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SECURITY AWARENESS NOTICE

This course does not contain any classified material.
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SAFETY/HAZARD AWARENESS NOTICE

This notice promulgates safety precautions to the staff and trainees for the
Marine Corps Housing Automated System User’s Course in accordance with
responsibilities assigned by the Commandant of the Marine Corps.

Anytime a trainee or instructor has apprehension concerning his or her personal
safety or that of another, they shall signal for a “Training Time Out” to clarify the
situation or procedure and receive or provide additional instruction as appropriate.
“Training Time Out” signals, other than verbal, shall be appropriate to the training
environment.

Instructors are responsible for maintaining situational awareness and shall
remain alert to signs of trainee panic, fear, extreme fatigue or exhaustion, or lack of
confidence that may impair safe completion of the training exercise, and shall
immediately discontinue training. Instructors shall be constantly alerted to any unusual
behavior which may indicate a trainee is experiencing difficulty, and shall immediately
take appropriate action to ensure the trainee’s safety.

The safety precautions contained in this course are applicable to all personnel.
They are basic and general in nature.

The safety precautions contained in this course are applicable to all personnel.
They are basic and general in nature. This is a medium risk course.

Special emphasis must be placed on strict compliance with published safety
precautions and on personal awareness of potentially hazardous conditions peculiar to
Marine Corps Housing Automated System User’s Course.

All personnel must have a comprehensive knowledge of emergency procedures,
which prescribe courses of action to be followed in the event of equipment failure, or
human error as stated in the Pre-Mishap Plan. Strict adherence to approved and
verified operating, emergency, and maintenance procedures IS MANDATORY. As a
minimum, each individual is responsible for knowing, understanding, and their work
areas. In addition, you are responsible for observing the following general safety
precautions:

a. Each individual shall report for work rested and emotionally prepared for the
tasks at hand.

b. You shall use normal prudence in all your functions, commensurate with  the
work at hand.
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. You shall report any unsafe conditions on any equipment or material, you
consider to be unsafe, and any unusual or developing hazards.

. You shall warn others whom you believe to be endangered by known hazards or
by failure to observe safety precautions, and of any unusual or developing
hazards.

. You shall report to the school staff any mishap, injury, or evidence of impaired
health occurring in the course or your work or during non-training environment.

You shall wear or use the protective clothing and/ or equipment of the type
required, approved, and supplied for the safe performance of your work.

. All personnel in the immediate vicinity of a designated noise hazardous area or
noise hazardous operation shall wear appropriate hearing protective devices.
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HOW TO USE YOUR TRAINEE GUIDE

This publication has been prepared for your use while under instruction. It is
arranged in accordance with the topics taught, and is in sequence with those topics. By
using the table of contents you should be able to locate the lesson topics easily. By
following the enclosed course schedule, you should be able to follow the course of
instruction in a logical manner.

Under each topic there may be the following instruction sheets:

OUTLINE SHEETS: Provide a listing of major teaching points. The outline is
consistent with the outline of the discussion points contained in the Lesson Plan
(Instructor’'s Guide). It allows the trainee to follow the progress of the lesson
topic, to take notes as desired, and to retain topic information for future
reference.

INFORMATION SHEETS: Amplify supplemental information from the reference
materials for the course, from technical manuals, or from instruction books. You
may be tested on this material during the course.

PROBLEM SHEETS: Presents practical problems requiring analysis and
decision-making similar to what trainees may encounter in their eventual job
assignment.

JOB SHEETS: Provide step-by-step instructions for developing your skills in
performing assigned tasks and maintaining the equipment when and where the
work is assigned, in the laboratory or practical areas.

DIAGRAM SHEETS: These are used as necessary to simplify the instruction.
They are to aid you in understanding the systems, equipment, or topics
presented.

All of the instruction sheets are identified by their unit and lesson topic number.
They are listed in the order of their use. Each lesson topic will contain at least
one Enabling Objective.

10
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The Enabling Objectives listed in this Guide specify the knowledge and/or skills
that you will learn during the course, and reflect the performance expected of you on the
job. The Enabling Objectives specify the knowledge and/or skills you will learn in a
specific lesson topic. You should thoroughly understand the Enabling Objectives for a
lesson topic and what these objectives mean to you before you start each lesson topic.

Each learning objective contains behavior(s), conditions, and standards.
They are as follows:

The Behavior is a description of the performance and/or knowledge that you will
learn in that lesson topic;

The Conditions under which you will be able to perform or use the knowledge;

The Standard(s) states the level to which you will be able to perform or use the
knowledge.

The objectives provide a means by which you can check your progress during
training. The objectives also enable you to evaluate your training when you have
finished, so you can ensure that you have satisfied the goals of the course. Your
instructor will explain the objectives to you at the start of the course. Feel free to ask for
additional information during training if you feel that you are not learning, as you should.

STUDY TECHNIQUES:

One or more instructors will conduct classroom and Laboratory sessions. You
will be responsible for completing the material in this guide, some of it before class time.
Prior to starting to use this guide, read through the front matter and become familiar with
the organization of the material, then follow directions below for each lesson topic:

1. READ the Enabling Objectives for the lesson topic and familiarize yourself with
what will be expected of you.

2. STUDY each reading assignment.

3. WRITE any written assignment.

11
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EXAMINATION AND QUIZZES

Exams and quizzes will be administered as required by the Course Master
Schedule. A blitz is an informal test used to check for understanding, and may be given
by your instructor at any time. These quizzes do not count toward your final grade. In
any event, only the material covered will be tested. All written tests will be in the form of
multiple choice, completion, or true/false items. Performance tests will be provided to
test job skills as appropriate. Successes on exams are dependent upon an
understanding of the objectives, involvement in class activities, and good study habits.

12
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TERMINAL OBJECTIVE (S)

1.0 USE the Marine Corps Housing Automated System (MCHAS) to manage
Marine Corps housing in accordance with MCHAS Operating System.

13
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COURSE MASTER SCHEDULE*

WEEK 1 Length of Period: 50 minutes
Day 1
Topic No. Type Period ([Topic Ratio

CLASS Introduction/Overview VARIES

“*

OIN|IO[H|WIN|=

Day 2

—_—
o@

11 ¢

12 “

13 ¢

14 ¢

15 ¢

1 6 “
Day 3

17 ¢

18 ¢

19 “

20 ¢

21 ¢

22 ¢

23 “

24 ¢
Day 4

25 ¢

26 “

27 “*

28 ‘

29 ¢

30 “

31 “*

32 “
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Day 5
Topic No. Type Period |[Topic Ratio

33 VARIES

34 ¢

35 “*

36 ‘

37 ‘

38 “

39 “*

40 ‘

* NOTE: Course schedule will be determined by instructors

15
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OUTLINE SHEET 0-1-1

1. Course Introduction

CEHA

MarineCorps-Housing Amtomated System

Operations Course

0-1-1

TOPIC 0.1

COURSE ADMINISTRATION

0-1-2

16
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Instructors

INSTRUCTORS Class Leader

0-1-3

Class Conduct

CLASS CONDUCT No Smoking

No Cell Phones or beepers

Raise Hands

0-1-4

17
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5. Phone Numbers

PHONE NUMBERS

« EMERGENCY 911
* BUILDING PHONE NUMBERS

* GENERAL PHONES
NUMBERS

0-1-5

6. Class Schedule

CLASS SCHEDULE

* CLASS HOURS
« SCHEDULE
* BREAKS

0-1-6

18
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7. Trainee Guide

TRAINEE GUIDE

* OUTLINE SHEET
 INFORMATION SHEET
* DIAGRAM SHEET

« JOB SHEET

0-1-7

19



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 1-1-1

Topic 1.1

1. Topic Enabling Objectives
Topic Objectives

1.1 DESCRIBE the function of the
Marine Corps Housing Automated
System

1.2 DESCRIBE the modules of the
Marine Corps Housing Automated
System

1.3 DESCRIBE the system conventions
and definitions

1-1-2
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MCHAS Function

2. Function

a. Assist housing personnel and simplify the
day to day management of military
housing and families

RECENT CHANGES
@ 7-NEW
& FUNCTIONS

4]

(1]
-

N =

3. Recent Changes

a. 7 new functions

1) Overview

2) Set Aside

3) Pro-Rate

4) Set Default Housing Office

5) View Inspection Calendar

6) View Inspection Timeline

7) Set Preferences from System Admin

21
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b. Feature changes

RECENT FEATURE
CHANGES

#¢, Add and Edit Military Family

% | 2 ) 8 - =
&) | DI ICIE.
—Sponsor i —Wait List
Socisl Secuiity = Last Hame™ First Name = M Fr__ Sea

PyGrd * Rank/Rats Branch Home Phone “wiork Phone Clwallist pegl
I I Control Date Pri_ #Beds

Comman: d DOR PRD

EAS App dt
De| Temporary Lodging = Family Inf
fp{ Allowancs Tracking | Corp B [ I Farily Members
™ Cash customer Sel Rank o

Defened dt e TR [ I Ewcept.  Marmisae date

I Refenalinquiry I~ Continued occupancy Setside [~ [ Pets

L ™ Spouss may accept housing lam law

Curr Continued ity St Zip Critn

Occupancy [ I |_¥' I~ Military Spouss?
Find M. s
—0On Base Housing Assi = U
| e

I Oifered | I I ‘ ™ wacate Intent | ‘

™ Aocoepted [ |

I~ assigned | | Yacate | Transfer From

Street Mo Street Name Linit Pioj area Te

Al I O] o

il

1) Family Housing

a) Check Box field for Continued
occupancy

b) TLA Tracking

¢) Family Housing Voucher
number now saved

d) Current address now address of
assigned quarters

e) Leave sponsor on waitlist after
assignment

22
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Incident Location and Sponsor Background
House D Street No Street Name

#8 Residents Incident Report [_T0]x] I
=g ] ». [
Gen ¢ E0KC|R 22
Sponsor Inf i
[ Ococupant 55N Last Name First Name Ml Rank Fank Date Branch Command ‘
incdens |
Incident Dt |02 JaN 2001 Termn Ltr Dt | .
Find % —
Entered Dt Frob Lir Dt |
Blatter Dt “warn Lir Dt
2

|mproperly parked

Trash in yard
| | =]
Spouse first name, last name: » ation
" i ~
Incident D —_—
Find o | Cancel
I~ Pet Incident Mauthorized - — | anzel |

I~ Domestic Problem/Disturbanc [T General Base C

I~ Child Negleot/Abuss I™ Juvenis Misconduct

™ Unauthorized Child Care

Citation issued [LAWN_MOW  [LawN NOT MOWED PROPERLY

—Remark

A

2) Incident Reporting

a) Fields added for citations issue

78 DETAILS 0] %] I

j Mote: These fields are quernyable

Category Floor Plan 1D
“r'ear Acquired Eqrium
Furished [ Mailbax #

Lazt Paint Handicap l_

Last Carpet

Modfied Dt il
Modifisd By i
Fees
Owiner 1D

# Tele Lines I
#CableOus [
Full B aths
344 Baths
Half Baths

Other Baths I
Dish ‘washer I
washer/Diyer I

3) Base Housing
a) Additional fields added

- Telephone lines
- Cable lines

- Full, %,1/2 baths
- Dishwasher

- Washer/dryer

- Last carpet date

23
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8 Referral Unit Details

Mote: Al fields are now queryable

[ keyDeposit [ Credit Fee

—Features of the Property

™ Dishwazher [ | Spa ™ Util Pay

™ Frig [ | Foal [~ Uil Elechic

[ Stove [ | Lawn I Lt ater

[ Dizpozal ™ Sundeck I UtlGas

™ Laundry [~ Deean View I~ Util Trash

[~ Upstairs [~ Diriveway ™ Heat Fuel

™ Downstairs " Patio

™ Den [~ Carport [ ForSale

[~ Dining Foom [~ Fenced [~ Subdivision

™ Fireplace [~ Garbage Paid [~ Mon Smoker
™ Sewer Paid [~ OFF Street Parking

4) Referrals
a) Fields added

- Square feet
- Last HRO date
- View and air conditioning

b) Complexes can be marked as
affordable
c) Fields added to detail screen

- Non-smoker and paid
utilities

8 Preferences HI=]

— Refemal Unitsg
Days past available dt to contact manager 30

Days past available dt to make inactive [30

Days past inactive dt to delete unit {1095

one year. 365
two pears: 730
three pears: 1033)

il

— Inspection Scheduling

Inzpection tme-line intereal [in minutes] I1 5 Apply |
Timeline starting value lDS:DD
Timeline ending walue i‘] E-00

Please consult MCHAS support before changing these values.

[ Ask to delete from waitlist on azsignment

5) Admin

a) SSN maintenance/switching
occupancy removed from
System Admin

b) Preferences included for setting
Inactive, delete and Contact
Dates

c) Set time increments

d) Start/end time inspection day

6) Wait List

a) Optimized for faster response
when changes made

24
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NEW FUNCTIONS

* INSPECTION SCHEDULING

* TLA TRACKING

* QUERY REFERRAL DETAILS
* PREFERENCES

1-1-11

c. New Functions
1) Inspection Scheduling

a) Create inspectors
b) Schedule appointments
c¢) Inspector calendar

2) TLA Tracking
3) Query Referral Details
4) Setting Preferences

GETTING STARTED

Logon I

| zermame:

Pazsword:

D atabaze:

Cannect I Cancel

1-1-12

4. Getting Started

a. Double click MCHAS icon
b. Logon Dialog box

1) Username
2) Password
3) Database

25
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Logon B |
Username: housemy
Faszward: Sededede R e
Databage: T:\xxxx
Cancel |

1-1-13

c. Enter data

d. Click “Connect” to enter
e. Click “Cancel” to exit

f. Main menu

Change your password

Mew Password | swxwsxx

Confirm Password | ssesesess

5. Changing Password

a. Globe USMC emblem

b. Password change box

c. Enter new password twice
d. Save icon

26
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A MCHAS - MAIN MENU 6. System Modules

Housing Units Financial Data

i P Vs
Pictures Wait Lists Utilization System Admin

a. Family Housing

Family Housing Module

1) Manage military family data
2) Contents

Family Housing

1-1-16
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Contents

° Military Family Information
* Vacating Housing Units

* Wait Lists

* Family Search

° Weapons Tracking

* Incidents

° Assignment History

* Unaccompanied Families

1-1-17

Wait List Management
Module

Wal Lier oo

Wail Lists

1-1-18

b. Wait Lists

1) Manage military housing wait list data

28
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Referrals Module

~
p

Refemrals

1-1-19

c. Referrals

1) Add, edit, produce lists for off-base
housing referrals includes apartments

2) Cost, restrictions, unit descriptions,
rents, sizes, efc

3) Contents

a) Managing Off-base referrals
b) Referral Complex Management

Financial Data Module

Financial Data

1-1-20

d. Financial Data

1) Charges

2) Receipts/receipt approval
3) Default charges

4) BAH rates

29
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Housing Units Module

1-1-21

e. Housing Units

1) Manage/track housing unit activity
2) Create inspector and inspection
schedules

Administration Module

'. a S 1t

System Admin

1-1-22

f. System Administration

1) Access levels
2) User passwords
3) Security setup

30
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g. Utilization

Utilization Module 1) Fiscal yearend reporting to Marine

Corps Headquarters

Utifization

1-1-23

h. Pictures

Pictures Module 1) View/print pictures

a) Military housing units
b) Referral units

Piclures

1124
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7. System Conventions and Definitions

System
Conventions and Definitions

1-1-25

a. Conventions

Conventions 1) Date formats

2) Number entries

¢ Date Formats: set for DD MON YYYY
*11 OCT 1999

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

* 8059821234

1-1-26
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Screen Definitions

» Title bar: displays name of application

screen
* Main menu bar: under title bar
— Displays other menu options
* Tool bar: under main menu bar
— Icons allow use of MCHAS functions

o Application fields: are used to input data

1-1-27

b. Definitions

Title bar

Maim menu bar
Toolbar
Application fields

~— N N N

1
2
3
4

Screen Definitions

o Status bar: located at bottom of
document
— Instructions, # of records, mode field,
messages if required

* Mode field: displays mode in use

Enter a queny; presz F8 to execute, Chil+q to cancel.
Caunt: 00 ENTER GQUERY {List>

1-1-28

5) Status bar

Instructions
Number of records
Node field
Messages

N— N N N

a
b
c
d

6) Mode field

33
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7) Text Color
Screen Definitions

* Text color
— BLACK field labels = standard input fields
— BLACK field labels with (*) = “Required”
fields
— RED field labels = Queryable fields

1-1-29

#3, Add and Edit Military Family
- | N e %, =
> |ird el lo |m|o| 2
—Sponsor i — Wait List
Soial Secuity ™ Last Hame™ First Mame = 1 = Fr_ Se
I [ | 1 NE =
PayGid® Aank/Rate Branch Home Phane \wfark Pharie Ciwaitlist
Control Date. Pii #Beds
Cammand poR | PRO] l—— l——-
Eas [ App D[ —
Dietach Dt Comp] PEE i —Family Inf
Feport DE [ | Family Members
I Cash customer Sel Rank e
Deferred Dt = - [ I Evcept Maniage Dote
I IRty Rent/Bwn | i i—E—
cferral inquiiy I~ Contirued ocoupanicy o s .
I Unacoomparisd I~ Spouce may accept housing 0 100 'SJE"EEL""E_ g‘ﬂc‘?‘_e_
Cunent Address City St Zip Cnitg
| | I |_y‘ r M;;wlaly Spouse?
T = Find Name or Gen |
I Ofisred | | W | ™ Wacate Intent | |
I~ Accepted | |
T~ Assigned | | | Vasate Transter From
Strest Mo Sheet Nare Unit Proj Area To
HIT | | _oft | Histon |
Al
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Screen Definitions

 Field Color

— LIGHT BLUE = contains value lists
« Also indicated on status bar as <List>

r
NS
i

2A Y = new screen or dialog box

— LIGHT YELLOY = highlighted field or row

8) Field Color

1-1-31
& Wait List Pasition BEE I
=|&] 5 B alEle
Clear * ’ / 5 =i @ CT SOR
Clear the fields|
Social Security I find Last Mame find
Wait List | |
Fr Conttrol Pay
Seqit Mame 55N Acte Zong Freee Dt Pri Date Grads Rank Dt SetActive
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8 MCHAS - MAIN MENU

Pictures Wait Lists Utilization System Admin

8. Opening Module

a. Click Module icon

b. Click desired application

9. Exiting Module

a. Click save on active module

b. Click toolbar close button

2o a8

Spunsor Infusmation Wit List - -
Social 5 g M il
i = o

Py Grd™ Rk Rain Brz \wlodk Phoew F s List |

Ares
Es | ZE I |3_>|4.5w. . N i
mm»amilma3 Clear PAD [30 JUL 2002 [5erRizm B P

= ERSTnaT a0 o[ | £ -

Lo Infusmation
Conp [TS0EC 1979 P oA [T miow 17 | | oy

Repod TSI 19 s ek [FETERT || [ 7 FosnlyMebers

Defmed 01 fa [~ et Mg Dot
r - o s L a2 —

5 wd [ 5o g | Sethsiie N Spouse Phons
Custnt Addbecs 5t M
i LawrENCE RD ENLLV‘ B é‘m ﬁr\t I Milkary Spouse?

—lIn Baze Housing Assgnment - R ——— |

Fel

T Ot | I | I Vacdabierd [ | [

T heceted | |

=g NOVZUN LA Vicae Tranafrs From

e e — R E—

T T T — — T pe—r—

L
Remave Becsed -
Fecerd 171 [ D5 (085>

Hetart| | AE DY | =] Bt o, | [ B e BB 117em

10. Deleting Member Records

a. Query desired record
b. Click on Record
c. Click on Remove
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UNIT 2
Family Housing Module

TOPIC 2.1

Adding/Editing Military
Family Information
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1. Topic Enabling Objectives
Topic Objectives

2.1 DESCRIBE the procedures to add or
edit Military Family Information

2.2 ADD Military Family Data

2. Adding/Editing Sponsor Data

Adding/Editing Sponsor Data

2-1-4
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a. Select Family Housing module

1) Right Click
2) Left Click

Hem| | AB DY | __dlmml-a anu._ @wu..|mgg,¢@0gg’ s |

b. Family Housing Module consist of various
functions

) Military Family information
) Vacating Housing Units

) Wait list
)
)
)

Family Search
Weapons tracking
Incidents

) Assignment History

8) Unaccompanied Families

Meim| | ABGW | il anu._ @wu..|mgg,¢@0gg’ o |
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

c. Select Military Families from selection list
d. Left Click or Click OK

Mo || B Y J-Il-m'-w Iﬂnmtnw_ Eoctre.. | Moot - | [§GDGBGB 20w |

e. Two methods to Query personnel

i E -'.. P ——— -
& e [~ ]2 I_['ﬂ-lo It[alﬂl

Sl Si‘m- * Lot M F‘m

1) Input SSN and Click Query Button
2) Input member last name and Click

Seq
IIU I

F‘“r‘“—“ﬁFﬁPLW— -

I E— button
r 225 Dw:! — TE!M_'F'[F&W Query 0
= e[ [Eainiematen 3) Click Yes
Defened D8 r Tl_,_ |
F:“‘"""‘",r = Q S0t Found. Ak e Sporce?
—— "

_:.m-u I I ol r—
I~ Accegied [ I L T —
I oo [ vecse| menr

FHLPM_’E_FM Ll i

=

meuquwm;ﬁml
Mot | A E Y [ Boracte peveloper — _itmacn Pl | sl pomeapoin...| o B B fal B & 7issam |
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{8 Uracle Developer Forms Runtime

—— [T rwmatea
Defened e[ F&':'m ”T‘E - FI'M [
H B oy Stk | rasshon
. o g ——
[ [ [ - g AR
lin g |
I Oesd [ [ [L‘QI - —
I~ Acorpted [ I
T e [ I Vetwe|  TeensterFiom
e e T To —
11|

OUTLINE SHEET 2-1-1

f. Input sponsor name

tmm [ I OSEs kDt |
EEE T = ]_ﬂmlteuduu_ 'C__.ﬂmn-

| Bt rrtie. | [§ BSGGE 7550

Cheices in st 27

g. Enter Pay Grade

field

b) Click OK

Feced 171 | ListolVekes ROSCo DBG3 [
ELEET R ]_ﬂmlteuduu_ ison P

| Bt ot | [$ @S GGDE a0 |

a) Select pay grade

1) Key in or Double Click in Pay grade
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MCHAS

8 Uracle Developer

T orms Runtime

OUTLINE SHEET 2-1-1

™ Cach custoense m:\';lﬂﬂl_ o
r Datm

r = e —
r % . melars | Spigbun
F - * '@ [ Miltosy Sipouse?

_Io — . [ [ L —
I Obeed [ [ [L‘QI' - —
I Accopted | |

T Auped [ [ [ Vocws]|  THnatecFiom
ﬂ,m&.ﬁ!ﬂa_fu_rmmll To o
iL]

Fecced 171 [ [ ROSC 06> |

Mot | A E Y ]_ﬂmneuhpu_ Citeson tin | Elpscmott powmapins.. | [ B Gl B s05am |

h. Key in member’s Rate

w Hock  Pecoed Fiekd  Windos

Cheices in fat: 11

Recond 11 | ListofWakes ROSC kD0G3 |
I EY-ER

=1 % |[@oracke peveloper . _jleson Pl

| Bttt . | [ BSHGRE s13m |

i. Enter member’s branch of service

1) Double Click Branch field
2) Select service branch
3) Click OK
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MCHAS

Acten Ede Cuery Block Recoed Field Window Help

4§, Add ard Edit Milary Family

OUTLINE SHEET 2-1-1

Fecced 171 I [ ROSC 06> |

| Soton| |20 & 53 % |[@oraceeveloper — i

| Bttt et | [ DS G@ 8 sism |

j- Enter members current home/work phone
numbers

= ==

T T T Tl

Choices in st 717
[Fiecond 171

I ListofWihuea 050 KOOGS |

| Soton| |20 & %3 % |[@oraceeveloper il

| Bt ot | [$ BSGGDE s0an |

k. Enter members command Unit
Identification Code “UIC” or Double Click
Command field

1) Select Command
2) Click OK
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

|. Enter members Date of Rank “DOR” and
Project Rotation Date “PRD”

mzo-l
sunatl_ l_l‘ Fnum

ﬂ-*l“.zlﬂ&'&'lﬂ cle | Eoettee.. | G BSLGDS ssam

m. Enter member’s Detachment Date

s uﬂlm Frst Masim =

Co—

w DUREiJLIN‘Sﬂ’ PﬂDi WA 200
e Agp D 0T HOV 2001 0

iE

L
Fepon Dt
Diefered Dt

Fecand 111 I I RS0 kDDGs |
Bt [N B % Y [Borackever i | Bt | 2 L0nE swm
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8 Oracle Developer §orms Runtime

OUTLINE SHEET 2-1-1

L

[ m— 5565 63
iﬁ-‘l“aﬂﬂ&%’lﬂ cle | B

£ BOGOHE onem

n. Enter member’s End of Active Service
Date “EAS”
o. Enter Application Date

8 Uracle Developer §orms Runtime

&H- -»H | %[ ka) % O

s uﬂlm Frst Masim =

o om——

w DURﬁiJUN 19 PRD 1% MAY 2002
ﬁ WEJUNM Agp De15JUL TR
Comp|

i)

PER Dt
Lt [ Cohumnsr SRk
wama- rm Ol
I—I il'_ F_ et T s Anicde -
c Ciy

e T <

Coseed | | e

Recend 171 I [ RS0 kDDGs |
B NS DY [@orsdeone =

£ BOGOHE oo

p. Double Click on Application Date field

g. Enter date and time or click on “Use
Today’s Date” button

r. Click Save button
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

s. Enter member’s Report Date

Fecced 171 [ [ ROSC 06> |
Mot | A E Y ]_ﬂmnm*pu_ Citeson tin | st powmabiin..| [<f: B B Ll 8 213am ‘

t. Enter member’s Computation and Pay

Enter Base Date “PEB”
: - u. Enter Deferred Date if applicable
ﬁeﬁls Lhﬂlm ?‘nﬂlm r !
w nunlm mnlw
Dmmlm AN .
- — I_l‘rﬁum
: e |-
r o fratine  Symasbree
.' S———
ST
Ot [ I r"—"al' r
I Accopted | |
I | sgned [ I s
e ——
)
Fecend 171 [ [ ROSC kD0G: |

M| | & 5 W ]_ﬂmnm*pu_ =L | st powmapiin..| [<f: B B a8 25 am ‘
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

v. Enter Selected for Rank if applicable

E iEY‘SET ﬁ IlZI 124 i]?lﬂ?
W DORJJUR TR PAD [iu MY

a5 30 1un 0w mmﬁuunm1
DR T g1 DEC 1573 PEBDY

Indcamation

n»u:-r-m I_l‘ Faly b

Duuoda- F m‘ — m I'M Due
rM

|— e l‘sum ot Sorr s

[= Cay St

[ [ [ s

T e |
I Oeed | [ ol | - —_—
I Accopied | |

I gned [ | Vatse|  Tosnfer Fom|

JMF‘M—P—F’” T er

[Fecerd 171 [ [ ROSC 06> |
Mot | A E Y ]_ﬂmnm*pu_ Citeson tin | ElMeromlt b, .| [ 8B B G & 10:02am |

w. Double Click “Rent/Own” field
x. Select Rent or Own option
y. Click OK

4| | r'

13110 DORJNJURTFH | BAD 1L MAY 2002
Dietsch Dt [15 290 122 EAS [F0IUN 2005 Agp D15 JULTSEE T
i e ) EPTE . T |
Defened I” | Cach cutormar SRk fi5T5GT
- E"f rma -
L e I ot e

~—1n Ba H e = Frud N, i

[ Oteed [ [ el | - —
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™ pgred | Vacse| TwiterFrom|

e e - [

WI—WWWI
M| | & 5 W ]_ﬂmnm*pu_ =L | ElMeromtt oo, .| [ B B G 8 1003w ‘
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

z. Enter member’s current address
aa. Click on Save button

— bb. Click on Close button
oy | 2 LE
B Buch Heme Phare Fm_ u -
3211234 324567 —
£l
G 3R S| m—
Detach Da[15.4°H 1:209 Comp[150EC 1573 PER DR 15 DEC 1573 "
R S el =
e e —
: L ) Fm!!!!! Spouse Phore
ﬁm FEARL OTY %NULULU j%ﬁz'iw_ % I: Mitoey Spouse?
e Base: Hunssien Asss |
T Osend | | [n_‘gl. I Vacaduiiena [ [
I~ Accepted [ r =
™ tsgred [ | " vecwe|  TeutsTon)
_H"EHLPA‘M_’EE_FMM Tol —
L]

[Fecerd 171 [ [ ROSC 06> |
Mtart| | A & 51 Y |[{fovacke Developer  _llsser P | el Pomeapoin...| < B B fal ¥ & 1010

Practice Exercise

2-1-24
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

3. Adding and Editing Family Members

. . . Information
Adding/Editing Family

Members Information

2-1-25

a. Open Add/Edit Military Family screen
b. Click on Family Members button

RANENEN:
T E
ERNRNEN

I | sgned [ I s

B i e

L]
| FRM 40350 Du sieved
[ecend 11 [ i k0SCs kDG
Hatat| | 05 5 Y | itampim | Eyraa [[Eorode oeveloper .| BB & ssoem

49



(FOR TRAINING USE ONLY)

TRAINEE GUIDE

MCHAS

At Ede Cuery Block Recoed Field Window Help

OUTLINE SHEET 2-1-1

Frst Hame Ml Rel Sex
I I
SEs
I
Em
I_I:l_

[y i

[Recend 171 [ I 055 0063 |
e e

Lﬂmm_ .

c. Enter family member’s name

[Rel_ Sex Gatnyy _ AuhDate
& .
J T ==
= A
— F——
s T —
_"HNLPM_’E_P&’L'J To| o
Al

W| ListofVihues 050 KDOG: |
ELENNET =R ]Emm | Eypaa

Lﬂmm_ [ Rt & o3

d. Double Click on Relationship field

e. Select family member’s relationship
f. Click OK
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

ST |

g. Double Click on Sex field
h. Select sex
i. Click OK

e — el Ves (056 (05
Rl 6 & 53 W || Citosompn | Eyp2a |[@orscieveveloper . | BSfa & 10w w

j- Enter family member’s Birth date and
Authorized Date

Membes
TR T T T DA A ) e
E=S
I
B
I_I:l_ |
e — S e —
_"I'mLF!’M_’u_Fn”LIJ To o
A
Fecend 171 [ [ RS0 (400G |

Rt [AE DY | e[ Eyraz [[@orsdeveveboer |4 GaBGABE o
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

k. Double Click on Exceptional Type field
|. Select Exceptional family member’s
category code

m. Click OK
Il Rel Sex fudh Date
Sl I TR R
-
[
—r—
=
I
ﬂrmi i Vit | Tranafes From)
4 MJ " Hisory [
|
| Choices in st §
S — Litod Viokoes (050 0053 |
Mot | A E Y | Sitessn e | Eypza Lﬂmm_ [ ¢ PO aByy s

n. Double Click on Family Level field
0. Select desired level

p. Click OK

g. Click Save Button

r

s

. Repeat as needed
b e e S . Click on Close button
0 o o R R B
-
I
==
I [—
I =]
ﬂl'anwi i Vocse|  Tranafer Froen|
J,EHLFHEB_IEE_FB&MJ To| —

Choices in st 8
Recod 11 [ st of Vahoes ROSCo (10063 |

ewt| NS Y | Ciloson P | Ejeza Lﬂmm_ | ¢ QAR aiam

52



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

4. Pet Information

Entering Pet Information

2-1-33

a. Click on Pets Icon or click on Pets in

Family Information Block
f‘“,‘_ﬁ*%"'*ﬁ%f”—,ﬂw W— B e B
Lt EAS TIN5 AppDH[TSIULTETT ]
Dm“% Comp 15 DEC 1579 PEB D15 DEC 1579 II_"—'
D;::g:l— Coicaie SaRakfiTSGT I'_IEF“W Date
- e TR
? i ;
m%wwgm—%‘ T Wy Syt
T I
I Oteed [ I [_J I vacaeiien [ |
I Jacomted | ! T’
™ pgred | Vst Tranufer From|
e
Fiecard 17 [ : D5 006
M| | & 0 W | iltesampin | Bypza W ¢ PG asy s
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TRAINEE GUIDE

MCHAS

OUTLINE SHEET 2-1-1

=8| =

o 1 o —T

i | [ | Pol | e ——
T Thamred | I ~ vase| Tl —
e e T To —

”]

M L0350) Queny caused no records o be rebieved.
il I st of Vo (OSCs (<0063 |

||| G B Y| iieenrin

| EHMWW | ¢ B2 A w0z

b. Double Click on Type of Pet field
c. Select pet type
d. Click OK

[ Oteed [ [ [ 1ol
I Accepted [ |

T hasrea [ [  Vaose|
e s

L]

L —| I KB5E 6063 |
e )

W [ G2Oa8Y snm

e. Enter pet’s Color and Breed
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

=8| =

f. Double Click on Sex field
g. Select Sex
h. Click OK

I Oeed | [ [L‘QI' - —_—

I Jacomted | ! T’

™ tsgred [ I  acme|  TeenaterFiom)

lf I | " Histors|

Ll
Choices i st 4
Recond 17 [ ListofViskws kOS50 kDG |
o || 0 B W =i | Eyeaa Lﬂmm— | GPOaBI snan

[T AR Enter pet's name and any remarks
: - j- Click on Save button
k. Repeat as needed

|. Click on Close button

[RaTes WL CrRiERS]

I | =]
TR o iz 00 5]

[ Oteed [ [ I'L‘QI' r —

I Jacomted | ! ?’

™ e | [ — vaco|  Twsrien
_H"EHLFBEE_’E_FEQ&I Tol o~
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-1-1

5. Military Spouse Information

Entering Military Spouse
Information

2-1-39

a. Click on Military Spouse Icon or Military

Action Edet Query Block Record Field Window Help

!, Add and Edit Military Family F= | S . . .
; ouse in Family Information block

&« [+ 1] > |“dmz o | m =8| P y

e TIE~ FuaMam™ M | ‘_"“;"' f

Py Gil™ nmﬁhm humnm - :Il_\mut Zi

S i v — e — Corblliote  Po BEmk
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oo A | S
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OUTLINE SHEET 2-1-1

= b. Enter spouse’s SSN and Rank

A — | RSG5 kDG |
Mot |0 8 5 W || it | Sz [[@orsdever Bkt | [FLSGABH ssam

c. Double Click on Pay Grade field
d. Select Pay Grade
e. Click OK

Wl—mmml
B [ B DY | et [EYr22  |[@orsdever Edmpnte | G HIGEPH ossmn
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TRAINEE GUIDE MCHAS
OUTLINE SHEET 2-1-1
f. Double Click on Branch field
g. Select branch of service
h. Click OK
e T — T PTG e L
o | D B W || menrn | Byr2a J[@oroce oeveoper | Ga S ABE 1z
I i. Double Click on Command field
- 1 j. Select command
k. Click OK

154 GROUP
154 CONSOUDATED ACFT MAINT 50
154 TACTICAL HOSPITAL

Proiected Riotate [
Cheices in st 717 =
Feced 17 | ListolVekes ROSCo DBG3 [
HReat] | ABDW | il | Eypza ]_ﬂmdenwdnw_ [l 8@l am
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OUTLINE SHEET 2-1-1

I. Enter remaining data

o [ AE DY | mre [ Eyea J[@orsceomvorer -4 oS ABL i

m. Click on Save button
n. Click Close button

A e — 0553 0853
lﬂgaoyugmm | Sypaz |[iorsde eveloper .| a@a B izsein
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OUTLINE SHEET 2-1-1

PRACTICE EXERCISE

------

ADDING/DELETING
TO/FROM WAIT LISTS

6. Adding/Deleting to and from Wait Lists
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{8 Uracle Developer Forms Runtime

OUTLINE SHEET 2-1-1

DURﬁiJUN 19 PRD 1% MAY 2002

St
ﬁuw FEARL OTY %NULULU F%%

W EAS [N 208 AppDifTs UL 19591
Detoch e [15267 11 mmszm I
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r o iy | Selhside

I Oeed [ |

r“—"m'
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| FRM -41008: Undefined function Pres CirlsF1_fior st of walld beys.
P i 13
| st | £ @ 5 W || Cilosmpns | Eypan

Lﬂmde Developer .. |@¢, Bhalit 8 s

a. Open Add/Edit Military Family screen

b. Query sponsor

c. In Wait List Block enter Control Date

{8 Uracle Developer Forms Runtime

s uﬂlm Frst Masim =

o ——

DURﬁiJUN 19 PRD 1% MAY 2002

frac e e g

JIHLF'EE_I'“—F“”

me
EAS[IUN 200 App DefS UL 15w 1
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d. Double Click in Priority field
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eAn iz W 20
pe Dt fis 0015591
bRoefisDEC 1SS | |
SedRarkfi5TSGT

OUTLINE SHEET 2-1-1

Recst 1/l [ Lol Vees kDSCs 0053 |
How| | B S Y | mmrn

lif__l
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™ tsgred [ I | vecae|| it Fiom)
i ——— Y ar
|
Choices inlist 8

| Eje23a
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e. Select appropriate priority
f. Click OK

s

uﬂlm

Frst Masim =
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frac e e g
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g. Enter number of bedrooms required

h. Double Click in Area field
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OUTLINE SHEET 2-1-1
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i. Select appropriate Project Area
j- Click OK

s uﬂlm Frst Masim =
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k. Click Wait List box
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OUTLINE SHEET 2-1-1

acle Developer | orms Runtime
mmmmmsmmr&

|. Click Yes

{ Add and Cdit Milary Family . :
@I"|m|§|_|jﬂ'0 ilaﬂ m. C!ICkOK

——— e n. Click Save button to save all data
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7. Delete a Military Sponsor from Wait List
Delete a Military Sponsor from

a Wait List
A ‘ ‘ ‘
1 {m

aoodbye’

2-1-56
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OUTLINE SHEET 2-1-1
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a. Click on Wait List name field
b. Click Delete

{8 Uracle Developer Forms Runtime
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c. Click either Yes or No
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Add a Military Sponsor to an
Additional Wait List

8. Add Military Sponsor to an Additional Wait
List

=l x
__ 0
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Spporan | Wit List
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™ Rrtral nvpiry CGa = ..
= = \‘) e
ﬁmwm\muh EJNUL | Q“dl
s ]
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L
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a. Click on Wait List Name field
b. Click Add
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Recond 17 [ ListofViskes kOS50 kDG |
Mot | A E Y ]':umm-m | Eyp2za Lﬂmm_ |34 DLt & ram

c. Double Click Pay Grade field
d. Select appropriate pay grade
e. Click OK

than ono wait list

=]

T
F
1 AusafHT |Famity Iniomation ——————
[ [ Famiy Membars
Date

DM‘M - - Fm r,_;; I_l'n-uu 'Na_ﬁp_

I 5 C %?!H_Wﬂﬂ_
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WI—WWWI
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f. Double Click on Number of Bedrooms field
g. Select appropriate bedrooms
h. Click OK
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i. Double Click Area field

j- Select appropriate Project Area

k. Click OK

s uﬂlm Frst Masim =

o ——

w DUREiJLIN‘Sﬂ’ PRD 1% MAY 2002
WEJUNM Agp De15JUL TR

ey 2 = ™ Cachcutomer Sdﬂull 51561
e | RentOon [

I ,—._ iy | SelAside

Detsch DS AR 198 | S DEC 1979 PEB D[S UEC 153 | |18

WWF%&—% =

I Ot [ |

I Accepted [ I

I e | Vacse| Teantbet Ficen|

e )
Fecced 111 I I RS0 [bBGs |

B[ AB DY | e | Eyea,

]_]—amm_ |24 DLt @ rum

|. Click Save button
m. Click OK

68



(FOR TRAINING USE ONLY)

TRAINEE GUIDE

MCHAS

OUTLINE SHEET 2-1-1

Practical Exercise
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ADDING/EDITING SPONSOR DATA

A. Introduction

This Job Sheet provides a skill exercise in Adding and Editing Sponsor
Data in the MCHAS Program.

B. References

1.

Trainee Guide Outline Sheet 2-1-1

C. Equipment:

1.

Computer System w/ MCHAS Program Database

D. Scenario

1.

Using the basic Information below and proper steps, Add a New

sponsor to the MCHAS Database

SSN:

Name:

Pay Grade:
Rank/Rate:
Branch:

Phone Numbers:
Command:

Date of Rate:
Projected Rotation Date:
Report date:
Computation Date:

. Application date:
Detach Date:
Pay Entry Base Date
Selected Rank:
Rent/Own:
Current Address:

SOV OS3ITATTS@TOQ0TD

End of Active service date:

Your SSN

Your Name

Select one from field

What Pay Grade is equal too
Select one from field

Make up

Select one from field

16 November 1997

3 yrs from current date
Current date

1 November 1997

4 yrs from current date
Current date

40 days before current date
25 December 1981

Leave Blank

Select Rent

Use your current address
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EXCEPTIONAL FAMILY MEMBERS

A. Introduction

This Information Sheet provides detailed information on the Exceptional Family
Member program and the types and levels of handicaps.

B. References

1. OPNAVINST 1754.2A Exceptional Family Member Program
2. MCO P1754.4A Exceptional Family Member Program

C. Information

1. Types of Handicaps

Physical

Intellectual

Emotional

Long-term Chronic Medical

Qo oo

2. Levels of Handicaps
a. Level |

1) Those whose medical and/or educational condition require
monitoring by the CMC (MHF) EFMP Manager, but does not
preclude the sponsor’s assignment to overseas/isolated duty
stations, nor requires assignment near a major medical
treatment facility.

b. Level Il
1) Those whose medical and/or educational condition requires

special placement in compatible geographic areas, pinpointing
assignment in CONUS or overseas.
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Level 1l

1)

Those who are exempt from accompanied overseas
assignment. The medical and/or educational condition of this
category of EFM precludes the assignment of the sponsor to an
accompanied overseas location based on non-availability of
medical and/or educational services. Sponsor is eligible for an
unaccompanied overseas assignment.

Level IV

1)

Those that require sponsor’s family members to be located near
a major medical treatment facility, either military or civilian
(preferably military), in CONUS ONLY. Sponsor is eligible for
an unaccompanied overseas assignment.

Level V

1)

Those who have submitted the application and are in the
process of completing the medical and educational forms. After
the application has been reviewed by the local EFMPC and a
central screening committee for recommendation of a category
code.

Level VI

1)

Those who have joint custody of EFM, but the EFM does not
reside with the sponsor on a full-time basis. Also, if sponsor is
Active Reserve on Inactive Reserve status and could return to
active status.
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Add/Edit Family Members Information
Introduction

This Job Sheet provides a skill exercise in adding family members
information to the MCHAS program.

References

1. Trainee Guide Outline Sheet 2-1-1

Equipment:

1. Computer System w/ MCHAS Program Database
Scenario

1. Using the following information, input family data into the MCHAS

program.
a. Spouse is a Military Member

SSN: 100-00-1000

Rank: HM1

Pay Grade: E6

Branch: USN

Command: Select one from field

Birthday: May 1, 1960

Name: Use your current spouse’s name

or make up one

Sex: Select sex

Phone Number: Insert any phone number

Transfer to: Leave Blank

Report date: Current Date

End of Active Service Date: July 31, 2005

Projected Rotation Date: 3 yrs from current date

Detach Date: 40 Days prior to current date

Date of Rank: 25 March 1997

Pay Entry Date: June 15 1987
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Dependent information

1)

2)

3)

Mother-in-law

a. DOB: April 10, 1933
b. Authorized Date: 15 May 1999

C. Janice P. Barlow
Son:
a. Jose M. (Your Last Name)

b. DOB: 23 July 1983

Daughter:

a. Dawn N. (Your Last Name)
b. DOB: Aug 1, 1987

C. Level |, Physical Handicap

Pet Information

1)

Dog

a. Max

b. Black/Brown

C. Male

d. Doberman

e. Hates Mailmen
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ADDING/DELETING TO/FROM WAIT LIST (S)

A. Introduction

This Job Sheet provides a skill exercise in adding and deleting a military
sponsor from Wait List(s).

B. References

1.

Trainee Guide Outline Sheet 2-1-1

C. Equipment:

1.

Computer System w/ MCHAS Program Database

D. Scenario

1.

2.

Open Add/Edit Family screen
Query your record then add yourself to a 4-bedroom wait list.

a. Control Date is your detach date
b. Select appropriate priority

Close Module

Open Add/Edit Family screen and select a record from the MCHAS
database and delete sponsor from a wait list.

Query your record and add yourself to a 3-bedroom wait list.
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Topic 2.2

¥

N
&
{ra

= ::/
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Offer/Assign/Vacate Military
Families

2-2-1

1. Topic Enabling Objectives
Topic Objectives

2.3 DESCRIBE the procedures to offer
housing to a Military Family

2.4 DESCRIBE the procedures to assign
housing to a Military Family

2.5 DESCRIBE the procedures to vacate
a Military family from housing

222
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Topic Objectives

2.6 OFFER housing to a Military Family

2.7 ASSIGN housing to a Military
Family

2.8 VACATE a Military Family from

housing
2. Offers and Acceptances
Offers and Acceptances of a. Open Add and Edit Military Family
Quarters screen

224
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Action Edt Query Block Record Field Window Help

ffer a House

SN Last Name PayGrade _ Bedhooms
ju00-00.001 0 [N TP E7 g [sar

=0l

J Show houses projected available
on o before this date.

House 1D View Picture

Check House ID e g

' Fr_ Ss
R v | 1

folDate  Pii #Beds
PR13: o |2

Offer Urit

I I
Offer Date {02 MOV 2001

Cancel

Family Members
Eucept  Mariage Date

Pets

Curtent Address Cit
19418 PEARL CITY HONOLULL

stz Cry
I T Y

~—0n Base Housing A

Marme: Spouse Phone
JaRY 4445678

IV Miltary Spouse?

Find Name or Ssn

I~ Vacate Intent

Ref
I offersd | | |
™ tecepted [ [
I Assigned | | Vacale
Stieet No__ Strest Name Unit Picifiea
il | o

Transfer From
To
Histo|

il

Record 171 [ [ [<05C> [<DBG |

Mstart H o &5 %) H [Sltrbax - Hicro.. |

[ Oracle Dev...  {_Lesson Flan

icroscft Pow. | | ¢ BHE@D azan

b. Click on “Offered” check box

X JRETES |

LAWRENCE RD
(16820004 18204 HARRIS AVE
(16820008 18208 HARRIS AVE
(1841004 18414 HARRIS AVE
(1841008 18418 HARRIS AVE

(1592700 152744 MCLENMAN DR

(1927008 19278 MCLENNAN DR
0 19404 PARKS AYE
(1540008 15408 PARKS AVE
(1949008 19494 PARKS AYE
(1545008 154398 PARKS AVE
2027004 20274 BROWM DR
[2027008 20278 BROWN DR

[EY
LAWRENCE RD 25-5EP01

Se
.
Area IKNY

| Pii #Beds
23

ers
arriage Date

4

pouse Phone:
445678

Cancel

—0n Base Housing Assigi

Ref
I Oftersd | | [ o]
I tecepted | |
I~ esigned | | Wacale
SheetMo _ Street Name Unit Prcjdrea
Al / o]

T T oSS

I™ Wacate Intent

Transfer From
To
Histo|

.

Cheices in list: 52

Record 111 [ I [<05C> [<DBG |

iffistart H @l A=) H [S]irbox - Micro.

Oracle Dev... ilessenplen | [Emiaroscit ro... | [ S dG@ID siusam

c. Click “House Lookup” button
d. Select house being offered
e. Click OK
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Add and Edit Military Family

OUTLINE SHEET 2-2-1

|8

Deferred Dt A

[~ Refenal inquin [~ Continued oceupancy

Curtent Address
19418 PEARL CITY HDNDLULU

“Socil Secu - Loctome™ First Name = M
W ARG [ —

Pay Gid® Hank/Rate Branch Hume Phone Work Phone

E7 3211234 321-4567

Emme”d DOR [01JUNT933 | PRD[15 MaY 2002

M13110

EAS[30JUN 2005 App Dit[15JUL 19391
DetachDUISAPR 1999 TSDEC 1878  Pes DTS DEC 1673
Report Dt {29 JUN 1399

I™ Cash customer Sel Rank [ISTSGT

Frent/Qwn[F_

™ Uneccomparied | r B D mmg I Sethside

Crir,
W 99099 I

~On Base Housing A

—Wait List _—
 Se
i v
¥ Wait List T

Control Date. Pri #Beds

i5ePR1333 o 2
Family Information——————

[ ¥ Family Members

[ I Except  Mariage Date
i~ pets

Spouse Hame  Spouse Phone
IV Miltary Spouse?

Find Name or Ssn

K™ Offer=d  [PBNOV200 [1781004

— ol

™ tecepted | T
I Assigned | | Vacale
Stieet No__ Strest Name Umt

PiciAres
| Oif

I~ Vacate Intent

Transfer From

To
Histo|

il

Record 171 [ [ [<05C> [<DBG |

Mstart H o &5 %) H [Sltrbax - Hicro.. |

[ Oracle Dev...  {_Lesson Flan

icroscft Pow. | | ¢ D@D aisan

f. Click on “Offered Unit” button

CIE]

,— EAS[30JUN 2005 AppDt[15JUL 13391
iy £E 1999 Comp [ISDEC 1979 PEB Dt [15DEC 1373
Feport Dt |29 JUN 1399

™ Cash customer SelRank [ISTSGT
Deferred Dt 7L

FRent/Own
I Referal Inquiry ™ Continued occupancy r ,_
™ Unaccomparied [ r EE e i Sek Aside

Current Adess
[1941:8 PEARL CITY s W e e

-~ Sponsor ? -~ Wait List —
Social Secury = Last Name ™ FistName™ M © Se
W FMARINE M B || fencozen Y[

Paylid® Rank/Aate Branch Home Phone Wk Phane ¥ Wait List o
E7 GrsaT [z 2214567 piEalpnY
Lzt DOR[OTJUNTS39 | PRD [15 MeY 2002 ponciDle i BBt
MT3T10 i5ePR1333 o |2

~ Family Information

~—0n Base Housing 7
i

[ % Famiy Members

[ I Except  Mariage Date
i~ pets

Spouise Name  Spouse Phone
aRy 1445678

W Miktay Spouse?

Find Name or Ssn

‘acate Intent

I Oftersd | |

I tecepted | |

I Assigned | ) e
Street Mo Street Name. Unit ProjArea

Al / o]

Transfer From
To
Histo|

il

FFM-40400¢ Transaction complete: 1 records applied and saved
I

Recod 171 I [<05C> [<DBG |

i#Mstart H @l A=) H Erbox- ...| [ oradte.. Citesson ... | [Mersso...

Sy BRI sasan

g. Sponsor refuses offer

1) Click on “Offer” check box

2) Click Yes
3) Click Yes
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£ Oracle Developer Forms Runtime

Action Edt Query Block Record Field Window Help

#3, Add and Edit Milikary Family : =0l
AT REFEISENEIE]
i e e e | Fr Se
000000010 [MARINE o k|| =encozzR Wﬁ_
B R T e || e e
;u]n;wd — DOR[UUNTSE | PROISMAYZNE || fsarRism 2 2

EAS[30JUN 2005 App Dtf15JUL 79391 -
Detach D15 APR 1939 Comp [TSDEC 1579 PeB 0[5 DEC 1973 Family Infermation

Report Dt[23 JUN 1399 1 ¥ Famiy Members
I™ Cash customer SelRank [ISTSGT
Deferred Dt I TiA P—r I Escept  Mariage Date
ent/Owin |—9—
I Referral inquity I™ Confinued ocoupancy 1 Pets

I Unaccomparied | [ Spouse map aceepthousing | S2tASde | | Spouse Name  Spouse Phone
Curtent Address City St Zi Crity MARY [444.5678
19418 PEARL CITY HONOLULL W 199039 LS4 ¥ Miitary Spouse?

—0On Base Housing Assi Find Name or Ssn

Ref

0

= 5 [ l I~ Vacate Intent
CW penoveon [7siome

I~ Assigned | T Yacale Transfer From

Shieet Mo Sheet Name Unit Pigjrea 1D|—

4 J I Histom|

A
[Recard: 1/1 [ [ |<0SC> [<DBG> |

Hstart|| [ & 59 W)

| Elinbe... |[E@oract... Citess... | [Emiro...

S BGHGHBHE  sssam

h. Sponsor Accepts offer

1) Click on “Accepted” check box

Assigning a Military Family to
a Housing Unit

2-2-10

3. Assign Military Family to Housing Unit
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Oracle Developer Forms Run
attion Edt Query Block Record Field Window Help

[ assion apouse —
Last Name Paylrade  Bediooms
W MARINE E7 7]

Fi_ Se
.} Check House ID 02BR v | |—q—1
Projected Available Date
View Picture e g

liriez D Pi #Beds

[r7s100s AssignUnit | s il

Cancel
Assign Dale [18 NV 2001 Family Members

Eucept  Mariage Dale
I Refernal inquity I~ Conlinued ocoupancy ! ' T Pets

I Uneccomparied | [~ Spouse may accept mmg I Sethside | | SpouseMame  Spouse Phone
ARY 1445678

Cunient Address it
[15478 PEARL CITY HONDLULU |_ aanaa SAl IV Miitary Spouse?
—0n Base Housing A Find Name or Ssn

I¥ Offered  [0BNOV 2001 [1757004 |_ i | L
I¥ Aecepted [08 NOV 2001 [1751004 T
™ Assigned | | e Transfer From

Street No_ Shreet Name Unit ProjArea To

I ot | Histo|

a. Click on “Assigned” check box

=10l xj Bl x|

il

Record 171 [ [<05C> [<DBG |

asmt‘ @& s ‘ [trbox - Hicro.. | [l aracte bev... ﬁLessunP\an

vicrosaft po.. | | B @i sodam

b. Click Assign Unit button

Action Edt Query Block Record Field Window Help

This screen shows the most recent activity for this house.
Because we are assigning the house, this activity is
ending and the 'Assigned’ acivity is starting *

Pleass enterthe end date of the previous activity. then press save.
House ID

1791004
Activity Code Fieason Start Dale: EndDaIe Astivity Comment
fuacaNT LR 14 SEF 2001
T T~ Cash customer e Fank TS T56T [ [ 7
Deferred Dt I Tia o rm &l [ 1 Evcept  Mariage Date
N l]_|7 Pets

I~ Reeferal inquiry I™ Continued occupancy

I~ Unaccompaied | r v T hmmg I™ SetAside | | SpouseMame  Spouse Phane
aRy 1445678

Current Addiess
1791-4 LAWRENCE RD KAHJJA H\ 95734 LISA % Miitary Spouse?
Find Name or Ssn

—0n Base Housing Assig Fef
i — e
I~ Accepted |

¥ | Assigned [08 NOV 2001 7amm T Vacale Transfer From
SheetMo _ Street Name Unt  Projdrea To
Al I I — bisou|

il

Upantstieet_no 1791004
[FRecod 111 [ [<05C> kDEG> [

Hstare | | 1] & =2 y\ Gcbox - wicro...| (G oracte be ELEssﬂnP\an |MlcmsnftPo | (34 BGE@E s
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This screen shows the most recent activity for this house.
Eecause we are assigning the house, this activity is
ending and the ‘Assigned' activity is starting.

House ID

1791004

Please enterthe end date of the previous activity, then press save *

Aetivity Code. Fieason Start Date End Date Activity Comment
VACANT MER 14 SEP 2001 |08 MO 2001

r Eashcustnmev e[ Hank[TSTSGT
Delervele

[~ Refenal inquin l' Eunhnued aocupancy

Current Addres:

3 Crity
1791-4 LAWRENCE RD KAHJJA H\ 95734 LS4

Frent/Qwn[F_

™ Uneccomparied | r B D mmg I Sethside

[ I Except  Mariage Date
i~ pets

Spouse Hame  Spouse Phone
aRY 2445575

IV Miltary Spouse?

—On Base Housing A = Find Name or Ssn
0
LA I B0 aga e
™ tecepted [
IV | Assigned [08 NOV 2001 731 [ Vacate Transfer From
Shiest Mo Stiest Name Unit Pici o
I L0 Histom|
A
Record 171 [ [<05C> [<DBG |

asmt‘ @& s ‘ [trbox - Hicro.. | [l aracte bev... ﬁLessunP\an

vicrosaft po.. | | B Bgp@@ i so7am

c. Enter “End Date”
d. Click Save button

Window  Help

,— EAS[30JUN 2005 AppDt[15JUL 13391
iy £E 1999 Comp [ISDEC 1979 PEB Dt [15DEC 1373
Feport Dt |29 JUN 1399

I” Cash customer SelRank[1STSGT
Defened Dt L4 Rent/Own [T
ent/Own
I” Refenal inquiy I” Confinued aceupancy

™ Unaccomparied [ r EE e i I settsids
Current Addres:

s

[1791- LAWRENCE RD KA\LIJA H\ 95734 LISA

—0n Base T =
Difered | |

I tecepted |

V¥ dssigned |08 NOV 2001 179100]&

et Mo Street Name Unit

= o) g
[~ Sponsor [ Wait List
Social Secury = Last Name ™ FistName™ M : Fr_ Se
m‘L FHAAINE i B R -
ap Gid® Rank/Rate Branch Home Phone Wk Phane T WaitList o
IE_7y_ GvseT i [aa1z: 21 4567 presiy
Lzt DOR[OTJUNTS39 | PRD [15 MeY 2002 ponciDle i BBt
MT3T10 | i5ePR1333 o |2

1‘ 17914

~ Family Information

[ % Famiy Members

[ I Except  Mariage Date
i~ pets

Spouise Name  Spouse Phone
aRy 1445678

W Miktay Spouse?

Find Name or Ssn

I™ Wacate Intent

Transfer From
To
Histo|

.

FRM-40350: Query caused o records to be retiisved
[

Recod 171 I [<05C> [<DBE |

e | (1 @ 13 9 ||

Tnbox - | Oracle.. ‘Zilesson ... | [E]microso... | [

S MR IEM  san

Click Close
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Vacate a Military Family from
a Housing Unit

2-2-15

4. Vacate Military Family from Housing Unit

48 Oracle Developer Forms Runtime
Action Edt Query Block Record Field Window He\p
“? AddandEdltMlIllaryFamlly

6lle|» H| »lalg |§|
-~ Sponsor Wai Li
Social Secury = Last Name ™ FistName™ M : Fr_ Se
pOoo000Mn  [MARINE i Ir |
Paylid® Rank/Aate Branch Home Phone Wk Phane T WaitList o
E7 GrsaT [z 2214567 prsajaNY
Lzt DOR[OTJUNTS39 | PRD [15 MeY 2002 ponciDle i BBt
MT3T10 i5ePR1333 o |2

EAS[30JUN 2005 AppDt[15JUL 13391 =
Detach D15 APR 1939 Comp [[EDEC 1975 PeR Di[f5 DEC 1973 ”Famlly Information

29 JUN 1933 {l
Repart Dt I Cash customel el RankfiaTEET l_ [V Family Members

E: k. Marriage Date
Defered Dt T Hemwn,_ Fll; P;c:u l_s_

I Referral inquity O I™ Continued occupancy
U d -
| e '_ R vocotc0e [
Cunent Address :
[1791- LAWRENCE RD KA\LIJA H
—0n Base Housing Assigi
I Ofered |— [T Pless enteraVacate Date and Reasan, ten cliek Save

[ hccepted |

|V Assigned [08 NOV 2001 [1757004 m

Stest Mo Street Name

T T o e —
A

Gancel

Vacate Date I Use Today's Date.
FReason

Recoid 111 [<05C> [<DBG |

i#Mstart ‘ @] e = 0} ‘ [Sloracle Developer ... illesson Plan | Emicrosott powerpon...| [S§ BMG@IE  suaan

a. Open Add/Edit Military Family screen
b. Click “Vacate” button
c. Double Click “Reason” box
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[ == BEE:

Sponsor s deceased

EHE Demalition of hause
ISCHG Discharge from milieary Wait List E 8
FAMILY Changes in family size ame * M T Sel
FFEASE Maving off base i il =
2Q Moving to different ba:
Rokation teak sffect et Pl CIWatLst preg iy
MTRANSFER Transher to dfferent b 3214567

Control Date. Pri #Beds
33 PRD [15 MY 2002

i5ePR1333 o 2
5 AppDH[IEIULTISET -
75 e TS D TeTe | [ el Infommation

; selRank[TETEET | | [ ¥ Fariy berbers

[ I Except  Mariage Date
Rent/Gwn |—E—
—rommETp F e s
i r Tsits e -
Cunent Address
A L RmeEE 7O [FAIOR E
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Choices nlist:
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e. Click OK
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f. Enter Vacate Date
g. Click Save button
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.

—Sponsor Wait List
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LA I I ol Vacalelntent [
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h. Select appropriate vacate status
Click OK
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TEENT T o e || v s Snes
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j- Click Close button
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JOB SHEET 2-2-2
OFFER/ASSIGN/VACATE HOUSING EXERCISE
A. Introduction

This Job Sheet provides a skill exercise in offering, assigning and
vacating military families from housing.

B. References
1. Trainee Guide Outline Sheet 2-2-1
C. Equipment:
1. Computer System w/ MCHAS program database

D. Scenario

-_—

Using your record and proper steps, offer yourself a housing unit.

2. Using your record and proper steps, accept housing offer.
3. Using your record and proper steps, assign the housing unit.

a. Use current date as End Date.
4. Close Module

5. Open Add/Edit Family Screen and query your record from MCHAS
database

6. Using proper steps, vacate yourself from housing using one of the
reasons from the Reason field and a date 2 days from current date.

7. Close module.
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TOPIC 2.3
Unaccompanied Families

Topic Objectives

2.9 DESCRIBE the procedures to add
Unaccompanied family information

2.10 DESCRIBE the procedures to add an
additional unaccompanied record

2.11 DESCRIBE the procedures to view
general unaccompanied family
information

1. Topic Enabling Objectives
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Topic Objectives

2.12 ADD unaccompanied information

2.13 ADD additional unaccompanied record

2.14 VIEW general unaccompanied family
information

Add Unaccompanied
Information

2. Add Unaccompanied Information
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a. Click Unaccompanied check box on

Action Edit Query Elock Record Field Window Help
5 naccompanicd ;

Add/Edit screen
b. Enter SSN

Unaceomparied Data
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Unaccompanied Data @l & | & |

55N First Name M LastMame

00000010 [ [0 o |FrT 521
L History sl
Area o117
PayGrade  Branch  Status SkartDt End Dt L ;T #Bods
B ZH 7
0 ation
e ] Merbers
]

House ID
- 55M ot found, OK to add?

Remarks
s
T
tent
P—
AT e |l EE rrasrerTom |
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£8 Oracle Developer Forms Rui

PR e. Click Save button
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-] h. Select appropriate Status
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tent
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e A ) L) e rrarrrerem |
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48 Oracle Developer Forms Runtime
attion Edt Query Block Record Field Window Help

%, Add and Edit Mili

ry Family
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Eummand

2Feral ]
( v Unaccompanied

Pay Grd* Hank/Rale Branch Hume Phone
E7 3211234 3214567

1 Wait List

Social Secuiy * Last Name™ First Name = M Fr_ Se

000000010 [MARINE M o || Bncozer v [
Wk Phane IV wat List

Control Date. Pri #Beds
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i5ePR1333 o 2

[ ¥ Family Members

I Except  Mariage Date
i~ pets

i~ Family Information——————
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™ SetAside

Cure Cit St Zi Cry
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I offersd | | [0l
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¥ Assigned IWIPEHUDA— Vacate
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SpouseHame  Spouse Phone
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IV Miltary Spouse?
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I~ Vacate Intent

Transfer From
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Histo|

R
See al remarks.

Record 171 [ [ [<05C> [<DBG |

Mstart H o &5 %) H {ilLesson Plan | Ejeze

||ERoracte pevelaper ...
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j- Enter Start Date
k. Click Save button
|. Click Close button

Add Additional
Unaccompanied Record

2-3-10

3. Add Additional Unaccompanied Record
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£ Oracle Developer Forms Runtime
attion Edt Query Block Record Field Window Help

£ Unaccompanied L

Unaccomparied Data @l ¢ | P |

[ 3]
|| 8]

OUTLINE SHEET 2-3-1
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1‘ 17914 LawRENCE RD CHT (Iff

To
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|[6loracte Developer .. |<f- Sy BEIE 101 am

Mstart H o &5 %) H {ilLesson Plan | Ejeze

a. Click Unaccompanied check box

b. Place cursor in Unaccompanied History
section

c. Enter a End Date

£ Oracle Developer Forms Runtime
Action Edt Query Block Record Field Window Help

-lnix L

Unaccompanied Data @l * | +
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d. Click Save button
e. Click Insert a Record button
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ime
ord Field Window Help

c
[ il _I 5=
R— o [ﬂ , -
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B e " deafry
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Recoid 6/8 [ [ [<0SC> [kDBG |
Fstart || [ @ 51 %) || iessonpian | Ejeze |[6loracte Developer .. |<f- Sy BE@IE 11:05am

f. Enter required data in Unaccompanied
History section

g. Enter any remarks

h. Click Save button

i. Click Close button

View General Unaccompanied
Family Information

2:3-14

4. View General unaccompanied Family
Information
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a. Select Unaccompanied from Main Menu

MAIN MENU

Milicary Famiy =
Wait Lists

Family Ho  Famiy Search 5 Housing Units. Financial Data
Wreapons

Incidents - PN
o F &0
Assign History J- wﬁ
- K nied , i ‘.o/
TLA Tracking T A

ANER S
Wait Lists Utilization System Admin
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d. Scroll through Unaccompanied History
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PRACTICE EXERCISE

2-3-18
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A.

C.

JOB SHEET 2-3-2

UNACCOMPANIED FAMILY EXERCISE

Introduction

This Job Sheet provides a skill exercise in adding unaccompanied family
information to the MCHAS database.

References

1.

Trainee Guide Outline Sheet 2-3-1

Equipment:

1.

Computer System w/ MCHAS program database

Scenario

1.

2.

From Add/Edit Family Member screen, query your record.

Using the proper steps and the following data, input data into
MCHAS database

a. Status: Overseas
b. Date: 30 Sep 00

Enter Overseas-ending date: 30 Mar 01
Add new unaccompanied data

Status:  Training

Date: June 1, 2001 through July 30, 2001
Remarks: Exercise

Status:  Overseas

Date: 30 Nov 2001 and on going.

P00 TO

Query a record from the MCHAS database that has
unaccompanied information and review.
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Topic 2.4
Assignment

HISTORY

24-1

Topic Objectives

2.15 DESCRIBE the procedures to view
Assignment History

2.16 VIEW Assignment History

1. Topic Enabling Objectives
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e o s Wowt. Uk 1 e st Vi - +21 2. View Assignment History

a. Select Military Family or Assign History

b. Query required record on Add/Edit
50 s ¥ 3 =100 M . .
ilitary Family screen
Assignment History IE bl i H ) g H wpg”
- . ...FJL’%J._JJJ Jﬁ— c. Click on “H” button next to current
e . = T quarter’s assignment information
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o] @Y | Siteson | Eppar Lm [E2RUS%MB usiam
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d. Select Assign History from Family
Housing module
e. Query desired record

X
Assignment History

S5 Firat Mame
| — T

Pn Vacabe D Pay B Heds Feson lo vacse
BHOV AN (OROVEN 7 [Tranzren B

-

House It Steetblo  Srest Name

T — e VT )

Wit Cd Wkl Oatn Dl o vl Subsiaky o)
ﬁ O2RR 'E -NOW-2001L J

HO50 D06 |
| Hye 2z |[i@lorace bevetoper — | B ilalid SL @ zoorm

f. Click Query button
g. Click Forward button

[ I 050 D06 |
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PRACTICE EXERCISE

247

101



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

JOB SHEET 2-4-2
ASSIGNMENT HISTORY EXERCISE
A. Introduction

This Job Sheet provides a skill exercise in viewing housing assignment
history’s.

B. References

1. Trainee Guide Outline Sheet 2-4-1
C. Equipment:

1. Computer System w/ MCHAS program database
D. Scenario

1. Open Add/Edit Family screen.

2. Query a record from MCHAS database.

3. View the assignment history for queried record by opening
Assignment History screen.
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Topic 2.5
Cash Customers

2-5-1

Topic Objectives

2.17 DESCRIBE the procedures to add a
sponsor to the Charge Schedule

2.18 ADD a sponsor to the Charge Schedule

1. Topic Enabling Objectives
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ILI|

[Receed 173 [ I RO5Cs (DG |

uet| | B S Y || Clempn | Ejezs

Iﬂmden:v_

| BOGEGRE am

2. Adding Cash Customer

a. Open Add/Edit Military Family screen
b. Click on Cash Customer
c. Double Click on Code field

=1

ERIEE 2 B2

ILI|

Chices in nk 3
Pecand 474 I I RDSCS 00 |

uet| | B S Y || Clempn | Ejezs

Iﬂmden:v_

| BOGEGRE anm

d. Select Code
e. Click OK
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ILI|

Choices imbist 4
Fecand 474 it ek Values OSCs (D06 [

uet| | B S Y || Clempn | Ejezs

Iﬂmden:v_

[E BIEGDE s

f. Double Click on Calc Method field
5 Chard
g. Select method
‘ﬂm i h. Click OK
e
!
e
T
o

i. Enter any remarks

Action Edt CQuery Block Record Field Window Help
@-ﬂ Tl > j. Ch_ange Active field to “Y
= — — k. Click on Save button
— Guonsae " |. Repeat for other charges
= Fr e
3 m FO0TI0 o
(T3 B [ sesa.00000 rcn
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ADDING CASH CUSTOMERS EXERCISE
A. Introduction

This Job Sheet provides a skill exercise in adding a sponsor to the
MCHAS Charge Schedule.

B. References

1. Trainee Guide Outline Sheet 2-5-1
C. Equipment:

1. Computer System w/ MCHAS program database
D. Scenario

1. Open Add/Edit Family screen.

2. Query a record.
3. Open Charge Schedule screen.
4. Add the following charges to the queried record

Rent: $550/mo BAH

Electrical: Metered at $.00156 KwH
Gas: Metered at $.025 HCF
Administration Fee: Fixed $10.00/month

oo
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Topic 2.6
OTHER MCHAS
FEATURES

2-6-1

1. Topic Enabling Objectives
Topic Objectives

2.19 DESCRIBE the procedures to
use the other features in MCHAS

2.20 USE the other features on
MCHAS
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2. Enter/Viewing Remarks

Entering/Viewing Remarks

a. Entering Remarks

1) Open appropriate Add/Edit Military

L Fgml‘l‘y fcreen
s 2) Click “R” button
L 3) Click on a Remark button
Date
s
-
= T [ = Y,Mmr“,——'
J|—"'""'° 17""""“ —— - E—
2
[Record 171 [ kO5C D0Gs
Bow| [ AEDY | ] | [orsdeoeroper | 5§ BB o
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e 4) Click inside text field and enter
remark

5) Click Close button

6) Click Yes on Pop-up

BT 3| S |
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7) Click OK

W Dﬂlﬁ JUN 1R PRD 19 MAT 202
h— mlﬁmum g D15 UL 179 |
DuinchDt 1= Comp[150EC 1579 FEE DA[15DEC 1973

“"“"'"'EEJ”" N Cabeis SelRsck[TETSET
Demedtt [ qia

I' RertOwn R

[_::.___ g | Sethsiie

hmﬁm—rﬁm—F ¢

~Mln Base H

I Otiewed | [ P__I

| Bo| DB Y | | B J[i@oradkc oeveloper | b Slasrln & wisim

110



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 2-6-1

b. Viewing Remarks

Viewing Remarks

2-6-7

RV et eyt - 1) Click “R” button on Add/Edit screen
o i) 2) Click on any Remark button to review
o o — remarks
£ arp ansles o Marne HO._ Sept 2004 P_

2 Hede
s
L.
.
-
i i KB fis = Tradul'lam'_:
_"_mm Mm l_lh_ =T thT
o
| Fecond 171 | kO5C D0Gs
EEINET =N ﬂmne«unpu L |E[u-nmlmu-....| [ BEEO0E rm
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3) Searching for Remark text

a) Click Remarks Search button
b) Enter text to search

i | BR 1N EILE
Sheet Mo Stesi s

_Il—iil_
i

Feceed 171 [ [ RS0 (DD |
et | | @ Y | [@ovacke peveloper _ ;_nmm |?&-m»¢.¢m| [ B EESOLE 7o

c) Click Find button

R s B |
Shest Mo Shest Nam
o se———
s
[Recced 171 [ I 50 k006 |

et | | @ Y | [@ovacke peveloper _ ;_itmm |?&-wﬂ‘lmm| [ R EESOLE
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{8 Uracle Developer I orms Runtime
action Edt Query Block Rncord Feld Window Hep
% Akl and Edt MiliLary Family

&l e ] > [ lak [ %[0 [m[on] 8]

~ Sponso —Whait List-
Social 5 * Lot N ® Fist Hasom = M F
[Hnann esring T3 k :'m: COZER [ 1
Fog Grd” Fark/Rain Branch Home Phore Yok Phoew: I ol Lint |
B Ereor | eies [eremr e
e - CordudDale_ Pu S
poR[nunEs | eAD fsme s [Samiss | |
211
EAS[0IIR 2005 agp[TS 0L 1550 1 | ]

D‘*""‘"',ﬂ Conp[TSOEC 1979 FEBDA[TSOEC 1978 "‘_‘:"‘"““""
Repot D4[29 JUN 1339 I s sun“!m ey Memnbers.

D 01 [ T Excest Do
= — 7y RetunfF ||| B ther

G .
» il e Spzabne Spmpeee

r wd [ 5p

Cusere Addbess. St

[i791+4, LawRENCE RO E.NLun W&'m %‘.\l ¥ Miary Spousae?

=i B Hiotming Aash - Fi |

™ Ottwed [ [ Eloll | — |,
™ Aecopten | I

¥ Assigned Jisnov o “"’*l Tranafes From

SheelNo  SbestName Ut fuss W

ﬂWWI_E\_lI =
al
[Receed 171 [ I ROS0 kDG

!9-" A &Y | [Eoracle peveloper -':ilmm

| Etscrosct powcpin.| | BB OBE 1z

d) Click on Check Mark to
retrieve remarks

e) Click Close button after
completing viewing

Printing Reports

2-6-12

3. Printing Reports
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I T —— a. Open Add/Edit Military Family screen
' b. Click on SQR button
c. Select desired report

1 et Aot o Farmcie Bay -
L CHEN [Pt on Axvigremert Voucher

INTULC fontrumd Ucoupants
o Je) 1745 Tervrd Appleialan lor Hiamrg
EEF‘HM Juict of Dependents by Age

[FEFEH uenmasy of Dioponvderis by Name
TPOYOLL __ |Listof Fardy Mesbers by Sponact Name _:
FF_AREA [Gumsemouy of Forndy Membens by har

Jrrv fr sy Hor Vi

i FlaedBesgFraig

[Ermr fohan - Dccupancy by Pay rade/bies

[GroFrz fChant - Doapancy by Branch ol Sevae e

[HTERVED rderd in Vacan [MCRCF1 1073
JRT_vaC rken 1o Vecate leport
[HOTIEE_V ickice: of Inint to Vacate.
[orCoEDs fccupancy of Fousing by B Number snd Ares
| [prerm [E presces by Mamage Dt
CCHFHON  [Ducupsancy by Last Hame Nu Hume Frane

ﬂrmi 1
I~ Assgned [ I

Sheet Mo Shest Name Ut
_Hll—ril_[h_

ﬂ CAS POCOCTO0/1400 014DCCO0N 00 230CTO0, SM DROUGHT IN AA NONM. PCR JOCANN, SCHEDULE
1MAL INSFECTION PENDING AFPRITVAL  SMWUSLIEMIT &2 FM 10 RE TAIN [ THS WHILE 0N TERMINAL

LEAVE BAEY DUE 25NOVD0.  SMW/ENSURE AA PM IS ROVD AT HSG 1UULO0UPOTD W/SH W/DEPART

0 00 & M1 3MAROOVERIEF 31 MARDOANENNIFR UNCOMM JE3 2427F ANYTIME 0K B GLENM TO PLACE

Mot | | B W li= | - lwm_ | SRR E s

d. Click on SQR button
e. Click Print button

Edt Vew Pags Help

Si@lal I @Iy <] «]»[n] ¥l

o e B

FAMILY MEMBERS
BY OCCUPANT

14 N0V 2001 10:56 AM

OCCURANT FAMILY BTREET

MNAME MEMBER NAME ADDRESS

ABELL, JOMATHAN K ABFLL, COURTNEY L B233.A CASTANEDA 5T
BEELL, JONATHAN G LA CASTAMEDA 5T
ABELL MCHELE R B34 CASTANEDA 5T

AURLEO I, GUSTAYD AL, LORTARL O 150 ORDLLON L
ABRECO, TAVIA 2150 BORDELON LP
B W, JAYLEN D 215-B BORDELON LP

ABREL, CESAR A ABREU, LZETHM 2570-0 MANNING L

ACEVEDD, ANGEL ACEVEDO, JOSEPHM B254.A KAMNA ST

CAS POCOCTO0/1400 014DCCO0NJ00 230CTO0, SM DROUGHT IN A& NONM. PCR JOCANN, SCHCDULE
1AL INSFECTION PENDING AFPRITVAL  SMWUSLIEMIT &2 FM 10 HE TAM THS WHILE 0N TERMINAL

LEAVE BAEY DUE 25NOVD0.  SMW/ENSURE AA PM 15 ROVD AT HSG. 1UL00UPDTD W/SH W/DEPART
0 00 & M1 3MAROOVERIEF 31 MARDONENNIFR UNCOMM JE3 2427F ANYTIME 0K B GLENM TO PLACE
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Search Facilities for
Dependents and Pets

2-6-15

4. Search for Dependents and Pets

Search for Family Members

2-6-16

a. Search for Family Members
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--Llnu-denwuuu_ [E2REHME am

1) Select Family Search from Family
Housing module
2) Click on Family Member button

“"""‘"" DOR[JUNTEE | PADfiuMAT 202
M0 5 [0 T Agp N[5 T0L T80T
Detach DUj14 AP 1555 Cong[I50EC 1979 pEBDA[TS0EC 1979 | |
Repol BTN e SulpankffeTeeT
DI:"'H'"'_ } Y Rent/Tom [/
F I |I:-— ing | Sethaide

Cusere Addbess. St
fi7s 4 LawRENCE RO LUA T =E] 5,

—In Base Housing Asss

I Ottwed [ [ Ig_dgl [
™ oo [ |
I+ Assgned fU5 NV 200 1791004 Vacate |
SteeiNo  Sbeel Name Urat Afums
L}
[Fecend 171 [ [ RO5Cs (DD |
Mot | | B W I= |@ - |_|auuden=vumu_ | PR E 1w

3) Input known information
4) Click Query button
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. : : b. Search for Pets
- Search for Pets

2-6-19

1) Select Family Search from Family
Housing module

At Et GQuery Bk Ancoed Fell Window Hep

P 2) Click on Pet button

&lle|»]] 3) Enter known information
e —— _ 4) Click Query button
—r— @l

..|_|amdenwunpu_ [ESBELLE 1zm
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Weapons Tracking

5. Weapons Tracking

Adding New Record

2-6-22

a. Adding New Records
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1) Select Weapons from Family

= w ol Housing module
eSOl e 2) Enter SSN
el L 3) Click Query
— _ —— e 4) Click OK
Make[
Moded [
S
[Pecord 171 EntesGuery | kOS50 (DG |
| Bot| A B W | |5 Ji@orsceveveoer— |4 3B B8 umm
5) Enter Number of type of weapon
6) Double Click Type field
7) Select Type
8) Click OK

i | S O
Fo| DBV | I |[@oraci peveloper - | SBG@ S 125im
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OUTLINE SHEET 2-6-1
9) Complete remaining fields
10) Click Save button

B Uracle Developer Forms Runtime

Adior Edt Query Block Record Field Window Help

Hioapor [ [ Number of weagsons o this ot |

Trwe fIRE

Flemaks [

OS50 DG |
it Ponetins. [l oracie Developer _ |f B oBG@t @ ozem

eceed 171 & 1
Mrart| | A @ 5 W || ilesser Pl | [Ejpseramait pomampims. |

b. Adding Additional Weapons

Adding a Additional Weapon

2-6-26
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1) Select Weapons from Family
Housing module

2) Enter SSN

3) Click Query button

ble

|

(

e i 7y 0
Fo| DBV | I J@orsdeoeveloper | S BGmats & s

4) Click New Record button
5) Enter required information
6) Click Save button

d [FHOTGOR TZGADGE 16 NGV 2001

=
Make FEMINGTON
Mol 0
Suddm[W,Gnﬁ
Remarks |
ecnd 272 I [ KOS D> |
Meat| B\ Y =] Ig --I_lﬂﬂudam_ [ ODEBLE wm
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R c. Viewing Weapons
Viewing Weapons

2-6-29

o e o e 1 - e 1) Open Weapons Tracking screen
| S Weapos Trackivg aloix| .
ROENTENE 2) Query desired sponsor

Ful rue.

Erter 3 queny; press FB o evecute, Culig bocancel. =
[Feceed 171 Enie Doy | LO50 KRG |
ﬂ! | B Y || Ltmunpin [@mmnhm...“auud,m_ [E oD L& 25imm
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=loix
6 €[+ [T« > [gr 8|

Sponser 3EH
poo-ooooin

Ful rue.

M Lot rae
[ e panine
Heue 10

3) Place cursor in desired field to view
weapons information
W%s;rmm |&

‘Weapons in Sponsur's Housshold

Ho'Wespons 1 by oy
%u frros ELT
d | FEEEI

Ly
1ZGAUGE  [18NOV 2001

E|
FMINGTON
Model [T

sl e

Fi

e — [
Hsat| | A B DY =

560

W Developer | of o fa@ady 8 1ooem

TLA TRACKING

6. Temporary Lodging Allowance “TLA”
Tracking

2-6-32
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a. Select TLA from Family Housing module

A Temporary .J.ﬂl_l

|+|+|"DIHI > |8 = b. Er_1ter SSN

e 0 e c. Click Query

.hﬂl End Dt

3 queny; press FB io evecute, Onlig fo cancel.
Mm EnterGuery | 050 D06 |
Hut| AEDY || |3 Jf@orsce veveloper | BBt & 1ot

d. Click Yes

e. Click Save button

|[@orade peveloper |4 DB GEl 8 L
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f. Enter Start and/or Stop date
@ Temporary Lodging Alowance: =l0lx]
&l «|» [t >8] = g. Enter any Remarks

S5 First Nt M LastName

TLA Historg

--Llnu-denwuuu_ | B Daeat ) eirm

h. Click Save button

&l ¢ ||l > (8] =

S5 First Nt M LastName

TLA Historg
St O End Dt Py
v nov 20m [ oEC 200 E7 F =)

Remarks
Lodge in Mavy Lodge due b shorm damage]

--Llnu-denwuuu_ | B Daeaty ) esem
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Viewing TLA for a Sponsor

2-6-37

7. Viewing TLA for a Sponsor

i) ¥ Lodging
]
&l ¢ |+ |t >8] B
SN Fast Hame. W LastHame
B
TLA History
Staet B Endite Poyceade  Bronch
Envovaenm EoEcam 7 | I
—
—
—
—
I =}
Remarks
‘Lmﬂqenmql-odm&ktommdm
...,

Mo Mare
Jl—lil_lb_ =T
a

[Fiecaed 171 I 05Cs (005>
Hstant| | Aggy [@ . ..|_|amm_ [ R 8  om

a. Open Add/Edit Military Family screen
b. Click on TLA check box
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PRACTICE EXERCISE

2-6-39
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JOB SHEET 2-6-2
OTHER MCHAS FEATURES EXERCISE
Introduction

This Job Sheet provides a skill exercise in using the other MCHAS
features.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. Select a record from the database and insert the following general
remark:
a. Mother is being placed on sponsor’s records starting Xxxxxx

2. Select a record and review any remarks in sponsor’s data.

3. Select a record from the database and print a Notice to Vacate.

(DO NOT actually print a record)

4. Select a record from the database and perform a search for
sponsor’s pet(s)

a. What kind of pet does sponsor have?
b. What is pet(s) Name?

5. Select a record from the database and add the following weapons
to it:

a. .38 Handgun, Smith & Westin, Model number 38WST, Serial
number 777-8900-5674.

b. Remington M870, 12 ga. Shotgun, model number M870A23,
serial number 3477-7890-007
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6. Select a record from the database and assign sponsor TLA for a
14-day time using the current date as ending date.
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UNIT 3
WAIT LIST MANAGEMENT

plon B

Plan A

3-1-1

Topic 3.1
Manage Wait Lists

D —~7 [~
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OUTLINE SHEET 3-1-1

1. Topic Enabling Objectives
Topic Objectives

3.1 DESCRIBE the procedures to manage
wait lists

3.2 MANAGE the wait lists

3-1-3

2. Viewing Wait Lists
Viewing Wait Lists
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i bafan Reera Mo Fis_ o st b . Wi B : a. Click on Family Housing module and
' - ' select Wait Lists or Click Wait List
module from main menu

[Pecord 171 [ [ kOS50 (DG |
st | 20 B Y| dimenpin | e |[i@oracke beveloper — |4 G B G) BBy 1ns0an

i Uracle Developer Forms Runtime

Adion Edt Cuery Bk Record Field Window  Help

&le[s|>|@|4o [|F|8]

Social Sacuty | find | Latt Mot fnd
wumm WWUHNJI: ZEDRM MSTR

b. Double click in Wait List field
=l I c. Select desired Wait List
d. Click OK

Seq® Nam S5H Ady Fi FeesaDt P mﬁ P”Gut Aak Dl SetAukve
=] 1 BOWSER,COUNA SEASGEESE Y v 2MAYO0 2 17DECER 03 3MAY SR
2 KHMER DD M ENSEIEZ Y v AMMAYO0 2 15LNE 03 DLNE®
3 BOVD.PATRICE W OSEBUET | Y Y USOCTO0 | 7 ZmMAYSE 02 MM
4 OFIZSEAND TS Y Y ROV 7 BJUNSE 02 e
5 NODAIGUEZ. ADAN N ST Y Y 15AUGHN 2 0OJULYD 01 14AUGH
6 CHISHOLM, CHAISTOPHER  S45074018 5ULE 03 17w ST
7 DEMETRIADES, GEORGE K 23104430 T WL 02 MM
0 PAYTON,LESUET 2007210 I OMAUGE 02 MMAY
9 RADER,SCOTT B Lr I 2 ONTSERE 03 O7JUNGE
10 RICKETSON, DaviD £ PR 2 14JANO0 02 19DCCH
1 WAGHER, DAVID ) SHEM®E Y 2 DEFEED0 01 XA
12 WILLIMS MATTHEWP  SEOERSMIZ ¥ 7 BMARDO 0T AT
=] 19 SWAINSON.FETER FeeE0 v 2 MAPRI0 W3 1SDECH
[Feceed 171 [ I RO5Cs (DD |
Auat| | B S || e pn | Epeza |[i@iorace bevetoper | <f < 300 S8y 103 am
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{8 Uracle Developer Forms Runtime
Adion Edt Cuery Bk Record Field Window Help

B Wail List Position

ele+|>|@4o [m|F| 2|
[E the vt deceaiption Labie]

Social Secuty| find | Lt Mo find
sk Lict R [COMPAHT GRADE 2 EDRM M5 TR

=loj x| =

Comed  Paw
Fi Fressed Fu Dabe Grsde AankDl  SelAcke

Seq® Nam S5H Audy.
+| 1 BOWSERCOUNA SEASGEESE Y v 20MAYOD 2 17DECER 03 MAYER
2 KILMER, DAVID M ENSEIEZ Y v AMA'OD 27 I5LNE 03 DLNE®
3 BOTD.PATRICE W Ll i Ty 1 T OBOCT0 2 WA 02 4 WA 58
4 UAIZSEAND FWRAE v Y RHIVI 2 BJUNSI U2 ZSMArS
5 NOoAN ADAND GO O1 |8 AUG T
@mw: NT46080 ¥ ¥ 1TROVOL 2 muuv@
7 RADEA.SCOTT +—tTSErI 0T WJUN W
0 CHISHOLM, CHAISTOPHER  S45074018 5ULE 03 17w ST
9 DEMETRIADES, GEORGE K 23104430 T WULE 02 MMAYE
10 PRYTON, LESUE T 26007210 ¥ T MAUGI 02 MMAYH
11 RICKETSON, D&WID E 25527400 Y 2 14)aND0 02 190EC 99
12 WABHER DAVID J SNEMEE Y 7 BFEEO0 01 2RMAYE
¥ FR T

=] 13 WILLIAMS. MATTHEW P SN

[Record 171 [ [ RO5C D0G>
EH-I.:;QG&‘J | Einen i | Epa [[@orotc veveioper . |5 Blatf B 217w

3. Finding Sponsor on Wait Lists
Finding a Military Sponsor on
a Wait List
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0 Wail List Pusition

Actior Edt Cuery Block Record Fied Window Help

ele[+|>|@| <o |m|F|8]

Social Sacuty [I 1725000 find |

Seq® Name S5H
=] 3 FULCHER, DAVIDE 27155243
3 GREFR.JOHNC S5 AA1615
37 MARSHALL. JOHN E 481616174
H GARRISON. RUBERT B AZEN
1 JONCS, STEPHENT 45041200
40 DEASLEY, QUINCY E 43725921
41 HURT AYANC SE44-229
42 STEVENS, DAVID M 41370
43 LANGUMNAIS, DRANDONJS 433137916
44 NOGENS, JOHNJA D 27050
45 ASKEW, LAMEC 16255545

46 BAKER WILLIGM T 213135223
=] ar OseORNE MATTHEWE  [EETEERR

Pecord 4777

Audy

OUTLINE SHEET 3-1-1

Latbare fed

X050 DG

Fr Fieezet Fn
2

Cotrel  Pay
Dale  Grsde RakDl  Selicke
22 MY 00

22DEC00 02
128HM 01
U7 FEE U 02
WFEEN 02
14rcenm 0z

2 17FERD 02
2 20FEBN 03
2 BFERD 03
2 ZIMARD1 03
2 MR 0
2 maPRM 01

BAPRM 03
AR 03

Wd.Lw!E'HR E’HFAN(UHI’\DI: ZEDRM MSTR
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19 DEC T
ZAG
1300CH
07 ey 00
01 JUN %
2Z2MEY R
25MEY A
0GJUN 33
AT
M OocT 97
ZAWAYH

a. Enter SSN of sponsor desired
b. Click on Find button

Eg.-e A& | __ulm..m..

| Bz

“ﬂnudemwlnpu_ FRSS@y ousam

Changing a Military Sponsor’s

Wait List Position

4. Changing Sponsor’s Wait List Position

3-1-10
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i Uracle Developer Forms Runtime

mmwmwmmu

a. Select desired sponsor from Wait List
Position screen

3 Adjusd Wail List Order /._ o=l
e S —J;l :ﬂLL b. Click on Sequence Number field
L e c. Change
Pty Fi Frees DU Ph1 %:‘tmg‘;b le:ll Sl At
E 2 e o mg 1) Active field
: L) 2) Freeze Zone field
: PRGOS 3) Freeze Date field
T :”m EK;Q 4) Control Date field
L v o ve ream v & o o3 S

kOS50 (DG |
M| QB | Sl P | Bz Llﬂuudenwduu_ [ Rd0SB8 s

T T e e T T _ : d. Click Save button

Socia Sacuy [T find | LastMame] fnd
watlet [T [COMPANYGRADEZEDRMMSIR
Corrol
Snl N S5H Ay Fi Feesat Pn Dae &m R.M:ll Selfudre
EOWSER, COUN A EEASGEESE v v 2MAY00 2 17DECSE 03
2 KIMER DD M ENSBEISZ Y v AMAYO0 7 15LNE 03 DLNE®
3 BOVD.PATRICE W OSEBUET | Y Y USOCTO0 | 7 ZmMAYSE 02 MM
4 OFIZSEAND TS Y Y ROV 7 BJUNSE 02 e
5 NODAIGUEZ. ADAN N ST Y Y 15AUGHN 2 0OJULYD 01 14AUG
6 OSOORNE MATTHEWE 117460920 Y Y 17WOVOL 2 10NOVO1 03 ZMar
7 CHISHOLM, CHAISTOPHER  S4674018 2 05ULE 03 7MY ST
0 DEMETRIDES, GEORGEK 21044%0 ¥ 2 0L 02 MM ®
9 PAYTOM,LESUET 25007210 Y I AT 02 MM E
10 RADCA.SCOTTO ATI0-0 ¥ 2 T5ERS3 03 OFJUN O
11 RICKETSON, D&MD E =M 2 14JAND0 02 18DECE
12 WABHER DAVID J SEIEMEE Y 7 DEFEEO0 01 AT
j 13 WILLIAMS. MATTHEW P SHELNZ v 2 EMARDO N WA

Fecend 171 050 D06 |
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Set a Sponsor Active/Inactive

3-1-13

5. Set Sponsor Active/lnactive

8 Dracle Developer Forms Runtime

Block fncord Pkl Window Help

B Adi L List Order _mﬂr: inix
Sporeo [I7THCAE ﬁ Hl |G| el

T bkl allow & Sgorma's prccdun on a vt kel Laat Harma| Find
tobe sduited The fields e smanged by order of 4
Fgtanc o tog In hottom DRMHSTR

U Comedl  Paw
Finern Zore [¥rFruzen ) i FreecsDU Fn Dale  Gisde ReckDl  SelAckes
2 17Mar 97

15JUL58 03
DO Mon ' HH.MLSS I WIILE 02 MM

pucte
Y
¥
DamaEae ¥ I MAGE 0 AMAE
Proety [2 ¥ 7 V7SEFH 03 WTJUNSS
Cornd Date: iTSEP 1S ¥ I O14MN00 02 19D0CD
Payliade 03 Y 2 GFEBOD 01 HMAY
Pk Ds [EIONTE0 v 2 OMAROO 01 ZMAY®
v 2 14APAOD W3 ISDEC
Diate 10 se3 e Frson b e Stahes ¥ 2 14APROD 02 O1JUN
l— Y 2 JIMAY 00 02 21 My
v 2 WUND 01 13AUE
TR SREVETT R T e Y 7 ML 03 12MEYEs
j 19 SAMEIT. PAULC e reecy ¥ Z BJULD 02 Zimar 1

| [i@orace Developer _ |5 Gifgmg @A 1o7em

a. Select desire sponsor from Wait List
Position screen

b. Click on Sequence Number field

c. Remove “Y” from Active

d. Input “Back on Active Status” date
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i Uracle Developer Forms Runtime

Action Edt Cuery Block Record Field Window Melp

ele[+|~|@=o |m|F 8]

Secial Sacusty| [im ] Last Harna| find
Wt Lt [CEER [COMFAHT GRADE 2 EDRM M TR

e. Click Save button
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 3-1-1

a. Open Wait List Position screen
b. Double click on Wait List field
c. Select desired wait list

d. Click OK

EEET TN |3 @orsde bevcorer— |3 SG@§ B s

e. Click on Sequence Number field
f. Make any changes to sponsor’s Wait List
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OUTLINE SHEET 3-1-1

e e e : ‘ g. Click Save button
h. Click Calculate Wait List button
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i. Click on Calculate Wait List button on
pop up screen

j- Click OK after completion

k. Click Close button

muﬁ “"iﬁ"ﬁ:umm 3
«an. = ‘E.Ll

LB Feo

ok DL el Ackve
17DEC® 02 23MaY %2

2
2 KHMER DAVID M ENSEIEZ Y v AMMAYO0 7 15LNE 03 DLNE®
3 BOVD.PATRICE W OSEBUET | Y Y USOCTO0 | 7 ZmMAYSE 02 MM
4 OFIZSEAND TS Y Y ROV 7 BJUNSE 02 e
5 NODAIGUEZ. ADAN N ST Y Y 15AUGHN 2 0OJULYD 01 14AUGH
6 OSDORNCMATTMEWE 117460920 ¥ ¥ 17HOVOI 2 10NOVOI 03 Zmar
7 RADER,SCOTTE LTI Y Y 19ROVOL | 2 ITSER® 03 OTJUNGE
0 CHISHOLM, CHAISTOPHER  S45074018 5ULE 03 17w ST
9 DEMETRIDES, GEORGEK 21044%0 ¥ 2 0L 02 MM ®
10 PRYTON, LESUC T 25007210 ¥ 2 MADGT 02 MMAY 0
11 RICKETSON, D&MD E =M 2 14JAND0 02 18DECE
12 WABHER DAVID J SEIEMEE Y 7 DEFEEO0 01 AT
¥ z

3 WILLIAMS, MATTHEW P

e F

DM 0T e

| [orack peveloper - |5 S E B waim

139



(FOR TRAINING USE ONLY)

TRAINEE GUIDE

MCHAS

OUTLINE SHEET 3-1-1

PRACTICAL EXERCISE

=P

RN

3-121

140



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

JOB SHEET 3-1-2
MANAGE WAIT LISTS EXERCISE
Introduction

This Job Sheet provides a skill exercise in managing the MCHAS Wait
Lists.

References

1. Trainee Guide Outline Sheet 3-1-1
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database
Scenario

1. View the various Wait Lists

a. Open Wait List Position Screen
b. Select the various Wait List to view

2. Find yourself on a Wait List
a. Open desired wait list

b. Enter your SSN and find
c. What is your position on the Wait List?

3. Change a sponsor’s position on the Wait List

a. Select desire sponsor from Wait list
b. Open Adjust Wait list Order screen and make desired changes
c. What position is sponsor moved to on the wait list?

4. Change a sponsor form active to inactive.
a. Select desired sponsor from a Wait List

b. Open Adjust Wait list Order screen and change Active status
c. What position has sponsor move to?
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MCHAS

JOB SHEET 3-1-2
5. Resequence Wait List

a. Select a Wait List that you have been working in
b. Recalculate Wait List
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TRAINEE GUIDE

MCHAS

OUTLINE SHEET 3-2-1

Topic 3.2
Printing Wait Lists

3-2-1

Topic Objectives

3.3 DESCRIBE the procedures to print
various Wait Lists

3.4 PRINT various Wait List

1. Topic Enabling Objectives
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(FOR TRAINING USE ONLY)
TRAINEE GUIDE

MCHAS

OUTLINE SHEET 3-2-1

2. Printing Some Wait List
Printing Some Wait Lists

3-2-3

a. Select Wait List from Main Menu
b. Click Query button
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(FOR TRAINING USE ONLY)

MCHAS

i Uracle Developer Forms Runtime

Action Edt Query Blodk Record Field Window Help

OUTLINE SHEET 3-2-1
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c. Click on Wait List Report button
d. Click in checkbox next to Wait List(s)
desired
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e. Click on Print SQR Report button
f. Click on Print button
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 3-2-1

3. Printing a Single Wait List
Printing a Single Wait List

AE

I

%

3-2-7

a. Select Wait list from Main Menu
b. Double click on Wait Lists field
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OUTLINE SHEET 3-2-1

A Uracle Developer Forms Runtime

Action Edt Query Blodk Record Field Window Help

c. Select desired wait list
d. Click OK

B LIETAE Click Print SQR report b
S " o e. Click Print SQR report button
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f. Select Wait_POS
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OUTLINE SHEET 3-2-1

Printing Alphabetical Wait List
and Counter Copies

4. Printing Alphabetical Wait List and Counter
Copies

a. Alphabetical Wait List
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1) Select Wait List from main Menu
2) Double click on Wait list field
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OUTLINE SHEET 3-2-1

A Uracle Developer Forms Runtime

Action Edt Query Blodk Record Field Window Help
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Social Sacuty | find | Latt Mot
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3) Select desired wait list
4) Click OK
5) Click Print SQR Report button
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6) Select Wait_ABC
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TRAINEE GUIDE MCHAS

OUTLINE SHEET 3-2-1

7) Click on Print SQR Report button

e ‘8 8) Click Print button
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b. Counter Copies
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TRAINEE GUIDE MCHAS

JOB SHEET 3-2-2
PRINTING WAIT LIST EXERCISE
Introduction

This Job Sheet provides a skill exercise in printing the various wait lists
on the MCHAS database.

References

1. Trainee Guide Outline Sheet 3-2-2
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database
Scenario

1. Using the MCHAS Wait List database you will perform the
procedures to print multiple wait lists.

NOTE: for these exercise’s you will not actually print the wait list.

Open Wait List Position screen

Select Query

Open Reports screen

Select any 2 desired wait list you wish to print
Select Print SQR Report button

View Wait Lists

~PQo0 oM

How many personnel are on each wait list?

2. Using the MCHAS Wait List database you will perform the
procedures to print a single wait list.

a. Open Wait List Position screen
b. Select desired wait list
C. Select Print SQR to view wait list
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JOB SHEET 3-2-2

3. Using the MCHAS Wait List database you will perform the
procedures to print a Alphabetical Wait List

Open Wait List Position screen
Select desired Wait List

Open SQR Reports screen
Select Alphabetical list

Select SQR button

View Wait List

~0 Qo0 o

How many last names start with “B” on this wait list?

Repeat procedures to print a counter copy.

Who’s name appears in position 15 on your wait list?
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OUTLINE SHEET 4-1-1

UNIT 4
REFERRALS MODULE

4-1-1

Topic 4.1

Managing Off-Base Referrals
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TRAINEE GUIDE

MCHAS

OUTLINE SHEET 4-1-1

Topic Objectives

4.1 DESCRIBE the procedures to manage
off-base referrals data

4.2 INPUT off-base referrals data

413

1. Topic Enabling Objectives

ENTERING REFERRAL
PROPERTY OWNER INFO

2. Adding Off-Base Referral Housing
Information

a. Entering Referral Property Owner
Information
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(FOR TRAINING USE ONLY)

MCHAS

al Houses Pies Wakhst Uklioation  Sys Admin About Window

OUTLINE SHEET 4-1-1

1) Open Referral Module
2) Select Referral Units

g
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Chices in it 4

3) Double click on Owner ID field
and review
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OUTLINE SHEET 4-1-1

4) Click New Record button
5) Click on Insert Owner Record
Button

Pecond 171 EniesDuen List of Vaues 050 kD063 [
S| AEY | | Bt [@orsccoevoooe - & S BB E oo

6) Click Insert New Record button

Recond 171 | Limefvales kOSC kDG |
Bt (DB DY | e [Tt | St | e [ @oree - [ SGIORE san
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OUTLINE SHEET 4-1-1

7) Enter Owner name and address
information

Record 171 | Limofvees kOS50 D0Go |
Bt [ DB DY | e | 5014 | et | e [orsde - | E BBRBSORE sisan

8) Enter Contact Information
9) Click Save button
10) Click Close button

[Fecord 171 [ [ ROSC 0BG |
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OUTLINE SHEET 4-1-1

b. Enter New Referral Listings

Entering New Referral LiStings ‘

4-1-11

1) Double Click Owner ID field
2) Select Owner
3) Click OK
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a0 mdwem[

~ Complex Details
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OUTLINE SHEET 4-1-1

Fo— s

—_—— =2 4) Double Click Unit Type field
m— ol 2
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Chices i sk 3
[Recced 171 Wit ek Values OSCo (D06 [

Bt DEDY | | Bt J[@orsci peveoper - | BGBGBE izsim

7) Double Click City/State/Zip field
8) Select City

9) Click OK
10) Enter State Abbreviation
11) Double Click Zip Code field

[Fecord 171 | I

G055 0063 |
| B I[@orsdc oeveloper — | Blad@at g izrm

Fo| AEDY |
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OUTLINE SHEET 4-1-1
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12) Select correct Zip Code
13) Click OK

|2 20 gata] N |
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14) Double Click School District field
15) Select desired School District

16) Click OK

17) Double Click Air Conditioning field
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OUTLINE SHEET 4-1-1

Shonnd s, v, et [ 177 | E2XE pin Bk
iy, state, spFAILLA F Bahafi s
SchoolDinSTROOLDSTRICT 22— | arcondfore | wewot| o | [

 Rental Details
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18) Select appropriate system

19) Click OK

20) TAB through fields to insert data
21) Double Click View field
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22) Select appropriate view or key in
23) Click OK
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OUTLINE SHEET 4-1-1

, . : : : , c. Entering Unit Details
'ENTERING UNIT DETAILS

4-1-19

1) Enter Available Date
=2y I 2) Click “D” button to calculate dates
3) Enter rental details

Dl ] > a7 0|8
OmDf0E | Owmforleswrl

Contad[DALE 5wIFT | Phomebubsspre-essoo | .
D o0 Unk Typmfs sanfe | fo a) Rent
Soned ras, e, s [77 | ] T Bk .
B s Sl b) Deposit
SehodDinFOODLOBTRICT 22— | rcondfoc  wewatPeems P .
[ of AT e el C) Sale Price
e o d) Number of Months Lease
Inee De[73 DEC 2001 eamp— Agavs[ . .
e - B \ e) Last Housing Referral Office

omli ves[ Setide|
ComplexCode| | VacaiUnis|  MtayClwse| J

- Remarks

4) Double click Furniture field

[Receed 171 [ List o Viues ROSCo (O0G>

M| DEDY | ] o [[@orsdeoevehooer - |4 Bla> B8 izsmm

163



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 4-1-1

5) Select furniture description
6) Click OK
7) Double click on Laundry field

Shonnd s, v, et [ 177 | E2XE pin Bk

iy, state, spFAILLA F Bahafi s
SchoolDinSTOOLDSTRICT 82— | arcondfore | wewotcemn | [

 Rental Details -
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8) Select laundry description

9) Click Ok

10) Enter Garage size, Average utility
cost and Picture ID number

11) Key in Map Location

12) Double click on Pets field

Semad rs, e, v [ 777 | s
Coy. st o RIS =
Sehool Digt [SCANOL DISTRICT 22

~ Rental Detailz

Al De[3H0VE00T Of - RectfF00
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13) Select Pet description

14) Click OK

15) Key in unit age and if unit is
available

16) Click on Save button

17) Click on Unit Details button

Gusll
CADZTEC 00 | LamamMas[lZ | mvawdlcomPss | Dpenfl

o] DBSY | | Bl [[@orsc vmvore — & Blas@ S soarm

18) Select all details that apply
19) Click Close button

i, o o o

o] DBSY | | Bl [[@orsc omvore — & Blas@ S s
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A Uracle Developer Forms Runtinme
Adien Edt Cuery Elock Recoed Field Window Help

; it Relerr i il

>-<|@|4-|+|-r||% eS|

Contact/Dwner Infomastion

Ormes 1D OvemDRLE SWFT

. B 1

Soned ras, e, s [77 | ] T Bk
. i T e B
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MDA | D] el
P Dot e Pasfs
Inee De[73 DEC 2001 SalePicsll Gusgall | Agevu[i0
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Last HAD)| Fictuer 0 001000
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~ Complex Details

Comghex| v Sethide|

Cosoks Cote] T oeortnks| | My e J pane
- Remarks
Fiecord 171 | %050 kDG
Matart| | ) B QY || llessenbin | [Eperonsst povmeiin. || oracte Developer . |} g @I E  1oirm

20) Click Save button

ADDING SET ASIDE
DETAILS

4-1-26

d. Adding Set Aside Details
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1) Complete Complex Details section
2) Click Set Aside button

Gy, ke, oI F i
SchouDigFOROOLOBTAICT 22| arcodfo | wewotpoemi | [
-~ Rental Detaila
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Feceed 171 [ [ RO5Cs (DD |
Mot A B W || ] J[@orsci peveoper - Bla S & wiomm

Action Edt Cuery Blodk Record Field Window Help

3) Key in Complex Code

: = 4) Key in dates, rent amount
e ’

G2 lel 5) Click Save button
Omhs LR — 6) Complete the Set Aside Complex
FPTVR TP [P T Statistics
e et e e e
e e o o
=

I

[Feceed 171 [ [ RO5Cs (DD |
| Mot A B W || ] J[@orsci veveoper - BlaS @& wirem
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m&twmwmmu

7) Click Close button
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R
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8) Click Close button
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e. Generating a Referral List Report

GENERATING A REFERRAL
LISTING REPORT

4-1-31

1) Open Referral Module
2) Select Generate Listings

e Ui reprt Fur sckive, inactive, or ol

w&mwmmm

| st | 20 8 4 W || it | Bttt [[@orsceveveloper — |4 BlaS@LI G 2imem
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3) Enter data for listing
12200 fl] 3 o] s 4) Enter ranges where applicable
= — 5) Click Query button

[Erter 3 queny: press P2 bo eecute, Cidig bo cancel
[Feceed 171 EntesGuemy [ kOS50 kDG [

o] DBSY | IE] [[Eorace vovoioper - & B s@ S corem

6) Select Unit Type
7) Click OK
8) Click Query button

e
Record 171 Enterueny Lint of Values kOSC kD053 |

Y ERE = [[@orsc omvore — ¢ BLSGRE earam
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9) Click Print SQR Report button
10) Select desired report
11) Click Print SQR Report button

Referral Address Contact

RO LIST - SUR Viewer 3 x
= T E R R
i Listings - Short Repart
Unit Type Rt
T

nary ¥ (Y} iy Depost ot
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4
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12) Click OK
13) Click Print button
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, . : ._ : f. Query Referral Details
~ Query Referral Details

4-1-37

1) Open Referrals module
2) Select Referral Units or Generate
Listings

M| | OB DY | = F@ --|_|ﬂﬂ'-*nwdwu— B8 s
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3) Click on Referral Details button
4) Select desired details
5) Click Query button on main screen

Fecand 177 I ROSC kDG
Ele - == | B = |[@orad ceveloper - |4 BB GBS s
. : ._ : g. Query Multiple Values
Query Multiple Values

4-1-40
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al Houses Pies Wakhst Uklioation  Sys Admin About Window

1) Open Referral module

2) Select Referral Units or Generate
Listings

| Bot| [ B W || i;g | [@oraci peveloper - | BRBGIE 703
Fe— o R 3) Double click on a desired Queryable
B - field
| i
K 4) Select desired detail
5) Click OK
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6) Double click in another Queryable
field

7) Select desired detail

8) Click OK

Wmmmmu
o] DESY | | Bl J[orsaeveveioper =& BuBGLE rormm

| 9) Select another Queryable field
i 10) Select desired detail
11) Click OK
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12) Click Query button
13) Click on Print SQR Reports button
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T — ] 14) Select desired report
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h. Using Sort Criteria
Using Sort Criteria

4147

T — - 1) Open Referrals module
_ : - 2) Select Generate Listings
3) Select desired report

. |
.(.‘
5 Youmay gurerabe i repurt for active, naxtive, or
referrals, please make your chokce below.
Fam
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) Click 1% Sort button

) Select desired sort valve
) Click OK

) Click on 2" Sort button

4
5
6
7

o] DBSY | = J[orsaeveveiper =& BuBGBE raomm

8) Click Query button

Llauude Developer . | BB 8  7azam
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Action Edt Cuery Block Record Field Window Melp
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- : : : i. Printing Referral Listings Reports
Printing Referral Listing

4-1-52
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1) Click on Print SQR Report button
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2) Select desired report

[. s = ﬁ = 3) Click Print SQR Report button
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4) Click OK
5) Click Print button
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C.

JOB SHEET 4-1-2
MANAGING OFF-BASE REFERRAL’'S EXERCISE
Introduction

This Job Sheet provides a skill exercise in managing off-base referral’s
using the MCHAS program.

References

1. Trainee Guide Outline Sheet 4-1-1
2. MCHAS Operating system

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. You receive a phone call from the owner of the Hill Top apartments
stating that they have 3 apartments available for rent that they would
like to set aside for use by military personnel and that they would like
you to try to fill them. Owner states that this is the first time that they
have requested your housing office for assistance. Owner is willing to
include a military clause in the rental contracts. Unit Information is in
section “E”.

2. After inputting data, perform the steps required to generate a Referral
List report.

3. Perform a Referral Detail’'s Query
4. Perform a Multiple Values Query
5. Perform a sort using criteria

6. Perform steps for printing Referral Listing reports
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E. Information

For this exercise you will make up an owners name

Owner’s address: 345 E. Anywhere St., Plank, CA 93333

Phone Number’s: 805-567-8900, FAX 805-567-9000

Property Location: 555 SE Thatway Rd., Plank, CA 93333 (Map Grid R6)
School Dist: Roundtrip Union School District

Avg. Utility Cost for area: $250/mo

All units have a view of the park

Pets are allowed with a one-time fee of $20.00

Unit A: 2 Bed/1Bath, Heating/Air Con, unfurnished, garbage
disposal, upstairs unit, coined operated laundry, unit has Carport with
extra on street parking, unit is 8 years old, unit will be available on: (5 days
from current date), $550.00/mo rent with $400.00 deposit, a minimum
lease of 6 months is required by renter, water/sewer is paid by owner.

UNIT E: 3 Bed/2 Bath, Heating/Air Con, unfurnished, garbage
disposal, downstairs unit, coined operated laundry, unit has Carport with
extra on street parking, unit is 8 years old, unit will be available on: (8 days
from current date), $750.00/mo rent with $500.00 deposit, a minimum
lease of 6 months is required by renter, water/sewer is paid by owner.

UNIT B: 2 Bed/2 Bath, Heating/Air Con, unfurnished, garbage
disposal, upstairs unit, coined operated laundry, unit has Carport with
extra on street parking, unit is 8 years old, unit will be available on: (5 days
from current date), $600.00/mo rent with $450.00 deposit, a minimum
lease of 6 months is required by renter, water/sewer is paid by owner.
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Topic 4.2
Managing Referral
Complex’s

421

1. Topic Enabling Objectives

Topic Objectives

4.3 DESCRIBE the procedures to manage
complex listings

44 PERFORM complex management
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Adding a Complex Listing

423

2. Adding a Complex Listing

At Et GQuery Bk Ancoed Fell Window Hep

[0 Reterral Comees.
HEGE NRECE]

Complex =
Musdes Cerdnad 3 Howme: Lirat T
Snres 8 Lt 88
| I | |
Gy, el 20 [ [ Setaide[
- Manager Information = s o
pun " .3
[ |
Stiont # nome e | [
|Gy e | [ O bndy
kDSl e 2ew 26w 3ER JER AERS ABR
Swds 10sh  10sh 20ah  1Dsh  20sh  28sh  3beh
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Low Rt | [ [ [ [ [ [ [
High Riate: [ | ] I 1 | | |
Drepesa | [ I | | [ I |
# Avslable [ [ I | | | | |
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 Hemaiks

Erter 3 queny; press F2 to evecute, Dihg bo concel
Query

Fiecond 171 EniesDuery | kOSC kDDG>
| A EDY | = | [orocke pevelope | Bad@B DG v

a. Open Referrals Module
b. Select Complex Listings
c. Click New Record button
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d. Key in Control number, Complex Code,
Complex Name

A Uracle Developer Forms Runtime

Action Edt Query Blodk Record Field Window Help

Hi@t > | @& 8 . . )
“:u_.&l' | Ll |“_| &8 e. Double Click Unit Type field
Ciy. s, 2 [ jor | sat
Mansger Information = . R
—] i
Sieed 8 nown urit |
Gy, s o [ |
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’—n-n
[Fecend 171 [ [ ROSC (0BG |
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f. Select unit type
g. Click OK
h. Key in Unit's Address

A Uracle Developer Forms Runtime

Action Edt Cuery Blodk Record Field Window Help

ShODETEEDN

I

[Feceed 171 [ [ RO5Cs (DD |
e| | B DY __. |@ a |_|auudem_ (B asat 8 1w
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i. Key in or select City, State, Zip and if
complex is Set Aside

i Uracle Developer Forms Runtime

Action Edt Query Blodk Record Field Window Help
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j- Click Owner Information button

K. Input Owner Information
l. Click on Manager Information button

i Uracle Developer Forms Runtime

Action Edt Cuery Blodk Record Field Window Help
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Maxsden Cordrod 8 %ﬂ Ura Fype:
Ciy. s, 2 [FEARL OITY i i Seataide [

Manager Information

ﬁUE TORRES I:' Enlmsssm iﬂ\m SEL-TTEE
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U e zew 3R 3R/ 4
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m. Input Manager Information
n. Click Save button
0. Click Close button

Action Edt Cuery Blodk Record Field Window Help
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prem W Und Typm.
Ciy. s, 2 [FEARL OITY i i SetAside i

Manager Information
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p. Reopen Referrals Complex screen
g. Key in desired Control Number

r. Click Query button

s. Click Complex Details button
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t. Select appropriate complex details
u. Click Close Details button

Action Edt Query Blodk Record Field Window Help
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v. Complete unit details section
w. Click on More button to enter any
remarks for that type of unit

Action Edt Cuery Blodk Record Field Window Help
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Action Ed Query Blodk Record Fied Window Help
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x. Key in comments
y. Double click Furnished field
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z. Select type
aa. Click OK
bb. Double click Laundry filed
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cc. Select appropriate laundry
dd. Click OK
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ee. Complete remaining details
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ff. Click Save

s Runtier
Action Edt Query Blodk Record Field Window Help
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gg. Click Set Aside button
hh. Enter Complex Code
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W ll. Click Save button
[sctasiie o/ .
mm. Click Close button
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3. Viewing Complex Listings

Viewing Complex Listings
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a. Open Referrals Complex screen
b. Enter Complex Code

Action Edt Query Blodk Record Field Window Help
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c. Click Query button

d. Use scroll arrows to view other records
if available

e. Click Save button
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4. Printing Reports and Listings

Printing Reports and Listings
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Practice Exercise

4-226
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JOB SHEET 4-2-2
REFERRAL COMPLEX MANAGEMENT EXERCISE
Introduction

This Job Sheet provides a skill exercise in Referral Complex
Management using the MCHAS program.

References

1. Trainee Guide Outline Sheet 4-1-1
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. Your command has a lease with a new 10-unit apartment complex

to be used by the military for housing. You have been tasked to
input the information about the complex into the MCHAS program.

Information

Owner: US Developers

Address: 777 S. Up Street, Suite 456, Los Angles, CA 95567
Phone#: 976-001-1010

Contact Date: Use current date

Complex Name: Marine Village
Complex Address: 444 E. Down Street, El Toro, CA 94067

Map Location: G9

Manager’'s Name: IM A Manager

Address: 555 S. Side Road, El Toro, CA 94068
Phone #: 213-898-8989, FAX 213-999-9999

Unit Information: 2 - 1bed/1 bath, 1500 sq ft, $500/mo/$250 deposit
4 — 2 bed/1 bath, 1600 sq ft, $850/mo/$425 deposit
4 — 3 bed/1 bath, 1800 sq ft, $950/mo/$475 deposit
All units have the following: Water and electric paid, children authorized,
dishwasher, stove, carpet, drapes, laundry hook-ups, carport, close to
park, unfurnished, pets allowed.
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1. Input data into MCHAS Referral Complex
2. View Complex Listings

3. Create Reports and Listings (Do Not print a report, only view
various reports/listings)
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FIN RDATA
M U

TOPIC 5.1

CHARGES
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1. Topic Enabling Objectives

Topic Objectives

5.1 DESCRIBE the procedures to manage
charges on MCHAS

5.2 MANAGE charges on MCHAS

5-1-3

2. Creating Charges

Creating Charges
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[Fecend 171 [ [ 050 D06 |
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a. Open Financial Data module
b. Select Charges
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c. Enter desired SSN for charge
d. Click Query button

201



(FOR TRAININGUSE ONLY)

TRAINEE GUIDE

MCHAS

OUTLINE SHEET 5-1-1

1 Uracle Developer 1 orms Runtime
Adion Edt Cuery Bk Record Field Window Help
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e. Click New Record button
f. Enter Item Number
g. Double click Charge Type field

8 Uracle Developer I orms Runtime
Adion Edt Cuery Bk Record Field Window  Help
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h. Select desired charge

i. Click OK

j- TAB to date and charge fields and input
desired data
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A Uracle Developer Forms Runtime

Action Edt Cuery Block Record Field Window Melp

OUTLINE SHEET 5-1-1
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k. Enter Work Order Number

l. Click and drag Horizontal Scroll bar or
continue to tab to complete filling in
fields

A Uracle Developer Forms Runtime
Action Edt CQuery Block Record Field Window Help
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m. Input all appropriate information
n. Continue to scroll over
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o T e e e T TS - o. Click Save button
W alata) I p. Click Close button
R
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3. First Time Charges
FIRST TIME CHARGES

5-1-12
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a. Select Charges from Financial Data
module

b. Enter desired SSN

c. Click Query button

Adion Edt Cuery Bk Record Field Window  Help
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d. Click YES
e. Click Save

205



(FOR TRAININGUSE ONLY)
MCHAS

TRAINEE GUIDE

OUTLINE SHEET 5-1-1
f. Enter remaining required information

i Uracle Developer Forms Runtime
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g. Click Save

T T e e T T
laid h. Click Close

[Achargemain

EREE~TREIE

[y | 5 P
: e o

| In  Bad Chaged
Femarks Despute Dbt
PR Ao o o Bt 2 L
=]

-« |y
M Toto Paid Brlance |
Py i g . =
Feceed 171 [ I RO5Cs [eDDG>
Auat| | B S || e pn | Epers |[i@orace bevetoper | of < 340 S8y 102am

206



(FOR TRAININGUSE ONLY)
TRAINEE GUIDE MCHAS

OUTLINE SHEET 5-1-1

4. Prorating Existing Charge(s)

Prorating an Existing Charge

5-1-17

a. Select Charges from Financial Data
module
b. Enter desired SSN
c. Click Query
|
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I I

Erber a queny: press FB to evocute, Db tocancel
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d. Click Prorate button
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" Al SR e. Select or input desired charge number
— ‘ 5 to prorate
e — 7 f. Input Number of Days to prorate
e o D e R g. Click Prorate button
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h. Click Ok
i. Click Close

8 Oracle Developer Forms Runtime
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JOB SHEET 5-1-2
FINANCIAL MANAGEMENT (CHARGES) EXERCISE
Introduction

This Job Sheet provides a skill exercise in creating, adding and prorating
various charges on MCHAS.

References

1. Trainee Guide Outline Sheet 5-1-1
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database
Scenario

1. You are tasked with managing the Housing Office’s Financial Data
on MCHAS.

2. Add/create new charges by Querying an SSN from the database
and assigning the following charges to that SSN:

a. Damage cause by member and son playing baseball in front
of the unit and bat flying through air and smashing through a
large plate glass window. Damage Charge is $350; incurred
on (Use current date minus 5 days), Date due (Use current
date plus 20 days). The PWC Work Order Number is 2001-
1234. Office policy is installments are not authorized.

b. Rent for $450/mo due the end of each month. Incurred on
date member checked into the housing unit.

3. Prorate an Exiting Charge by Querying SSN used in prior step.
Select the rental charge to prorate and make the number of days
10.

What is the amount owed by or due to individual?
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Topic 5.2
RECEIPTS

1. Topic Enabling Objectives

Topic Objectives

5.3 DESCRIBE the procedures to manage
receipts on MCHAS

54 MANAGE receipts on MCHAS
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APPLYING PAYMENTS
RECEIVED

5-2-3

2. Applying Payments Received

At Et GQuery Bk Ancoed Fell Window Hep
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a. Select Receipts from Financial Data
Module

b. Enter desired SSN

c. Click Query button
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d. Click Insert New Record button
e. Double click Charge number field
f. Select desired to charge to pay

g. Click OK

Chices in ot 1

[ Limefvaues kDS DDGs [
B | A @D Y || o | ot [Sprse[@odeoe [ GS@EBH sum

h. Double click in Payment Method field
i. Select desired payment method
j- Click OK
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k. Enter Check Number if appropriate
|. Tab through remaining fields to continue
completing

Action Edt Query Blodk Record Field Window Help
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m. Continue tabbing through to
complete filling in remaining fields

n. Click Save button

o. Click Close button
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First Time Receipts

5-29

3. First Time Receipts

At Et GQuery Bk Ancoed Fell Window Hep
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e| | B DY ,'__.llmnm I":iﬁol-:l'ur- | Eyesa Lﬂmm_ [ abBa@ zam

a. Select Receipts from Financial Data
Module

b. Enter desired SSN

c. Click Query button
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d. Click Yes

Action Edt CQuery Block Record Field Window Help
ECECI— -0l

[— . . .
) . e. Double click in Charge Number field
f‘? Adding new eceipt eeoed
Hw;_— ﬂ~&|9|fﬂ ] f. Select desired Charge Number
oo L ———— \ g. Click OK
. i
il | 5|

Bt (DB DY | mene | e JSwsr  [i@orsieoe |{ GIO0OBH zm

h. Click Save button

Bt [ AB DY | mene | e | Sposr [@osieoe | { GIO0OBH am
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i. Click OK
j- Click in House Office field and TAB
through fields to enter data

g
Action Edt Query Blodk Record Field Window Help

,§|@|+|+|f¥|ﬂ|&i‘|&|9|ﬁﬂ

e 3

Houing Office B Fauitm Bay

Hous Rucepl m Faymerd Check.  Approved Mot Yem Db Cach
Offic Humbes Method  Humbes -
w1005 ng s

3

2 1

ud

Recond 171 | Limeofvaes kOSC kDG |
B |8 DY || more | gt [Sprse[Bodeoe [ GS@EBH sxm

k. TAB through fields to continue to
complete fields

1) Cash Voucher Number usually
R~ U received from Disburser’s Officer

ONDV 2001 20067 NV 2001 PadinFul

I. Click Save button
m. Click Close button

[Feceed 171 [ [ RO5Cs (DG |
S| | A B Y | o | et |B)rsz|[@oraceven [ GS@E@E 2am

217



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 5-2-1

4. Entering Partial Payments

Entering Partial Payments

5-2-15

a. Select receipts from Financial Data
module

b. Enter desired SSN

c. Click Query button

At Et GQuery Bk Ancoed Fell Window Hep

T
.a_-g (&3] [T« 8t

£ First Name: M Last Hame

g Ofics |8 rasmcte By

House Revegd m Paymerd Check,  Approved Murkth
Jmm Method  Humbes Ameurt bophed Appled Peceived Voucher 8

2 1

ud

[Erber 3 quens: press F2 o evecute, Cidig bo cancel
[Fecord 171 EniesDuery | kOS50 kDG

| Mistort || A B 1 W || e | Epesa |[i@ioracte peveloper | <f g Sum SdBAy  zesem
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d. Click New Record Button

e. Double click in Charge Number field
f. Select desired Charge Number

g. Click OK

REEEEEEEEETE

[FRM 40200 Fiskd must be entered
[Receed 22 Livt of Vioes <05 DB [

S PY ERIE IE] o[ Borsceoevorer— | PDIBE b

h. Double click in Payment Method field
i. Select desired method of payment
j- Click Ok

Action Edt Cuery Blodk Record Field Window Help

g_<|@| €3] [k« |8t
%&L % lm_ﬁj“

Houing Office B Fauitm Bay

House Revegd m Paymerd Check,  Approved Mot Yex  Das Cach

Office. Hushes Method  Humbes YN Amcurt Appled Appled Received Voucher 8
w007 il 00

T 188 x 255 450,00

NOTE: The system will default to the fill
original charge. Ensure to enter only the
correct amount member is paying.

k. Continue filling in fields

o
o
F
F
F
F
F
F
r
&
o

Pecond 272 I I ROSC kDG [
S PY ERIE IE] o[ Borsceoevorer - PDIBE e
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B o e = 1 |. Tab through remaining field to
x@|+|*|fll-ll «|@ [t

Houring Ofice JB st Eay

complete data input
m. Click Save button

pved \\l-dvl OV Dt

200 Partal Pagment becauzse of needed oot e

Recond 22 I :
| A EDY | I@ J[orsdc eveloper & GBLSBE, ssian

i oy kAo ol Ve : - o. Enter amount of payment to apply to
>< prem—— : each to each charge item

Fros Tekal of Cumerd D p;-:m

b e 55— p. Click Save button
= g. Click YES

Cou s S Msrss

FiNT $550.00

Llamdenwun-u_ | EGPOaBYL snm
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/7m il by N

oo TR Y

5-2-21
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FINANCIAL MANAGEMENT (RECEIPTS) EXERCISE
Introduction

This Job Sheet provides a skill exercise in paying charges, creating
receipts and making partial payments on MCHAS.

References

1. Trainee Guide Outline Sheet 5-1-1
2. MCHAS Operation System

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. You are tasked with managing the Housing Office’s Financial Data
on MCHAS.

2. Using the record you developed from Job Sheet 5-1-2, complete

the following using the information provided:

a. Member makes a full payment to damage charge with cash.
Assign your own Voucher Number. Use current date.

b. Member makes a payment of 25% of their remaining rent
payment by Check # 3467.
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Topic 5.3

Other Financial Data Processes

1. Topic Enabling Objectives
Topic Objectives

5.5 DESCRIBE the other Financial Data
processes available on MCHAS

5.6 DESCRIBE the procedures to use the other
Financial Data processes on MCHAS

5.7 USE the other Financial Data processes on
MCHAS
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2. Entering Default Charge Information

Entering Default Charge
Information

a. Select Default Charges from Financial
Data module

b. Double click on Charge Type field

c. Select Type of charge

d. Click OK

et va i I KO5C DG |
Mstart] | B Y || lmmpin | Hjess |[i@orade peveloper || <fa ba S8, zisem
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en ey Sk S ekl W e B - e. Double click on Charge Unit field
F_ o= f. Select desired unit

> iy

f‘:f.'f.'f il g. Click OK

gg:—mﬁ - - h. Double click on Calculation Method field
Pecond 1 [ Limof Values (050 400G |
| Bow| | A E DY || i | Eyess [[i@orsce peveloper — |4 eSO GBY 10w
e oV e ety - gl i. Select desired method
:‘!‘S;J.*EL? el k. Enter current rate and any remarks

Tige Une

BE  fam $.00210
Fr ow fan [ s.o0000
EE $12.25000 [irach charged monkhly 8t & Fced rate

e 14— [ Lo G050 G005 |
Bow| [ DB DY || dowrn Bl J[@orsdic oeveloper — | a D@ BB 2w
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|. Too Add a New Charge

1) Click New Record button
2) Fill appropriate data

o [ S m. Too Delete a Charge

1) Select desired charge to delete
2) Click Erase button

[ [ kOS50 (DG |
Maan| |G B Y | i | s Llﬂun-dem_ [ abasddy 2am

3) Click OK

n. Click Save button
0. Click Close button

[Trash charged monthly st & fooed rate

Maan| |G B Y | i | s |_|nma=m_ [ abaadty wem
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3. Entering/Editing BAH Rates

Entering/Editing BAH RATES

|l//

5-39

a. Select BHA Rates from Financial Data
module

b. Update BHA Data

c. Click Save button

d. Click Close button
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4. Printing Reports
PRINTING REPORTS

5-3-11

a. Select either Charges or Receipts from
Financial Data module

= — — 5 b. Click Query button or enter SSN then
= = preze 2 Click Query button
B Wb 7 e B GRR R  AE Ae c. Click Print SQR Report button
LB I Ll L L L RLE e 1A
1161 2 BNT ‘ssmm ‘ﬁwm NOY 2001 NA l;‘?lmﬁ

1 a oG 1] 00§00 J001-145  179I00A

1160 1 = 15 NOY 2001 1% NOY 2001 FAO00 SA0.00 NOY 2001

d I g3 I

Totals . -

e

mﬁ’s [ 05Cs (005>
!q.—nl_mgﬁa‘t) ._-llmnmm | Epess Lm Fladam By o
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JEEIET |

A i =3
B PN ik Moty Scheciis B vt Py, 8 g
1S [Charges for & Soechic Charge Mumbser Leties Fomat
JBILLSTHE Lot of Cuslusoms vl Morily Chiange Schedues
B FHAHI)'FNII vz o Bl s Sperahe: Change Numbe !
[onET [Charge Lictfor an Indrdudl
[CosTEILL itz 2 Hisvory of Charges for 3 Cushomer
© [FOLTOILL [Prinks Montly Schedule Dl o Speche Dater
[FTPT AL [aFcets by Dot
[reeiFTs Firl gl
'.‘GIHHIUIE Dot n 4 Monihly Bideg Schedoie
[ETATHNT [Pt on Indwidutl Accourt Bance
=
1] |
s Totol Paid Brlance |
$2510.00 [ 310,00 [ sm
«l
Auat| | B S || e pn | Epess

J[orsci peveoper - < oS GBA waiem

ﬂj

d. Select desired report

E i e. Click Print SQR Report button
jﬁ'
= L

"= uaLs DUL - SUR Viewer

IIE!MMMM

wigicn] (o] @/af 1| «[»[m] ¥

CPLRALL A TRFLETTI

Paryainie Tox Treasurer of the Unded Stales
Remd Too Commanding Genérsl
1o s ———
For bk press F1 = 13

4] I
[ Totaks gy Totol P
$2510.00 I $2518.00

«
Esl-ll @Y || __ﬂlmbl ] |2&mu"hm [

Ealonee |
00

f. Enter desired data if desired or leave it

JNETES |
m
— at default
4— g. Click OK
h. Click Print button
|
o
.=l
A
¢ ap@a@y im
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5. Processing Check-ins

Processing Check-ins

5-3-15

a. Procedures

Procedures Assign member to quarters

Create a cash customer

» Assign member to quarters
» Create a Cash Customer

» Create a Charge Account
» Create a Monthly Charge
> Prorate the Charge

> Bill the Customer

» Issue a Receipt

5-3-16

1)
2)
3) Create a charge account
4) Create a monthly charge
5) Prorate the charge
6) Bill the customer
7) Issue a receipt
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Processing Check outs

5-3-17

6. Processing Check-outs

Procedures

v'Verify Cash Customer Status
v Issue a Receipt

v Prorate Charges

v Bill the Customer

v'Vacate member from Quarters

5-3-18

a. Procedures

1) Verify Cash Customer status
2) Issue a receipt

3) Prorate charges

4) Bill the customer

5) Vacate member from quarters
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OTHER MCHAS FINANCIAL MANAGEMENT PROCESSES EXERCISE
A. Introduction
This Job Sheet provides a skill exercise in using the other financial
management processes in the MCHAS program and performing a
complete Check-in and checkout of and individual through MCHAS.

B. References

1. MCHAS Trainee Guide
2. MCHAS Operating System

C. Equipment:

1. Computer System w/ MCHAS program database
D. Scenario
1. You are tasked with managing the Housing Office’s Financial Data
on MCHAS.
2. Add a new monthly Default Charge for Trash Removal to the

charge listing costing $12.50.
3. Increase the Administration Fee $2.00 from it's current price.

4. Select the trash removal charge and delete it from the Default
Charge listing.

5. The new BHA rates are in and they show a $25 increase across the
board. Adjust all BHA rates in the MCHAS program accordingly.

6. Select a record from the MCHAS program and print a customer
billing scheduled list statement for that individual. (NOTE: Do not
actually print this report.)

What are the bills for that individual?
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7. Sponsor Check-in

a.

Select a sponsor from the MCHAS database that is not
assigned to housing and assign that sponsor to housing.
(Remember: Sponsor must be on a wait list).

After assigning member to housing, set them up as a Cash
Customer.

Create a Charge Account for member with the following
charges:

1) Rent for BHA amount, paid monthly

2) Administration Fee, Fixed at $10.00, paid monthly

3) Water, at $.0015/gal, beginning meter reading is 45890
Create a Monthly Charge for member
Prorate the charge’s 5 days

Bill the member

Issue a receipt for the following payments: Full payment of
Rent/Admin, Half payment of the water bill

8. Sponsor Check-out

Vacate sponsor from housing

Verify Cash Customer status

Post any additional charges
Prorate charges 6 day’s
Bill the Customer

Issue a receipt
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Unit 6
Housing Units Module

5

6-1-1

TOPIC 6.1

Maintaining Housing Quarters
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1. Topic Enabling Objective
Topic Objectives

6.1 DESCRIBE the procedures for
maintaining housing units using
MCHAS

6.2 MAINTAIN housing units using
MCHAS

6-1-3

2. Viewing Quarters Information

Viewing Quarters Information
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a. Select Base Houses from Housing Units
module

b. Input House ID or Double click in Project
field

c. Select desired Housing Project

d. Click OK

=10 ] |x]

f|*|H|’-Ig:IGIn|@|@ItI hle|

[ Stast N
m | ml Joeay AR r ﬁpul.
Cay Stehe Zp i Lin

o e o
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e. Click Query button
f. Modify, delete, add activities and/or reason
as needed
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3. Viewing Unit Activity
Viewing Unit Activity

a. Select Unit Activity from Housing Unit
module
b. Double click on House Identifier field

OO R

Pawn  SwiDse  Erdban _Adsaycosmer:
2
House

Saeet No Mo Proidees
I I
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8 Oracle Developer Forms Runtime
Adion Bt Query Block Record Field Window Help

T Unit. Aclivity

e| QS Y || ilan s |Eumum |_iaw= f_ﬂmnn_ [ Rd0SB8 noam

c. Select desired House ID
d. Click OK
e. Click Query button

8 Uracle Developer Forms Runtime
Adion, Edk Cuery Bock Record Field Window Help

T Unit. Aclivity

T I S
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4. Adding Meter to a Housing Unit
Adding a Meter to a

Housing Unit

003

—_

6-1-14
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[Fecord 171 [ ROSC (0BG |
e| | B DY = @ - ..|_|gu..dem_ | S aPyy znm

a. Select Base Houses from Housing units
module

b. Enter appropriate House ID

c. Click Query button

action, Ft Cuery Block Recond Fell window Help -
=iz

'Ellﬂ Y | P
it Smatb _ Sttt
TRTT peooone
Hourig U Meters
Musde Lt
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d. Click Add Meter button
e. Enter meter number
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f. Double click on Meter Type field
g. Select Type of meter

ki
Action Edt Query Blodk Record Field Window Help

«] % | .
Sl 2] h. Click Ok

e = e T— ; g : :
S i. Enter description if required
it
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—

—

|
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S| [AB Y || | B = [ @orscke vevetoper - |4 o PGP siaem

j- Type in Active Status
k. Click Save button
|. Click Close button

oneed ||

T p—— o
Ousscabon [ Baeooms| HesgFestfy
FaclyTwef | VewDukf5n poren|
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Enter Meter Readings

6-1-19

5. Entering Meter Readings

a. Select Meter Readings from Housing Unit
module

b. Double click in Project field

c. Select appropriate project

d. Click OK

e. Double click on Meter Type field

f. Select appropriate meter

g. Click OK

h. Click Query button

i. Select appropriate House ID
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j- Enter Ending Meter Reading
k. Enter Reading Date

l. Click Post Meter button

m. Click OK

n. Click Close button

S| DETY | =

' Ilamdem_ 4&9‘3’!& 126 PN

6. View Meter
View a Meter
M1

@

6-1-22
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a. Select Base Housing from Housing Unit
module

— b. Perform Query for desired housing unit
B o s — e c. Click View Meter button
iy ——
e

ﬂ.

|
PEETELIE mwf@ o [[orckomee— [ aSBABE
7. Printing Reports
Printing Reports

6-1-24
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ErrEE— 0 2 a. Click Print SQR Reports button on
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L - b. Select desired report
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d. Click Print button
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View Work Orders

If MAXIMO is installed at facility,
MCHAS can be setup 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

6-1-27

8. View Work Orders

6-1-28
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MAINTAINING HOUSING QUARTERS EXERCISE
Introduction

This Job Sheet provides a skill exercise in maintaining housing quarters
on MCHAS.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:
1. Computer System w/ MCHAS program database
Scenario

1. View quarters information by querying a unit from the MCHAS
database.

What was the status of the fourth activity for the unit you queried?

What was the ending date for that status?

Who is the occupant prior to current occupant?

2. Query a unit and add an electric usage meter. Assign a meter
number of 150

3. Post the following meter readings: Start 550, End 605, use current
date for reading date.

4. Perform the steps to print a housing vacancy listing. (Do not print)

How many units are currently vacant from database?
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TOPIC 6.2

Inspection Scheduling

0
3__

6-2-1

Topic Objectives

6.3 DESCRIBE the purpose of Inspection
Scheduling

6.4 DESCRIBE the procedures to perform
Inspection Scheduling

6.5 PERFORM Inspection Scheduling

1. Topic Enabling Objectives
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Purpose

Allows easy creation of inspectors
Maintains inspector’s schedules
Maintains types of inspections

Creates daily inspection schedule reports

6-2-3

2. Purpose of Inspection Module

a. Allows easy creation of inspectors

b. Maintains inspector’s schedules

c. Maintains types of inspections

d. Creates daily inspection schedule
reports

Creating Inspectors

3. Creating Inspectors
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a. Open Housing Units module
b. Select Inspectors
c. Click Query

FB o esecute, cancel.
B s GOt

| [oroci peveloper - | B BEAE 15

N d. Insert curser in next available line or
= . :
insert in last row and press down arrow

Jﬂﬂjjj on keyboard

= - e. Enter Inspector’s information

| [oraci peveloper - | B BEIAE 11
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f. Double click Area Covered field
g. Select Area
h. Click Ok

T

i. Click Save button
j- Click Close button
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4. Schedule Appointment from the Timeline

Schedule Appointment from
the Timeline

6-29

a. Open Housing unit module
b. Select Timeline

0 i
Mrart| | A @ 5 W || ilesser Pl | Mot Pommepons | [i@orace bevetoper _ | @l B4R Ay 1zam

254



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 6-2-1

c. Select desired inspector

1) Double click Inspector ID field

SR
o ﬁ

=]

[frea oL fom
foemvnEcEfim

AP [0
fonwsazoepion
foemwmaecee a0
premE e 500

2) Select desired inspector
3) Click OK

e Pre|

|+ |PORAMMELEC [06:00 W zel <|>|

CFE [05:00 e Hau]
Ly ] Inspecios 1D
formesEcEfim [romes:
AMMELFCHE J1.2:00 .

fonwsazoebion e
JERmrEECrE [ Scaol thenugh e
foemraEcre 500 Heoic bee

d. Click Refresh button
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e. Select desired date

f. Select desired time

g. Double click on Out field
h. Select desired time

i. Click OK

WI List of Vioes (050 D0 |
e| QS Y || __mmmlm | ez Llﬂuudenwduu_ [ DS nm

j- Double click Inspection Type field
k. Select desired inspection type
l. Click OK

WI List of Vioes (050 KOOGS |
ua| QS Y = |§ i --Llnu-denwuuu_ [ PLdematy mm
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m. Double click status
n. Select appropriate status
o. Click OK

%I List of Vioes (050 KOOGS |
ua| QS Y = |§ i --Llnu-denwuuu_ [ P Ldematy um

p. Double click House field

g. Select appropriate House ID

r. Click OK

s. Double click Last Name field

t. Select appropriate sponsor’s last name
u. Click OK

I I ROS0s kDG |
B [ AB DY | e | Syr [@orsccoeveooer— & BlaS@EE s
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v. Click Save button
w. Click Close button

Llﬂuudenwduu_ [ EBLsdaty Lism

x. View Inspection information

1) Select desired appointment time
2) Click Inspection Detail button

y. Click Close button

Fecend G0 [ [ kOS50 (DG |
Fo| DBV | | Bt [@lorsde peveloper - [ BlaSeaty 20w
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5. Scheduling Appointments from the

Scheduling Appointments from Inspection Screen

the Inspections Screen

Upcomin
Pl

6-2-19

a. Select Inspections from Housing Unit
module

b. Click on next available line

c. Double click Inspector ID field

| Bow| | A DY || i | Bt b J[oraci veveoper - Bla S By wisim
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et €3 oy ok oo P W o - d. Select desired inspector
s|ée : , ,
f":lﬂﬂ' 2|0 f. Double click Inspection Type field
o g. Select Inspection type
h. Click OK

i. Key in desired date

Pead®s [ CadVa KOSG 006> |
o] DB Y || | B J@orsdevercorer— | { Bladda G e

j- Double click In field

k. Select desired start time
[. Click OK

m. Double click Out field
0. Select desired end time
p. Click OK

it ok Velies K050 £D0G | : )
o] BT Y | | B Jorsde veveloper | SE LBEG A% 1isan
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g. Double click Inspection Status field

g
Action Edt Query Blodk Record Field Window Help

&l ¢ [+~ 2|5 O

Becod 55 [ Lol Veues k050 kD063 | )
o] BT Y | | Bt Jf@orsce veveloper | SlaS@a gt sz

r. Select desired Inspection Status
s. Click OK

t. Double click House field

u. Select desired House ID

v. Click OK
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2 INsl

EODETROERE

Uy slsl date
Inapector I

“_mln
o o

| S
pRmREs
e

ERIETEDIE E B sscoime— [ Saseat s

w. Double click in Last Name field
x. Select appropriate name

y. Click OK

z. Click Save button

aa. Click Close button

Scheduling Appointments from
the Inspections Screen

6-2-26

6. Scheduling Appointments from the
Inspections Screen
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a. Click Query in Inspection screen

b. Input desired date and Inspector ID
c. Click Query

d. Input all required data

e. Click Save

EODETREEE

Uy slsl date
Inzpesctor I

1] Irp Type Dt
ﬁun fFInaaL ﬁ WOV D01 PRI

[FEm FHE_FIN 30 ROV 2001 [14:00 1500

kOS50 (DG |
e| QS Y || =] I@ --I_Iauudenwunnu_ [P aseaty zom

7. Using Inspection Calendar

Using the Inspection Calendar

6-2-28
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a. Click Calendar button on Inspection
screen
b. Select desired date

Action Edt Guery Block Recoed Fiekd Window M
0 INSPECTION

EECETI————
BRI RE =

Dmmdm'_
Inspectoeln [

o Irssp T Date n ut
ﬁmu | ElINiN'AIH fRI om0 m [soHED
FAAw Fom | Tl G 5

I [ 050 D06 |

M| | OB DY | = F@ --|_|ﬂﬂ'-d=m— A

8. Using Show Scheduled Days Option

Using the Show Scheduled
Days Option

6-2-30
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Sun Mon Tue Wed Thu Fi Sa L
1]12] 3 Date Iri D Irssp St
5] 6] 7| 8] 5] hl\fﬂlﬂ fRI om0 m [soHED =]
—— | {wvon e [ew e fotD
M| az| | wjas| ] a7
18] 19 0 | 2| @ A
%) %| 7| @ A o
I Mmaw»mmwsmw.. .
T T T
f f | Al
Houe 354004 [+ kaawa o1 il \
Lt Hame S Horme Phore work, Phore
fpcevEne == from zs4-ai7a fsromiz xmsn

a. Click Calendar button on Inspection
screen

b. Select desired month and year

c. Check Show Schedule Days box

Action Edt Cuery Blodk Record Field Window Help

SRR FEE e

ﬁ:mnzimu
P
pae

Dy shasl dabe
Inapesctor ID

%L
FEm

FINAL

Iicp Do Ini Out Statu
frammam AT fmm  pom  [SoHED
Ty 1 o

Frozoor far pom penc

Heuzse [1Z06008 [EEe |
Lt N Sen
permoo  fes

o P Wk Phore:
frnsy 254.0i74 psroei? w70sn

=

=l |-

d. Click on a date to view
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9. Printing Inspection Schedules

Printing Inspection Schedules

6-2-33

a. Select Inspectors from Housing Unit
module
b. Click Print SQR Report button

[@lorsdepeveioper [ f PG ABY sozan
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Inspedtion Date:
L

[

o ] oo

[ ELPOaBY snm

c. Select desired report
d. Click Print SQR Report button
e. Enter desired date

T -mﬂl ‘

E izl
l FE e o ma Heb
L= E‘ B EE TR |r1|_||
e
JRE
,': In: e::tvon Schedule by Date
l_ FRI
F Inspector 10 Type ointment
[ PO ANGEL ACEVEDD
|— BSAA KARA
,— HALLLA M S6T34
'_ REMARKS:
F RALPHH FRE_FM SGTGUSTAVD ABREGO R
~ MAALT:H !wsuww
1 REMARICS:
Lot
=0

T

f. Click OK
g. Click Print button
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Practice Exercise

6-2-37
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JOB SHEET 6-2-2
INSPECTION SCHEDULING EXERCISE
Introduction

This Job Sheet provides a skill exercise in creating new inspectors and
creating inspection schedules in the MCHAS program.

References

1. Trainee Guide Outline Sheet 8-1-1
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database
Scenario

1. You are in charge of the Housing Office’s inspection program and
just received two new personnel to be assigned as inspectors. You
must enter them into the MCHAS program. Create two new
inspector’s using any name’s you wish including your own special
Inspector ID. Your supervisor desires that the new inspector’s be
assigned to a specific area.

2. After creating the new inspector’s, schedule three inspections for
each on two different days and two inspections for any other
inspector, using any of the procedures taught during the class.

3. After making all above input, view each inspector’s schedule and
view the daily inspection schedule.

4. Perform steps to print an individual inspector’s schedule. (Do Not
actually print them).
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Topic Objectives

7.1

7.2

73

74

DESCRIBE the procedures to add
pictures to MCHAS photo library

DESCRIBE the procedures to view housing
photos

ADD photos to the MCHAS photo library

VIEW photos

7-1-3

1. Topic Enabling Objectives

Adding Pictures to
Library

il

2. Adding Pictures to Library
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a. Saving Photo’s to a Server

1) Open photo from disk
2) Click on File from Menu Bar
3) Select “Save As”

copy of the mage 18 separtie fie

D&Y || S| Bttt | Sy ) [Gricosone- [EGSBGRE 51

4) Click on “Save In” drop down arrow
5) Select drive to save to

ik IC:
& Tiaining on The 1007,

L

2 Traweles on Sk 002000 N,

2 Dt on Miche 1 D00 apps’ [UF)
P Appications: on Thebl 00X (1
2 Dot on The B1000° 1]

P Havslk o g

My Metwork Places
My Bretcaes

DB DY | i | Blroctt o | ey ol [Gricmsote- [ELOBORE 7o
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N T | 6) Double click MCHAS folder

2O QR0 E= =

DEH &85 & ha -
Ei =0 0niF. PG

7) Double click PICS folder
8) Give photo a unique name
9) Save photo as a JEPG type file

0U5TATS [WLH: 0,40

[ B Y || S| et o | So ey 20| [ricrosotr. [ E GOBGRE

10) Close out of photo program

&Y | e | B | Qoo | dvine [[Grico [ELOBERE sam
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0 Masinl ain Howsiny Quarters Activily

&l¢ [+ ] [lw[o]2|c| 8k 8]

House 1D Sweat®  SwestName Uit et #
T HE S ASTAMEDAST fr AL
HousrgDesigfieM ity Steve Zp Lt iin fir e
Actrely Code Feswn Stat Dalw ErdDale S Comment
ASSIGNED 13.UL 200 AR =l
VACART HiR U5 JUL 2001 13JUL 200
ASSIGNED: JIAUG 1960 OSJUL 2001 zoesdzzie  PCS FOTMAYD1/0900 D0SIULOID
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2]
- g ll..'utllu-u lM Vit D JIE S0 00
Diffesed
boidecher Vacaie Iriteek
Assigned [IF35023  BICLLY I\J.!ULMI 5 P
Qs Derad

Subidg P00 Bedooms i Safest[53 _Mune Dot |
Ousscabon | Baeooms|
FolyTwsll veaDafm

=

Feceed 171 [ [ RO5Cs (DD |
o] DEHY | = i verorer G SBGAY o

11) Select Base Houses from Housing
Units module

12) Input desired House ID to attach
photo to

13) Click Query button

14) Input Picture ID

Adion Edt Cuery Bk Record Field Window  Help

8 tinoye Viewer Form
BEOEENEE
%‘ﬁf"— ﬁﬂ-‘m-[meﬁb‘gm JE ﬁ

JMEJ =l ] x

[Feceed 171 [ [ RO5Cs (DD |
o] DEHY | = o verorer G SBGA Y esem

15) Click Camera button
16) Click OK

17) Input Unit ID

18) Input Image Number
19) Input Image Type
20) Input Description

274



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 7-1-1

21) Input File Path
22) Click Save button
23) Repeat for each picture

{8 Uracle Developer Forms Runtime
Adior Edt Query Block Record Field Window Help

=8¢ [ i
Image Hecurds
Urit Id 8 Imege Tope D

Fie Path )
B HCHASISAIPICS =

Fieteed 171 [ LimofVelues kOSCs kDDGS
Hstart| | A B W || ltmsenpin | [Elpsrenctt vt [l oracte Developer |} g G B s00am

3. Viewing Pictures of a Housing Unit

Viewing Pictures of a Housing
Unit
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T e a. Viewing Pictures from Pictures module
(e — = .

70 noon L 1) Select Picture from Pictures module

— — 2) Double click on Unit ID field
3) Select desired ID
= 4) Click OK
. o]
e =

| Ho| DB Y | | B . |[@orsde veveoper - | GaBBEBE suoan

2 v Viewer Form x =
BEOEENEE

zl

Pecond i [ Limefvees kOSC K00G3 |
Meat| | G B W = Ig . ..Llamaem_ [ S PGRE s
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58 g Viewer o .lnlzlk .me

e[|t 2 2|
EJI

- &

oo _zoem | _zoom | _znom | o1/

| S o

o |

| = 10—

Mot Dtk

Recond 171 | Limefvaes kOSC kDG |

P PY ERIE IE]

b. Viewing from Housing units module

1) Select Base House from Housing Units
module

2) Input desired House ID

3) Click Query button

4) Click Camera button

[Erter 3 queny: press P2 bo ewecute, Cidig bo cancel

[Feceed 171 EntesQueny [ RS0 (600G |
o] DESY | = o o verorer S BGA Y i

c. Viewing from Family Housing Module

1) Select Military Family from Family
Housing module

2) Input desired SSN

3) Click Query button
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e i Bty et gt 4) Click Camera button
58 tinoye viewer Form
Ze] €[ [0 il |
o o e o |
i |
_zoom | _room |
= | M: e |
eced 171 [ ListefVihoes (050 KDOG>
EEET T |8 o |[@orsde oovelooer - [ BSBOBE ssom

W HDIE

7-1-18
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MANAGING THE HOUSING PHOTO LIBRARY
Introduction

This Job Sheet provides a skill exercise in managing the photo library in
the MCHAS program.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/MCHAS program database
2. Disk containing housing photo’s

Scenario

1. You have received a disk containing new housing pictures for a
particular housing project’s floor plan and it is your job to update
your office’s MCHAS photo library.

2. Select two housing project codes from the housing list’'s database
to save the photos too and write them down on a piece of paper.

3. Insert the disk into the computer and open picture number 1.

4. Save the picture to the MCHAS program using one of the housing
project code’s + 3bd + sequence number as the Picture ID number.
(Ex: XXX3bd1)

5. Save photo 2 and 3 the same way.

6. Open photo 4 and save it to the other project ID code using your
own Picture ID number.

7. Pictures 1 through 3 represent the same floor plan for 2 housing
units in that same project and picture 4 represents only 1 housing
unit floor plan.

8. Open the Base Houses portion of the Housing Units module.
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10.

11.

12.

13.

14.

15.

JOB SHEET 7-1-2
Select your housing project code you assigned for pictures 1
through 3 and query.

Select any unit from that project and attach photos 1 through 3 to
that unit.

After completion, select another housing unit from the same project
and attach the same pictures to it. (Ensure you note the house ID’s
for use later)

Select the housing project code you assigned to picture 4 and
query.

Select any housing unit and attach that photo to it.
Upon completion, close to the MCHAS main screen.

Using any procedure, view the photos you installed into the
database.
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UNIT 8

Utilization Module

TOPIC 8.1

Components of the
Utilization Module
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1. Topic Enabling Objectives
Topic Objectives

8.1 DESCRIBE the components of the
MCHAS Utilization module

8.2 DESCRIBE the procedures to create
and modify a profile

8.3 CREATE and Modify a profile

8-1-3

2. Categories
Utilization Categories

¢ ‘Government Owned
— Adequate
—-Substandard

* Leased

< 801

« Domestic

* Foreign

« PPV

* Mobile Home' Spaces
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A Uracle Developer Forms Runtime

8 Utilization Inventury f =lolx)| -lolx)

Inventory Screen for Utilization '|‘ gl-!l g] f’jl
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3. Opening Utilization Screens

a. Open Utilization Module
b. Select desired utilization screen
c. Inventory

B Uracle Developer I orms Runtime
Adion, Edk Cuery Bock Record Field Window Help
3 Ulilization Neighburouds

Heighborhoods
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nventony | 1o | Uiiotion | sk List | Deeupancy | By Service | Unscenmg | Hoes |
FESTT L PROUECTS FSCAL 0w [T 0CT 2000 [T 0T 200 [MCHAS
[ Bm fw pwv e [T [OMF [CSM [Fed Fes a7 L JALS LT MCT MRC
Murbe o Ned Squwn  Aveage Nel  lioss Souan Avvaige fiross
Units Feet Safperlnt  Feet Saltper Unik
_Rehwh | [ © © o) E
| = ) ) 6503 =g pEe I jl

ER I 17 == E] [reme S

[ [z [menomsnG
| L *

e s [ e = B
|
==

? 1 |

O ST S TR EE
F i@ [owm  [iom [lzmee [iEms ]
fo — = e

d. Neighborhoods
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A Uracle Developer Forms Runtime

LHilization Screen
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f. Waitlist
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e ‘ g. Occupancy
|8 Oceupony foriation
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i Uracle Developer Forms Runtime

i. Occupancy by Unaccompanied Families
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{8 Uracle Developer Forms Runtime
Adior Edt Query Block Record Field Window Help

k. Main

=loix| .loix|

Utilization Main Screen gl L) | =1 ll
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3. Profiles

© PROFILE

- N\
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PROFILE

«.Each.management level of _housing
can view housing statistics

* Activities ' with multiple housing
managers for multiple
neighborhoods

—Each can track their own
neighborhood

8-1-15

PROFILE

+ Each user can setup a profile
» Based on-two criteria

—Date range
—Neighborhood(s)

8-1-16
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PROFILE

 Profile becomes user’s Default profile

* Profile can be changed as user’s needs
change or new profile can be created

*“Canbe shared in office BUT changed
only by person who created profile

8-1-17

4. Creating a Profile

Creating a Profile

8-1-18
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a. Select Main from Utilization Module
b. Click Profiles button
c. Click on Current Profile field and delete

 Asmaz i Cursend Puslils
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d. Click Date Range From and input start
date

e. Click Date Range To and input end date

f. Select neighborhoods desired
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e
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Action Edt Query Blodk Record Field Window Help
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g. Click Save button
h. Click Close button

Utilization Main Screen

) : | Ui | ‘wind st | Decuponcy | By Senics | | Hains |
Bl T PATLECTE FIECAL MO fiocT 2 [mser Qi CG
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Usiization Rsport Processing Center

Pl Ovarsl Intaority Testing

i. Click Save Default button
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5. Modify a Profile

~ Modify a Profile

8123

a. Select Main from Utilization Module

b. Click Profiles button

c. Select desired fields to change and
modify

d. Click Save button

e. Click Close button

s
[FiCTor

[HERRHG CT

[Fecod 111 I I UL DBG: |

Hstart]| 14 @ % W || Slirsson i | Elmerasaft powernon...|[(uacie eveloper .. |G- <S80 985 zauem

292



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 8-1-1
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JOB SHEET 8-1-2
CREATING A PROFILE EXERCISE
A. Introduction

This Job Sheet provides a skill exercise in creating an individual profile
within the MCHAS program.

B. References

1. Trainee Guide
2. MCHAS Operating System

C. Equipment:

1. Computer System w/ MCHAS program database
D. Scenario
1. You are new to the housing office and have been assigned the

housing manager for three different housing areas. Create your
own profile on MCHAS using the current fiscal year dates.

What Current Profile number did the system assign to you?
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TOPIC 8.2

Viewing Utilization Data

/

@IIII

1. Topic Enabling Objectives
Topic Objectives

8.4 DESCRIBE the procedures to view
Utilization data

8.5 VIEW utilization data
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2. View Utilization Data

a. Select from Utilization Module list
b. View other data screens by clicking on
buttons above profile information

B Utilization Inventory
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c. Click Refresh button to retrieve counts
d. Click Close button
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e. Click Print SQR Report button
f. Enter “Y” or “N”

£ g. Click OK
‘.”C! Activity: ART CORPE ar ATT h. CIiCk Print button

= v aen
[0 [P y——"

I Sl@in) oa a@la] W]

aaaaaa

[Fecend 171 I 050 DG
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3. Data Input — Exclusive Assignment Rights
to/from Navy

Data Input

Exclusive Assignment
Rights to/from Navy

8-2-6
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a. Select Data Input from Utilization
Module

b. Use Arrows to advance through records
or select desired Profile ID to input new
record

| FRM 40733 PL/ZOL bultin SHOW LDV falled.
[Feceed 1/17 [ r RO50 D06 |

| @Y || it s | El]roitro. | #pao v [[@oradevev. |l i@ 88z

c. Click Insert New Record button

d. Place cursor inside new row created
e. Enter new pay grade

f. Click Save button
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Record
a Input

Creati
Grgup

or

8-2-9

4. Creating a New Record Group for Data
Input

Actior, Edt Query Block Aecord Field Window Help

1 Daka input Tor Utiization =l0lx| ..I.DJ;II

[T e p————
each Pap Grade.

Ta erealr group, peess SAVE -

Input D Fiot Esch Paerade
1-

:
H
i

L6
L]

1117
T
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a. Click Setup Data Group button
b. Double click Profile ID field

c. Select desired profile

d. Click OK

e. Click Save button
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f. Scroll to select desired profile
g. Enter data for new group

h. Click Save button

i. Click Close button

L
T
]

o] | A8 %Y || it | Bt | icioten [[orsce Sigeana sum

5. Printing Report for Data Input

Printing Report for Data Input

8-2-12
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a. Click Utilization Main Screen button

= b. Click See List of All Utilization Reports
Sgens | button
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Utilization Main Screen
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c. Select desired report
d. Click Print SQR Report button
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e. Enter “Y” or “N”

&

HWW_.: L f C“Ck OK

FrrEEE el o] ] g. Click Print button
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Practical Exercise

8-2-16
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JOB SHEET 8-2-2
VIEWING UTILIZATION DATA EXERCISE
Introduction

This Job Sheet provides a skill exercise in the procedures to view
utilization data in the MCHAS program.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database

Scenario
1. Using the Profile you created earlier, answer the following
questions:

What is the total number of units assigned to this Profile?

How many are designated for officers?

What was the total of occupied days?

What is the net utilization percentage?

How many units where assigned to the USMC?

How many units where assigned to the Navy?
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TOPIC 8.3

Reports and Integrity
Testing

Topic Objectives

8.6 DESCRIBE the procedures to
perform reports and integrity testing

8.7 PERFORM reports and integrity
testing

1. Topic Enabling Objectives
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Printing Reports

8-3-3

2. Printing Reports

o smieports i [= 3
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WG Bewdlnemombas ﬂ
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a. Select Main from Utilization Module

b. Double click Profile ID field and select
desired Profile

c. Click See List Of All Utilization Reports
button

d. Select desired report
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e. Click Print SQR Report button
Frint Profile informalion? YjN: p f Enter “Y” Or “N”
2 St g. Click OK
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h. Click Print button
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Integrity Testing

8-3-7

3. Integrity Testing

1 Ueacle Developer | oimd Rintare
ors | [Ede {pery. Bk Fincoed | B

T4 UL ifie s Mk =

- =loix)  loix|
Utilization Main Screen !I‘l'—l _!l =1 j

[N "= ke - SUR Viewer
FE FIIE Fie ek viow Page ek
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=101 x|

MCHAS }
ALL INTEGRITY TESTING

Invalid category in HOUSING_UNIT table, not SUD, ADQ, 001 or athar valid category

nune

Invalid housing designators in the HOUSING UNIT tabhe
nane.

ADD and LOSS activities for howses
none

4

a. Overall Test

1) Select desired Profile ID

2) Click Run Overall Integrity Testing
button

3) Scroll through report
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4) Advanced the page to see more
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b. Individual Test

1) Select Utilization Module from Main
Menu

2) Select a Utilization screen from
selection list

3) Click Integrity button
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JOB SHEET 8-3-2
INTEGRITY TESTING EXERCISE
Introduction

This Job Sheet provides a skill exercise in performing a integrity test on
the MCHAS program.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:
1. Computer System w/ MCHAS program database
Scenario

1. Using the profile you developed earlier, perform a system integrity
test.

2. What problem(s) (if any) did the system identify?
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UNIT 9

MCHAS
System Administration

9-1-1

TOPIC 9.1

How to Use the

MCHAS
Administration Module
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1. Topic Enabling Objectives
Topic Objectives

9.1 DESCRIBE the procedures to

perform administrative functions on
MCAHS

9.2 PERFORM administrative functions
on MCHAS

9-1-3

2. Maintaining MCHAS Tables

Maintaining MCHAS
Tables

[DDDDoOooog=e=sssas0

|
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a. Select Administration from System
Admin module

b. Select desired function to edit

c. Edit desired data

d. Click Save button

e| QS Y || i i | e |_|amdem_ (RSt aom

3. Adding a New Record

Adding a New Record
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=

9-1-6
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a. Select Administration from System
Admin module

b. Select desired function

: , c. Place cursor in first open space

il - : d. Input new record

i — e. Click Save button

f. Click Close button

Meat| B\ Y =L I_Iamaem_ (RSN am

|ii||iﬁﬁ| HOI

9-1-8
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4. Updating Housing Unit Information

Update Housing Unit
Information

9-1-9

a. Select Administration from System
Admin module

b. Select Quarters Maintenance

c. Enter House ID or leave blank

d. Click Query button

Housing Quarlers Aclivity
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8 Oracle Developer Forms Runtime
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&« L EENIEE]
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= e. Change or add information
1 f. Click Save button
g. Click Close button
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5. Adding Housing Unit to Inventory

Adding Housing Unit to
Inventory

9-1-12
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a. Click New House button

b. Click Yes
c. Input all required information
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d. Click Save button
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e. Click Housing Unit Grades button
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acle Developer | orms Runtinme
mmwm Rfecoed  Feld Window  Help

f. Click Insert New Record button

g. Input House ID and select House
Designation

h. Click Save button

i. Click Close button
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6. Remove Housing unit from Inventory

Remove Housing Unit
from Inventory

e K
/

9-1-16
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a. Enter desired House ID
b. Click Query

) *I*|H|#Ig:|eln|@|@lt|¢|§|

2

= c. Place cursor in next empty space and
o Lba paoeome n'f"' lr_ o inout dat
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d. Click Save button

e. Click House Unit Grades button
f. Scroll and locate desired unit

g. Click Erase button
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h. Click Yes

i. Click Save button

j- Click Close button
k. Click Save button
l. Click Close button
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7. Add Meter through System Administration
Add Meter through

System Admin

9-1-20
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a. Select Quarter’s Maintenance from
System Administration screen

b. Enter desired House ID

c. Click Query button
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e T=T5] 3 5
O 2
Stimed Mo ‘
TRTT peooone
== i
rﬁ?_m 3 &
N F
il ]
-
—
[ =]
T Toi R v T
e — I s
Amigned [W50a074  porccoan  [seiew | o e
~ Qtrs D
s.m.;:lw_u Bedooms I Safest[TT _Mune Dot |
Ousscabon [ Baeooms| HesgFestfy

FoclyTmwef | VesBafism poren|

Remadks b | VEAJLLUFIEL

[Receed 272 [ I RO5Cs (DD |
Bow| [ ABDY | |B

d. Click Add New Meter button

e. Click Insert New Record button
f. Enter data

g. Click Save button

h. Click Close button
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Practical Exercise

8. Update Installation Information

Update Installation
Information
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a. Select Installation Information from
System Administration screen

b. Make needed changes

c. Click Save button

d. Click Close button

Inatalltion Dinectoy [FMCHAS 258
e
Service Agency [TU BE DETERMINED
Actrviy Mame [MEEINE CTIRFS BASE HEWEI
AetwEFO[
Achy UIC

I [ 050 D06 |

ELEINE T = __- E@ Lm RS BEE e
9. Setting Preferences
°
Setting Preferences

9-1-26
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a. Click on Preferences button on
Installation information screen

P b. Fill in default valves
Addess 3 MOEM BowRmEG TolFue
tdged Frg @ | Commens
Ciystaie s fonecie By, I [Ema s F
Poirt of Cortact [1 11 PRRE DM Phone [
Emal ks [ [DSH Facsimie [

Instalatior Dinechory [FMCRAS 52

y
Senvice Agency [10 B DETERRINED
Actraty Mame MARINF CTIRPS BASE HAWRAI
L
Acty UIC

..Llnu-aem_ [P EINE

i b c. Set Inspection Scheduling default
; P d. Click Apply button
= i) e. Click Close button

Ditge pact avadable ot 1o contact mansger [12 Tfwees

D past avalable ot bo make inactive [30 5 ————
pemmescidl Prere:

D past inacive o o delete unk [1155 Factinde [

~ Tnspection
Intpection tine-ine rvecval in minutes] 3
Trnshres slavbng vaoe [T
Tavshos evade vabo [I500

P 2 MOHAS i

I itk b chde oo st o asagpereed.

values.

..Llnu-aem_ [P EINE wuwm
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10. Add SQR Reports
Adding SQR Reports

9-1-29

a. Select Add SQR Reports from System
Administration screen

b. Double click Module Cd field

c. Select Desired module

d. Click OK

| Bow| | A DY || i | Bt b J[@orsde oeveloper - BlaB A E 11z
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Action Edt Query Blodk Record Field Window Help

&) [tl]

~— SUR Hepanl Files
MockinCd  RepotMome  Descrption

=|mEcET e L -
RECEIPT I |
RECEIPT BIE £ "l N

RECEIFT RLPIAL A Fecmpls by Dale N
RECEIFT RLPT_AFF Fpmereed Recepts by Dl frgud] N
RECEIPT RECEIPT Pt an Individusl e et N
RECEIPT RECEPTE it an Indhidusl Paymentz "
RECEIPT SUMFUNDE | Summeny of Fundh N
RECEIPT TRANSAFF  Apgeered Trarcmeital by Dobe/Housrg Dlhcrfingt] L]

M

RECEIPT TRANSHMIT Taawrrsmallis by Feerpd Eriber Dl

W [P LENE e

e. Click Query button

f. Click Insert New Record

g. Input Report Name and description
h. Input parameters

Diescription Poem?
(EP ey — H
& Fierpds by Miardh |
RECEIPT Fecrapls by Mrethod of Paysmend U]
RECEIFT RCPT_AL #ll Recepls by Date M
RECEIFT RLPT_AFF Fpmereed Recepts by Dl frgud] N
RECEIPT RECEIPT Prind g Irvdividusl Fleceict N
RECEIPT RECEIPTS Print an Irdividual Payments g
RECEIPT SLMFLINDS Sumemay of Furds M
RECEIPT TRANSAFF  Apgeerved Trarcmreital by Dobe/Hosrg Olhcrfingt] L]
RECEIPT TRANSHMIT Taorramalliss by Fiexrpt Eniber Dol L]

i. Click Save button
j- Click Close button
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11. Set User Passwords

Set User Passwords

9-1-34
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a. Select Set User Passwords from
System Administration screen

b. Enter User Login ID

c. Enter New Password

d. Reenter New Password

e. Click Save button

f. Click Close button

g. Click Cancel button to exit

Add SOR Repc
S5M Maintenar |

Sl Usen Passrr,

Data Cleanup |
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12. Data Cleanup

Data Cleanup

9-1-37

a. Select Data Cleanup from System
Administration screen

b. Select Desired Data clean-up button

c. Click Close

[ HO50 D06 |
| Mt | 2 B 5 W) || dlsenpin | st povmepin.. [orade beveloper — | f Bl PGS 1922

[Fecend 171
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13. Incidents

Incidents

a. Viewing Incidents

1) Method 1

Viewing Incidents

9-1-39

a) Select Incident Reporting
b) Enter desired SSN

N | .5.@: =3
|+ [l ]2 2 [ 8] ¢) Click Query button

Spuns Inlumaton

Occupent SSH_ Last Name. Ml Rerk I'lul.Dwe Branch D«vwwd
frnvera W | fna T 7] | TR

 Impoatant Dates

Ineident [t |21 SEF 2001 Tesm Lin O Mag Lin WVacsted Dt

MRE SEP 2001 Probi Ll DL Evcled DL Othes Dt

“ME SCP 2001 | Wt L D la D1 Ot Do |
-|mdml.ocmw$mw

UndNo Project Cd ”""b‘“‘[z_

ﬁuﬂ ﬁ iﬁ\-ﬂnbl [ Ieslenks

Spouse frst nae, Iast name FART [RTvVERA L R
— —

F# Petincidest ™ Uncwshorized Guest ™ Shogliing

I | Domeste r ke nl TGt Propesy

I Chid Megect/Abuse: I Juverde Misconduch I Unatthorized Chid Care.

Cistion irpued [ [

P
| ’Aulv.u AEIISE . SEE ELOTTER

.| [orade peveloper || Bda P08 zsan
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_ 2) Method 2
%:..L.i!.% = a) Double click SSN field
M b) Select desired SSN
c) Click OK

d) Click Query button

IR, | St ot orsc oevoper & Bla SRS o

3) Method 3
tﬁ;%ﬂlﬂ!;ﬂ@t?iﬂlmm —— a) Click Overview button
S e— e b) Double click desired SSN

o] DB Y| | St ot orscovoper — & Bla SRS sz
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Entering New Incidents

(690(\

9-1-43

b. Entering New Incidents

* [ Clied > 2| 8]

Spuns Inlumaton

Ocoupent S3H Lost Hame: First Name Ml Rark Mok Date  Dranch Command
Pssizsd | T ] — (ol
Ircident O Team Lir D Mag Lin WVacsted Dt
Entemd DL Probs Ll DL Evcled DL Othes Dt
Eikalen D1 Wan Ll DL et Ot Do |
[ Irl;mluwmwsm?m;n Humbes of
o Sert Name: Lint N, Progect Cd p -

Spoute frit nane, lat name | I L R

I [ [

o[ @orsieoevaoner - & BaSBGE

1) Select Incident Reporting
2) Click Insert New Record button
3) Enter SSN
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4) Hit Tab key on keyboard
5) Enter Dates
6) Select Incident

| Ho. St Nome: N
E‘I e E‘I e ELHIJI:LUN W I
Smei«m,umﬁmwm EHH'IIJ

I Shogliiing
r ; "
I Unauthoived Chid Care:

o] DB Y| | St ot orsc oevoper —_ & Bla BB S e

A € o hncr ol Ve e ‘ 7) Click Remarks button
T 8) Enter any remarks

o [ R s . 9) Click Close button

Dog emacked Mad Camer. Member wamed o keep dog secured in pard.

ESIETERIE | St s s o€ BSOS 1o
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ciderd Dt TR0V 2001 et [ | MagluOn

Entered DUFI0IC 2001 | ProbLi Db Evcted DL
DEC 2001 e DL

Bl D [0V 2001 | Wam Ll D

Smaﬁq:m,lmmﬁﬂmnt EHI:['IIJ

~ Incident Location and Sponsor
Haue I} Stmnl Hn Smeet Nome
|F3FTT] F5PT] [oRDELDN LF

Lné No. Project G “I""b“d[—

I~ OnProbation

f—
I et

ot Propesty
r r I Unauthoived Chid Care:

= [@orace veveloser - [ BGIVOE 1s0an

10) Click Save button
11) Click Close button

9-1-48

334



(FOR TRAINING USE ONLY)

TRAINEE GUIDE MCHAS

OUTLINE SHEET 9-1-1

14. Updating Value Lists

Updating Value List

9-1-49

a. View List

At Et GQuery Bk Ancoed Fell Window Hep

& €[* Ol >

4?” e =

1) Select Value List

2) Click Query button

3) Enter desired List Name or double
click in field

Erber 3 queny: preas F2 i evecute, Dileg tocancel =
[eceed 171 aesDuery List of Ve (OSC KDOG) |

Meat| B\ Y =] l@ .-Llﬂuudenwunpu_ [ EBHRINGE 12
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A Uracle Developer Forms Runtime

Action Edt Query Blodk Record Field Window Help

et T it Lo Veas S0 G005 |
Fo| DBV | | Bt J[@orsce oevetoper - |4 BlaBQE i

4) Select desired list
5) Click OK
6) Click Query button

Becend 173 I i ok Vilues 050> 0065 |
| Bt J[@orsce oevetoper - |4 BlaBQE i

7) Make desired changes
8) Click OK
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b. Add New Value

1) Click Insert New Record
2) Enter Data

3) Click Save button

4) Click Close button

| Bow| DBV | . EE [ @orsce pevetoper |4 BlaBHQH 1zm

15. SSN Maintenance

a. Correct a Sponsor’'s SSN

9-1-54
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. 3' = 1) Select SSN Maintenance from

B SYSTEM ADMINISTRATION

System Admin module or Select
SSN Maintenance from System
Administration screen

o] DB Y |5 J@orsoeseionr 4 BSOS 5t

ke - oy Bk e el e o : - 2) Select Correct an SSN
" 3) Enter currently incorrect SSN or
double click in field

Lint of Vioes (0505 D06 |
|3 [ @orsce pevetoper |4 BB E 1zim
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4) Select desired SSN

5) Click Ok

6) Enter correct SSN

7) Click Save
@m [P um

8) Click OK

[ @orsce pevetoper |4 Bladbsen s iiiim
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Switch Sponsorship to a
Military Spouse

9-1-59

16. Switch Sponsorship to a Military Spouse

Atin, Et Guery Bk Ancoed Fell Window Hep

(54 55 Syomsuvice a Millary Spouse: ==
| >
T e

Mitary Spoute S5H|
welh e nablany spnsns of that .
[T | Mobe A8 Socd Seasiy e Spmisen
a

a. Click Change Military Spouse to
Sponsor

b. Enter SSN if known or double click in
SSN field
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Action e Query Bock Arcoed Feld Window Help
|15 4 3 Sponsurize o Military Spouse

— Sponsoize & Miltary Spouse

Miltaty Spoute S5H [IO0DDNTT

el e iy s of Wik spporen,
Mt £ Saxasl Simcamdy Mmoo thes Sz

--Llau-dem_ [ EBfat@ s e

c. Select desired SSN
d. Click OK
e. Click Save button

Action Edt Cuery Blodk Record Field Window Help
53 3 Spvnsurice a Mililary Spouse

=10l
- =L
= Soonmorze 8 My Spouse ' X
Miltaty Spoute S5H [IO0DDNTT

m
vl e by e o Whatl sorsoun. :II
o

Mt £ Saxasl Simcamdy Mmoo thes Sz

--Llau-dem_ [ EBadb®mE am

f. Click OK
g. Click Close button
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pracicl

9-1-63

17. View CR Log
View the CRLOG
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Action Edt Query Blodk Record Field Window Help

@l*l’ (3? The CRLOG st ks své e & chase o recet
T 49 Type Inanst by Inant Dinke Delete by Diete Dabe
|

--Llnu-denwuuu_ B adtbm s 2w

a. Select CR Log from System
Administration screen

b. Click Query button
c. Enter information required

Thee CALOG table backs eveny ine & chasge of recept
e e o vewreed oo e database.

Inant Dadn Dielete by Dhelete: Diabe.

[pormecw z001 10:55:10

[ 200 11-00:39
| ST

--Llnu-denwuuu_ [ EBadbemE 2om

d. Click Query button
e. Click Close button after viewing
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18. Security Setup

a. Application

9-1-67

{8 Uracle Developer T orms Runtime
Adior Edt Query Block Record Field Window Help

1) Click on Security Setup

B User and Group Security Setup

L&l ]

Application MNeme [JEEE
Applicaion Desciphon FEFEEVER T
DefoultPossword fzmmes
Detsult Tablospace BCHES
Temp Toblespoce v

--Lﬁunldem_ 4 Baerhes wum
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b. Groups — Modifying and Creating

Groups — Modifying and
Creating

9-1-69

Click on Groups Tab

1)
2) Doubile click in Group Name field
3) Select desired group

4) Click OK

ices in st 1
Receed 171 EnterGuen Lin of Vahues 050> 006>

e | [@orsieomvaioe - | & BLOLBE aimm
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5) Click Query button
6) Click Insert New Record

Action Edt Query Blodk Record Field Window Help

-
CeAlwlH ] O
#I oo | s | covomes|
e [a——

APPLICATIONS v

— | MoHAS? RAD_FOYS ¥
MCHASZ BAH_PATES
MCHASZ CHARGE
HOHALE CHARGL SCHUDULL
MCHASZ LOMPONENTS
MoHAS? RO r
HCHASY DFFALLT_CHARCES
Financial

HCHAS? DEPENDENT

HCHASE FIFLD_DEFALLTS
MCHAS? GO

MCHAS? CROAPTARS

MOHASZ HOUSING_METERS
MCHASZ HOUSING_ LT
MCHASZ MOUSING_ LT _GRADE

| | me| | | | | | | | | ] | | |

| | | | | | | | | | 2| ] ||
| | 2| | x| 2| x| x| «| 2| 2| | 2|
| | Z| | 2| ¢ «| «| «| | 2| €| <| 2|

|@ - |_|auudem_ [ B ESbe8 om

7) Enter New Group Name
8) Click Save button

Action Edt Cuery Blodk Record Field Window Help

T i e oo ST L

i~ |
G Nae [ ] | commonents |
=0 o] | i ]

I I ROSC kDG [
o] DBSY | IE] o[ @orsceoevoper—_ § BaSBBE imem
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9) Double click Group Name field
10) Select the new group
11) Click OK

S| DB Y | |5 [ Eoie oo~ 4 BLIROE oo

12) Click Query button
13) Click Save button
14) Click Close button

B _WAIT_LIST
CHARGE
CHARGE_SCHEDULE

ACHARGE 55N
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c. User’s — Viewing and Creating

User’s — Viewing and
Creating

9-1-75

1) Click User’s Tab
2) Click Query button

Action Edt Guery Block Record Fekd Window Heb

B User and Group Security Setup

_"ilﬂlzhlf-ﬂﬂ 2
[ Phicmon | @ows | umms | comsonears |

Erder 3 queny; press FE o eecute, Cidig bo cancel.
Fecond 171 Endes-Query | ROS0> 0BG

e - =0 o [@ - ..|_|amm_ [ BLdhed m
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. ‘ 3) Click Insert New Record button
~iniz| 4) Enter Data
5) Double click on Group Name field

Z ]

Usex Id [16 man] fTESTER

6) Select desired group
7) Click OK

S| DETY | = o [@osieverre— 4 SaShOE

349



(FOR TRAINING USE ONLY)

TRAINEE GUIDE

MCHAS

OUTLINE SHEET 9-1-1

8) Click Save button
9) Click OK

crions er Firld windoe Ml

"l

Usex Id [16 man] fTESTER

] [ Limefvaues kDS DDGs [
e| | B DY __. |@ - Llamdem_ [E RS be8 m

d. Modifying User’s

Modifying User’s

9-1-80
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Action Edt Query Blodk Record Field Window Help

L5 tser and Group Security Selug

L‘EPMM e

mow | mows | usms | comecesns |

MH oo N Last Hame et Name H

[Erter 3 queny: press P2 bo eecute, Cidig bo cancel
[Feceed 171 EntesGuemy [ kOS50 kDG [

| A EDY | = o [[@orsdeocvehoer - | Bladhs & i

1) Click on Users Tab
2) Enter Users ID
3) Click Query button

Action Edt Cuery Blodk Record Field Window Help

| User and Group Sevurity Setu
Lol el 2

aBBLICAT @ows | usms | comecesns |

Use I N Lait Herow Fast Nare
TESTER BEE

[FRM £1008 Undefined furcion kep, Press CuleF1 for et of vabd ey,
[Receed 171 F@WSW

e| | B DY __. |@ - |_|auudem_ (B ESba8 1sm

4) Click Erase button
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5) Click Yes
6) Click Yes

= RPN 7) Click Close button

| [aeeucanon | amoues

Ve Id Gocnar N,

@ . W [ BHESBE wm
e. Components Access
Components Access 1) Modifying Accesses

9-1-84
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a) Click Components Tab

b) Double Click User ID field
c) Select desired user

d) Click OK

|| AEDY | ] o [[@orsdecevehooer - |§ BaSBBE i

e) Click Query button

msﬂw“w{wm“
L=l B

meeucanion | moes | uses | comecssnrs |

Lser ID Hichiss componend bo slov utes scces
A HIST

RAHRATFS

FUFFAMOL

Becod iz [ e Vahues kOSCs kDDGS [
|| AEDY | ] o [[@orsdeccvehoer - |§ BaSBBE e
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2) New User

a) Click Quick Setup button
b) Double click User ID field

™ System Administation

Hote: Iniiel st of chack bowes doss not sefsct
the user’s cument acoess fights.

c) Select desired user

d) Click OK

e) Select desired components or
select all

f) Click Save button

g) Click Close button
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MAINTAIN TABLE EXERCISE
Introduction

This Job Sheet provides a skill exercise in maintaining the tables on the
MCAHS program.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. You have noticed that some new personnel are living in a suburban
city with a different zip code. Instead of typing in each entry update

the zip code table to include this new city.

2. Make up your own City and zip code within the state and enter it
onto the table.

3. View a see if your entry is on the zip code table.
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UPDATE HOUSING UNIT EXERCISE
Introduction

This Job Sheet provides a skill exercise in updating and adding housing
unit information to the MCHAS program.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database
Scenario

1. You have been reviewing some housing data and realize that on
one unit the square footage is wrong.

a. Select a housing unit from the database and change it's square
footage.

2. Construction contractor has just turned over a new two family
housing unit to your office from the 385 floor plan project. You
need to add the housing unit to your inventory.

a. Using the following information add the two units too your
inventory:

- Makeup and use your own House ID.

- Makeup the housing units address (Each unit has it's
own house number)

- You have been told that the units are being designated
as Junior Enlisted.

- You select project assigned to

- Use current date

- Each unit has 3 bed/2bath

- Eachis 1800 sq ft with 1600 sq ft usable

- Each is unfurnished

- Each has carpeting
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- Each can be adapted for handicapped
- Each has one phone line

- Each has 3 cable TV outlets

- Each has dishwasher installed

- Each has hook ups for washer/dryer

3. Your office just found out that you just lost a housing unit due to a
fire. The unitis a total loss. Remove the unit from your inventory.

a. Select a vacant unit from the database and perform the steps to
remove it from the inventory
b. Use current date

4. You need to add a meter to a housing unit. Select a unit from the
database and add a meter to it.

a. Use meter number 3456
b. Select any meter from list
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JOB SHEET 9-1-4
PREFERENCES AND ADDING SQR REPORTS EXERCISE
Introduction

This Job Sheet provides a skill exercise in setting preferences and in
adding a new SQR report to MCHAS program.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:
1. Computer System w/ MCHAS program database
Scenario

1. You need to reset the inspection schedule timeline because of the
limited number of inspector’s.

a. Set time at 0800 — 1530
b. Set interval to 45 minutes

2. Your office needs a new type of report dealing with inspection
results. Add a new report to the reports module.
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JOB SHEET 9-1-5
INCIDENT EXERCISE
Introduction

This Job Sheet provides a skill exercise in viewing and adding new
incidents to the MCHAS database.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database
Scenario

1. Select the third record from the database.

What date was the incident entered?

What is the Incident Description?

2. You have received a report of an incident in housing and you must
enter the data into the database.

a. Using your record input the following incident:

- Use current date for enter date

- Incident happened and was reported three days before

- A warning letter was sent out today

- Your received a citation for too much noise at a late
night party
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UPDATE VALUE LIST and SSN MAINTENANCE EXERCISE
Introduction

This Job Sheet provides a skill exercise in updating a value list and
performing SSN Maintenance on the MCHAS database.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. Open the school district value list. How many districts are on this
value list?

2. Making up your own, add a new citation to the citation value list.

3. You have realized that the SSN for your record is incorrect.

Change the SSN to the correct SSN.

4. You have just retired from the military service. Using your record
change your spouse into the new sponsor.
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GROUP/USER MODIFYING AND CREATING EXERCISE
Introduction

This Job Sheet provides a skill exercise in modifying and creating groups
and users on the MCHAS database.

References

1. Trainee Guide
2. MCHAS Operating System

Equipment:

1. Computer System w/ MCHAS program database

Scenario

1. You have been tasked to create a new group for the MCHAS
system in your office. Using the proper procedures create a new
MCHAS group.

2. Create own group name and install on database.

3. Modify your group’s authorization list as desired.

4. Create a new user using your name including installing them into a
group.

5. Erase your new user from the group list.

6. Select a user from the database and modify their component
access level

7. Reinstall your new user and set their component access level
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