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IQCS LIVE

Overview

This module provides you with the initial steps required to access, review, and modify your responder accounts and/or training information - within the IQCS Production Environment. As discussed in the Overview Module, your login is tied to your user role, which defines data permissions - what you have permission to see and do. Data in the Production Environment has been migrated from the SACS and the Redcard systems. 
It should be noted that the IQCS applies rules to the qualification and certification data that may not have been applied in the prior systems. As a result, you may see some unexpected results when reviewing your accounts, which will require correction. One such example is related to Taskbooks that were beyond the expiration date when migrated into IQCS. The system will evaluate the Taskbook date and conclude that it has expired – preventing qualification of the related position. Another example is related to the job status of an individual. Since data related to Regular/Temporary and Full-Time/Part-Time was not maintained in Redcard, the Forest Service Agency Lead decided that the IQCS should default the value to Temporary and Part-Time. If this is not correct, it will need to be modified in IQCS. Things such as training accomplishments and physical fitness need to be reviewed as well.
When unexpected results occur, further research is required to determine the cause of the unexpected result. This module will not only teach you about logging in to IQCS, it will also provide some general steps to follow to review and troubleshoot your IQCS account data. In the event that you have unresolved issues, contact your designated IQCS Agency Business Lead.
	Agency
	Name
	Number

	U.S. Forest Service
	Sharon Allen-Brick
	541-383-5764

	Fish and Wildlife Service
	Joette Borzik
	208-387-5502

	Bureau of Land Management
	Rick Jensen
	208-387-5710

	National Park Service
	Merrie Johnson
	208-387-5224

	Bureau of Indian Affairs
	Dave Koch
	208-387-5577


To contact the IQCS Project Team, please call Cindy Schafer at 208-947-3737

Objectives

By the end of this course, you will be able to:

· Sign in to IQCS using your User ID and Password

· Change your Password
· Review your accounts and validate the converted data
· Verify the status of qualifications and research discrepancies as needed
· Input new data into IQCS
· Set up Training Sessions as needed
Roles

Account managers and training personnel.
Activity Overview – Log On and Change Password
In this section we will cover logging on and changing your password. 

Instructions

The application is launched in your internet browser. You can navigate to the Internet Explorer by selecting Start, Programs, Internet Explorer. The sign-on page is presented below.

1. Enter the production Uniform Resource Locator (URL) of the application in the address bar of the browser. 


2. Enter your user ID and password. Your user ID will be your first initial and last name, no spaces, all lowercase. The password that you are given the first time you log on will need to be changed. 

CAUTION! IQCS will only allow you to attempt to log on 3 times. If you have not been successful in the first 3 attempts the system will lock you out. Your password will have to be reset by a system administrator. 

3. Click the  [image: image1.jpg]Sign In




 button

4. Navigate to Change my password on the menu. Your password should:

· Contain a minimum of 8 characters.

· Contain at least one number 

· Contain one special key (! @ # $ % ^ & * ( ) _ + ? [ ] { } ; : \? . < > )

· Contain a mix of upper and lower case

· Should not select a word that can be found in a dictionary.

DO NOT share your user identification or system accounts with any individual. 

5. IQCS will require that you change your password every 60 days. 
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You now can update your accounts in the IQCS production application. 
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Activity Overview – Verify Account Information 
Since IQCS is populated with data from SACS and Redcard, there may be data and process related impacts to your accounts, causing some unexpected results compared to either SACS or Redcard. In this activity, you will access the accounts that you manage to verify the correctness of the administrative and qualification data. Some users have more accounts than can be reviewed in class. This activity is designed to provide some general steps that can be followed outside of class as well. 
These items will aid in verifying your account information:

· SACS or Redcard Master History Reports – containing the administrative and qualification data at the time of data migration to IQCS.

· Data Migration Error Logs files – these error log files represent the information that did not make it into the IQCS due to data mismatches or invalid data values. You will need to obtain a copy of the error log from your Agency Business Lead.

Two primary conditions are likely to occur with your migrated data 

1) Personal data such as addresses, phone numbers, and work locations may not be correct or not present, requiring additions or edits to your account data.
2) Position Qualifications are different than what was reported in SACS or Redcard. The following are the types of changes to qualifications that will require further research to correct. 
· Unqualified in IQCS but Qualified in SACS/Redcard

· Trainee in IQCS but Qualified in SACS/Redcard

· Qualified in IQCS but was not Qualified in SACS/Redcard

Instructions

Once you have signed in to IQCS, check your own account information using the steps below. If you do not have a personal record in IQCS, 
The following steps will assist in your review but are not considered to be all inclusive.
1. Check job data for your account members. Navigate to: Workforce Administration>Job Information>Job Data – Select Empl ID. Items to check and update:

· Organization

· Unit ID

· Location

· Supervisor

· Job information

2. Check personal data for your employees. Navigate to: Workforce Administration> Personal Information> Biographical – Select Empl ID. Items to check and update: 

· Address

· Phone numbers

· email

3. Check training records for your account members. Navigate to: Enterprise Learning> Result Tracking> Review Training Summary. Items to check and update:

· Duplicate training records. Identify duplicate training course records. Some people who had both RedCard and SACS accounts have duplicate training records. Determine if you want to delete one of these duplicates. 

4. Look at the experience records for your account members. Enter any new experience information.

5. Look at the qualifications for your account members. Use the function of Role to Person match to determine what competencies are missing for positions you believe are not accurate. 

6. Once you have signed into IQCS run the report ‘Employee List’ to get a list of the employees in your agency, organization, or unit id. This report is located under: Workforce Development>Responder Information>Reports>Employee List (C-3). This report will list your employees, the status of their account, the top 5 qualifications and the top 2 trainee positions.

· Check this list for account members that are no longer active or in your account. 

· Check this list for account members that are in your org/unit that are not listed. 

DOI account managers are going to have to manually re-create account groupings when a non-existent ‘unit id’ was used in SACS for the account designator. Those account members will be listed in the ‘parent’ organization id of the agency, or whatever org the owners mapped those fake unit ids to. Look at your assigned org codes and figure out if you might be ‘missing’ some account that didn’t fall into an org code naturally from the old ‘unit id’. You will have to ‘transfer’ each employee so affected from the current organization to the ‘new’ org code before they can get an ‘Employee List” of that org.
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You now have seen the extent of navigating the PeopleSoft application
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