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1. Introduction 

The CIS 3.1 User's Guide provides complete information on the installation and use of the CIS 3.1 Client Suite software. The document provides download and installation instructions, descriptions of the modules and information on data entry, instructions on how to enter and save data, and how to generate reports using the Reporting Tool.  The draft will assist new users become familiar the 3.1 client software as they transition to the new Internet version 3.1 of CIS.  With the implementation of Version 3.1, a new level of permissions, the State level user, will be available. All users of previous versions must upgrade to the Internet based software Version 3.1 to access the CIS 3.1 database. 

Users with existing accounts or working with a previous version of CIS must contact their state coordinator or administrator for details. States are asked to contact Paul Alberti at (202) 646 -3621 to request user accounts. Mr. Alberti will also assist users with during initial installation, should an issue arise. Users are asked to contact their Regional system administrator if they have questions about data entry or the types of information being requested in the CIS 3.1 modules and windows.

The 3.1 User's Guide will describe the three CIS Version 3.1 Tools available to the user.  The Online Tool section provides details of the menu options in the CIS 3.1 Online Tool, and includes a section for the CIS Configuration Tool and the CIS Reporting Tool. 

Background on the NFIP-CIS Program

The National Flood Insurance Program (NFIP) - Community Information System (CIS) provides accurate, readily accessible, and pertinent data and information regarding activities and operations related to floodplain management, mapping, and insurance for NFIP Communities. The NFIP-CIS includes demographic, engineering, insurance, and community specific information for those jurisdictions in the United States that have been identified as flood prone.

The objectives of the NFIP-CIS are as follows:

· Be the authoritative information source and official record of NFIP data.

· Provide the means of managing the NFIP by providing capability to address day-to-day issues, problems, program activities, conduct evaluations, track community status, and conduct overall statistical analysis.

· Improve the decision making process.

· Offer an effective means to exchange information between the Federal Insurance Administration (FIA) headquarters and FEMA Regional Offices.

The objective of the Internet-based CIS is to allow state users access to CIS over the Internet.

The NFIP-CIS is capable of performing the following functions:

· Allows the user immediate access to key information about individual flood prone communities for use in responding to telephone inquiries, personal visits, and requests for information and in preparing correspondence and reports.

· Provides the official record of NFIP community status that allows users to maintain data for all flood prone identified communities.

· Allows users to generate reports on NFIP community status such as the Community Status Book Reports.

· Allows users to develop statistics on flood prone communities for the General Accounting Office, Congress, and others on an ad hoc basis.

· Allows users to track key information about a flood prone community such as flood study status, ordinance adoption, and enforcement actions.

· Allows users to analyze data for program priority setting and planning.

2. System Requirements 

CIS Version 3.1 is a real-time transaction-based, relational 32 bit 3 tier Java database application with an Oracle 8.1.5 engine in a TCP/IP environment.  

MS Windows 95, 98 or NT 4.0 and Internet connectivity is required to run the Client CIS 3.1 software. The minimum system requirements to support CIS beta Version 3.1 are:

Pentium 120 MHz CPU

32 MB RAM 

130MB of available storage on drive C:

28.8 Kbps modem

Adobe Acrobat version 3.02 must be installed to view CIS reports. If Adobe Reader is not installed on the user's PC, go to http://www.adobe.com/products/acrobat/readstep.html  to download the most current Adobe Reader available at no cost. 

3. Account Information

The data entry and viewing capabilities for each user is established during account setup according to whether the user must have state or national level access to the NFIP-CIS information. In addition to the existing National level of permissions for CIS data viewing, entering and modification, the CIS Version 3.1 provides a new State level user permission. Existing users must Paul Alberti at (202) 646-3621 for information on the transition of their account to version 3.1. A login screen will be displayed in which 

the user must their assigned username and password in order to access the CIS Online Tool and Reporting Tool. 

The State level user account information, i.e., username and password, is state specific. Upon successful login, the State level user will be able to select a community within their state. Only the communities for the user's state will be available to the State level user. The State level permissions allow data entry and the ability to modify existing data in specified fields, while other fields will be view-only. 

Users with a National level login have the capability to view all communities in all states, and select any region to view, enter, and modify data. Upon successful login, the National level user will be able to select a community within a state or any FEMA Region.

A user name and password must be obtained before the user can access the NFIP - CIS Version 3.1 Client software tools. Contact Paul Alberti at (202) 646- 3621 to obtain a username and password. Users with existing accounts must contact their state administrator or Paul Alberti to obtain information on how existing accounts will be transferred after the implementation of Version 3.1.

4. Download of the CIS 3.1 Client Software

After the user has the necessary account established or updated, the executable file necessary (approximately 16 MB) to install the CIS 3.1 Client Software can be downloaded. The download time will vary depending on the user's modem speed and the amount of Internet traffic at the time of the file request.  To ensure the Internet connection remains open during download, the download screen can be minimized (not closed)  and the user may access a different web page periodically. Complete steps are outlined below.

To download the CIS3.1 Client executable file: 

1. Establish an Internet connection. 

2. Copy the URL http://cis.fema.gov/ for the CIS Home Page into the browser and hit the Enter key (or, access the file by another method specified by the system administrator).

3. The FEMA CIS 3.1 Background Information Page will be displayed. This page contains links to the CIS 3.1 Download page. 

4. On the CIS 3.1 Download page, right click on the "CIS Version 3.1i State Access Release (16MB)" hyperlink. 

5. In the pop menu that appears, select "Save Link as…" or "Save Target as…"  and specify a location to save the file, for example, the Desktop. Note: It is recommended to accept the default file name.

6. When the download is complete, close the download screen and locate the file. 

5. Installation of the CIS 3.1 Client Software

Prior to installation, it is recommended that all programs be closed. During the installation routine, it is recommended to accept all default settings. The complete steps are outlined below.

1. Locate the executable file named "CIS31_01182001.exe" and double click on it to begin installation. If the download file was saved to the Desktop, it will appear as shown below.
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2. As the install begins, a small window "Unpacking CIS" followed by another small window "Setup…" will be displayed while the files necessary for the installation are extracted. 

3. The blue, CIS 3.1 Set Up screen will appear. Click Next to continue the installation. Read and click Yes to accept the software licensing agreements.

4. In the Choose Destination Location screen, accept the default location of the program files by clicking Next. To specify a different location, click the Browse button and select a location in the Choose Folder directory that is displayed. The default locations for the installed components are:

· Application:   



C:/Program Files/ CIS3.1 

· Client logs:    



C:/Program Files /CIS3.1/logs 

· Reports generated with the Reporting Tool:  
C:/Program Files /CIS3.1/doneReports

5. In the Select Program Folder screen, click Next to accept the default program folder. 

6. The "CIS Setup for Windows"  will begin copying CIS program files. When complete, the CIS Setup Complete screen will be displayed. Click Finish. 

To begin using the CIS 3.1 software tools, go to the Start Menu …Programs…CIS 3.1…and select the desired tool. Previous versions of the CIS program should be removed from the user's PC.

If the user's dial up connection to the Internet requires a proxy server address for a network server or firewall, the user must enter that configuration information to access the Online Tool and the Reporting Tool. Refer to Section 6 in The Configuration Tool section for complete details.

When the Online Tool or the Reporting Tool is selected, a login screen will be displayed in which users must enter their login information. A JAVA window will remain minimized on the PC's task bar during the operation of the CIS 3.1 tools. This window will close automatically when the user exits the program.

6. CIS 3.1 Client Software Tools

After successful installation of the CIS 3.1 Client software, the user will have access to the Configuration Tool, the Online Tool and the Reporting Tool. 

· The Configuration Tool provides an interface for the user to enter necessary proxy server or internal IP address information in order to access the CIS database via the Internet. 

· The Online Tool provides the interface for users to view, enter, and modify data in the Community Information System for the National Flood Insurance Program information.  The user's login determines the viewing and editing capabilities. Contact your System Administrator to request login permissions for another region. 

· The Reporting Tool provides the user predefined templates to generate reports on the data saved to the CIS database. The Reporting Tool provides the user the ability to generate reports for his or her login level, region, and the national level.  Generated reports can be viewed On-line and saved to the user's hard drive. Generated reports are refreshed and available each day on the CIS server. 

To access the CIS 3.1 User's Guide, go to the CIS 3.1 Download page. Right click on the link for CIS 3.1 User's Guide and specify a location to save the file. The file is available in Microsoft Word format.

CIS 3.1 Configuration Tool

The Configuration Tool allows CIS 3.1 to be used in a variety of network environments. Before using the CIS Online tool, the user must first enter the correct network configuration into the Configuration Tool. 

Regional Users on the FEMA Intranet (WAN):

From the Start Menu, go to Programs…CIS 3.1 … Configuration Tool. 

1. Set the CIS Configuration Tool to look exactly as shown below, with the IIOP radio button checked and no other data entered. 

  Regional Users' IIOP Settings - step 1
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2. Click the Test Config button.  The user must contact Mike Cartwright  at (202) 646-3635 to obtain specific parameters to enter into Test Environment Config window fields.

3. Click OK on the Test Environment Config window after the correct parameters have been entered. 

4. Click OK on the CIS Configuration Tool window. 

5. A window will appear: “Exit CIS Configuration Tool?” Click Yes. This saves the configuration changes that were made.

CIS does not currently support transmission through a Socks proxy. This check box should always be unchecked.

Internet Users: 

Instructions are provided below for users who are not dialing up from behind a firewall, and for users who are dialing up from behind a firewall. 

From the Start Menu, go to Programs…CIS 3.1 … Configuration Tool. The CIS Configuration Tool will be displayed.  

Internet users NOT behind a firewall:

1. Click the HTTP radio button at the top left of the screen and make sure all other check boxes and data fields are empty, as shown below:
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2. Click on the Test Config button. Verify both the Override Gatekeeper and Disable Gatekeeper boxes are UNCHECKED. 

3. Leave the data entered into these fields as they appear. 

4. Click OK to save and close the Test Environment Config window. 

5. Click OK to close and save the CIS Configuration Tool window. 

CIS Internet Users Behind a Firewall:

In order to use CIS from behind a firewall, the user must know the firewall IP address and HTTP Port. These can be obtained from your Network System Administrator. If you are behind a firewall:

1. Click the HTTP radio button (circular in shape) at the top left of the screen. 

2. Check the HTTP check box (square in shape). 

3. Enter the address of the firewall and the HTTP Port, as demonstrated below. 
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(for Internet users behind a Firewall)

4. Click on the Test Config button. Verify both the Override Gatekeeper and Disable Gatekeeper boxes are UNCHECKED. 

5. After entering or modifying information in the CIS Configuration Tool, click OK.  

6. Click Yes on the window asking "Exit Configuration Tool?” Your configuration modifications will be saved.

The CIS 3.1  Online Tool

To access the CIS 3.1 application, from the Start Menu go to Programs…CIS 3.1…select the Online Tool. A white screen displaying "Initializing…"  will be displayed followed by the login screen. The user must enter his or her application login username and password. When the Initializing status screen complete, the NFIP - CIS 3.1  Online Tool will appear (diagram).  Note: The username and password is used to determine the user's security profile. Contact your CIS workgroup representative to establish an account or request a change in your security profile.

 The CIS 3.1 Online Tool
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Drop down menus and icons provide access to modules and windows in which users can view, enter and modify data.  Many modules are accessible by clicking on an icon on the main view of the CIS 3.1 On-line Tool.  To view or modify data for a specific community, the community must be first selected by performing a Community Search. When the specified community's information populates the fields of the Community Information window, the user will be able to view or modify the data. 

During data entry, the Date information in CIS 3.1 Online fields should be entered in mm/dd/yyyy format. The  /  /   will be provided by the system and the user only needs to enter the digits in order.  Fields have limits on the number of characters.  

To save new data or modifications made to existing data in most windows, the user must click on the Save button on the Community Information window. Complete information on entering and saving information to a specific window is explained in the section for the module. 

The following diagram defines the CIS application icons. When the user double clicks on an icon, the corresponding module or window will be displayed. Some modules will not be available to the State level user, and some fields in the modules will be hidden or are view-only for the State level user. 
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The File Menu

Under the CIS 3.1  File menu, the user may access the Community Search window, Search LOMC (Location of Map Change), and Biennial Survey Forms. The user may select options for Print if the module in which they are working allows the printing capability. The user may use the File menu Save option after entering or modifying data in the modules. The Exit option will close the CIS 3.1 Online Tool. 
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Community Search

The Community Search window allows the user to retrieve existing information on a specified community Once the data for the community has been retrieved, the user can view a summary using the Community Overview window, or view and modify data for the community through the Community Information modules.  

Only users at the national level can add a new community, edit information on an existing community, or delete an existing community. State level users will be able to view the information on a specified community and perform data entry in fields available to the state level user.

To perform a Community Search:

1. Double click on the Community Search yellow icon, or from the File menu, select Community Search. The Community Search window will be displayed. State level users will see their state by default in the State field, as shown in the diagram below.

The Community Search window
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2. Specify any or all of the criteria for the desired community. For example, the Community ID may be entered or the first letter of the Community's name or County's name may be entered in the Community and County's fields, respectively. 

3. Click Search.  The list of available communities will populate the Community Search detail window as shown in the diagram below. If no criteria is specified and the user clicks Search, the first 500 communities will be retrieved. In the diagram below, the user typed in "St. Charles" in the Community name field, which retrieved both occurrences of St. Charles in the database for the state of Missouri.
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4. Double click on the desired community to initiate the retrieval of that community’s entire data set, or highlight the desired community in the list and click the OK push button (NOT the Search button). The Community Search window will disappear. The community's data set has been selected, however.

5. To view the data for the selected community, double click the Community Information icon (second from the left in the row of icons), or, from the Community Menu, select Community Information or Community Overview. The Community Information window will be displayed. 

When the user has finished viewing the Community Information, click OK to dismiss the window. The data set for the selected community will be available to other modules until the user performs a new search and selects another community. 

Note: Modifications made to data in any of the window available through the Community Information module must be saved by clicking the Save button on the Community Information window. 

If the user wishes to view a summary of the selected community's data set, complete steps 1 - 4 and from the Community menu, select Community Overview. The Community Overview window will be displayed.

Biennial Survey Forms

To activate the Biennial Survey Forms window, from the File menu, click on Biennial Survey Forms.
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The forms can be printed in two ways:

 1. Choose Single in Scope and print a single form.

 2. Choose Multi in Scope and print a range of Biennial Forms.

Search LOMC (Location of Map Change) 

The LOMC Search window is accessed from the File menu, click on Search LOMC. The LOMC Search window allows the user to specify any or all of the data items when searching for a particular LOMC. Partial searches are permitted as well, for example, entering and returned all items beginning with AND. Double clicking the search button initiates the evaluation of the search criteria. Any results matching the search criteria are displayed in the result browser. The user can double click the desired LOMC to initiate the retrieval of that entire data set. Or, highlight the desired LOMC in the result browser and double click on the Ok push button

[image: image4.png][BLoMC Search o]

FemaLog CaseNo. | TECH Log Reduestor Froperty Desc | Property Ad
199423147MB]  94-00-617R 23147 DEE BACHMAN  ANDULKA PARK il
190526810MB.  95-09-400R 26819 SCHUBERT, JIM_ANDULKA PARK

17

199321330MB. 94-08-177C 21338 PETERSON, MIC ANDERSON PLA
199321330MB.  94-08-177C 2133 PETERSON, MIC ANDERSON PLA
199321330MB.  94-08-177C 2133 PETERSON, MIC ANDERSON PLA
199321330MB.  94-08-177C 2133 PETERSON, MIC ANDERSON PLA
199321330MB.  94-08-177C 2133 PETERSON, MIC ANDERSON PLA

i T v
FEMA Log No. Eall

TEC Log No. Requestor:
: [and

Search
ok Cancel





Other File Menu Options

The user must have a module open before selecting Print. The print capability will be discussed in future documentation.

The user must Save data entry by clicking on the Save option from the File menu or by clicking on the Save button in the parent window Community Information.

To close the CIS 3.1 Online Tool, the user may select the Exit option from the File menu, or click on the X in the upper right hand corner of the main view screen.

The Community Menu
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The Community menu provides the user the ability to select the Community Overview window which displays a summary of existing data for a selected community, or select the parent window Community Information which will display the available information on the selected community.  From within the Community Information window the user can access the Compliance, Characteristics, Ordinance, Contacts, county, and Notes child windows.  The Biennial option opens the Biennial window which contains the Biennial and BCensus Tabs. Refer census windows.

Community Overview 

Community Overview is a read-only module which displays a summary of existing data for the specified community. The information for the specified community displayed in this module can be located other  modules and viewed in detail or modified, depending on the user's login level. The diagram below shows the module without a community selected. 

To close the module, click the X in the upper right hand corner, or click OK. The module will be dismissed. To retrieve an overview of a different community, the user must perform a search for the community. The Community Search section provides complete steps.

The Community Overview Window 
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Community Information

To activate the community information window, click on the community information icon [image: image6.png]


 or select community information from the CIS menu bar by selecting Community then selecting Community Information. On the right side of the module are seven push buttons. When the user clicks on one of the push buttons, the corresponding window will be displayed wit the selected community's data populating the fields. According to the user's login level, fields will be view-only or editable. NOTE: If data is entered or modified in the child windows, to save changes the user must click Save button on the Community Information window.
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Compliance

To activate the Compliance window click on the Compliance push button found on the right of Community Information window. There are three tabs in the Compliance module: Probation Status, Suspension Status, and Other.  Click on a tab to view it. The Compliance window and its tabs are view-only for State level users. Information on the selected community will populate the fields but the user will not be able to enter new information or modify existing information. 

The following three diagrams show the Compliance tabs. In the title bar of the module the user will note the window title (Compliance) followed by the selected Community ID number (270323). This is the community the user selected in the initial community search, however little or no information on the selected community exists in the database, therefore the fields are empty of data.

Compliance Window: The Probation Status Tab


Compliance Window: The Suspension Status Tab

Compliance Window: Other Tab


Compliance Module Editing Options - National Level and Regional Users

National and Regional Users may enter, modify, or delete data in the Compliance Tabs. A community must be selected in order to modify data. If updates are performed on any of the three tabs, click Ok once to approve your changes and return to the parent window, Community Information, where you have the ability to permanently save your changes to the CIS database. Please note clicking the OK on the Compliance window does not permanently save your updates but rather confirms you are finished working with this window. To save updates to the CIS database, the user must click the Save push button on the Community Information parent window. A message will be displayed: Update Successful. If you have made changes you do not wish to keep, click on Cancel to abort any changes.

The following diagram shows the compliance module's Suspension Status Tab with the editing options for National level users.
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Characteristics

The Characteristics window will display existing information on the selected community. Click on the Characteristics push button to activate the Characteristics window. The following fields in the Characteristics window will be view-only to the State level user; all other fields are editable.  

· SMSA 

· SCSA 

· Section 1362 Project Status 

· No. 1362 Properties acquired

· 1362 Properties acquired on 

· No. other Stru. Acq./Relocated

The user may enter data by selecting check boxes, Radio Buttons (circular checkboxes). Drop down boxes or text fields. The user can click on a check box if it is applicable and an “X” will appear for an affirmative response. The user can click on a radio button if it is applicable and a black dot will indicate the selection has been made. Radio buttons allow a choice among several items but only allows one item to be selected in the group. In the Flood Control section, the user must click once on the arrow at the right of the field to view its available list of options. Some lists have a scroll bar at the right of the expanded drop down box to enable the user to view the entire selection. Highlight the desired option to select it. When the user has completed making updates, click “Ok."  This confirms the user is finished with the Characteristics window. NOTE: To save updates to the CIS database, the user must click the Save push button on the Community Information parent window. A message will be displayed: Update Successful. 

The following diagram illustrates a selected community in the Characteristics window. 


Ordinance

The Ordinance window displays existing ordinance data on the selected community. To activate the Ordinance window, click on the Ordinance push button on the Community Information window. The Community ID for the selected community will be displayed in the title bar next to "Ordinance." The following fields in the Ordinance window will be view-only to the State level user; all other fields are editable.

· Level of reg.

· FIA Regulation date:

· Last Approved by FEMA

· FEMA Approved by

When the user has completed making updates in the Ordinance window fields, click “Ok."  This confirms the user is finished with the Ordinance window. NOTE: To save updates to the CIS database, the user must click the Save push button on the Community Information parent window.

The following diagram illustrates a selected community in the Ordinance window.


Ordinance Module Editing Options - National Level and Regional Users

Select the Ordinance push button from the Community Information window to activate the Ordinance window.
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The Ordinance window contains a free form text entry region. To enter notes, place the cursor in the field and begin typing. The notes will auto wrap as you enter the information. You can scroll through all the notes by using the slide bar. When you’re finished with the window select Ok. If you wish to abandon any changes select Cancel push button. In order to save any changes to the database, you must select the “Save” push button on the Community Information parent window.

Contacts

The Contacts window displays contact information which has been saved to the CIS database. To activate the Contacts window, click on the Contacts push button found on the right of Community Information window. There are three tabs in the Contacts module: Floodplain Administrator (Flood), Community Executive Officer (CEO), and Additional.  Click on a tab to view contact information on the selected community. 

State level users can view, add, or update data in the fields of the Contacts window and its tabs. To enter text in a field, place the cursor in the field and begin typing. The Tab key may be used to advance to the next field. Some fields may have limits on the amount of characters that can be entered, for example, the Last Name field is limited to 15 characters.

When the user has completed making updates in the Contacts window, click “Ok."  This confirms the user is finished with the Contacts window. NOTE: To save updates to the CIS database, the user must click the Save push button on the Community Information parent window. A message will be displayed: Update Successful.  If this message does not appear, verify that a community has been selected (the Community ID is displayed in the Contact window title bar.)

Counties and Districts Windows

The Counties and Districts windows display information such as FIPS code and Congressional District information which has been saved to the CIS database for the selected community. To activate the Counties or Districts window, click on the Counties push button or on the Districts push button found on the right of Community Information window. Both push buttons provide access to the same two tabs,  County and Congressional Districts.  Click on a tab to view information on the selected community. 

Users can view, add, or update data in the fields of the County or Districts window. To enter text in a field, place the cursor in the field and begin typing. When the user has completed making updates in the County tab or in the Districts tab, click “OK."  This confirms the user is finished with the Counties or Districts window. NOTE: To save updates to the CIS database, the user must click the Save push button on the Community Information parent window. A message will be displayed: Update Successful. 
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The users can perform four primary actions in this window. The first and most basic is to view the information and when finished, select the Ok button to close the window. The second action to insert a new county for the community. To insert a new county for the community, enter the FIPs number and county in the data entry area. Next click on the right arrow to insert the new FIPs number and county into the list of counties for the community. The third action is to update an existing county by clicking a county in the county browser and clicking the left arrow to bring it into the data edit area to make the desired changes. Once the changes are completed, click on the right arrow to move the modified county back into the county browser. The fourth and final action is to delete an existing county. This is accomplished by highlighting (selecting) a county in the browser window and clicking on the Delete push button.

To save any changes made in the County Congressional Districts tabs,  click OK, and select Save on the Community Information parent window.

Notes

Free form text may be entered and saved with a selected community's data by using the Notes window. To activate the Notes window, click on the Notes push button on the Community Information window. There are three tabs in the Notes window: Status Book, Official, and Regional. The Status Book and Official tabs are view-only for State level users. State level users may enter or modify notes in the Regional Tab. 

To enter or modify data place the cursor in the Notes field and begin typing. The text will automatically wrap. Use the scroll bar to view more notes if necessary. Click Cancel to abandon changes made to the Notes tabs.  To save changes, click the OK button, the Notes window will close, and the user must click Save on the parent window Community information. 

The Notes Window

Biennial

The Biennial Reporting window is activated through the CIS Community menu by selecting Biennial. The Biennial window has two tabs, Biennial and Bcencus, .

The Biennial tab is representative of the Biennial Report form sent to communities. By default, the most current Biennial Report is displayed. Features on this tab include radio buttons for the Q&A.  A selected circle is the marked response. For example, a question is negative if a “No” radio button which accompanies the question is checked. The user can click on the correct button in the desired column to activate the corresponding affirmative or negative response.

To select or view a different Biennial report, use the left and right black arrow push buttons at the bottom of the Biennial screen. Note: The next available report may be in a previous year. The Biennial Report for the Calendar year field will change to the next available report, and the radio buttons selections will change according to the responses in the Q & A in the report. 

To enter a new Biennial Report, click on the New push button. The Biennial Report for Calendar Year field will clear. Place cursor in the field and enter a year (two digits).  Select by checking the radio buttons in the YES/No list. 

To update an existing Biennial report, the report must be selected. Make the desired changes and click Save. To Delete a Biennial Report, select (display) the report you wish to delete and click on the Delete push button. To abort any changes made, click on the “Cancel” push button.

Note: More than one Biennial report for the same community can be updated and when the user is finished, click on the “Save” push button to save all the updates at once. This feature is present throughout the system ( CAC/CAV, LOMC, and SOS windows).
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Bcencus

The “Bcensus” tab stands for Biennial Census information. It is important to note that no matter how many Biennial Reports a community may have, there is only one set of census information for the community. The Census information is updated from information received from multiple sources and should represent the most current available information. The primary source for census information is from the Biennial Survey. This information is also updated when contact is made with the community during a Community Assistance contact (CAC) or Community Assistance visit (CAV), Flood Study, or Flood Project.

To update this information, make desired changes and click on the “Save” push button. This will commit the changes to the CIS database. A message indicating the success of the update to the database will be displayed. To abort any changes made click on the Cancel push button.

To delete the Bcensus information for the community, click on the Delete push button and click on the “Save” push button to commit the delete to the CIS database.

The Bcencus Window  (with a community selected)
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Community Rating System (CRS)

The CRS window can be activated two ways: double click on the CRS [image: image14.bmp] or click on the CRS menu bar option. The General Tab of the CRS window is displayed below. The user may select a tab by clicking on the desired tab to display different information within the CRS window.

 State level users cannot add or edit data in the CRS tabs, but view only the available data for the selected community. 

National level or Region level users can make desired changes to any tab in any order. The user can review all the changes made to the data and then click on “Save” to commit the information to the database. To abort any changes made simply click on the “Cancel” push button.
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CRS Insurance Tab
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CRS Activity Tab
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CRS Application Tab
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CRS Regional Tab 
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CRS Mitigation Tab
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CRS  What If  Tab
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Community Assistance Contact/ Community Visit  Menu  (CAC/CAV) 


There are two windows available, CAC and CAV. Both windows behave in the same manner in response to data entry and allow for information on CAC/CAV Follow ups, Findings, Notes, and Info through separate tabs. The CAC Information window is designed to capture the information traditionally found on the CAC/CAV report form, and will show existing information on the existing CAC in detail. 

State level users can add and edit the information available in the CAC/CAV windows.

When the user selects CAC or CAV, the CAC or CAV Summary window will be displayed. (shown in diagram below). The Summary window displays all CACs or CAVs for the current community in a list (data grid).  If there is no information in the white pane, there is no data for the selected community, or the user should verify that a community has been selected. 

Community Assistance Contact (CAC)

The CAC Summary window is activated by clicking on the CAC icon [image: image22.png]


  or by by clicking the Community Assistance Contact from the menu bar.

To view the details of a CAC in the list, highlight it and click on the Detail push button, or double click the CAC entry.  The CAC Information window will be displayed. 

To create a new CAC, click on the New push button. The CAC Information window will be displayed. Data is performed through text fields, check boxes and drop down lists. Dates should be entered mmddyyyy, and the system will automatically enter the punctuation (/ /).  The Tab key may be used to move from one field to the next, or place the cursor in the desired field and click once.  To view the selections available to the user in a drop down field, click once on the right arrow at the right of the field. Highlight the desired selection to select it. When data entry is completed, click OK. The CAC Information window will close. Click Save on the CAC Summary window. A message will be displayed: Update successful. 

To delete a CAC, single click on the desired CAC in the list and click on the Delete push button. Click Save. A message will be displayed: Update successful.
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Community Assistance Contact (CAC) Information Window

When the user double clicks on an existing CAC, or clicks the Details button or the New button, the CAC Information window will be displayed. The CAC Information window is designed to capture the information traditionally found on the CAC/CAV report form. To switch tabs click on the desired tab. Make updates on any the tabs in any order. Upon completing all updates to one or more tabs, select “OK” to approve the changes. To abort changes made, click the “Cancel” push button. The Information window will close and the user will be returned to the CAC summary window. From the CAC Summary window,  select “Save” to commit your changes to the CIS database. A message will be displayed: Update successful. 
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CAC Findings Tab 

To enter the desired data in response to the questions listed in the Findings Tab, the user chooses the desired response from drop down boxes to the left of each question. Responses include None, Serious, and minor, and Yes No, and N/A. The Community name, the State, County, and Date of CAC is the detail of the selected county.
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CAC Notes Tab

The CAC notes tab is a free form text field. To enter data, place cursor in field and begin typing. The text will automatically wrap.
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CAC Follow-Up Tab

The Follow-up tab provides three functions: to create CAC follow-up entries; modify existing entries; and delete CAC follow-up entries.

To create CAC Follow-up entries, input the information in the data entry area. Click on the down arrow push button. This moves the entered data into the data grid area. This process can be repeated until all of the follow-up actions have been entered.

 To modify CAC Follow-up entries, single click to highlight a CAC follow-up row in the data grid box. Click on the up arrow pull button. This moves the CAC follow-up information from the data grid into the data entry area where the user can make changes to the information. When the user is finished making changes, click on the down arrow push button to move the CAC follow-up information from the data entry area to the data grid. This process can be repeated as many times as necessary.

To delete CAC Follow-up entries, single click on the CAC follow-up entry in data grid then click on the Delete Follow-up push button. This process can be repeated as necessary.

To save changes made in the CAC window, click the OK button. The CAC Information window will close and the user will be returned to the CAC Summary window. Click Save on the CAC Summary window to save changes made in the CAC/CAV to the CIS database. To abort all changes, click on the Cancel button. The user may work with other CACs for the same community or click on the “Save” push commit all updates to the CIS database and search for a new community. After saving information, a message will be displayed, "Update successful."
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Community Assistance Visit (CAV) Summary

The CAV window is activated by clicking on the CAV icon [image: image28.png]


 or by clicking on Community Assistance Visit on the menu bar. The CAV Summary window will be displayed. The CAV Summary window and the CAV Information window work identical to the CAC Summary and CAC Information window. The window images for the CAV summary and CAV Information windows are shown below.

 EMBED Word.Picture.8  
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Community Assistance Visit (CAV) Information

The CAV Information window displays the CAV in detail. The active tab is “Info” when the window is initially invoked. The CAV Information window is designed to capture the information traditionally found on the CAC/CAV report form. To switch tabs click on the desired tab. Make updates on any the tabs in any order. Upon completing all updates to one or more tabs select “OK” to approve the changes. To disregard changes made click on the “Cancel” push button. The user will return to the CAV summary window. From the CAV Summary window, select “Save” to commit changes to the CIS database. A message will be displayed: "Update successful." To abort changes, click on the Cancel push button. 
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CAV Findings Tab

To enter the desired data in response to the questions listed in the Findings Tab, the user chooses the desired response from drop down boxes to the left of each question. Responses include None, Serious, and minor, and Yes No, and N/A. The Community name, the State, County, and Date of CAC is the detail of the selected county.
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CAV Notes Tab

The CAC notes tab is a free form text field. To enter data, place cursor in field and begin typing. The text will automatically wrap.
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CAV Follow-Up Tab

The CAV Follow-up tab provides three functions: to create CAV follow-up entries; modify existing entries; and delete CAV follow-up entries.

To create CAV Follow-up entries, input the information in the data entry area. Click on the down arrow push button. This moves the entered data into the data grid area. This process can be repeated until all of the follow-up actions have been entered.

 To modify CAV Follow-up entries, single click to highlight a CAV follow-up row in the data grid box. Click on the up arrow pull button. This moves the CAV follow-up information from the data grid into the data entry area where the user can make changes to the information. When the user is finished making changes, click on the down arrow push button to move the CAV follow-up information from the data entry area to the data grid. This process can be repeated as many times as necessary.

To delete CAV Follow-up entries, single click on the CAV follow-up entry in data grid then click on the Delete Follow-up push button. This process can be repeated as necessary.

To save changes made in the CAV window, click the OK button. The CAV Information window will close and the user will be returned to the CAV Summary window. Click Save on the CAV Summary window to save changes made in the CAC/CAV to the CIS database. To abort all changes, click on the Cancel button.
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Map Status Menu

The Map Status Window 
The Map Status window is activated by clicking Map Status from the menu bar . As shown in the diagram above, the LODR option is not available for State level users and will appear grayed out when a state level user is logged in. National or Region level users will have the LODR option available to them.  

The Map Status window is strictly for viewing purposes. All map panels can be viewed by using the slide bar on the map panel data grid. To view the county or counties that the community may be in click on the County drop down list. The county drop down list is available on all windows in the CIS application. Click on the Ok push button to close the window.
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Letter of Map Change (LOMC) Summary

The LOMC (Letter of Map Change) window is activated either by clicking on the LOMC icon [image: image35.png]


 or by clicking the Map Status menu bar option and clicking on LOMC. This activates the LOMC Summary window displaying a summarized listing of LOMC entries for the entire community. An example is shown below.

The LOMC Summary window has the following capabilities for National level or Regional users:

create a new LOMC, delete an existing LOMC, and access LOMC details.

To create a new LOMC, click on the New push button.

To delete an existing LOMC, click once on the LOMC entry in the grid box and then click on the Delete push button. 

To access LOMC detail: either double click the LOMC entry in the grid box or click once on the LOMC entry in the grid box and click on the Detail push button.
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Letter of Map Change (LOMC) Information

When the user selects a LOMC and clicks the Detail button, the LOMC Information window will be displayed. There are tabs in the LOMC Information window: the Request, Request (2),  Determine, Comments, Property, Flood, and Map.  The Request tab is shown in the next diagram.

State level user will be able to view the information only.  Users with a login level that allows editing capabilities can enter text by placing the cursor in the field and typing;  or select items from drop down lists. To select an item, click once on it to highlight. To view information on other tabs simply click on the desired tab and the view changes. 

Data updates can be made on any of the tabs in any order. Upon completing updates to any or all of the tabs on the LOMC Information window, click on the OK window to approve the changes, close the window, and return to the LOMC Summary window. The process can be repeated by selecting another LOMC entry, deleting a LOMC entry, or inserting a New LOMC entry. Be aware nothing has been written to the database at this point. The updates, deletes, and insert (new record) actions are committed to the database by selecting the LOMC Summary window and clicking the Save button. To abandon all pending LOMC transactions, click on Cancel.
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The rest of the LOMC tabs are presented on the following pages below with a brief description of any unique functionality.

Request(2) Tab
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Determine Tab

The Determine tab contains a check box . The check box for multiple community will contain an “X” for affirmative and is and empty box indicating negative.
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Comments Tab
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Property Tab
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LOMC Flood Tab
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LOMC Map Tab 
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In summary, when working with the LOMC portion of CIS, typically one selects a LOMC from the LOMC Summary window by double clicking the LOMC Summary entry. This displays the LOMC Information window where the user can access several tabs which facilitate the manipulation of the LOMC and all related information, for example, property descriptions, flood sources, map panels. When the user is finished updating information, click on the OK button in the LOMC Information window to indicate approval of the changes. The Information will close and the user will be returned to the LOMC Summary window. To abort changes made, click on Cancel. To save changes to the CIS database, click Save in the Summary window. A message will be displayed: "Update successful."

In the unlikely event you receive a message stating the transaction was unsuccessful please contact the system administrator by sending a cc:mail message to CIS-ADMIN. Please state the window you were working on and the community number or community name.

Reminder: Many fields throughout the modules are view-only for State level users. 

LOMC Fee Summary

The LOMC Fee window is activated by clicking Map Status on the menu bar then clicking on LOMC Fee. This displays the LOMC Fee Summary window from which the user can select a specific LOMC Fee within the community. From the LOMC Fee Summary window there are four primary actions:

· Create a new LOMC fee record by clicking on the New push button.

· Update an existing LOMC Fee entry by double clicking on a LOMC Fee, or click once on a Fee entry and click on the Detail push button.

· Delete a LOMC Fee record by clicking once on the LOMC fee entry and click on the Delete push button.

Below is a diagram of the LOMC Fee summary window with a selected community's information.
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LOMC Fee Information

The LOMC Fee window is organized into two tabs. Click on a tab to view or modify available data for the selected community. When the LOMC Information window is initially activated, the default active tab is the Fee Info tab. Clicking on the Fee Info 2 tab presents the rest of the LOMC Fee information. The primary functions performed in the LOMC Fee Information window are viewing and updating. State level users will be able to view only; National level and regional users have access to editable fields.
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LOMC Fee Info 2 Tab

Click on the LOMC Fee Info 2 Tab to access its window.  The user can go back and forth between tabs to view or manipulate data in the LOMC FEE Information window. When finished viewing or updating information, click on the OK push button approve updates and close the window. When the LOMC Fee window closes the user is returned to the parent window, LOMC Fee Summary. To save changes to the CIS database, click on the Save push button on the LOMC Fee Summary window. A message will be displayed: "Update successful." Click on the Cancel push button to abort any changes and close the window. Or, To abort changes to the database, click on the Cancel push button on the LOMC Information Summary window. While working within the same community, the user can make several updates, deletes, and changes to LOMC Fee information and Save when entirely finished,  or click Save and commit changes after every update action. This is strictly user preference.
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LODR

The LODR screen is a view only screen dependant on a data feed from the TECs.  State level users will not have the option for this module available to them 
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The Status of Studies Menu (SOS)


There are two windows available under the SOS menu: Donnelly and Status of Studies (SOS). There are six tabs available to the user on the SOS tab:  Regional Data (Reg Data), Regional Notes (Reg Notes), HQ Data, HQ Notes, Flood Sources, and On Hold Info. The Donnelly and SOS windows are view only to State level users.

Donnelly

The Donnelly window is activated by clicking SOS on the menu bar and clicking on Donnelly. The window shown below appears. The Donnelly window is a view only window, allowing display of the data only. Click on the OK push button to close the window.
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Status of Studies (SOS) Summary

The SOS window is activated either by clicking on the SOS icon [image: image50.png]


 or by clicking the SOS menu bar option and clicking on SOS. This activates the SOS Summary window displaying a summarized listing of studies for the entire community. The SOS summary window has the following functionality:

· Create a new study by clicking on the New push button. This also displays the SOS Information window.

· Delete an existing study by clicking once on the study entry in the grid box and then clicking on the Delete push button. 

· Access study detail by either double clicking the study entry in the grid box or clicking once on the study entry in the grid box and clicking on the Detail push button. This also displays the SOS Information window.
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A single click highlights the Flood Study entry in the grid box as shown below. Once the entry is highlighted, click the Detail button to view its information.
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Status of Studies (SOS) Information

 The default or active tab when the Studies Information window is first activated is the Reg Data tab (Regional Data). The Studies Information window and the active Reg Data tab are shown below. State level users will be able to view only the SOS information. 

User with add/edit permissions may enter information in any fields that are editable. The user can place the cursor in the field and type, or pick a value from a drop down box. To view information on other tabs, click on the desired tab and the view changes. Updates can be made on any of the tabs in any order. 

When data entry is complete in any or all of the tabs on the Studies Information window, click on the OK window to approve the changes. The window will close and the user will return to the Studies Summary window. The process can be repeated by selecting another Study entry, Delete a Study entry, or insert a New Study entry. Be aware nothing has been written to the database at this point. The updates, deletes, and insert (new record) actions are committed to the database by clicking the Save push button on the Studies Summary window. To abort SOS changes or entries made, click on Cancel.
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SOS Reg Notes Tab
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SOS HQ Data Tab
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SOS HQ Notes Tab
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SOS Flood Tab
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SOS On Hold Info Tab 
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In summary, when working with the SOS portion of CIS, typically one selects a study from the Study Summary window by double clicking the SOS Summary entry. This displays the Study Information window where the user is presented many tabs to facilitate the manipulation of the flood study and all related information i.e., flood sources, hold status. When the user is finished updating information,  click on OK in the Study Information window to indicate approval and close the window, To abort changes made, click the Cancel button.. This closes the Study Information window and returns the user to the Study Summary window. To save changes to the CIS database by clicking Save. A message will be displayed, "Update successful." 

In the unlikely event you receive a message stating the transaction was unsuccessful, please contact the system administrator by sending a cc:Mail message to CIS-ADMIN. Please state the window you were working on and the community number or community name.

Insurance Menu

The Insurance menu has two options available for the user: Insurance, and Repetitive Loss. On the Insurance there are five tabs: Overview, Summary, WYO, Direct, State.  The Repetitive Loss tab includes four tabs: Community, State, Region, and National. State level users will be able to view the information available through the Insurance menu, and not add or edit. 

The Insurance Window

To activate the Insurance window, click on the Insurance icon [image: image59.png]


 or click Insurance on the menu bar and select Insurance Information. The Insurance information window is used for viewing information only. The Insurance Information window is shown below containing the information of a selected county.
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Insurance Summary 
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Insurance WYO Tab
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Insurance Direct Tab
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Insurance State Tab 

The State tab presents insurance information summarized for the entire state. The user may view other state summaries by selecting a state from the state search drop down pick list and clicking on the search push button. The information is then displayed in the data grid.
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Repetitive Loss Window

The Repetitive Loss window can be activated through menu by clicking on the Insurance option then Repetitive Loss. The window has four tabs: Community, State, Region, National. You can select tabs by clicking on the desired tab to display different information within the Repetitive Loss window. This window is read only. State level users will be able to view state data within regional areas.
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Exiting CIS

To exit CIS click on the [image: image66.png]


 icon or select exit from the file menu. 

The CIS 3.1  Reporting Tool

The purpose of the Reporting Tool is to provide the user predefined templates to generate reports using data saved to the CIS database. Reports can be generated (submitted) by all users who have an account and access to the CIS 3.1 Client software.  Most report templates allow users to specify whether to include state, region, or national data, which enables users to compare their state's statistics to the regions or the national level. 

Generated reports are pulled from the CIS server and are not saved to the user's hard drive until the user clicks View Reports button. The reports are saved to the user's had drive at:  C:/CIS3.1/doneReports. At this time, the file name defaults to a series of numbers representing the user's Client ID. The user can rename the pdf file in the doneReports folder to a more recognizable name. A user can only view reports that they themselves have created: they cannot view reports generated by another user. Reports remain on the CIS server until the user deletes them 

The Reporting Tool, like the Online Tool, must be used with an Internet connection established. 

Accessing the Reporting Tool
To access the Reporting Tool from the Start menu, go to CIS 3.1 and select Reporting Tool. A login screen will be displayed in which the user must their CIS 3.1 username and password.  Upon successful login, the CIS 3.1 Reporting Tool will be displayed, as shown below.

CIS Reports Listing
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The user selects the type of report to run from approximately 54 predefined Report Templates. Most reports have radio buttons (circular check boxes) that enable the user to specify which level of data to include in the report;  from the state, the region, or the nation. The user can retrieve the report by saving it to the computer, to a floppy, or by printing the report. The reports are generated using Adobe Acrobat Reader which is installed during the installation, if not detected.  Depending on the scope of the query and network traffic at the time the report is submitted, the report can be viewed and/or printed in minutes. 

To Generate a Report

1. Access the CIS 3.1 Online Tool and login.

2. Double click on the desired report from the list displayed in the CIS Reporting Tool.

3. A window will be displayed, titled with the report description as it appeared in the list. 

4. The user must select specific criteria to set parameters for the data search (refer to examples in diagrams below).  The State drop down box will default to the state associated with the user's account.  Regional or national users can select a region or state.  

5. If other fields are necessary to define the report, the user may be required to select items or enter dates to establish date ranges. Some reports may offer no criteria selection. 

6. When ready to submit the report, click the Run button. Click Cancel to abort the report (before submitting it).

7. The report can be retrieved when its status is "done."

Example Report Criteria
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Example: Specifying Reporting Criteria
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Viewing Reports

The report creates an Adobe PDF file which contains the results.  When the status of the report is "done," select (highlight) the report on the lower half of the screen. The View Query Selection button provides a summary of the report criteria that was used in the report. The user must click the View Report button to retrieve the report.
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To retrieve a report:

1. Highlight the report. The status must be "done."

2. Click the View Report button.

3. Currently, error messages caused by the Adobe program may appear. Click OK to dismiss each one. The Adobe program will open.

4. From the File menu, select Open. Locate the file in the directory window that appears. The default location is:  C:/CIS3.1/doneReports.

5. Double click on the file, which is named a series of numbers with the .pdf extension. Example:


6.When the file opens, the user will see the results compiled in a report which can be printed or simply viewed and saved to the hard drive. To print the report, from the Adobe file menu, select File. The following diagram provides an example of a report.

The Adobe program can be minimized to view more reports. To close the Adobe program window, under the File menu click Exit, or click the X in the upper right hand corner. Adobe PDF files are not editable.

To Delete a report, highlight the report. Click the Delete Report button.

The next diagram is a sample report.
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The CIS Help Menu

The options under the CIS menu are currently unavailable or outdated. Future versions will address the Help topics.

CIS Feedback

This Item is currently disabled and is used primarily during Beta Testing.  All problems encountered while running NFIP-CIS should be handled through your regular helpdesk. If you have requirements, suggestions, or encounter software anomalies, please contact your CIS representative at your region and/or the designated CIS point of contact.

Operational Support Report

The Operational Support Request (OSR) is used to document change requests, enhancements, and data related issues. An example form can be found in the figure below.

OSR Form
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Cancel pending CAV changes to the database.





Save changes to the database
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Move between the text fields on the left and the window on the right








County browser
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Enables user to remove item from the list
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View the selection criteria that generated a selected report.





Status of the reports will read Submitted until it has been processed, then "done."








Delete the generated report.





List of generated CIS Report results that currently available for to retrieve.






































Cancels all pending updates 





White Data entry area (data entry allowed)





Saves all pending updates to the database.





Push buttons


Activate children windows








Highlight desired Suspension Reason and use Left and right push button to select.
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Left and right push buttons select next and previous record.








New, Delete, and Cancel buttons enable new records, delete records, cancel actions





Finished with probation window





Tabs (active tab is Suspension Status) 





Place cursor to enter free form text entry here (Automatic wrapping).























Slide bar





Text entry area. Auto wrapping. 





Ordinance window (child of Community Information window)





Drop down pick lists











Active tab











Data grid





New CAV





If the user has National level permissions, the drop down provides a pick list to select a state, and search to retrieve state summary.





Displays the CAV window to view detail





CAV summary records displayed in the list.



































Delete the Biennial Report currently  displayed





Create a new Biennial Report





Left /right buttons present Biennial Reports for other Calendar Years








Active tab
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Active tab





Drop down pick list
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Save & Cancel push buttons for entire window regardless of which tab is active.





Delete CRS data entered by Mitigation








Active tab











Save & Cancel push buttons for CRS window regardless of which tab is active.

















Columnar gridlines can be adjusted to increase or decrease the width of the column.






































Free form text entry area for Headquarters personnel. Place cursor in pane and begin typing.





State level users cannot add or edit data in the CRS Tabs.























Cancel pending CAC changes to the database.





Highlight a CAC and click Detail for more information.





Create a New CAC





Delete selected CAC











CAC summary records displayed in list form.











OK & Cancel push buttons shared by all tabs in the CAC Information window



































Data entry area








Deletes selected CAC follow-up record 





Push pull buttons














Data grid





Slide bar








OK push button closes window.








County drop down list .
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Cancel – abort changes and close window
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Drop down box. Click arrow to view additional selections.





Active tab





Text Area:  place cursor in pane and begin typing. Text will automatically wrap.





Scroll bar





Active tab





Data entry area





Black arrow buttons


move selected data from data entry area into grid, or vice versa, for manipulation.


Down arrow moves data in data entry area into the grid.





LOMC Property descriptions Grid 





Deletes the selected property description entry from the grid.





Active tab





Push and Pull buttons





Data entry area





Delete selected LOMC flood source





LOMC Flood source grid





Active tab





LOMC Map panel grid





Delete selected LOMC Map Panel





Push/Pull buttons





Data entry area











Active tab











Active tab





Drop down pick list





Donnelly Study window








LOMC Summary (parent window)





LOMC Summary grid





Adjustable column dividers








Create a new LOMC





Double click on any row to access detail.





Drop down pick lists





Detail for selected LOMC. Displays the LOMC Information window.





Enter dates in mmddyyyy format.





Double click on any desired entry to display the LOMC Information window.





Studies Summary (parent window)





Studies Summary grid





Double click on a study to access detail.








Create a new flood study.





Single click on a Flood Study highlights the row.





Delete the selected Flood Study.








Commit pending SOS changes to the CIS database.








Enter dates in mmddyyyy format.





Abort any pending LOMC changes to the CIS database.

















Check box





Drop down pick list





Active tab





Free form text entry





Slide bar





Active tab





Enter dates in mmddyyyy format.








Check box indicates affirmative.





Free form text area for narrative. Place cursor in field and begin typing











Black directional arrows are buttons which move data out of grid and into data entry area for manipulation, or vice versa. 


Down arrow pushes data from data entry area into the grid.





Data entry area





Deletes the selected flood source from the grid.





Flood source grid





If flood info is available, click once to select (highlight) flood source.





Adjustable width for grid. 





Active tab





Radio buttons: Open circle (negative); Filled in circle (affirmative)





Data entry area





Black Directional arrows move data to grid area.  





Specifies if Study is on hold Off hold 





Delete selected study hold entry.





Delete selected CAV
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Quit 





Community Information
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Community Assistance Contact





LOMC





Biennial





Status of Studies





Insurance








Community Search





Community Rating System





Ok & Cancel push buttons


shared by all tabs in the CAV Information window





Drop down pick list





Check box





Enter dollar amount








Scroll bar to view additional reports





Drop down pick list





Active tab





Slide bar for the notes. By default we are at the bottom of the notes. Simply slide up to go to the beginning.





Free form text entry area.





Active tab





Data entry area








Deletes selected CAV follow-up record 





Push pull buttons





CAV follow-up records (data grid)





Active tab





CAV Information window





Click Run to execute the report





Click on the counties you want in the report





Click search to display list of counties for the specified state





Drop down pick list to specify state then click on search





Drop Down Pick List





To run a report, double click on it. The report interface will be displayed.








List of available CIS Reports





Cancel the report and return to the report listing
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