click the Save button to save changes.
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Managing Wait Lists

When a sponsor is placed on or removed from a Wait List (through assignment), the Wait List is
automatically recalculated and everyone's position # is modified. If you manage your Wait List directly
from the Wait List screen these calculations are not automatic and you must re-sequence the list
manually.

1 From the Main Menu select Wait List.

2 Double-click in the Wait List Code field to select the Wait List you wish to manage.
3 Press the Query button to bring up that Wait List.

4 Click in the Seq # field for the sponsor you wish to adjust.

5

When the Adjust Wait List Order screen appears (Fig. 3.6), make the changes you wish to
make to this sponsor's Wait List information that will alter his position on the Wait List.

(o)}

Click the Save button.

When the Wait List Position screen appears again (Fig. 3.5), press the Calculate Wait List
button. All the position numbers will be modified.

Printing Wait Lists

Printing only Some Wait Lists

1 From the Main Menu select Wait List.

2 Press the Query button to bring up all Wait Lists.

3 Click on the Wait List Report button on the toolbar.
4

The Wait List Reports selection screen will appear (Fig. 3.1). Click the checkbox next to the Wait
List(s) you wish to print.

5 Press the Print SQR Report button.

i REPORTS =] B3
Selectwaitlists, then click SQR button, v/| 15_|I| ﬁ |
= Waitlists
[ |cG2 IEDHF‘&NY GRADE 2 BEDROOM =
' BEE] |COMP&NY GRADE 3 BEDROOM
[~ [EMZ [ENLISTED 2 BEDROOM
[~ [EM3 [ENLISTED 3 BEDROOM
[~ [EM4 [EMLISTED 4 BEDROOM
[~ JE2 PUNIOR EMLISTED 2 BEDROOM |
MOTE: All waitlists chosen will show on report.

Fig. 3.7 - Wait List Selection for printing

Printing a single Wait List
1 From the Main Menu select Wait List.

2 Double-click in the Wait List Code field to select the Wait List you wish to print.
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3 Click on the Print SQR Report button on the toolbar.
4 Choose WAIT_POS to print a single Wait List.

= SQR Reports H=1 &

Summary Beport, Al W ait Listz _‘I a
|HEIL|SE_L|I3 Lizt of Housing Designators [housing_unit_grade] a0k
IW.-’-‘-.IT_.-‘l'-.BE |phabetical listing of a waitlizt
IW.-’-'-.IT_ED IList of waitlist codesz/names _-1-;
M.-’-‘-.IT_DES Lizt of waitlizt descrphons [waitlizt_dezcnphio -

MWAIT_POS Show ane waitlist

|'W'EEIL|NTEH |'W'ait|ist Counter Copy

ML_.M"'G Summary Fepart, Days on Wait List
IW_SET.-’-‘-.ET Set-active-date for waitlist personz

=

Fig. 3.8 - Wait List Reports

Printing an Alphabetical Wait List and Counter copies
1 From the Main Menu select Wait List.

2 Double-click in the Wait List Code field to select any Wait List or press the Query button to call
up all Wait Lists.

Click on the Print SQR Report button on the toolbar.
Choose WAIT_ABC to print a single Alphabetical Wait List.
Choose WCOUNTER to print your Counter copies of the Wait Lists.

Other Wait List Reports

There are several reports that deal with the Wait Lists and are there to help you manage your Wait
Lists. Follow the instructions for printing the Wait List Reports and choose any of the reports
available.
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Section 4 - Managing Off Base Referrals Referrals

Adding Off-Base Referral Housing Information

Entering Referral Listings

1.

Referral Housing

From the Main Menu, click on the Referrals Module.

A Selection List will pop up (Fig. 4.1).

COMPLEX LISTINGS
GEMERATE LISTINGS
PROPERTY OWNERS
SET ASIDE

1 | r|.

frd | [ 0k | Cancel |

Fig. 4.1 - Referral Units pop up

2.

Select REFERRAL UNITS and click OK.
The Add/Edit Referral screen appears (Fig. 4.2).
To add a new Referral Unit, click the Insert a Record button to execute.

Double-click in the Owner ID field for a list of the owners currently on file. Select from the list and
tab to complete the Contact/Owner Information fields.

If the owner's name does not appear, click the Insert a New Owner button (See the Section
Entering Referral Property Owner Information).

Complete all information for the referral unit. When finished, click the Save button.

In the Rental Details section, the Contact Date, Inactive Date and Delete Date are calculated for
you. Enter the Available Date and press the “D” key next to the Available Date.

Complete the listing by entering Unit Details and when applicable, Set Aside Details.
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7 MCHAS - Add/Edit Referral Unit

7 Contact/Owner Information

e D | Qe |

Caritact | Phorie fiumbers: | |

—Unit Information
Referal ID |
Street ri. name, unit | [

Unit Type |
|

City, state, 2ip | | &
School Dist |

Saft]

Beds I
Biaths |

Ajr Cond I Wiew of I

— Rental Details
il Ot I— EI
L —
nactDt]
pelpt]

Furnizhed I
Laumdry I

F!'e’nt-l
Deposit | _
SalePiee| Gasge [
Lease # MD&I de LIEi.i.'EDst I

Location I

Pets. |

Agevis|

Dpen I_

Last HRQ | Ficture 1D |
— Complex Details

Complex | Units | Sethside [
Camplex Code | VacantUrits [ Milltany Clauss [

&

—Hemarks

Fig. 4.2 - Add/Edit Referral Unit

Table 4.1 — Input Values — Referral Units

Input Field Description Method of Entry
Owner-1D Unique identifier for a property owner Automatic when a new
owner record is inserted
Owner Owner/Manger Name-Company Display Only - Entered
automatically upon
selection of Owner Phone.
Contact Contact Person for listing Display Only - Entered

Phone Numbers

Telephone numbers of owner/manager of the
listing

automatically upon
selection of Owner Phone.
Key in numbers only or List
of Values

Referral-ID Unique identifier for a referral property Automatic when a new
record is inserted
Street Street Number and Street Name. First field is Key in
Street Number. Second field is Street Name.
Unit Unit Number of the listing Key in
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Input Field Description Method of Entry
City City of the listing Key in or List of Values
State State of the listing Key in
Zip Zip Code of the listing Key in or List of Values
Type Type of the listing, e.g. Apartment, Condo, Key in or List of Values
House, ...
Beds Number of bedrooms of the listing Key in
Baths Number of bathrooms of the listing Key in
SqFt Number of Square Feet of the listing Key in
Picture ID ID Number assigned to the pictures for this Key in
referral
Avail Dt Date listing is available Key in
Cont Dt Date of Contact Key in or Entered
automatically upon entering
Avail Dt and clicking
Calendar Button
Inact Dt Date listing becomes inactive (1 month) Key in or Entered
automatically upon entering
Avail Dt and clicking
Calendar Button
Del Dt Date listing will be deleted from database (36 Key in or Entered
months) automatically upon entering
Avail Dt and clicking
Calendar Button
Rent Rent amount of the listing Key in
Deposit Deposit amount of the listing Key in
Sale Price Sale Price of the listing Key in
Lease # Mos Minimum Number of Months in Lease Key in
Furnished Furnished Code of the listing Key in or List of Values
Laundry Laundry Code of the listing Key in or List of Values
Pets Pet allowance of the listing Key in or List of Values
Garage Garage Code of the listing for # cars Key in or List of Values
Location Map Code for Listing Key in
Age Yrs Age of unit Key in
Open Available Key in
School Dist District property is in Key in
Complex Name of Complex Key in
Units Number of Units complex has Key in
Vent Number of vacant units in complex with same Key in
number of bedrooms and baths
Military Clause Indicator of the listing having a Military Clause Key in

Complex Code

Set Aside
Remarks

Unique identifier for Set Aside Referrals. The
Mac Code given to qualified property owners.

Indicator if listing is a Set Aside
Comments or remarks about listing

Key in (8 number field)

Key in
Key in
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Entering Unit Details
1 To view unit details click on the Unit Details button.
The Unit Details application screen appears (Fig. 4.3).
2 Click on the check box next to the detail feature you wish to include.
3 Click on the Save button to save changes.

4  Click on the Close button to return to the Add/Edit Referral Units screen.

f.'ﬂ Referral Ut Detaills

Mate; All fields are quenyable

ee [ KeyDeposit [ Credit Fee
—Features of the Property
[~ Dishwasher [~ Spa ™ Ll Pay
[~ Frg I"F’i:n:nl I HilirEleafr[I:'
[~ Stove [ | Lawn I~ Lt ater
[~ Dlizposal [ Sundeck r thliiﬁag-
I~ Laundm [ Ocean'fiew [ Util Trash
I~ | Upstairz: I Driveway ™ Heat Fusl
I~ Dawnstairs [ | Patio :
I~ Den [~ Carport [~ ForSale
™ DiningRoom [ Fenced [ Subdivision
I~ Fieplace [~ GabagePaid [ Mon Smoker
' [~ SewerPaid [T Oif Stiest Parking

Fig. 4.3 - Unit Details

Adding Set Aside Detalils

1 If the property listed has been approved for Set Aside. Complete the Complex Code field, set
Set Aside to "Y" and click the Set Aside button located in the Complex section of the Add/Edit
Referral Unit screen.

2 The Set Aside Details application screen will appear (Fig. 4.4)
Tab through each field to continue keying data.

3 Click on the Save button to save changes. Click on the Close button to return to Add/Edit
Referral Unit application screen.

Note: The Total fields in the Set Aside Complex Statistics will automatically calculate totals when
units are added or dropped from Set Aside.
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4 Set Aside

6l «| k] |

— Set Aside Information

Comples Code Street Mo Stiest Name Unit  City

m [4444 [TEST l [EMERALD ISLE

Owner Name Manager Mame tanager Phone

| [DIANA l

Start Date End Date L ease Exp jent At

[15 A0G 2000 [15 AUG 2001 [ 1500
TH@'ﬁatﬁsﬂﬁ'_{ecDrdais{l‘rjkﬂd_tg |COMPLEX: 444444444 Gu:ul

—Set Azide Complex Statistics

# Unitz In Complex # Unitz Onginally Set Aside
Studio Tbr 2br  3br 4br Total  Studic Tbr ~ 2bf 3o 4br Total

I . | 4 1 i f§

# Unitz Added to 5et Aside it Units Dropped from Set Aside
Stadio . Thr 2br 3hbr dbr  Total Studin. Thr Zbr 3br 4br  Total

|
Total SAP Units I'I

.—Hemarks

Fig. 4.4 - Set Aside Details

Entering Referral Property Owner Information
1 From the Main Menu, click on the Referrals Module.
2 From the pop-up screen select PROPERTY OWNERS and click OK.

The Referral Property Owners application screen will appear. This application screen allows a

user to search the database for a particular owner or all listed owners.

3 To search for an owner, input owner the owner criteria, and click on the Query button to execute

the query.
If the owner is in the database, the owner information will appear.

4 Click on the Insert a New Owner button if the owner is not found in the database. Tab through

each field to continue data entry.

5 Click on the on the Save button to save changes.

To view all owners in the database click on the Query button to execute the query.
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:ﬂ Referral Property Owners

>< @ i : H A

Clear * * | || ;t.' | B g

— Owner

Owrer/M anager Owirer 1D |EIEIEI1
Address |
City State  Zip
| | |
— Contact

Contact Mame |

1zt Phone I
Znd Phone I

Remarkz

Fax Phone I

Fig. 4.5 - Property Owners

7 All of the owners in the database will appear one at a time, in the Add/Edit Referral Owner
application screen. To toggle through records click on the Forward button to view the next record
or click on the Back button to see the previous record.

8 Click on the Close button to close the application screen.

Table 4.2 — Input Values — Referral Property Owner

Input Field Description Method of Entry
Owner/Manager | Name of Company or individual that Key in or List of Values
owns/manages the referral listings
Owner ID Unique identifier for the Owner Automatic when you use
the Insert a Record button
Address Mailing Street Number, Name and Unit # of Key in
Referral Owner
City Mailing City of Referral Owner Key in
State State of Referral Owner Key in
Zip Zip Code of Referral Owner Key in
Contact Name Name of Person to Contact about referral listing  Key in
1* Phone Primary telephone number of Referral Key in numbers only
Owner.(MUST BE UNIQUE)
2nd Phone Second telephone number of Referral Owner Key in numbers only
Fax Phone Telephone Number of the facsimile of the Key in
Referral Owner
Remarks Remarks regarding Referral Owner Key in
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Generating a Referral Listing Report
1 From the Main Menu, click on the Referrals Module.
2 From the Selection List (Fig. 4.1) choose GENERATE LISTINGS and click OK.

3 From the pop-up menu (Fig. 4.6) select upon which listings you want the report generated.

Forms |

'ou may generate thiz report for active, inactive, or all referals,
pleaze make vour choice below.

Inactive Al

Fig. 4.6 - Generate Report - Referral Listings Options

a Pressing the Active button will generate Active Referrals listing screen (Fig. 4.9).
b Pressing the Inactive button will generate an Inactive Referrals Screen (Fig. 4.10).
¢ Pressing the All button will generate a screen for all referrals (Fig. 4.11).

All three of the Generate Referrals screens are the same, except that they query on different
records depending on the dates available. They are also very similar to the Add/Edit Referral
Units application screen, but allow for greater query capabilities in that you enter "ranges" for
amenities such as number of bedrooms, bathrooms, rent, deposit, etc. and can query on a range
of dates for the Available Date, Contact Date, Inactive Date and Delete Date.

4 Enter data for the listing, entering ranges where applicable, and press the Query button.
The query will return those listings that meet your criteria.
To print the listing, press the SQR Report button.

Choose the listing report you wish to print by double clicking the report name, or select the report
and press the Print SQR Report button.

Query on Referral Details

1. From the Main Screen select Referrals.

2. Choose REFERRAL UNITS or GENERATE LISTINGS from the Selection List.
3. Click on the Referral Details button.
4

The Referrals Details screen will appear (Fig. 4.7). Select the checkbox next to the detail(s) you
wish to query on. Click the Query button on the main referrals screen.

NOTE: If the Referral Unit Details screen obscures the Query button. Place your mouse on the title
bar, click and hold down the mouse key to move the screen over. After you click on Query, the detall
screen may move behind the Referrals screen, click on it to bring it back to the front to see what
details are in the units returned by the query.
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1 Referral Unit Details _ O] x|

[+]>

Mate: Al fieldz are now quensable

(AU AR U R :‘

Fig. 4.7 - Referral Unit Details

Query on Multiple Values
1. Follow steps 1-3 above.

When you begin entering data for the search, fields that have a valuelist attached allow for
selecting more than one value for the search.

2. Double-click inside a valuelist field and choose a value.
The chosen value will appear on the status bar.
3. Double-click again and select a different value.

The second value appears with the first on the status bar (Fig. 4.8). Continue until all the values
you want are selected.

4. Press Query to retrieve the listings.
The referrals returned will match the multiple values selected.
5. Press the Print SQR Report button to print your listings.

Fig. 4.8 - Status Bar with multiple cities selected for a Query
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f.'ﬂ Generate Referrals - Active

@ ‘! * L@ ﬁ zm:lsurl-ID 4th'suftlg

—Contact
Oerier 1D | Ouine | Phane |
Cartact |
~ Unit
Fieferral D | Type | St
Street no,name,unit | | | Beds[
City, state, zip | | | Bathe | to]
School District | Air Cond | View of |
—Hent_al
fovail Dt | h:ul Rent I h:ul .Frmhd?'l
Cantact Dt | ta] Deposit | ta] Laund | '
Inact Dt | o Frice | o Pats |
Del Ot | Leaze # Moz | tor | Garage I
- Complex
Comples | Uinits | Hivent |
Age s i Set ﬁ-"gai_clal HiICIaL.IS__!_ Lacatian i
Remarks

Fig. 4.9 — Active Referrals Screen

1 Generate Refernals - Inactive

~ 15t smll[ﬂ Frd surtID [~ Show
(% =
@ SOR Z2nd surl'ID 4th 'suftl!

— Contact:
Oriet D] Duires | Phare |
Cantact |
~ Unit
 Referal D | Tpe[ L

Street no.name,unit | I | Bede| 1]
City, state, zip | - Baths| o]
Schoel D'_'rig_l,:ii:t';| Arcord [ Wiewdt|

Fig. 4.10 — Inactive Referrals Screen
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7 Generate Referrals - All

b il B, 15t smtIE] Jrd surtID T Show
@ i s Y ﬁ 2nd sort|[ ] 4th sort|[]

—Contact
e 10 Duwrer | Phone |
Contact |
— Uit

Rferral D | Tope[ st

Street no,name,unit | I | Beds| o]
City, state; 2ip | [ Baths|  to]
School Distict | Aicord] ewot|

Fig. 4.11 — All Referrals Screen

Using Sort Criteria

An additional feature of the Generate Referrals screen is the ability to define sort criteria for the
printed report.

1 To access the Primary Sort Value List, click the 1*' sort button.
The Primary Sort Value List will pop up (Fig. 4.12).

Click on the item you want to sort on and click OK. The field in the Generate Referrals screen
associated with that item will turn green.

Enter the criteria in this field you want to query.
4  Continue the sort criteria by using the 2", 3", and 4" sort options.

When selected, the 2™ sort criteria field will be highlighted in blue, the 3" sort criteria will highlight

in yellow, and the 4™ sort criteria will highlight in magenta. See the following figures for the list of
fields used in the sort, Fig. 4.13, Fig. 4.14, and Fig. 4.15

5 If you are ready to run the query, click on the Query button to execute the query.
Find I.?é

Plil‘l‘lali Sort ¥alue

street_name
city

Zip

unit_no
ztate
unit_type
square_ft

| |

[
Find | Cancel

\_Lh—l

Fig. 4.12 - Primary Sort Value List
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]

Find Ifé

Second Sort Yalue

slreet_name

ztate
unit_type
square_ft

| S|

Find Cancel

o
|
b

Fig. 4.13 — Second Sort Value List

]

Find Ifé

Third 5ot Yalue

|

ztreet_name
city

zip

unit_no
ztate
unit_type

square_ft
| S |

Find Cancel

LA
E
il

Fig. 4.14 — Third Sort Value List

]

Find Ifé

Fourth Sort ¥Yalue

|

street_name
city

zip

unit_no
ztate
unit_type
square_ft

| S|

Find Cancel

L_
E
il

Fig. 4.15 — Fourth Sort Value List
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Printing Referral Listing Reports
1 From the Main Menu, click the Referrals Module.
2 From the Selection list, choose GENERATE LISTINGS and click OK.
The Referral screen will appear.
Enter the data you wish to query on and click the Query button.
4  Click on the Print SQR Report button.
The SQR Reports screen will appear (Fig. 4.16).
Click on the desired report. Your choice will be highlighted in yellow. Press the SQR button.

After your report has run and printed, click the Close button to return to the Add/Edit Referral
screen.

',':'Z' SOR Reports

Cities that contain Set Azide participantz ;I a
SAP Db S et Azide participants by their allotment SOR
SAF_EAS S et Azide Participants by their EAS status
SoaF_EMD E wpiration of Set Azide participation f_;i?
SAFP_ExP E wpirationz for Set Azide Participants —
SAaF_MOB S et Azide Participation by bedroom size

SoaP_PART S et Azide Participants by Comples
SAP_RAME S et Azide Participantz by Rank

Fig. 4.16 — SOR Reports
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Section 5 - Referral Complex Management Referrals

Referral Complex Management is similar to other Referrals in the Module in that you can add units,
edit units, produce listings for your customer and view and print a variety of reports. The big
difference is the ability to list a full apartment complex, with multiple bedroom numbers with different
rents for each size.

Adding/Editing and Managing Complex Listings

Viewing Complex Listings
1 From the Main Menu choose Referrals.
When the popup appears (Fig. 5.1), choose COMPLEX LISTINGS and click OK.

COMPLE LISTINGS
GEMERATE LISTINGS
PROFPERTY OWMERS

o
4| | r

Find | [ ok | Cancel |

Fig. 5.1 - Selection popup

2 The Referral Complex screen will appear (Fig. 5.2).

3 Enter the information you want to retrieve, Street #, Street Name or City, etc. and press the
Query button.

4  The results of the query will be displayed, use the Forward or Back buttons to view multiple
listings.

5 Make any changes, if needed and press the Save button. When finished viewing the listings,
press the Close button.

Adding a Complex Listings

When the screen opens, it will be in ENTER QUERY mode. ENTER QUERY mode allows the user to
enter criteria, to view and modify listings or generate listings for units that are already in the database.

Note: Pressing Ctrl+q (control and q keys simultaneously) will cancel the query.

1 To change the window status to add a new record, click the Insert a Record button. The
application screen is now in INSERT mode.
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2 Enter all information for the Complex, tabbing between fields.

Fig. 5.2 — Referral Complex

3 In the Owner/Manager Information section (Fig. 5.3), press the Owner Info button to enter
information about the owner of the complex. The owner screen will pop up over the manager
information details.




Referral Complex Management

Fig. 5.3 - Complex Manager and Owner Information

4  Complete all information for the owner. Click on the Manager Info button to return to the
Manager Information screen. When all information is complete, click on the Save button.
Additional Unit Type Information

Each bedroom type in the complex can have remarks or additional information stored. Click the More
button at the bottom of a bedroom column. The following screen will appear (Fig. 5.4).

Fig. 5.4 - Unit Type Additional Information

Complex Amenities (details)

1 To add amenities (details), click on the Details button. The Complex Details screen will pop up
(Fig. 5.5).

2 Check all boxes that apply and click the Close Details button.

Rl

5

Fig. 5.5 - Complex Details

Adding Set Aside Details

1 Ifthe Complex is Set Aside, enter the Complex Code and click the Set Aside button. The
following screen will appear (Fig. 5.6).




Referral Complex Management

4 Set Aside

6l «| k] |

— Set Aside Information

Comples Code Street Mo Stiest Name Unit  City

m [4444 [TEST l [EMERALD ISLE

Owner Name Manager Mame tanager Phone

| [DIANA l

Start Date End Date L ease Exp jent At

[15 A0G 2000 [15 AUG 2001 [ 1500
TH@'ﬁatﬁsﬂﬁ'_{ecDrdais{l‘rjkﬂd_tg |COMPLEX: 444444444 Gu:ul

—Set Azide Complex Statistics

# Unitz In Complex # Unitz Onginally Set Aside
Studio Tbr 2br  3br 4br Total  Studic Tbr ~ 2bf 3o 4br Total

I . | 4 1 i f§

# Unitz Added to 5et Aside it Units Dropped from Set Aside
Stadio . Thr 2br 3hbr dbr  Total Studin. Thr Zbr 3br 4br  Total

|
Total SAP Units I'I

.—Hemarks

Fig. 5.6 - Set Aside Information

2 The address and owner information will appear from the previous screen. Fill in the dates and
number of units information and any remarks.

NOTE: When entering unit information, the totals will be calculated for you.

3 Complete the information and click the button Save Changes. After the information has been
saved, click Close Details.

4 Click on the Save button to save any changes.
5 Click on the Close button to close the application screen.

Participating property owners in the Set Aside Program are assigned a unique code, their Mac
Creditor Code. This code is used as the Complex Code for identification that the property is being
utilized for the Set Aside Program. You cannot set up the Set Aside Details without a Complex Code.
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Field Definitions

Table 5.1—- Input Values — Add/Edit Complex Unit

Input Field

Description

Method of Entry

Master Control #
Complex Code

Contact Date
Complex Name

Control Number assigned by housing

Code assigned by housing authority (required
for Set Asides)

Date of contact with owner/manager
Name of Apartment Complex or Community

Key in
Key in

Key in DD MON YYYY
Key in

Unit Type Condominium, apartments Key in or List of Values
Set Aside Yes or No field KeyinY orN

Street # Street address of Complex Key in

Street Name Street name of Complex Key in

City City of Complex Key in or List of Values
State State Key in CA, etc.

Zip Code Zip Code of Complex Key in

Table 5.2 - Manager

and Owner Information

Input Field

Description

Method of Entry

Manager Name
Street #
Street Name
Unit #

City

State

Zip Code
Phone

Fax

Owner Name
Street #
Street Name
Unit #

City

State

Zip Code
Phone

Name of Complex Manager to contact
Manager's address

Manager's street name

Unit Number to reach Manager
City

State

Zip Code of Manager
Manager’s phone number
Manager's fax number

Name of Complex Owner
Owner’s address

Owner’s street name

Unit Number of Owner

City of Owner residence

State of Owner residence

Zip code

Owner’s phone number

Key in

Key in

Key in

Key in

Key in or List of Values
Key in CA, etc.

Key in

Key in numbers only
Key in numbers only
Key in

Key in

Key in

Key in

Key in or List of Values
Key in CA, AZ, etc.
Key in

Key in numbers only

Table 5.3 - Unit Details

Input Field

Description

Method of Entry

Number of Units
Low Rate

High Rate
Deposit

Number Available

Number of Units for Type

Low rent if multiple rents available for Type
High rent if multiple rents available for Type
Deposit amount for Type

Number of Type available

Key in
Key in numbers, no cents
Key in numbers, no cents
Key in numbers, no cents
Key in
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Input Field Description Method of Entry
Additional Remarks, notes on Type of unit Key in
Table 5.4 - Complex Details

Input Field Description Method of Entry
Furnished Is the unit furnished Key in or List of Values
Pets Allowed Yes, No or NEGotiable Key in or List of Values
Laundry Type of Laundry facilities available Key in or List of Values
Pet Deposit Deposit required for pets Key in

Credit Check Fee
Location

Military Clause

If a Credit Check fee is required
Location of Complex based upon a grid system
designated by housing

Is there a Military Clause in the rental
agreement

Listing Date

Table 5.5 - Modified

Date Listing is Available

By Information

Key in

Key in
KeyinY orN

Key in DD MON YYYY

Input Field Description Method of Entry
Entered Date Date Complex entered into system Automatic
Entered By User Name of Person entering information Automatic
Date Changed Date any changes made to the listing Automatic
Changed By User Name of Person making changes Automatic

Table 5.6 - Amenitie

s Detail

Input Field

Description

Method of Entry

Check Box Fields

Complex Detall
Remarks

Yes or No values for each amenity listed
User remarks regarding the amenities of the

complex.

Generating Reports or Listings
1 For listings, enter the criteria and press the Query button.
Click on the Print SQR Report button.

2
3 From the list, choose the listing report you wish to use, and click on the SQR button.
4

Mouse click
Key in

For other reports, repeat steps 1-3 and choose the report, click on the SQR button again.




Section 6 - Financial Data Module Financial Data

The Financial Data Module consists of 5 major areas:
Charges - Recurring monthly charges and single charges
Receipts - Collecting funds from tenants or pay-checkage
Default Charges - Establish recurring monthly charges, a Cash Customer
BAH Rates - Maintain rates for recurring charges based on the BAH

Receipt Approval - Used by Fiscal Department to verify funds received are deposited
Charges

Creating Charges

1 From the Main Menu, click on the Financial Data Module.
A selection list will pop up (Fig. 6.1).

2 Select CHARGES from the pop-up menu and click OK.

Financial %]

FECEIFTS . .

DEFALILT CHARGES
&H RATES

RECEIPT APPROVAL

- e

Find | ok I I:aru:ell

Fig. 6.1 - Financial Data selection list

3 The Charge Main Application Screen will appear (Fig. 6.2).

4 Input the sponsor’s social security number, the last name and/or the first name in the
corresponding fields, or double-click in the field to select a value from the value list.

5 Click on the Query button to execute the query.

6 Click on the Insert a Record button to insert a new charge number (by clicking on the insert
button, MCHAS will automatically assign a charge number).

The cursor will be in the newly created Charge Number field.




Financial Data Module

Tab through each field to continue inputting data.

Note: the Iltem Number is a required entry on the Charge_Main Screen. Each charge number
may have one or more items. Each separately posted charge is a unique item.

8 Click on the Save button to save changes, and then click the Close button to return to the main

menu.

£ Charge Main

: = Pro
&l e O 2|8
— ) 5OR

55M First Name M Last Name B £
| | [ P

Charge  ltem  Chame: Date Charge  Amaunt  Posted Posted 'Workarder Street

Mumber  MNumber Type  DateDue  Inclred &mount Paid Marth Year  Mumber  Number
< | »
[ Total Charges Tatal Paid Balance

3}

Fig. 6.2 — Charge_ Main Application Screen

Charge Field Definitions

Table 6.1 - The Charge Screen

Input Field Description Method of Entry
Sponsor SSN Social Security Number Key In or Value List
First Name First Name of customer Key in for non-residents
M Middle initial of customer Key in for non-residents
Last Name Last Name of customer Key in for non-residents
Charge Number Unique, automatically assigned Automatically generated
Item Number Unique, automatic for customers on a Key in

charge schedule with multiple line items
Charge Type The type of charge, ie rent, damages, Key In or Value List

etc
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Input Field Description Method of Entry
Date Due When the amount is due Key in
Date Incurred The date the charge was incurred Key in
Charge Amount Dollar amount of the Charge Key in

Amount Paid

Posted Month
Posted Year
Workorder Number

Street Number

Installments
Beginning Meter

Ending Meter

Rate

Remarks

In Dispute
Bad Debt
Changed By
Date Changed
Entered By
Entered Date
Total Charges
Total Paid
Balance

Amount paid against the charge

Month the charge was posted
Year the charge was posted

Maximo Workorder number for charges

from other departments
Address, if living on base

Are installments allowed

Beginning Meter reading for metered
charges, ie: electrical or gas

Ending Meter reading for metered
charges, ie: electrical or gas

The rate used to calculate metered
charges

Comments regarding charge

Is the Charge is dispute

Is this a potential bad debt?

Person who changed the record
Date a record was changed

Person who created the record

Date a record was created

Total of All charges for a customer
Total of All payments by a customer
Balance owing

DO NOT KEY IN - This
amount is automatically
updated when a payment
is made

Key In or Value List
Key In or Value List
Key in

Key in for first time
charges, automatic for
residents in housing

Key inY or N

Automatic for charges
posted from a Charge
Schedule, Key in for
Check Outs

Automatic for charges
posted from a Charge
Schedule, Key in for
Check Outs

Automatic for charges
posted from a Charge
Schedule, Key in for
Check Outs

Key in
KeyinY or N
KeyinY or N
Automatic
Automatic
Automatic
Automatic
Automatic
Automatic
Automatic

First Time Charges

1 From the Main Menu, click on the Financial Data Module.
2 Select CHARGES and click OK.
The Charge_Master Application Screen will appear (Fig. 6.2).

3 Input the sponsor’s social security number in the corresponding field, or double-click in the field to
select a value from the value list. Click on the Query button to execute the query.

4  If this is the first time a charge is being entered, a dialog will appear "SSN Not Found. Ok to
Add?". Click OK and proceed with steps 6 through 9 in the section Creating Charges.
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Prorating an Existing Charge

1
2
3

f.'ﬂ Prorate an Existing Charge

=&

— Pro-Rate Charges

Orccupant S5H !EIEIEI-EIEI-EIEIEH
Charge Mumber |
Murnber of Da_l,ls..l

From the Main Menu, choose Financial Date.
From the selection list, choose CHARGE.

Enter the SSN, or other criteria for the person with the charge you wish to Prorate and click the
Query button.

Click on the Pro-Rate button.

The Prorate an Existing Charge screen will appear (Fig. 6.3).

Fig. 6.3 - Prorate an Existing Charge

6 Enter the Charge Number to be prorated or double-click in the field to select from this customers

charges.

7 Enter the Number of Days that is to be prorated and click the Pro-Rate button.

When you are prorating a charge for check-out, whether the charge has been paid and you are
calculating a refund, or adjusting the amount that is to be paid, the number of days to calculate
will be the number of days that sponsor was in housing. Prorating will post credits to the charge.

8 Re-Query to see the credits posted against the charge by pressing the Query button, entering the

Social Security Number, and pressing the Query button again.

A For faster re-query, use Ctrl+C to copy the Social Security Number to the clipboard. After
you have pressed the Query button, use Ctrl+V to paste the number back into the SSN field
before you press Query again.

Receipts

Applying Payments Received

1
2

From the Main Menu, click on the Financial Data Module.
Select RECEIPTS and click OK.
The Receipt_Master Application Screen will appear (Fig. 6.4).

Input the sponsor’s social security number in the corresponding field, or double-click in the field to
select a value from the value list. Click on the Query button to execute the query.

Inputting a first name in the First Name field, or double clicking in the field to select a value from
the value list can also retrieve a sponsor's record.
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4  Click on the Insert a Record button to insert a new receipt number (by clicking on the insert
button, MCHAS will automatically assign a receipt number).

5 The cursor will be in the charge number field. Double-click to select the charge this payment is

against.

6 Tab through each field to continue inputting data.

7 Click on the Save button to save the receipt, and then click the Close button to return to the main

menu.

# Receipt Main

IS[=] B3

> @ o [ =1 Set
Clear "*ﬂ%%h
Sponsar S5N First Mame I[-_-1_ Lazt Mame:
Housing Office -iEL |Eam|:| Lejeune Houging Office
Houze Receipt Charge Papmert Check Approved Month  Year  [Diate Cash
Office.  MNumbet Mumber  Method  Mumber Y Amount  Applied Applied. Received Youcher #
- r
=
=
r
=
=
=
-
=
=
: r
= r
Lo | i

Fig. 6.4 — Receipt_Master screen

Receipt Field Definitions

Table 6.2 - The Receipt Screen

Input Field

Description

Method of Entry

Housing Office
Occupant SSN
Last Name

First Name

Mid

Receipt Number
Charge Number
Payment Method

Unique Housing Office Identifier

SSN of Customer

Last Name of Customer

First Name of Customer

Middle initial of Customer

Unique, automatically assigned
Charge that is being paid

Method of payment, cash, check etc.

Key in or Value List
Key in or Value List
Key in or Value List
Key in or Value List
Key in or Value List
Automatic

Key in or Value List
Key in or Value List
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Input Field

Description

Method of Entry

Check Number
Approved Y/N

Amount

Month Applied
Year Applied
Date Received
Cash Voucher #

CV Date

Remarks
Entered By
Date Entered

Number of the instrument used for payment

Approval indicating that the Fiscal
Department received funds from other
locations at facility

Amount of the payment

Month the payment is applied to
Year the payment is applied to
Date payment received

Cash Voucher used by Fiscal Department
to account for monies received

Date of the Cash Voucher

Remarks regarding payment
Person who created the record
Date the record was created

Key in

No Entry, Checked
when receipt
approved by Fiscal
Department

Key in
Key in or Value List
Key in or Value List
Key in

Key in by Fiscal
Department
Key in by Fiscal
Department
Key in
Automatic
Automatic

First Time Receipts
1 From the Main Menu, click on the Financial Data Module.
2 Select RECEIPTS and click OK.

The Receipt_Master Application Screen will appear (Fig. 6.4).

3 Input the sponsor’s social security number in the corresponding field and click on the Query
button to execute the query.

4  If this is the first time a receipt is being entered, a dialog will appear "SSN Not Found. Ok to
Add?". Click OK and proceed with steps 4 through 7 in the section Applying Payments Received.

Entering Partial Payments

1 Follow the procedure for Applying

:i‘l Charge Balances [_ o] =]
Payments Received. —

Amaount of Curent Payment | $E00.00
Total of Cuent Disbursements I $E00.00
Current Smount Leftto Disburze | $.00

The Amount of Current Payment at the Chaige Mumber [F4853

top of the screen reflects the amount of _ Charon. | Aup Rk

the receipt_ The Amount of Current Itemﬁ_ EHarga Type .&iﬁqunt Blready Paid  Applying Mow

Disbursements and Current Amount Left [~ ZiE BT B T R

to Disburse will change as the payment is | | | |

applied. Enter in the far right column the |

amount of the payment you wish to apply |

to each charge item. Do this until the |

Amount Remaining is zero. :
|
|
|

2 Click on the Save button, the Charge
Balances screen will appear (Fig. 6.5).

Note: The total of the charge example is
$605 and the amount received $600.

3 Click on the Save button. -

Fig. 6.5 - Charge Balances
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Entering Default Charge Information

Default charges are all those charges that are used for recurring monthly charges for your Cash
Customers. Each row in the Default Charges represents a line item for the charges that are posted
monthly.

When you create a Cash Customer, these are the charges that are set to Active and calculated when
the monthly posting is done.

1 From the Main Menu, click on the Financial Data Module.
2 Select DEFAULT CHARGES and click OK.
3 The Default Charges Application Screen will appear (Fig. 6.6).

# Default Charges =0

Clear e
Delete entr_l,ll

— Default Charges

Charge Calc
Tope  Unit  Method Rate Rermarks
ﬁ_wl}m [Fi | 1200000 =
|E LE |KWH |MTH | $.00210 |
|F|NT |I'-.-1EIN |B.ﬂ-.H I $.00000 |

Fig. 6.6 — Default Charges Application Screen

4 Set the Type of Charge, the unit that is charged, the calculation method (Fig. 6.7) and the rate
that will be used for the calculation. Enter any remarks needed.

5 To add another row click on the Insert a Record button.

6 To clear a field click on the Clear button.

7 To delete an entire row click on the Delete a Record button.

8 Click the Save button to save the any changes.

9 Click on the Close button to return to the main menu.
Note: Double-clicking on the light blue fields will bring up a specific value list from which
selections can be made.

If STD (Standard for Unit Rent) is chosen as the Calculation Method, make sure that the rent
amount is filled in on the Maintain Housing Quarters Activity screen. Likewise, if BAH is chosen,
make sure that your current BAH rates are filled in (See the Section Entering/Editing BAH RATES
for details).
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Calculation Method E2
I?:;

Find

FI<ED FLAT RATE
METER BASED
STAWDARD UMIT REMTAL RATE

Fig. 6.7 - Calculation Methods

Entering/Editing BAH RATES

1 From the Main Menu, click on the Financial Data Module.

2 Select BAH RATES and click OK.

The BAH Application Screen will appear (Fig. 6.8).

Click inside the first field and enter the data for your facility.

Click Save to save the new data or changes.

5 Click Close to exit.

If you have any Cash Customers who pay recurring monthly charges for quarters rent based
upon their BAH, this information must be kept current in order for those monthly charges to reflect

the new rate.

£ BAH Rates (O] %]
y
—— BAH Rates

Base Code M

Baze Mame lE.-’-‘xMF' FEMDLETOM, CA
El $E30.00 i $873.00 o1 $779.00
e $E30.00 g $334.00 oz $869.00
E3 $630.00 '3 $1108.00 03 $1103.00
E4 $720.00 haid $1143.00 04 $1201.00
EE $7av.00 Wih $1184.00 05| $1267.00
EE 387200 01E $975.00 (6] $1278.00
EF $96E.00 OZE $10391.00 a7 $1233.00
EB| $1050.00 03E $1143.00
ES| $1133.00

Fig. 6.8 — BAH RATES Application Screen
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Printing Reports

Reports may be printed from the Charge_ Main Application screen (Fig. 6.2) or from the
Receipt_Master Application screen (Fig. 6.4).

REMINDER: the Application screens will automatically default to the Enter Query mode upon access.
Press Ctrl/q to cancel query mode prior to selecting the SQR button.

1 From the Main Menu, click on the Financial Data Module.
2 Chose CHARGE or RECEIPT, depending on what type of report you wish to print and click OK.

3 If printing a report specific to an individual, like a receipt, enter the SSN and press the Query
button before proceeding.

4 Click on the Print SQR Report button.
The SQR Reports application screen will appear (Fig. 6.9).
5 Double-click the report to print and click on SQR.

'_f;' SOR Reports

m Charges for an SSH :I é

RCPT_ALL Il Receipts by Date SOR

RECEIPTS Frint an [ndividual Fayments

STATMMT Frint an Individual Account Balance ,-3'}'

Fig. 6.9 — SOR Reports

Other Financial Data Processes

Processing Check Ins

A Check In is a Cash Customer who is moving into quarters for which he will be paying recurring
monthly charges and his/her move-in is after the monthly posting of charges.

1 Assign to Quarters:
Follow the procedure for Assigning to Quarters in the Family Housing Module.
2 Create a Cash Customer:

From the Application screen, click on the Cash Customer check box. Set the Default Charges to
Active.

3 Create a Charge Account:
Follow the instructions above for First Time Charges
4  Create the Monthly Charge:

Follow the instructions above for Creating Charges EXCEPT in the case of multiple items in the
default charges proceed as follows:

1) When you click on Insert a Record to begin the Charge. Give this first charge item #1.
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2) Click on Insert a Record again, change the Charge Number to the same number in step
1), give this line item #2, modify the charge type and proceed.

3) Continue until all default charges are entered, each with the same Charge Number but
with a unique Item Number.

Prorate the Charge:

Follow the instructions for Prorating an Existing Charge.

Bill the Customer:

Click the Print SQR Report button to give the customer an accounting of the charges
Issue a Receipt:

Click the Print SQR Report button to issue a receipt for the customer.

Processing Check Outs

A Check Out is a Cash Customer who is moving out of quarters for which he is currently paying
recurring monthly charges and his/her move-out is after the monthly posting of charges.

1

»

v

Vacate from Quatrters:

Follow the instructions for Vacating from quarters in the Family Housing Module.
Verify Cash Customer Status:

After vacating, all the default charges will be set to N, not active.

Post any additional Charges:

If additional charges are to be collected (electrical charges by meter, late fees, damages, etc.)
additional charges need to be posted for the customer.

If electrical or gas charges are metered. Meters need to be posted to bring the meter reading
current for the next cash customer. See the Housing Units Module for instructions on setting up
and posting meters.

Prorate Charges:

Whether you need to collect a reduced amount or calculate a refund to the customer. Follow the
instructions in the section Prorating an Existing Charge.

Bill the Customer:
Issue a Receipt:

The check out process as described above would mean issuing a receipt for each charge
that is created. This would mean a receipt for the regular monthly charge, one for the charge for
additional electrical, and one for damages or late fees since MCHAS issues one receipt/one
charge.

To save time in the check out process, especially for the customer described above, consider
consolidating his final charges into the already created Charge for his recurring monthly bill.

Prorate the Charge - you will now have multiple item numbers for each item of the charge and

the credits posted during the prorating. Insert a Record for the next "check-out" charge, change
the charge number to the one just prorated. Give it the next Item # and Save. Continue until all
"Check-Out" charges are added.

Open the Receipts screen, Query and insert one receipt for all the charges.
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Section 7 - Housing Units Module

The Maintain Housing Quarters Activity application is for the maintenance of housing unit activity. To
add, edit, or update information about a housing unit refer to the System Administration section.

Maintaining Housing Quarters

Viewing Quarters Information

1
2 Select BASE HOUSES and click OK.
The Maintain Housing Quarters Activity Application Screen will appear (Fig. 7.1).

From the Main Menu, click on the Housing Units Module.

:ﬂ Maintain Houszing Quarters Activity
b It 2 (gel | B2 | o ©
&lle s i |hag|2g “
— Address : iEu:Iit the Froject Eu:u:lesi-
House |0 Sheatt  SheetMame ' I pik fct Project
|_ L] | | N
Housing Desia [ City State Zip | I
Activity Code Reason StatDate  End Date Ssri Cormment.
55N Last Mare Drate VW acate Dt'l
Uf.FEEBd | I I Wacate lﬂtentl
Aasined ] I | Pioected dwail DE]
— Qurs Detail
Sub/iidy | Bediooms | SqFest ] Mare Detsit |
Clazsification | Bathrooms I Met 5q Feet I
Fal::iﬁf_}i;T}LpB I Mear Built I Ficture 1D I
Fiermiarks

Fig. 7.1 — Maintain Housing Quarters Activity Application Screen
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3 Input the your search criteria to view housing units or double click in the Project Code field to view
houses within a specific project area.

4  Click on the Query button to execute the database search for the selected record(s).

Modify delete or add new activities and reasons

NOTE: The start date of an activity should be the same as the end date of the previous activity,
there should be no gaps in activity as this tracks occupied and vacant days for utilization.

6 Click on the Save button to save changes, and click Close to return to the main menu.

Housing Activity Codes

Unit Activity Codes have been standardized and reasons for the activities have been added to the
Valuelist. Valid Unit Activity Codes and Reasons are as follows:

Table 7.1 - Quarters Activity Codes

Activity Code Description Reason Description
ADDED Date unit was acquired CONV Conversion
GENERAL General Inventory Data
NEW_ACQ New Acquire
OTHER Other
SUB_TO_ADQ Substandard to Adequate
ASSIGNED Dates unit assigned
INACTIVE Dates unit inactive BRAC BRAC (Disposal/Caretaker
Status)
BURN_UNIT Burn Unit
GENERAL General Inventory Data
OTHER Other
PEND_BQ Pending Transfer to BQ
PEND_DEMO Pending Demolition
PEND_MILCON Pending Demolition for MILCON
WAIT_EX_ TR Awaiting Excess/Transfer
WAIT_PPV Awaiting PPV
LOSS Date unit was lost CONV DIV Conversion/Permanent Diversion
DISP_EXCES Disposal/Excess
GENERAL General Inventory Data
GOV_TO_PPV Government Assets to PPV
LEASE_CAN Lease Cancellation
OTHER Other-BRAC-Nat'| Clauses-etc.
TRANS_REASS Transfer/Reassignment
VACANT Dates unit was vacant AVAILABLE Unit is available for occupancy
M&R Dates of maintenance and repair
MAJOR REHAB Dates of major rehabilitation
PAY_N_GO Pay and go Cleaning Service

Others as defined
by the facility

7-2



Housing Units Module

Viewing Unit Activity
1. From the Main Menu, select Housing Units Module.
2. From the pop up menu, select UNIT ACTIVITY and click OK.

The Unit Activity Application Screen will appear (Fig. 7.2).

9 Unit Activity
ol e | >
B y Houze |dentifier faeuies
Lpit Asctiaty Cd Reazon ‘Start L1ate End [iate Bctivity Corment
ASSIGHED | IERNREEER | -
ACANT !EEINTH.-’-‘«ETEIFI iEIEJLIN 19499 i1EJLIN 1999 l
!&SSIENED | !22 kA 19595 |EI1 JUM 1939
|55SIGNED | 122 APR 1394 |05 MaY 1395
I.-'-‘-.SSIENED | i'l1 kA& 19593 i11 APF 1994 I
lﬁ.SSIENED I !28 MO 1584 i18 DEC 19392 | ;l
Fiiduse Street Mo Street Wame Unit No  Proj Area
|2 iGFiIEFi ST [A51022) | !.-'-‘-.SE
MBeds SubOrédg HousingDesig  Classification  Oe
1 500 [EE-E3 | E
— Sponsor
Sty PavGrade  Branch Cd Yacate Feazon W aitlist Cd izt D
|4EE?B?SEE IEE |M I I I
Update: Dt .52? DEC 2000 Irzert Dt .52? DEC 2000 Rowstamp 150894
Lpdate By ~IM CH&S Inzert By ,II'-.-1 CH&S
Mote:  Drata on this screen s history of activity and should only be changed-to comect knawr erars,

Fig. 7.2 - Unit Activity

By scrolling through the unit activity records, you can easily see information about Sponsors during
ASSIGNED activities. If other information about the quarters was changed (as through a loss of
guarters to PPV) you can see that information change in the Sub Or Adq field for the LOSS and
ADDED activities.

NOTE: As with any screen that deals with the activity of quarters, ONLY change this information to
correct known errors. Other changes may impact your utilization.

Adding a Meter to a Housing Unit
1 From the Main Menu, select Housing Units Module.
2 From the pop up menu, select BASE HOUSES and click OK.
The Maintain Housing Quarters Activity Application Screen will appear (Fig. 7.1).
3 Enter the criteria for the unit you wish to connect a meter to and click on the Query button.
4  Click on the Add Meter button.
The Housing Unit Meters screen will appear (Fig. 7.3).

5 The Project Area, Street Number and Street Name will already be filled in, type the meter number
and press Tab.
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:13 Housing Unit Meters

bl |
Froject Area  Street Mumber Street Name
oM I s OTRS
— Houzing Unit keter
heter heter o
Humber Tvpe  Deseription Active

ELE |gordon's test

Fig. 7.3 — Housing Unit Meters

6 Double-click on the Meter Type box (highlighted in light blue) to obtain a pop up menu selection
listing (Fig. 7.4).
Find h

eFi
Police Piokectian -
¥

| e |

Fig. 7.4 - Meter Types

7 Highlight the desired meter type and press OK.
8 Type in the desired description and press Tab.
9 Type in the active status, Y (yes) or N (no).

10 Click on the Save button to save the addition.

11 Click on the Close button to exit.

How to View a Meter
1 From the Main Menu, select Housing Units Module.

2 From the pop up menu, select BASE HOUSES and click OK.

3 When the Maintain Housing Quarters Activity Application Screen appears, enter the criteria for a
housing unit that has a meter attached and press the Query button.

4  Click on the View Meters button. The Meter Info screen will appear (Fig. 7.5) showing all the
postings for that housing unit meter.
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,'?f-! Meter Info

e

i [=] B3

Fig. 7.5 - Meter Information

— Housing Umt
Project Code House D Streett Street Mame Linit At
DM fi fi j4 QTRS |

— Query Parameters
Start Date End Date Meter Tope
| | |

— Meter Info

teter  Reading

Meter Mo teter Start Meter End Type Date
125 145 ELE 10 MAR 2000 ~
101 145 175 ELE 11 AR 2000
101 175 975 ELE 13 MAR 2000
101 975 i} ELE 13 MAR 2000
101 975 11 ELE 13 MAR 2000
101 975 976 ELE 13 MAR 2000

Note: The Query Parameters section allows you to enter a specific Start Date and End Date if
desired. Double clicking on the Meter Type (highlighted in light blue) will access a pop-up menu from

which Meter Type codes may be selected.

How to Enter Meter Readings

1 From the Main Menu, select Housing Units Module.

2 From the pop up menu select METER READINGS and click OK.

The Entry of Meter Transactions Application Screen appears (Fig. 7.6).

£ Entiy of Meter Transactions =] Eq
>=1eJ &
Clear | 30R
Project &rea  Meter Type Reading Date 53_:]
hdeter hdeter Beqgining  Ending Reading Iet
Tope  HouzelD Mumber Reading Reading Date Jzeage

Fig. 7.6 — Entry of Meter Transactions Application Screen

3 Double-click in Project Area field and select project code from the pop up menu (Fig. 7.7) and

click OK.
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M DEL MAR
FORESTER HILLS

HF HORILE HOWE PARK

] DHEILHGTS

ME DHEILLHGTSE.

LR Seb LIS REY

] SOUTH MESA

k12 SOUTH MESL 2

0 Gehl (IMOFRE 1

02 S&M OHOFRE 2

T SAHTA MERGARITA,
TU ETLMAT HESA

1 WIRE MT 1

2 WIREMT 2

3 WIREMT 3

J mm——

Ad | [oR ] Caeel |

Fig. 7.7 - Meter Transactions valuelist for Project Area

4 Double-click in Meter Type field and select meter type from the pop up menu (Fig. 7.8) and click
OK.

Find IE LEX
I eter Tiie Waldesc

o
« | »

Find OF. Cancel
| | |

Fig. 7.8 - Meter Type valuelist

5 Click on the Query button.

The Entry of Meter Transactions Application Screen will fill in Meter Type, House ID, Meter
Number and Beginning Reading.

6 Select House ID and enter the Ending Reading and Reading Date, Tab.
7 Click on the Post Meters button to save and post charges.

Click on the Close button to exit.

Printing Reports
1 Click on the Print SQR Report button.
2 The SQR Reports Application Screen will appear (Fig. 7.9).
3 Click in the Report Name field to select a report.
NOTE: the report selected will be highlighted in yellow.
4  Click on the SQR button to generate the selected report.
A dialog box will appear with “Report is running” (Fig. 7.10).
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'_f; SAR Reports

MWL Report of Available Baze Houses ;I a

Fig. 7.9 — SOR Reports Application Screen

Report 15 runmng,

Fig. 7.10 - Report is Generating

5 Click on the Cancel (X) button to abort the selected report.

How to View Work Orders

If MAXIMO is installed at your facility, MCHAS can be set up to access the MAXIMO application’s
work order information pertaining to housing units. This is not automatic and is not available on a
typical install.

1 If available, click on the Maximo button of the Maintain Housing Quarters Activity Application
Screen.

The following screen appears (Fig. 7.11) showing the status of the MAXIMO work order.

MAXIMO Work-Order Details

E quipment I— I,f}j.-’
Humber

Work Order Status

Humber Status Date Descrption

= |

E<

Fig. 7.11 - Maximo Work-Order Details
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Section 8 - Inspection Scheduling

Inspection Scheduling Overview

Allows for the easy creation of Inspectors for which schedules can be maintained. The types of
inspections are maintained in a Valuelist for easy modification to fit your needs.

Several Reports have been created allowing Inspectors to print out their daily Inspection Schedule, or
Supervisors to print out the entire schedule. Schedules can also be printed based upon Housing
Area.

Schedule time-off so other staff members know when you are available for the schedule.
Inspection Scheduling

Create your Inspectors.
1. From the Main Screen click on Housing Units.
2. Select Inspectors from the Selection List.

1. The Inspectors screen will appear (Fig. 8.1).

£ INSPECTOR =l B3
SRDERE
B f A SOR
— Inzpectors
Inspector ld - Last Mame Firzt Mame b Area Cd
LHNAME FHAME i 4 ]
SMITHTJ  [GMITH THOMAS NG
BM THOMAS ROBERT [ [EM
ONEG] OMES OvECE [ [crE
IE
| #

Mate: Inspector 1D should be & urnique wwalue that iz eazy to remember.

Fig. 8.1 - The Inspector List

4. Insert the cursor in the next available line. If no available lines are visible, insert the cursor in the
last record and use the down arrow on the keyboard to advance to the next row.

5. Begin entering the information about the Inspector. When done, click the Save button.
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NOTE: The Inspector ID for each inspector must be unique. They can be a series of numbers, last
names or reference Project Area. They should be identifiers that are meaningful to your installation or
at least easy to remember.

You are now ready to begin creating your schedule. You have two ways in which to start, from within
the Inspections screen or through the Timeline. Since the Timeline can be accessed directly from the
Main Screen, we will begin there.

Schedule the Appointment from the Timeline

1. From the Main Screen click on Housing Units.

2. Select Timeline from the Selection List.

3. The Inspection Time Line will appear (Fig. 8.2).

; Ingpection Time Line
ﬁ Refrash I
i Prev
Time  HouselD Typie B Date
B | O S BTHER  fw IP28PR 2001 <|>|
EEE PEEE [OTHER v | MON Bt
02:45  jas1a IOTHER v HONES)
10300 ] ] B .
[rztactions;
|09:15 iW"JE‘I B2, FRE_TERM v
02:30  peAvE1524 FRE_TEFiM v SC'C"LIth{DUEIh the
records to zee
__j05:45 B1524 iPHE—TEHM I | svalable fimes for
{10:00 E15228, |F'F|E_TEF|M v | zcheduling.
I1 0:15 I I I Click on an empty
foan | | ™| checkbox to add
o045 I I [~ | anewinspection.
oo | [ n
[11:15 ] ] B
[11:30 I I {
= |fTE | | n

Fig. 8.2 - Inspection Timeline

4. If the Inspector you wish to schedule for does not appear in the Inspector ID field, Double-click
inside the field to select the Inspector from the Valuelist.

5. Make sure the date for the inspection in visible in the Date field. To advance forward, or
backward, click on the arrows to the right of the date. Click Refresh.

NOTE: When the Inspection Schedule has more dates schedules. You can use the Prev. and Next
buttons to go to the next or previous day the Inspector in the Inspector ID field has anything
scheduled.

6. Pick the time for the Inspection and click on the checkbox to the right of the line.

7. The Add an Inspection screen (Fig. 8.3) will appear for completion of the Inspection.
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7 ADD_INSP =] E3

— Adding an Inspection Record
Ihzpector (D Start Date
lJEINES-.I-J |I:IE APR 2001
[ it Inzpection Type Statuz
TEEE | |
Houze Home Phone "Wiork Phone
Lagt Mame Sz
Hepart

Fig. 8.3 - Add an Inspection Appointment

8. Double-click in the fields with a Valuelist attached to choose the value. When done, click on the
Save button.

9. The timeline will now show the time for the inspection is checked off.

10. To view information about an inspection, select the appointment (the row will be highlighted in
yellow) click on the Inspection Detail button. The Timeline Details screen will appear (Fig. 8.4).

i Timeline Details | _ O] x|

Harme phone J(229) 983-3300
‘Work phone 2345
Ctatus MPRG
Start time [0315
End time {10:15

Fig. 8.4 - Timeline Details

NOTE: Using the Timeline to schedule appointments will greatly reduce the possibility of someone
scheduling two appointments for the same time.
Schedule the Appointment from the Inspections Screen

1. From the Main Screen click on Housing Units.
2. Select Inspections from the Selection List.

3. The Inspections screen will appear (Fig. 8.5).
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£ INSPECTION [_ O] %]
els 85O
[ S| mom | sear
Cluemy start date IDS FER 2001
Inspectaor [ I
[ngpectar |0 Inzp Tupe Inzp D ate I Ok Inzp Status
mm [0THER 02A4PR 2001 |MOM 0300 [03.00  [INPRG =
SMITHT. SSIGH 02 APR 2001 [MOM (0900 10:00 IMPRG
SMITHT PRE_FIM 02 APR 2001 [MOM [11:00 11:45 INFRG
1 FIMAL 02 APR 2001 [MOM |1 2:00 14:15 SCHED
OHESJ) OTHER 02 APR 2001 [MOM [14:15 15:45 INFRG
|
House [4510139 |E| BaxTER 5T [451019)
Last Hame Szn Hame Phone YWork Phone
i-’-'«E RAMS |1 33680422 |455-EI?84 iE‘I 23
Repart

Fig. 8.5 - Inspection Main Screen

Click in the next available line and begin creating the appointment.

Click inside the House field, double-click to chose the house from the Valuelist.

Click inside the Last Name field, double-click to choose from the Valuelist.

When done, click the Save button.

To schedule while looking at a single Inspectors schedule,

Click the Query button to enter Query mode.

Enter a start date for appointments in the field "Query start date". (leaving this field blank will

cause ALL appointments to be returned, including those that have past).

10. Enter the Inspector ID in the field provided, click Query.

11. Follow the instructions 4 through 7 above to complete the appointment.

Using the Inspection Calendar

The Inspection Calendar can be used to return inspections scheduled for a specific date.

1.

2
3
4.
5

From the Inspections screen, click on the Calendar button.

The Calendar will appear (Fig. 8.6).

Use the back and forward arrows to show the month.

Click on the date for which you wish to view the schedule.

The Inspections screen will appear with appointments for that date.
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[T Show scheduled daps ¥ Show scheduled days
N g
Refresh | L”W LI Refresh I L”W LI

sun Mon Tue “Wed Thu Fr o Sat Sun Mon Tue “Wed Thu Fri  Sat

il ] il = e = e
4| s 6| 7| al 9] 0] o3| | o] i il e e
1] 12| 12| 14] 18] 18] 17| & Ee nl we= el el =
18] 19| 20| 21] 22| 23] 24| gz | e 2] e e e 1ea
25| 28| 27| 28] 2] e

Click ora daw to start your query at that daw, Click on a day to ztart pour queny at that day.

Fig. 8.6 - Inspection calendar Fig. 8.7 - Inspection Calendar, show option

Using the Show scheduled days option

From the Inspections screen, click on the Calendar button.
The Calendar will appear.

Use the back and forward arrows to show the month.
Check the box, Show scheduled days

Only days that have appointments will show, all others are grayed (Fig. 8.7).

L T S

Click on a date with appointments scheduled, the Inspection screen will appear with all
appointments for that date.

By way of example, Fig. 8.8 shows the month of April with the 2" and 6" indicating appointments.
The Inspection screen shows that appointments are scheduled for those dates in April.
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Y INSPECTION

6l e[+~ 8]0

(e start date I .;,-‘E] CALENDAR M=

Inspectar D IJDNESJ.J
: V¥ Show scheduled days
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Fig. 8.8 - The Inspection Calendar, Show scheduled days
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Section 9 - Administration Module System Admin

MCHAS system administration is limited to those users who are given administrative permission.
Access to the administrator tables as well as other MCHAS tables are given in the Security Setup
section of the System Administration Application Screen. The following sections describe how to
manage the system.

How to Use the Administration Module

Maintaining MCHAS Tables through System Admin

1 From the Main Menu screen, click on the System Admin Module.
A Selection List will pop up.

2 Select SYSTEM ADMIN from the Pop-up menu and click OK.

MCHAS allows for several site-specific tables to be updated by the MCHAS Administrators. If the
current user has permission, the System Administration Application Screen appears (Fig. 9.1).

7 SYSTEM ADMINISTRATION [=1 B3
/ /| son
~— Housing Administration — | Incidents & Citations —

Incident Reporting |

Unit Activity I

Cet User Passwords

Value Tablez
: Fay Grade l
— Maintain Installation —— .

_ : Zip Codes |
Installation Info |

Yalue List |
Security Setup |

AddSBR Reports | | | oqfiles
55N Maintenance: I CH Log |

Data Cleanup

Fig. 9.1 — System Administration Application Screen
3 Click on the desired MCHAS function button to begin editing.

The corresponding maintenance application screen will appear. (Pay Grade was selected for this
example, Fig. 9.2).
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Note: Application screens may be exited instantly by pressing Ctrl + q (control key and q
simultaneously) on the keyboard. Pressing Ctrl + q repeatedly will ultimately return the user to
the Main Menu.

#3 PAY_GRADE_CD
@ H ;__‘.'i_!_, | » | <t
Grade Pay Grade Desc Houzing Desgig Pricrity
AL [FLAG OFFICER 010-07 1
|I:IE| FLAG OFFICER 010-07 2
lEIE FLAG OFFICER 010-07 3
lEI? FLAG OFFICER 010-07 El
|I:IE SEMIOR OFFICER (i3] b
lEIE FIELD GRADE OFFICER 05 - 04 E
|III4 FIELD GRADE OFFICER 05 - 04 7
0z COMPANY GRADE OFFICER 03-07 50441 &
0z COrMPAMNY GRADE OFFICER 03-071 03 q
01 COrMPANY GRADE OFFICER 03-071 A0 40 10
4 COMPANY GRADE OFFICER 03-07 50441 11
3 COrMPAMNY GRADE OFFICER 03-071 03 12
2 COrMPANY GRADE OFFICER 03-071 A0 40 13
1 COMPANY GRADE OFFICER 03-07 50441 14
~|E3 SEMIOR EMLISTED E3-EF 15
Fig. 9.2 — Pay Grade CD Example
4  Click in the field and make the desired modifications.
Table 9.1 - Pay Grade Codes Description
Input Field Description
Grade Valid Pay Grades
Pay Grade Desc. Description for the Pay Grade
Housing Desig. Housing Designator that tells MCHAS which houses this Pay Grade
can occupy
Priority The Priority to which the Pay Grade is given on the Wait List

To add a new record,

1 Using the scroll bar, scroll down and place the cursor in the last record of the list then press the
down arrow.

The cursor will appear on an empty row.
2 Input the new record.
Click on the Save button to save changes.

4  Click on the Close button to close the application screen.
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Housing Unit Maintenance

Housing unit information is maintained in the System Administration section of MCHAS. The
information kept on housing units is key to correct utilization reporting. The utilization categories,
designations, and number of bedrooms for each and every housing unit must be accurate to achieve
correct information on each utilization report.

How to Update Housing Unit Information

1 From the System Administration Application Screen, click on the Quarters Maintenance

button.

The Maintain Housing Quarters Activity Application Screen appears (Fig. 9.3).

::‘3 Maintain Houszing Quarters Activity

= Address

Houze [0 Street Street Mame Lirit Aok Project
| L | | l
Hosing Desig | City State Zip | [ [

Activity Code Reason Start Drate Erd Date Ssh Cormment.
S5M Liast Hame Ciate 'Wacate Dt.]
Offered I I I \arate |r'|h=:r'|t'i

Categon I—
“ear doguired I_‘

Furrizhed I_

Last Paint I_.
Last Carpet I—
ModifiedDt [
ModifiedBy [

FootFlaniD [
Eqriurm [—
Mailbox # !-—
Handicap [_

Rent r—
Depozit l—
Fees I_.
Cwrer |0 I—

DETAILS =] B3 tl—

Mot Al fields are quemnyable

# Tele Lines I
# Cable Duts l

P ——

T

hdiare Dietailz I )

#
#
#

Full Baths |

34 Bathe [

HalfBaths [

Other Baths [
Diish Wwasher l_
Washer/Dmer [

Fig. 9.3 — Maintain Housing Quarters Activity Application Screen

Note: If “Enter-Query” does not appear at the bottom of the Application Screen, click on the
Query button. This will set the Application Screen to Query Mode.
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4

Enter the Housing Unit desired, or leave the application screen blank to see all housing units,
then click on the Query button to execute the query.

The selected Housing Unit(s) will be displayed.
Add or change information in the application screen.

Click on the Save button to save changes.

Adding a Housing Unit to Inventory

1

From the Maintain Housing Quarters Activity Application Screen, click on the Add House
button.

Enter all the information for the new housing unit, making sure to enter a unit activity, beginning
with ADDED, then make the unit VACANT/Available. Be sure to choose the proper reason for the
ADD record. See Error! Reference source not found. for the proper codes and reasons.

Click on the Save button to save changes.

If all required information is entered correctly, the changes are saved to the database. If the
information is not entered correctly the status bar will indicate the reason for errors.

How to Remove a Housing Unit from Inventory

1

:13 Houszing Unit Grades

Fig.

|4 [id] >
— Housing Unit Grades

Housze D Houzing Desig
= 0E

1011 04-05

1ma 04-05

1013 0E

1014 04-05

1015 D&

1016 04-05

1 7 hE

Input the House ID, and/or Street#, and/or Street Name for the housing unit selected for removal,
then click on the Query button to execute the query.

The selected Housing Unit will be displayed.

From the Maintain Housing Quarters Activity application screen, input the type of removal in
the unit activity field with a start date for the loss and enter any comments, then click on the Save
button to save changes.

Note: Make sure that all unit activities for the housing unit are accurate BEFORE removal. These
activities will be included in the fiscal year end report and cannot be changed after the unit has
been removed.

Click on the Housing Unit button to edit a housing unit grade table.

The Housing Unit Grades Application Screen will appear (Fig. 9.4). Click on the House ID you
wish to delete.

9.4 - Housing Unit Grades Application Screen

4

Click on the Delete a Record button to delete the housing unit.
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A prompt will appear to verify removing this housing unit from inventory.

5 Click OK if the correct unit was selected for removal from inventory (counted as an inventory loss

in the fiscal year-end utilization reports).

All of the information for this housing unit is removed from the database, thereby removing it from
inventory. This unit activity for the removed housing unit is included in the utilization report DD1410
and is saved until the fiscal year end reports have been run.

How to Add a Meter through System Admin

1

£ Housing Unit Meters

From the Main Menu, click on the System Admin Module.

The System Administration Application Screen will appear (Fig. 9.1).

Click on the Quarters Maintenance button.

The Maintain Housing Quarters Activity Application Screen appears (Fig. 9.3).

Enter the House ID or street number, street name to retrieve the housing unit you wish to attach a
meter to.

Click on the Query button.
Click on the Add a Meter button.
The Housing Unit Meters Application Screen appears (Fig. 9.5).

;’n?

| %

Project Area Street Number Shreet Mame

" Houzing Unit Meters

Meter Meter
Mumber Type  Descrption Active

Fig. 9.5 - Housing Unit Meters Application Screen

6

8
9

The Project Area, Street Number and Street Name will already be filled in. Type in the Meter
Number and press Tab.

Type in Meter Type OR double-click on Meter Type field and make a selection from the pop up
menu and click OK.

Type in a description if applicable.

Click on the Save button to save.

10 Click on the Close button to exit the application.
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Maintaining Installation Information

MCHAS stores information about the military installation where it is installed. This information is to be
used in utilization reports, to establish defaults in certain fields in the reports and application screens,
to identify the installation, and to tell in which directory MCHAS is installed.

How to Update Installation Information

1 From the System Administration Application Screen, click on the Installation Info button.

The Installation Information Application Screen appears (Fig. 9.6).

f.'fl MCHAS - Installation Information

— Housing Office Information

fute ol (=R 0P LEJELIME FAMILY HOUSING |H| }.l

Address 2 [TARAWA TERRACE

Address 3 Toll Free Phone [[300) 5413436
Address 4 | Commercial Phone {[319] 451-2295
City.state.zip [JACKEONVILLE [T [eas43 Facsirile [[570] 451-5920
Faitit of Contact Herm Swain OSM Phone |751-28595
Email Address [SwAINJLELEJEUNE. USMCMIL DSN Faesimile {751-5380
o3ty | —
zstallation Directory |C:WMCHAS
— Activity Informmation _—

Service Agency |L|Sh-1|:
Activity Mame !F.f-‘-.MILY HOUSIMNG
Activity EFD MCORP

Actisty LT |E.'-"EIEI'I Buchivity Statuz I

Fig. 9.6 — MCHAS Installation Information Application Screen

2 Click in the fields where changes or additions need to take place.

Note: The Installation Directory must be kept current as this information is used throughout the
MCHAS system. DO NOT change unless your Network or System Administrator instructs you to
do so because of a change in your MCHAS installation.

3 Click on the Save button to save changes.

4  Click on the Close button to close the application screen.

Setting Preferences

You must have Administrative Privileges to set Preferences.
1. From the Main Screen click on System Admin.

2. Click on the Installation Info button.

3. Click on the Preferences button.

4. The Preferences screen will appear (Fig. 9.7).

5

Fill in the default values for your installation. Set your Inspection Scheduling defaults and click the
Apply button. (You will be asked to confirm changing the Timeline Interval, answer Yes).
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6.

7.

If you want to confirm removing Sponsors from the Waitlist upon assignment to quarters, select
the checkbox.

Click the Close button.
eferences M=l E3

— Heferral Units

[Dravz past available dt to contact manager |30
Dravg past available dt to make inactive (30

Days past inactive dt to delete urit [1095

one year: 366
bwio wears; 73l
three pearz: 1095

— Inspection 5cheduling

Inzpection time-line interval [in minukes] I'I 5 Apply |
Timeline starting walue II:IE:EIEI
Timeline ending walue |'| E:00

Pleaze conzult MCHAS support before chanaing these values.

[ Ak to delete from waitlist on assignment

Fig. 9.7 - Application Preferences

Setting Referral Units Dates sets the defaults for Contact Date, Inactive Date and Delete Date for
Referral Units. When you enter the Available Date for a Referral and press the button for date
calculations, those calculations are based upon the numbers here.

Inspection scheduling numbers affect the Inspection Timeline appearance. If your inspection day is
from 07:00 to 14:00 and those numbers are entered here, the timeline will start at 7am and end at
2pm. Intervals (15, 30 & 60) are the number of minutes for each increment within the hours of the
inspection day as shown on the Timeline.

Adding SQR Reports

1.
2.

© © N o g &

From the System Administration Application Screen, click on Add SQR Reports.
The SQR Report Assignments Application Screen appears (Fig. 9.8)

Input the desired module or double-click in the Module Name field and make a selection from the
value list.

Click on the Query button to execute the query.

Click on the Insert a Record button to insert a new row.

Input the report name.

Tab to the Description field and input the Description of the new report.
Tab to the Parm? Field, input a Y for Yes or N for No.

Click on the Save button to save changes.

10. Click on the Close button to close the application screen.
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Note: Once the insert button is activated, information must be entered in order to exit the screen.
The record can then be removed by clicking the Delete a Record.

Table 9.2 - SOR Reports Field Definitions

Input Field

Description

Module Cd
Report Name

Description
Parm?

8 character name for the Module the report is to be attached to

Report names utilize the 8.3 naming convention. When adding
your own custom reports, make sure the report name does not
exceed the 8 character limit

Brief but meaningful description of the report

Parameter - Does the report require a parameter from MCHAS to
run.

':' SOR Report Assignments

O] |il| >
—50R Report Files
kaodule Cd Repart M ame Description Parm?
BADEDYS BADEDYS Repart of [nzidents i
BADBOYS BEDETAIL Detal of Incidents bazed on Guery i
CHARGE BalLS_DUE Staternent of Account, charges with balances oweing i
CHARGE BILL Charges for an 55H Y
CHARGE BILLSCHE Lizt af customers with manthly charge schedules i
CHARGE CHARGEMO Lizt of charges for a sponsor Y
CHARGE CUSTRILL Customer Bill i
—ICHARGE FULTEBILL Cuztomer Billz by Date Fange |
CHARGE RCPT_aLL All Receiptz by Date M
CHARGE RECEIFTS Frint an [ndividual Payments Y
CHARGE STATMMT Frint an Individual Account Balance i
EDITOCCU AYOUCHER Frint an Azsignment Youcher Y
EDITOCCL DEFPBYAGE Lizt of Dependents by Age i
EDITOCCU DEPBYMM Summary of Dependents by M ame |
j EDITOCCL DEPEYOCE Lizt af Family kMembers by Sponzor Mame i

Fig. 9.8 — MCHAS SOR Assignments Application Screen
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Set User Passwords

8.
9.
10.

If you need to reset the password for a User, click the Set User Passwords button.
Enter the User Login ID.

Enter the new Password, confirm the password by entering it again

11. Click the Save button.

Data Cleanup

1.

From the System Administration Application Screen, click on the Data Cleanup button.

2. The Data Cleanup Screen appears (Fig. 9.9).

Data Cleanup Hi=l E3

Data Cleanup

Heset Defaults |

Azzignments |

Inactive Houses |

Note:

These functions are best
fuin after hours so a3 ot
baviriterfens with curretl
LEErE

Fig.

9.9 — Data Cleanup Application Screen

3.

4.

Click on the button for the Cleanup procedure to start the Record Integrity.
Note: This process can take a long time. Once begun, it should not be interrupted.

Click on the Close button to close the application screen.

Incidents

Incidents are tracked through the Administration Module for security purposes.

Viewing Incidents

1.
2.

Click on the Incident Reporting button.

In the Residents Incident Report screen (Fig. 9.10), input the occupant’s social security number
and click on the Query button to execute the query

OR
Double-click in the Occupant SSN field and select from the pop up menu
OR

Click the Overview button and select from the Overview/Troubled Residents Application Screen
(Fig. 9.11) by double-clicking on the Occupant SSN.

Records for that occupant are now viewable and editable.
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How to Enter a New Record
1. Press Ctrl + g to exit query mode.

2. Input the occupant’s social security number in the Occupant SSN field. Press the tab key and
information for the sponsor and his housing assignment will automatically be filled in.

Tab through each field to continue inputting data.
Click on the Save button to save changes.
Click on the Close button to exit.

1 Residents Incident Heport

Fig. 9.10 — Residents Incident Report Application Screen
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M Dverviews Troubled Aessdents

Oceupanl 55H  Incidend Date  Blolle Date P D CAUG G J 5 DUC Remaks

=4 I

Ircadent

=10 x|

&l

rFrrrrecrrrc

I Y S

FEFFFFFFEF

FEFEREEEEEE

S YT

FEFFFFFFEF

== ==

S YT O

FEFFFFFFFEF

= = =

PeFel Dellomastic Ch=Chid Abiss UG=Unsdboized Gued GeGanaal Oider Violaion  J=luvends  S=Shopliting
Di=Dipmestic Digtubance  D=Unzuthonzed Childcare

Fig. 9.11 — Overview/Troubled Residents Application Screen

Updating Values to a Value List

1. From the System Administration Application Screen, click on the Value List button.

£ Value Lists

Gl €| ||ﬂb |H| }|

Valuelizts
Lizthame Yalue D'escription Type

PR EFRANCH & ARMY 2
BRAMCH C CIILLAM 2
BRAMCH ] OTHER DOD 2
BRAMCH F AlR FORCE 2
BRAMCH E] COAST GUARD 2
BRAMCH b MARIMES 2
BRAMCH i AN 2
BRAMCH T MaLY TARS 2

. BRAMCH il UMACCOMPAMIED Fabd. 2
BRAMCH ot OTHER 2
CALCMETH BaH BASE HOUSIMG ALLOWAMCE 2
CALCMETH Fli FI<ED FLAT RATE 2
CALCMETH MTH METER BASED 2
CALCMETH STD STAMDARD UMIT REMTAL RATE 2
CHARGE ADM Adimigtration Fee 2

LIEH.E‘-.F! GE Ok Combined Monthly Total 2

Fig. 9.12 — Value Lists
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© N o g &

10.
11.

The value list application screen opens (Fig. 9.12) showing all lists.

To view only one list, press the Query button and input the desired value list or double-click in
the Listname field and make a selection from the value list.

Click on the Query button again to execute the query.

Click in the field you would like to update. Make your changes.
Click on the Save button to save the changes.

To add a new record to the value list, place the cursor in a field.
Click on the Insert a Record button.

MCHAS has inserted a blank row to accept the new row.

Input the desired data, repeating the Listname exactly.

Click on the Save button to save changes.

Click on the Close button to close the application screen.

Note: In the Type field, input a 2 (for values with descriptions) and 1 (for values that do not have
a description).

Table 9.3 - Value List Definitions

Input Field Description

Listname The Name given to the Valuelist
Value The Value that MCHAS will use
Description A Description for the Value

Type 1 = No Description 2 = Description

9-12



Administration Module

SSN Maintenance

How to Correct a Sponsor's SSN

1. From the Main Menu, click on System
Admin.

2. From the Selection List, choose SSN
MAINTENANCE and click OK.

3. Click on the Correct an SSN button (Fig.
9.13).

The Change SSN screen will appear (Fig.

9.14).

4. Input the SSN you want corrected in the
Current SSN field.

5. Input the correct SSN in the New SSN
field.

6. Click on the Save button to save
changes.

7. Click on the Close button.

Because of all the relationships to the SSN
that need to be changed when an error is
made, always correct with this method, DO
NOT attempt to change from the Military
Families screen.

£ Sponsor Maintenance and Correction

=] E3

Cormrect an 55N I

Change Military Spouze to Sponsor |

Fig. 9.13 - Sponsor Maintenance and Correction

4 Change SSN

Change a Social Secunty Humber 2=

I =] B

EurrentSSNl —
Mew SSN | i'_d

Thiz function azsumes that the current S5M iz
incarect and will change all occurrances of the
S5H throughout the entire databasze.

Fig. 9.14 - Changing an SSN

How to Switch Sponsorship to a Military Spouse

1. From the Main Menu, click on System Admin.

2. From the Selection List, choose SSN MAINTENANCE and click OK.
3. Click on the Change Military Spouse to Sponsor button.
4

When the Sponsorize a Military Spouse screen appears (Fig. 9.15), enter the social security

number for the Military Spouse that will be taking sponsorship of quarters or double-click on the
Military Spouse SSN field to select from a list of SSNs.

5. Click on the Save button to save the change.

6. Click on the Close button to close the application screen.

Note: It is important that Military Spouse information be kept current in the event that a switch
between dual military is necessary. The former sponsor will be added to the Family Member screen.
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£ Sponzorize a Military Spouse

Sponzonze a Militay Spouze

Military Spouse S5H l

Thiz function replaces the sponzar of a baze house
with the military zpouze of that sponzor.

Maote: All Social Security Mumbers for the Sponszor
are changed to match the Military Spouse throughout
the entire databaze.

Fig. 9.15 - Switch Sponsorship of Housing to Military Spouse

How to View the CRLOG
1. From the Main Menu, click on System Admin.
2. From the Selection List, choose CRLOG and click OK.

3. The CR Log screen opens showing inserts and deletes from the Charge and Receipt screens.

@I ‘. -’ ..__‘i The EFEI__EIG table tracks ever time a charge or receipt
r nurnber iz added or removed from the database.

Humber Itern Tupe Inzert by Inzert D ate Cielete by Delete Date

1021 1 5 MCHAS Z00CT 2000135618 MCHAS 20 0CT 2000 13:56:33 -
1025 1 I bMCHAS 27 OCT 2000 12:00.52 MCHAS 27 OCT 2000 12:01:52

1026 1 - bMCHAS 27 OCT 2000120311 MCHAS 27 OCT 2000120330

1033 1 = MCHAS 27 OCT 20001 3:00.42 MCHAS 27 OCT 2000120330

1035 1 I bMCHAS 27 OCT 2000133141 MCHAS 27 0CT 2000120330

1036 1 - bMCHAS 27 OCT 200013 46.27 MCHAS 27 OCT 2000120330

1037 1 = MCHAS 27 OCT 20001 3:46:27 MCHAS 27 OCT 2000120330

1037 2 |C bMCHAS 27 0OCT 200013 46:27 MCHAS 27 0CT 2000120330 ;I

Fig. 9.16 - Charge/Receipt Log

You may Query the CR Log by Charge/Receipt Number, Iltem Number, Type (C=Charge,
R=Receipt), Insert by or Delete by.

4. To Query the CRLOG, press the Query button, enter the information you want to query on and
press the Query button again. Those records meeting the query criteria are returned.

5. Click on the Close button to close the application screen.
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Security Setup

MCHAS Security consists of four major areas:
v" Application

v' Groups
v' Users
v

Components

The Application

Contains the installation information for MCHAS (Fig. 9.17).

:ﬂ User and Group Secunty Setup !li[

I

&\l

APPLICATION | GROUPS | LSERS COMPOMEMNTS

Application Mame [MCHAS

Application Description [MCHAS ver. 25

Diefault Passward |MI:HJ-‘«S

Default Tablespace [MCHAS

Temp Tablespace [TEMPORARY_DATA

Fig. 9.17 - Security Setup/Application Tab

Groups - Modifying and Creating

Groups are MCHAS' way of controlling access to the Oracle database tables and the permissions for
each. Groups are created first, the table settings are made and then Users are placed into the

Groups.
1. From the User and Group Security Setup
screen, click on the GROUPS tab.

2. Double-click in the Group Name field to
select a specific group and click OK.

3. Press the Query button to execute the query.

You will see the Group Name, each of the
tables in MCHAS and the permissions that
group has for each of the tables (Fig. 9.18).

f.'ﬂ Create Hew Group

Group Mame [8 miax)

[HSG_OMNE

B

Fig. 9.18 - Create a New Group
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To create a new Group, click the Insert a Record button.

A popup appears asking for a name for the new Group, 8-character maximum (Fig. 9.18). Enter
the new Group name and press the Save button.

6. Double-click in the Group Name field, select the newly created Group name and click OK.
7. Press the Query button to execute the query.

8. You can see the newly created group and its permissions. Modify if necessary.

5 User ond Group Securiy Setwp MBI
== T
APPLICATION | GROUPS | USERS | COMPOMENTS |
Group MNare Tahble Hame Selectl Inzert I L||:u:|ate| Deletel
DEFALLT APPLICATIONS vy Iy [y ¥ g
DEFAULT ASSIGN_HISTORY ¥ v 1 7]~ B
DEFAULT BAD_BOYS A E
DEFAULT BAH_RATES Tl [ | 7
DEFAULT CHARGE A E
DEFAULT CHARGE_SCHEDULE Tl [ | 7
DEFAULT COMPONENTS A E
DEFAULT CO_OCCUPANT Tl [ | 7
DEFAULT DEFAULT_CHARGES A E
DEFAULT DEPENDENT Tl [ | 7
DEFAULT FIELD_DEFAULTS R EAEE
DEFAULT GOX Tl [ | 7
DEFAULT GROUPTABS A E
DEFAULT HOUSING_METERS Tl [ | 7
DEFAULT HOUSING_UNIT A E
DEFAULT HOUSING_UNIT_GRADE Tl [ | 7
DEFAULT INSTALLATION_INFO A E
DEFAULT METER_TRANS Tl [ | 7
DEFAULT MILITARY_SPOUSE A E
DEFAULT MODULES Tl [ | 7
DEFAULT MONTHLY PAYMENT FLAG | v | ¥ | ¥ | ¥ |5

Fig. 9.19 - Security Setup/Groups Tab

Consult your DBA or System Administrator before changing any of these settings if you are unsure of
what permissions should be granted.
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Users - Viewing and Creating

This is the section of Security in which the Users for the application MCHAS are set up.

1. From the User and Group Security  [Fjars ey T . O] X]
Setup screen, click on the USERS - -
. - Cancel
2. Press the Query button to view all
Users.
You will see the User ID, Group Userld (16 max] |
Name, and the complete Name of Last Name |
your Users (Fig. 9.21).
) First Marme |
3. To create a new User, click the
Insert a Record button. Middle Init [~
4. The Create New User input screen Group Mame |DEFALILT
appears (Fig. 9.20).
5. Double-click in the Group Name
field to access the Groups already Fig. 9.20 - Create a New User
created. Select from the list and
click OK.
6. Click on the Save button.
7. You will receive a message when the User has been created, click OK (Fig. 9.22).
:ﬂ Uszer and Group Secunty Setup !E
& e [td| ]
APPLICATION |  GROUPS |  USERS | COMPONENTS
IJzer Id Group Hame Lazt Mame First Hame bd
CALGHELLM MR ] iy CALGHELL MELDA [ I
GILEERTHM DEFALLT GILEERT MHELDA, M
TESTER DEFALULT TESTE ROBERT R

Fig. 9.21 - Security Setup/Users Tab

Meszage for pou

@ User created.

Fig. 9.22 - User Created
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Modifying Users

If you find that an error was made during the creation of a user, DO NOT modify the Users
information on the Users tab. Since users are created at the database, they must be DROPPED and
recreated.

12. From the User and Group Security Setup screen, click on the USERS tab.

13. Press the Query button to view all Users or enter the User ID, Last Name or First Name for the
User you wish to drop and press the Query button.

14. With the User selected (the row will be yellow) click the Delete Current User button.

15. You will receive two prompts to confirm the delete (Fig. 9.23 and Fig. 9.24). If you wish to
continue, click Yes for both prompts.

Meszzage for you i

'\Itl.) Delste uger (TEST). es or No?

Fig. 9.23 - Delete user prompt 1

Forms i

,\p Dleleting this user will also delete all the Dbjeda
owned by this user. Proceed with deletion?77?

Fig. 9.24 - Delete user prompt 2

When the user has been dropped from the database, you will receive the confirmation on the status
bar (Fig. 9.25).

FRib-40400: Tranzaction complete: 1 recards applied and saved.
[Recard: 10410 | [ <050 DEG: |

Fig. 9.25 - Status bar confirmation for deleted user

16. Repeat the steps for creating a user above (Users - Viewing and Creating) to re-create this User.

About Components

The Components tab of the Security Setup is where User access to the individual screens, buttons
and functions within MCHAS are granted to the User. Since access to certain Modules is restricted,
like the System Admin. Module and the Financial Module, access is granted to the User at the
component level.

1. From the User and Group Security Setup screen, click on the COMPONENTS tab.

Pressing the Query button will show all Users and the components that have been granted to
them (Fig. 9.27).
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2. Double-click in the User ID field to access the list of Users created, select one from the list and
click OK.

3. Press the Query button to view only that user's components.

4. To grant components to a new User or modify for an existing user, click the Click the Quick

Setup button.
5. Double-click in the User ID field (Fig. 9.26) and choose the User from the list and click OK.

.'.'E Quick Component Setup |

User 1B |

= Quick Setup of Security Components
™ Standard components: Calect Al I
I™  Base Housing components Claar Al I
[ | Refenal companents
™ wfaitlist editing
| Firjaﬂcial companents
™ wWeapons
[ [ ncidents [Bad bais]
I Systerm ﬁ.dmiﬁstrati.c;n

Mate: |ritial state of check boses does not reflect
the uzer's access rights,

Fig. 9.26 - Quick Component Setup

6. For Starters, select the checkbox for Standard components.
7. Select any other components that the User will need to perform their job.

8. Click the Save button, then Close.

Components have been divided into the Modules of MCHAS. By clicking the Referral components
checkbox, the User will receive access to all components in the Referral Module. By using this type of
grouping, the System Administrator does not need to remember which components are for the
Referral Module the User receives them all.

If you need to modify someone's components, remember when you use the Quick Component Setup
it is like starting from scratch each time. If a User previously had only Standard components and you
wish to add Base Housing components, when you set up the components, you must select Standard
components again as well as the new Base Housing components.

Standard Components for the General User are: Standard, Base Housing and Wait List.

Refer to your DBA or System Administrator for a complete list or components and modules to guide
you through setting up user components.
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._‘:.-'1'5-! User and Group Security Setup

&=

=

APPLICATION |

zer D
CALUGHELLNK

CAUGHELLNN
CALGHELLNM
CATHHELLMN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN
CAUGHELLNN

GROUPS |  USERS

| cOMPOMENTS |

Mchas component to allow user access

&_HIST
BAHRATES
CHAMGE_S5SM
CHARGE
CHARGE_POST
DSEARCH
D_CHARGES
EMTOCCU
EDIT_wWAAITLIST
FREEZE_ZOME
HOUSIMG_DESIG
HSELUMTALC
HSELUMTUT
IMCIDEMTS
INST_IMFO
INTEGRITY
METER_EMTRY
MET_INFO
MIL_SPOUSE
M_READ
OwHER

-

Fig. 9.27 - Security Setup/Components Tab
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Section 10 - Utilization Module

This module, while designed to meet the requirements for fiscal yearend reporting to Marine Corps
Headquarters, it has been broadened to provide a tool by which housing offices can view
occupancy/vacancy trends and occupancy dynamics over a specific period of time. Trends can also
be viewed for specific neighborhoods within the base housing community.

Modeled to be compatible with the Inventory & Utilization Assistant program, the Utilization Module
screens pull data counts from the Oracle database based upon categories set up in MCHAS 2.5.

The Components of the Utilization Module
MCHAS Utilization Categories

1

~N o o~ WN

Government Owned
a Adequate

b Substandard
Leased

801

Domestic

Foreign

PPV

Mobile Home Spaces

Opening MCHAS Utilization Screens

1.
2.

From the Main Menu, click on Utilization.

From the selection list, click on the Utilization Screen you wish to view.
kain

| nceny
Mesghborhood
Litilization
Waitlizts
Dhecupancy
Branch of Serdcs
Lnaccompanied
Moses

Crata lnput

Fig. 10.1 - Left and Right click Selection Lists
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Utilization Screens

1. Inventory — Starting inventory, adds, losses, inactive units, temporary diversions and
officer/enlisted designations for housing.

M LMihiration Insinbaiy
Inventory Screen for Uilization E!| !| ‘l ﬂl » |

lioeii | Weightatood | Uiliestion | el Lig | Decupancy | By Samice | Unacoomp | Mote: |
i 0 1FOR MCHAS SEF 200 |0 OCT 2001 MCHES
FSE 50 BM kB KC |0 [RE fF P pre |R 2 [ e [
ADDED Reasoee: | LSS Reaons | Inactve Aaasons]

R R SR
et olal .

_Reen | Sge T Do EER T e noow
[1] Sham | I I I | I [ | I I
EEETE | | | | | I [ | I [
@) Loes ] I I I | I | | | I
1] Erd | I I I | I [ | I I
51 Desgrat O | I I I | I | | |
I6] Cesgrad Enl | I I I | I | | |
7] Inaciose: Linste | | |
B TemgDiew [ [ |
[9) Bl kmphen | | [ [ I | | |
rdugiy_|

Fig. 10.2 - Utilization Inventory

2. Neighborhoods - # of units in each neighborhood including square footage.

o Uidization Meghboibonds
Heighborhoods
L IR EIR

bovemrsbony | 110 i | Unkaen | we L | Ocoupancy | By Swevice | Unaceorg | Moes |
F JFiT 7 FOR MCHAS POSEF 2000 [ OCT 200 McHes
R T T I L L T L T T

i el o S ot
__Refeah | @ El il m El
[ 5 BERETATION. ENO =
E 0 R ETATION. OFF1
[ B [FERFELEY MaHOR
FE o oF
F IC |-PECoD_CAFEHR
E |3 [PCReRT HOUSEN
[ [RE [OURTROusE Bar |
F HF HOSFTAL POINT
T T T
fin P | 5E FOM] 2 |
I | |

L

Fig. 10.3 - Utilization Neighborhoods
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3. Utilization — Occupied and Vacant day calculations for the categories.

i Uehzalion | [O] =

LRilization Screen

eresricay | Musghboiheod |

Hee

| wistiin | Deopaney | BySerdes | Unascconp | Hows |

ST ]

)

i FI0 1 FORA MOAT

[AIGEF 200 | OCT 200

PACHAS

[E5E RS0

Hﬂ'li‘ll

M B

Eedden
B

S

Gierwwrrmand v
kel

1] IC1

Total

an
IL1)

Domest Foesgn

L st

El

Fi

Tola
IE]

N T 2 A L T

Tkl Evevs
® Leass

]

PPy
]

[1) Gooss dvnid Daps |

[2) Doeupeed Do |

[FVacant D |

[¥) Gose Uliation [

— i — —

5] Wacan insct D |

[E] Hst U % I

171 Tesmp Dz Diags |

[ Mo ins |

[T W e I

IrIH-:II:-'I

— e — — — — ——

I
I
I
[
I
|
I
I
I

Fig. 10.4 - Utilization

4. Wait Lists — How many families by rank and number of bedrooms are on the Waitlist.

# Utilization W aitlist

Waitlist By Pay Grade

—|‘ il s | el

al>

[riventar | Neighborhood | thili_zatIu:gnl it Lt | Dceupahcyl Bu S_Earvii.",e-l Llrlal:cclmpl Mates. |

I |F'ID 1 FOR MCHAS

[ESE 250 [BM

Fefrezh |

Integity |

— ‘waitlist Detailz -

[fB EC [cH

[cHE HP

[MP

PPz [FR

30 SEF 2000 IEI'I OCT 2001 [MCHAS

ERRER T |

Fapograde

1-2Beds

35&!1%

--I_Z_EIF:IS_
)

'I?D_J;als,-
(B

e

Fig. 10.5 - Utilization Waitlists
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5. Occupancy — Number of families living in each bedroom size by rank.

Fig. 10.6 - Utilization Occupancy

6. Occupancy by Branch of Service — Number of Enlisted and Officer families by the Sponsor’s
Branch of Service.

1A AOHAS

Fig. 10.7 - Utilization Occupancy by Branch of Service
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7. Occupancy by Unaccompanied Families and Civilians — Number of Unaccompanied families and
Civilian families living in housing by paygrade or equivalent.

L0 I Fhzaliee Learcenpaned
eyt (g 8|88
MIELML!“J il W
0 1 FOR HCH&S EEgEN A EF pu-n-h-=
PﬁFh"vﬂFH FEFc fH fH6 ¢ WF Fre A e [oa v [
m ik Toksl

ﬂ! Papgisds L] Bl ICI

I A | | -

2 E:2

F Ez

R

= ES

Fcn

[F_E7

E 8

FE3

L =

| |

Inbagmiby |

Fig. 10.8 - Occupancy by Unaccompanied Families

8. Notes — Comments by personnel by way of explanation of totals.

M Wiz alson Hodex

dtonote - P JEAENET "I

Ireeprduy | Hosighborhacd | Utkzation | wumlnml By Serace | Unaceovg | -

I RS [305EF 2000 WW
T T S S L G A R 0 e
Sew Nckes For Frodle |

Fig. 10.9 - Utilization Notes

9. Main —Access Reports directly and run Integrity report.

0 Libbee shepen 8 ain

Utilization Main Sereen ||| & |ﬂ|‘!

brwvaricep | Meigrbohcod | Utiivation | Wit List | Deoupency | By Senice | Unaccome | Sote:

{ il 1 FOF NCHAS [ozEFmon o ocr 2001 HCkRS
L I I A i
Lhlizetion Fapat Processing Cantar

Fig. 10.10 - Main Screen
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10. Data Input for Exclusive Assignment to/from the Navy.

7 Data input for Utilization

Frofile |10 Frofils Mame

[FID 1 FOR MCHAS

= Data Tepe
ATN = Exclusive Assignment Rights To Nawy
AFN = Exclusive Assignment Rights From Nawy

i

Dcupied or Yacant (04 IEI

Setup Diata Group I

= Input [iata For Each Papgrade
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Fig. 10.11 - Data Input

The Profile:

By using the profile approach, each management level of housing can view housing statistics from
their own unique prospective. For those activities that have multiple family housing managers for
multiple neighborhoods, each manager can track his/her own neighborhood.

Each user can set up a Profile. Each profile is based upon two criteria, neighborhood(s) and a date
range within which to view activities. By choosing only those neighborhoods to be viewed and setting
up a date range, the information returned on screen and in the reports will meet only those criteria.

When the user sets up a profile, this then becomes their "Default” profile. Each session for that user
will begin with their default profile. However, for this module to be a truly useful tool, the default profile
can also be changed as the user's needs change or new Profiles can be created. Profiles can be
shared within the office, but can only be changed by the person who created the Profile.

How to Create a Profile
1 From the Main Menu, click on the Utilization Module.
2 Select MAIN from the selection list.

The Utilization Main screen will appear (Fig. 10.10).

3 Click on the Profiles button (view other profiles).
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The Profiles Management screen will appear (Fig. 10.12).
Click in the Current Profile field and delete the number.
Click in the Date Range From field and input the start date.
Click in the Date Range To field and input the end date.

Select the Neighborhoods you would like to include.

o N o o b

Click on the Save button to save changes.
You new profile id will appear in the current profile field.
9 Click on the Close button to close the application screen.

10 Your profile id will appear on the application screen as the selected profile. To make this your
default profile, click on the Save Default Profile button.

How to Modify a Profile
1 From the Main Menu, click on the Utilization Module.
2 Select MAIN from the selection list.
The Utilization Main screen will appear (Fig. 10.10).
3 Click on the Profiles button (view other profiles).
4  Click in the fields that you would like to change and make the modifications.
5 Click on the Save button to save changes.
6 Click on the Close button to close the application screen.

Note: Remember, if you want to make changes to an existing Profile and that profile was not created
by you, you will need to create a new profile. You cannot change a Profile that was not created by
you.

Current Profile ID | Cumrent Profile Hame |—

T Profles Toi Dkdualson

Moles >< ‘,/ %
| e o |lr
i JMCHAS Profile, Single Nelghborhood
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Fig. 10.12 — Profile Management Screen
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Viewing Utilization Data

How to View Utilization Data
1 From the Main Menu Click on the Utilization Module.

2 Make a selection from the selection list.

3 The application screen will open with the user’s default profile.

Note: If this is your first time using the Utilization Module, the requested screen will open with another
profile (a profile set up by your system administrator as the default). To create a new profile and set it
as you default, see How to Create a Profile. Refer to Fig. 10.12 for definitions of fields.

Fig.
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— [ MCHAS Profile, Single Neighbamood (o055 5300 MCHAS

R T TN N N N N NN N N S -
"ADDED Rsasons | LOSS Restons [ Insctve Rassers| [ Curremt Prothe Cwmer
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10.13 — Utilization Screen with Heading Fields Identified

4

5

6
7

To view other data screens, click on one of the buttons located above the profile information.
The application screen will appear (Fig. 10.14), click on the |__Fefesh | pytton to retrieve the
counts.

When finished viewing the information, click the Close button to exit.

To print the information, click the Print SQR Report button.

Note: While every effort has been made to optimize the time it takes to calculate the counts, in some
instances this process may take some time depending on how many neighborhoods are selected and

the

e B L = |!_| LA IE! EI

date range to be viewed.
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Fig. 10.14 — Inventory Screen sample
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Data Input - Exclusive Assignment Rights to/from Navy

3. From the Main Menu Click on the Utilization Module.

4. From the selection list, click on Data Input.

5. The application screen will open (Fig. 10.11).

NOTE: A default record group will already be set up for data input for four categories.

Exclusive Assignment Rights to Navy - Occupied
Exclusive Assignment Rights to Navy - Vacant
Exclusive Assignment Rights from Navy - Occupied
Exclusive Assignment Rights from Navy - Vacant

6. To add a pay grade to the list, use the Back and Forward arrows to advance through the records,
when the category you wish to add to is the current record, click on the Insert a Record button.

7. Click inside the row created and enter the new pay grade.

8. Repeat to add more pay grades, when done, click the Save button.

Creating a New Record Group for Data Input
9. From the Data Input screen, click on the Setup Data Group button.

10. The Data Input for Utilization screen will appear (Fig. 10.15).

f.'fl Data input for Utilization

To cancel, press the cloze button.

Frofile (D

f1

Thiz function wil create a new group of
records so that data can be input far
each Pay Grade,

To ztart, press the S&WE button, H

Fig. 10.15 - Setup Data Group for Input

11. Enter the Profile ID for the new Data Group, click the Save button.

12. You can now begin entering the data for the new group. When done, click the Save button.

Printing the Report for Data Input

13. From the Data Input screen, click on the Utilization Main Screen button.

14. Click on the See List of all Utilization Reports button

15. Select the Report for the data type you just entered and click the Print SQR Report button.

10-9



Utilization Module

Reports and Integrity Testing

Printing Reports

Each screen has a Print SQR Report button. Click on the Print SQR Report button to print the
single report. The report will be generated based upon the current Profile.

NOTE: You do not need to refresh the screen prior to printing a report.

Printing Reports Independently

From the Utilization Main Screen, reports can be printed without opening the individual screens.
This will allow the user to print the reports without viewing the calculations first.

1
2
3

From the Main Menu, click on Utilization Module.
Select MAIN from the selection list.

From the Utilization Main Screen (Fig. 10.16), Double-click in the Profile ID field to view and/or
select another Profile. Check the Profile name, date range and neighborhoods selected.

Click on the See Ligt of All Utilzation Reparts

Select the report you would like to run and click the Print SQR Report button.

button to run utilization reports.

Integrity Testing

1

5

From the Utilization Main Screen, integrity reports can be printed without opening the individual
screens. This will allow the user to print the reports without viewing the calculations first.

From the Main Menu, click on Utilization Module.
Select MAIN from the selection list.

From the Utilization Main Screen (Fig. 10.16), Double-click in the Profile ID field to view and/or
select another Profile. Check the Profile name, date range and neighborhoods selected.

Fun Overall Integrity Testing

Click on the button to run integrity testing.

NOTE: Integrity testing performs several compares in the database. These compares return
information that may need to be corrected in order for the Occupancy, Waitlist or other reports and
screen to return true and accurate information. Therefore, the Overall Integrity Testing report may
take some time to run.
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£ Utilization Main

Utilization Main Screen =
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Fig. 10.16 — Utilization Main Screen

How to Run an Integrity Check on an individual screen

Each screen has an '”ti’“yl button which will run a report to find any discrepancies in your
database that pertain to the screen that is currently open.

1 From the Main Menu, click on the Utilization Module.

2 Select a Utilization screen from the selection list.

3 Click on the '”tiit-"’l button.

If discrepancies were found, have your system administrator make the necessary corrections to the

database and run your integrity reports again.

10-11



Utilization Module

This page intentionally left blank.

10-12



- Index to Figures & Tables

List of Figures

Fig.

1.1 - MCHAS desktop icon 1-1

Fig.

1.2 - MCHAS Logon Dialog Box 1-1

Fig.

1.3 - Marine Corns logo 1-2

Fig.

1.4 - Password Chance dialog 1-2

Fig.

1.5 - MCHAS Main Menu Screen 1-3

Fig.

1.6 - Window Status bar 1-4

Fig.

2.1 - Military Family POP UP 2-1

Fig.

2.2 - Add Sponsor Dialog 2-2

Fig.

2.3 - Add and Edit Military Family Application Screen 2-2

Fig.

2.4 - input screen for Family Members 2-6

Fig.

2.5 - Sponsor Pet Information Application Screen 2-6

Fig.

2.6 - Military Spouse Information Application Screen 2-7

Fig.

2.7 Offer a House Application Screen 2-7

Fig.

2.8 - Assign a House Application Screen 2-8

Fig.

2.9 - Housing Unit Activity Application Screen 2-9

Fig.

2.10- The Vacate Process 2-10

Fig.

2.11 - Maintain Housing Quarters Activity 2-10

Fig.

2.12 - Remarks Application Screen 2-11

Fig.

2.13 - Remarks Search 2-12

Fig.

2.14 - Unaccompanied Family Tracking 2-13

Fig.

2.15 - Assignment History 2-14

Fig.

2.16 - Charge Schedule Application Screen 2-15

Fig.

2.17- Housing Picture Viewer 2-16

Fig.

2.18 - SOR Reports 2-16

Fig.

2.19- Report is Running Notification 2-17

Fig.

2.20 - Report in the SOR Viewer 2-17

Fig.

2.21 - Search for a Family Member or Pet Application Screen 2-17

Fig.

2.22 - Search Family Members Application Screen 2-18

Fig.

2.23 - Search Family Pets Application Screen 2-18

Appendix — A-1



Index to Figures & Tables

Fig. 2.24 - Add a New Weapons Record 2-19

Fig. 2.25 - Weapons Tracking Application Screen 2-20

Fig. 2.26 - TLA Confirmation 2-20

Fig. 2.27 - Temporary Lodging Allowance 2-21

Fig. 3.1 - Wait List Add dialog 3-1

Fig. 3.2 - Add to another Wait List or Delete Sponsor from a Wait List 3-2
Fig. 3.3 - Add to another Wait List Application Screen 3-2

Fig. 3.4 - Close Up View of Wait List area of screen 3-2

Fig. 3.5 - Wait List Position Application Screen 3-3
Fig. 3.6 - Adjust Wait List Order Screen 3-4

Fig. 3.7 - Wait List Selection for printing 3-5

Fig. 3.8 - Wait List Reports 3-6

Fig. 4.1 - Referral Units pop up 4-1

Fig. 4.2 - Add/Edit Referral Unit 4-2

Fig. 4.3 - Unit Details 4-4

Fig. 4.4 - Set Aside Details 4-5

Fig. 4.5 - Property Owners 4-6

Fig. 4.6 - Generate Report - Referral Listings Options 4-7
Fig. 4.7 - Referral Unit Details 4-8

Fig. 4.8 - Status Bar with multiple cities selected for a Query 4-8

Fig. 4.9 - Active Referrals Screen 4-9

Fig. 4.10 -Inactive Referrals Screen 4-9
Fig. 4.11 - All Referrals Screen 4-10
Fig. 4.12 - Primary Sort Value List 4-10
Fig. 4.13 - Second Sort Value List 4-11
Fig. 4.14 - Third Sort Value List 4-11
Fig. 4.15 - Fourth Sort Value List 4-11
Fig. 4.16 - SOR Reports 4-12

Fig. 5.1 - Selection popup 5-1

Fig. 5.2 - Referral Complex 5-2

Fig. 5.3 - Complex Manager and Owner Information 5-3
Fig. 5.4 - Unit Type Additional Information 5-3

Fig. 5.5 - Complex Details 5-3

Fig. 5.6 - Set Aside Information 5-4

Fig. 6.1 - Financial Data selection list 6-1

Fig. 6.2 - Charge Main Application Screen 6-2

Fig. 6.3 - Prorate an Existing Charge 6-4

Appendix-A-2



Index to Figures & Tables

Fig.

6.4 - Receipt Master screen 6-5

Fig.

6.5 - Charge Balances 6-6

Fig.

6.6 - Default Charges Application Screen 6-7

Fig.

6.7 - Calculation Methods 6-8

Fig.

6.8 - BAH RATES Application Screen 6-8

Fig.

6.9 - SOR Reports 6-9

Fig.

7.1 - Maintain Housing Quarters Activity Application Screen 7-1

Fig.

7.2 - Unit Activity 7-3

Fig.

7.3 - Housing Unit Meters 7-4

Fig.

7.4 - Meter Types 7-4

Fig.

7.5 - Meter Information 7-5

Fig.

7.6 - Entry of Meter Transactions Application Screen 7-5

Fig.

7.7 - Meter Transactions valuelist for Project Area 7-6

Fig.

7.8 - Meter Type valuelist 7-6

Fig.

7.9 - SOR Reports Application Screen 7-7

Fig.

7.10 - Report is Generating 7-7

Fig.

7.11 - Maximo Work-Order Details 7-7

Fig.

8.1 - The Inspector List 8-1

Fig.

8.2 - Inspection Timeline 8-2

Fig.

8.3 - Add an Inspection Appointment 8-3

Fig.

8.4 - Timeline Details 8-3

Fig.

8.5 - Inspection Main Screen 8-4

Fig.

8.6 - Inspection calendar 8-5

Fig.

8.7 - Inspection Calendar. show option 8-5

Fig.

8.8 - The Inspection Calendar. Show scheduled days 8-6

Fig.

9.1 - System Administration Application Screen 9-1

Fig.

9.2 - Pay Grade CD Example 9-2

Fig.

9.3 - Maintain Housing Quarters Activity Application Screen 9-3

Fig.

9.4 - Housing Unit Grades Application Screen 9-4

Fig.

9.5 - Housing Unit Meters Application Screen 9-5

Fig.

9.6 - MCHAS Installation Information Application Screen 9-6

Fig.

9.7 - Application Preferences 9-7

Fig.

9.8 - MCHAS SOR Assignments Application Screen 9-8

Fig.

9.9 - Data Cleanup Application Screen 9-9

Fig.

9.10 - Residents Incident Report Application Screen 9-10

Fig.

9.11 - Overview/troubled Residence Application Screen 9-11

Fig.

9.12 — Value List 9-11

Appendix - A-3



Index to Figures & Tables

Fig.

9.13- Sponsor Maintenance and Correction 9-13

Fig.

9.14 - Changing an SSN 9-13

Fig.

9.15 - Switch Sponsorship of Housing to Military Spouse 9-14

Fig.

9.16 - Charge/Receipt Log 9-14

Fig.

9.17 - Security Setup/Application Tab 9-15

Fig.

9.18- Create a New Group 9-15

Fig.

9.19 - Security Setup/Groups Tab 9-16

Fig.

9.20 - Create a New User 9-17

Fig.

9.21 - Security Setup/Users Tab 9-17

Fig.

9.22 - User Created 9-17

Fig.

9.23- Delete user prompt 1 9-18

Fig.

9.24 - Delete user prompt 2 9-18

Fig.

9.25 - Status bar confirmation for deleted user 9-18

Fig.

9.26 - Quick Component Setup 9-19

Fig.

9.27 - Security Setup/Components Tab 9-20

Fig.

10.1 - Left and Right click Selection Lists 10-1

Fig.

10.2 - Utilization Inventory 10-2

Fig.

10.3- Utilization Neighborhoods 10-2

Fig.

10.4 - Utilization 10-3

Fig.

10.5 - Utilization Waitlists 10-3

Fig.

10.6 - Utilization Occupancy 10-4

Fig.

10.7- Utilization Occupancy by Branch of Service 10-4

Fig.

10.8- Occupancy by Unaccompanied Families 10-5

Fig.

10.9- Utilization Notes 10-5

Fig.

10.10- Main Screen 10-5

Fig.

10.11 - Data Input 10-6

Fig.

10.12 — Profile Management Screen 10-7

Fig.

10.13— Utilization Screen with Heading Fields Identified 10-8

Fig.

10.14— Inventory Screen sample 10-8

Fig.

10.15- Setup Data Group for Input 10-9

Fig.

10.16— Utilization Main Screen 10-11

List of Tables
Table 1.1 - Button Definitions 1-5

Table 2.1 - Sponsor information 2-3

Table 2.2 - Wait List Information 2-4

Table 2.3 - On Base Housing Assignment 2-4

Appendix - A -4



Index to Figures & Tables

Table 2.4 - Family Information 2-5
Table 3.1 - Fields from the Wait List 3-3
Table 4.1 - Input Values - Referral Units 4-2

Table 4.2 - input Values - Referral Property Owner 4-6
Table 5.1- Input Values - Add/Edit Complex Unit 5-5
Table 5.2 - Manager and Owner Information 5-5
Table 5.3 - Unit Details 5-5

Table 5.4 - Complex Details 5-6

Table 5.5 - Modified By Information 5-6

Table 5.6 - Amenities Detail 5-6

Table 6.1 - The Charge Screen 6-2

Table 6.2 - The Receipt Screen 6-5

Table 7.1 - Quarters Activity Codes 7-2

Table 9.1 - Pay Grade Codes Description 9-2

Table 9.2 - SOR Reports Field Definitions 9-8

Table 9.3-Value List Definitions 9-12

Appendix - A -5



Index to Figures & Tables

This page intentionally left blank.

Appendix - A - 6



?
®
Appendix B - About the Documentation

The documentation has been optimized for double sided copying with odd and even headers and
footers that identify each section of the document. Page numbering has been modified to include
the section number along with the page number.

MCHAS Documentation

The Module Documents

The MCHAS 2.5a documentation consists of 16 Microsoft Word Documents, 1 Master document
and 15 sub-documents. Each document name identifies the Section # in the documentation.

The document hierarchy is as follows:

1. 25a master.doc
1. 0-25 Cover.doc
0-25 TOC.doc
1-25 Overview.doc
2-25 Family Housing Module.doc
3-25 WaitLists.doc
4-25 Referrals.doc
5-25 Referral Complex.doc

6-25 Financial.doc

© © N o g M w N

7-25 Housing Quarters.doc

=
o

. 8-25 Inspections.doc

[EEN
[EEN

. 9-25 System Admin.doc
. 10-25 Utilization.doc

. 25 AppendixA.doc

. 25 AppendixB.doc

15. 25 AppendixC.doc

e
A W N

Printing the Document

1. Open Microsoft Word
2. Open the master document, 25a_master.doc, in OUTLINE VIEW.
3. EXPAND the subdocuments.
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4. Switch to PRINT LAYOUT VIEW. This is very important, if you print from the Outline
View, the document will not paginate correctly and margins are off set for an outline.

5. Print the document.

+Each document may be printed independently, however, in order for the Table of Contents,
the Index to the Figures and Tables and certain cross document cross-references to print,
they must be printed from the Master Document.

Contents of The CD

The CD contains all the documentation files for the MCHAS 2.5a User's Guide.
The folder > MCHAS 25a Documentation contains all of the Microsoft Word documents.

The folder > MCHAS HTML contains the documentation is HTML format for viewing with a web

browser. To use, in Windows Explorer or my Computer, double-click to open the folder. Double-
click on the start.html file. Navigate with the tree style frame on the left, view the documents on
the right.

The folder > MCHAS Adobe Acrobat contains the documentation in Adobe Acrobat format.
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Notes:
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Overview of Changes to MCHAS 2.5

New Module — Utilization

The utilization module was added to MCHAS 2.5. This Module tracks housing activities and
occupancy during the year for the fiscal year end utilization report due to Marine Corps headquarters
each October. See the documentation specific to the Utilization Module for viewing these activities
and occupancy data through this new Module.

2.5 Changes to Existing Modules

Main Menu

Reports have been replaced with the Utilization Module. Reports and screens previously accessible
from the Main Menu have been moved to the Module Selection List that they pertain to.

Military Families

The screen has changed adding new fields and buttons. Other alterations were made to consolidate
space. NEW screens in version 2.5 accessible from the Military Family screen:

1. Unaccompanied Families

When a housing sponsor will be leaving his family in housing, additional information is now being
requested. In version 2.0, the screen only indicated that the family was unaccompanied and that the
sponsor was either Overseas or in Training. In version 2.5 another screen opens and includes more
information on the unaccompanied status of the family.

2. Assignment History

Assignment history has been expanded to provide more information about assignments to housing,
including pay grade, number of bedrooms, and a reason for vacating.

3. Off Base Assignment Information
Utilized primarily at overseas facilities.
4. The Vacate Process

This process has changed to allow a Reason for vacating quarters to be added.

Wait Lists

Field added to include the date, for a sponsor that is currently inactive on the wait list, that the
sponsor intends to become active again.

Housing Activity

Activity Codes consolidated and a field added for “Reason” for the Activity. Instead of an Activity for
M&R, the housing activity is now VACANT and the reason for the vacancy is M&R.
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System Administration

A log file has been added to track inserts and deletes from Charges and Receipts.

Changing a sponsor SSN and changing the occupancy to a military spouse have been split out and
are accessed through a selection list.

Quarters Maintenance

Additional fields have been added and/or reclassified to aid in Utilization tracking.

Database Changes

Several new tables have been added to the database to accommodate the Utilization Module. Others
have been added and/or modified to meet the requirements as defined by the users. These new
tables are PROFILES, PROFILE_DET, UNACCOMP, UTILINFO and CRLOG. The modified tables
are ASSIGN_HISTORY, REMARKS, and INSTALLATION_INFO.

The HOUSING_UNIT table has also been modified to include NET_SQ_FT, which along with SQ_FT, is
used in the Utilization Module to calculate Gross and Net square feet by Neighborhood.
Users Guide

This supplement to the previously issued Users Guide has been formatted to support double sided
copying and binding. Future releases will be formatted accordingly to save paper and space.

Screen Changes in MCHAS 2.5

Main Menu

The Main Menu has changed to include direct access to the Utilization Module. To view the Utilization
screens, click on the Utilization image. See the documentation for this new MCHAS Module for
detailed instructions for viewing Utilization data.
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Military Family

Left Mouse Click Selection List Right Mouse Click Selection List
Military Family Military Family
_ Wit Lists
Find I’é Farnily Search
Options Weapans
MILITARY FAMILIES Incidents
AIT LISTS : :
FamlLy SEARCH Azzign Hiztary
EAPONS Ilnaccompanied
IMCIDEMTS

WESIGM HISTORY

INACCOMPAMIED o
1| | »

Find |[ 0K | Cancel |

The selection list has been modified to include direct access to Assignment History and
Unaccompanied Families screens.

The Military Family Screen

Fields have been moved and added.
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Unaccompanied Families

Driven by the new Utilization Module, more information is being tracked in version 2.5 for
unaccompanied families as shown below.

M NRACTOMP

5N Fast M M Lol Mo
(000117777 [ Sty ~— e
Unaccomparsed Hidoey
Paglimds  Branch  Shatus  Shai O Ered [
i K [T SSEF [ =
=l
Heuse 1[F Hambeill  Ghesl o Lini
BV [ [
L UTLEZATOH TFAHII-.H-IH

Accessing Unaccompanied Families directly from the Main Menu allows you to view information on all
families that are currently identified as unaccompanied.

Assignment History

Assignment History has been expanded to include the reason for vacating quarters. It also includes
wait list information not viewed by the user previously.

Information in the Assignment History screen is automatically inserted through the MCHAS
application. When the sponsor is placed on a Wait list, assigned to quarters and then vacated, this
information in kept and viewable here. Changes can be made to the data if necessary and information
inserted if it does not currently exist.
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The Vacate Process

Vacating a family from quarters now includes a reason.
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Wacate Date l

Ize Today's D ate I

Feazon |

The Vacate process..

£ Maintain Housing Quarters Acti

Throvn in the brig
DEATH Sponzor iz deceaszed
DEMO Dremolition of houze
DISCHG Dizcharge from milibany
Foabd L Changes in family size
OFFBASE Moving off baze
OMBASE Moving to different baze house
ROTATE Fiatation took effect
TRAMSFER Transfer to different baze

-

Cancel |

wity

— -
=g =0 - &
Clear * " B &t @ Add | View | 30R
Address
Project Code  Houge D Street Street Mame [t At
m [Pr11 [20 (L[N |
City State Zip |E.&F|LSB.-’-‘-.D |E.f-‘-. |E|28EI1
it Achisity Reazon Start [ ate End Date Comment
WACANT k&R 03 WOy 2000 S5M: 217863671 Lname: ADAIR ;l
ASSIGHED 18 0CT 2000 108 HOW 2000
55N Last Mame Dates Last Y acate Dt ||:|8 MO 2000
Assigned I I I Yacate |ntent I
Offered l I I Projected Available I
—Qtrz Details

Housze Dezsignator IW
Sub/édgeDD
Ficture 1D l—
Categon IW

E grium IW
Lazt Paint Dt I—
Mo Bedrooms |3—
Furnizhed I—

Handicap Adapted I

Rent Armount I_'
Depogit Amount I—
Fees l—

Cwrer 1D I_.

Note the new column for Reason. The Unit Activity is no longer M&R but VACANT with a reason of

M&R.
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Wait Lists

The Wait List screen has been modified to include the addition of a Set Active Date. This field is used
to identify the date that a sponsor who has been placed “Inactive” on the wait list will become active
again.

1 Wait Lizt Pogikion

sl

=6le[+ @ |aF
SocalSecwty [ _ find | Last Hame [ _ fnd_|

\wigk List [NERNEIN [MARISIOE 2 BA MON COMMISSION OFFICER DELLE

NEW Column

Fi Contiol Pary t _
Smgl Plame 4] Bcky Fon= Freerm Db Pa Dasbs Grade Famk D0 Setl
J 1 ASHFORD, DERRICE, L 453455505 ¥ 04 WAy DD 2 |DBMAR 33 ES

2  ALCANTAR, OLALDID, M 501 5-56E7 b

L
L

£ Adjust Wait List Order

I ==
Sponsar |I383-E;4-4E§34 kot b

These fields allow a Sponzor's pozition on a wait list
to be adjusted. The fieldz are aranged by order of
importance from top to bottonm,

Active ﬁ [r'=dictive )
Freeze Zone F [*¥=Frozen |

DD Man %Y HH:MI:55
Freeze Date [30 APR 2000 00:00:00

Pricrity |2—
Cantrol D ate lm

Pap Grade IEE—
Rank D ate IW

Date to et thiz person back ta Active Status

——
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Housing Activity

Unit Activity Codes have been standardized and reasons for the activities have been added to the

Valuelist.

Valid Unit Activity Codes and Reasons are as follows:

Activity Code Description Reason Description
ADDED Date unit was acquired CONV Conversion
GENERAL General Inventory Data
NEW_ACQ New Acquire
OTHER Other
SUB_TO_ADQ Substandard to Adequate
ASSIGNED Dates unit assigned to a
customer
DIVERSION Dates unit was diverted
INACTIVE Dates unit inactive BRAC BRAC (Disposal/Caretaker
Status)
BURN_UNIT Burn Unit
GENERAL General Inventory Data
OTHER Other
PEND_BQ Pending Transfer to BQ
PEND_DEMO Pending Demolition
PEND_MILCON Pending Demolition for
MILCON
WAIT_EX_TR Awaiting Excess/Transfer
WAIT_PPV Awaiting PPV
LOSS Date unit was lost CONV DIV Conversion/Permanent
Diversion
DISP_EXCES Disposal/Excess
GENERAL General Inventory Data
GOV_TO_PPV Government Assets to PPV
LEASE_CAN Lease Cancellation
OTHER Other-BRAC-Nat'l Clauses-
etc.
TRANS_REASS Transfer/Reassignment
VACANT Dates unit was vacant AVAILABLE Unit is available for
occupancy
M&R Dates of maintenance and
repair

MAJOR REHAB
PAY_N_GO

Others as defined by

the facility

Dates of major rehabilitation
Pay and go Cleaning Service
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System Administration

When you click on the System Admin image from the Main Menu, you will now see a Selection List
with two choices.

Find ISX

Syztem Admin

S5M MAIMTEMAMCE

Correcting a Sponsor SSN or switching a housing assignment to a military Spouse are now done
through SSN MAINTENANCE.

£ Sponsor Maintenance and Correction M=l 3

Comrect an 55N |

Change Military Spouse to Sponzor |

8 SYSTEM ADMINISTRATION =] B3

Houszing Administration Incidents

Incident Reporting |

M aintain Installation Yalue Tables
Inztallation Info | Pay Grade |
Security Setup | Zip Codes |

Add SOR Reports | Value List |
55H Maintenance | Faa Fil
og Files
Hezet Defaults |
CRlog |
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Select the Administrative function you wish to perform. The new Log File, CR Log, has been added to
the screen. To view this file, press the CR Log button.

The CR Log screen opens showing inserts and deletes from the Charge and Receipt screens.

i3 CRLOG M=l E3
@l * * .?,_'}_T The EHI__EIG table tracks ever time a charge or receipt
F 8 niurnber i added or removed from the database.

Murnber [tem Tvpe Inzert by Inzert Date Delete by Delete Date

1021 1 = bMCHAS 20 0CT 2000135618 MCHAS 20 0CT 2000 13:56:33 -
1025 1 E bMCHAS 27 OCT 2000 12:00.52 MCHAS 27 OCT 2000120152

1026 1 I: MCHAS 27 OCT 2000120311 MCHAS 27 OCT 2000120330

1033 1 = tMCHAS 27 OCT 20001 3:00.42 MCHAS 27 OCT 2000120330

1035 1 E bMCHAS 27 OCT 2000133141 MCHAS 27 0CT 2000120330

1036 1 I: MCHAS 27 OCT 200013 46: 27 MCHAS 27 0CT 2000120330

1037 1 = tMCHAS 27 OCT 20001 3:46:27 MCHAS 27 0CT 2000120330

1037 2 |C bMCHAS 27 OCT 2000134627 MCHAS 27 0CT 2000120330 ;I

Quarters Maintenance

Modifications were made to the Quarters Maintenance screen to aid in the tracking of government
housing for Utilization purposes. Changes include Classifications of units and new fields to track
rents, deposits, fees and Owner (other than Government owned).

Quarters Maintenance - Accessed from System Administration

o¢ R gilﬂlﬂf.-.“ a1 IEE]

La:-«_r:«-
o HimeZp h-r_
Fogime Dailag  Emibae  Cowmr
R I Rl NE S5H MTEERTT L &llddR .J

THLET 210 B MR 2]

i porw Figlde
n | Used 10 Track Lkiizatic e
e pf _IES WA OE Yihale cumenih
2k i LSl v S Res
]-_I et L ni Pdsra D Wi 1 8 VRLP G100 | {herss Pisdids ans
| 1 x | [ = Vemmimmm| | b=ing resaned
i | [ ] Cusl | | | _|_ Posasiismn[— | for future use
"  ——d L *
Hiue :rnﬂ E- Frem— Msttan 8 [ Aere|
I:I-:li:lh:rll I:m[" = Ill'd'lll -
Eacila Ty voudcosedl | DoGsds fAan Dwseas i

Scfuw[00  mBafiwe; | Sl 000 RaT 00
Hesgresf®  memnm] 00 | Wessmpfo
By Frie Funsein Mo et [
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Overview of Changes in MCHAS 2.5a
New Module - Inspection Scheduling

Inspection Scheduling

Allows for the easy creation of Inspectors for which schedules can be maintained. The types of
inspections are maintained in a Valuelist for easy modification to fit your needs.

Several Reports have been created allowing Inspectors to print out their daily Inspection Schedule, or
Supervisors to print out the entire schedule. Schedules can also be printed based upon Housing
Area.

Schedule time-off so other staff members know when you are available for the schedule.
2.5a Changes to Existing Modules

Family Housing
Checkbox field for Continued Occupancy.
TLA Tracking.

The Family Housing Voucher number is now saved with the Sponsor, which means if you have to re-
print, the number will remain the same.

The "Current Address" field will now be the address of the assigned quarters upon assignment.

You can leave a Sponsor on a Waitlist after assignment to quarters.

8 Axdd and ol Maitary Famdy

Allwrsnes Tracking |Come] FEE |
Detered o e —— e ﬁ:::_nm
. T Pt [~ woepd 11!‘::.:&_

FH-I-imn ;mm - I~ Puiz

Drcupancy F'[n (| | iy St
i Batn Bl Aeash i B Firel Haes or Som |
I ofwed | | ! vscosinen [
T Acoapied [ I ME—
I asigrad | | tiann | Tﬂﬂ"":‘
ﬂ,ﬁlﬂh_'hlﬂm_Fl_ Fﬂ.ﬂl_m e
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Wait List

Optimized for faster response when changes to the Wait List are made.

Incident Reporting

Fields added for Citations issued.

r“rfr=rh

Base Housing

Additional fields added for tracking of telephone lines, cable lines, full, 3/4 and 1/2 baths, dishwasher,
washer, dryer and last carpet date.

Both Housing Units screens show all information about a house. Previously, the Quarters
Maintenance screen under System Administration was much more detailed.

Inspection Scheduling.
Unit details are Queryable.

Unit Activity

Track and view Unit Activity on its own screen.
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£ Unit Activity

@' 4. | " |H| } h;l House Identfier RIS

Uit ActivityCd ~ Reason Start Date End Diate ichivig Comment
[LSSIGNED | [(7JUN 1933 | | -
ACAMT ICDNTH.&ETDH iDEJUN 1333 i'IEJUN 1999
lﬁ.SSIGNED I !22 hAY 1995 ID'I JUM 1939
55SIGHED | 22 4PR 1394 |05 May 1995
!ASSIGNED I 11 kAY 1333 i'l'l APFA 1934
l-‘l'l.SSIGNED I 29 MO 1984 I'IE DEC 1932 ;I
| Hdaze Sheet Mo Stieet Mame Uit Mo ProjArea
|2 IGHIEH ST [as1022) | I.-'-".SE
NBeds SubOr 4dg  Housing Desig Classification:  De
] oo |EE-E9 | E
— Sponsor
Szt Pay Grade  Branch Cd Wacate Reazon Waitlisk Cd Wiaitlizk Dt
|4BE7E7 36 EE M | | |
Update Dt !W [nzert D !W Rowstamp IW
Update By MCHAS  InsetBy MCHAS

Mate: - [rata on this screen i history nf'aclivify and zhould orly be changed-to comect known emors.

Referrals

Fields added for square feet, last HRO date, view (from a valuelist) and air conditioning (from a
valuelist).

Complexes can be marked as "affordable".
Fields added to the detail screen for non-smoker and paid utilities.

Details are now Queryable.

i Aefemal Unat Details

Foter & helds mie moaw qusiesbls

Ferz
I Feifes [ EepDepesit [ CiediFes
Features o the Propeity

L | Spa [ Ukl P

I~ Frig [ | Pl ™ Ui Elssine

I Siowe I | Lewm [ L wrale

I | Disposal I Surdeck I Ul Gas

M Laundy [ OceanVisw [ Lt Trash

™ Upstaas I Dirrsmay ™ Hesl Fusl

™ Downsisis I Patia

™ D [~ Carpoit [ For Sale

™ Darrey Floom I Fancsd ™ Subiestdon

™ Fesplaca [T GubagaPad [ Mon Smoker
[ SewsPad [ O Ssst Paking
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System Admin

Social Security Maintenance and Switching occupancy for dual military families has been moved from
System Admin. These functions can now be assigned without access to full Administration privileges.

Preferences have been included for setting Inactive, Delete and Contact dates for Referral Units.
You can also set the time increments and the start time and end time for the inspection day.

A checkbox has been added for confirmation to remove a Sponsor from the Wait List when assigned
to quarters.

1 Praferences

il

Relenal Umitz
[ ses puast awailable o to conlack manager |3:|
D pasl avalabls d 1o mske macie |3::|
D ap past nactive di fo delels urit |'Eﬂ5
b s T
| hies pears 1095
— Inspaciion Schadulng
| nepaschior e lne Fheneal [ rmamobes | ﬁﬁ Lok I
Tirshene: shadting v 0200
Timelre sncing valus I'W
Pleste conmil MLHAS suppon belone changing thete valust.

I Ak bo ket from weeitis! on szzignmenl
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