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Day One System Walkthrough

Exploring the Web-based System for Day One Status Reporting

Registering for System Access

This tutorial will walk you through the process of opening the Day One Tracking System site, requesting registration for yourself as a user, entering the status for a facility, and entering an incident report for a piece of equipment at a facility.

If at any time you have a question, problem, or suggestion, please use the Feedback form to communicate with the Day One system development team. It is our aim to make this system as useful and straightforward as possible. Your input is greatly appreciated.

Day One Home Page

· The Day One status reporting system can be found by clicking the following Web address: www.ihs.gov/dayone. At this point, you should see the following screen.
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Registering as a New User

If you have any questions about the registration process, see Appendix A.

· Click on the Registration link at the bottom of the screen. The following should be displayed.
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· Fill in the form. If you have any questions, please see Appendix A.

· Click on the Submit button and confirm your information to forward your request to the national or Area system administrator. At this point, you will have to wait for the system administrator to approve your request. When your request is approved, you will receive an e‑mail message with your Username and your Password.

Logging on the System

· Return to the Main page clicking on the main link at the bottom of the page. Click on Login. The following screen should be displayed.
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· Enter your Username and Password and click Submit. You should see the following screen with your Username.
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Entering Status Information

· Click on the Status link on the left of the main page or on the bottom of other pages. You should see a screen similar to the following.
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· Click on the Add Status Report link at the top right of the screen. You should see the following:
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· Select your Area from the drop down box and click Show Facilities for this Area. You should see the following screen for your Area.
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· Select the facility from the drop down box and click Submit this Facility. You should see the following screen.
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· Fill in this form, either by clicking on the All is OK button, or by filling in each item on the form. Skip any item that doesn’t apply to your facility.

· When you have completed the form, click the Save Facility Status Report button.  Review the Status Report information and click the Continue button. You will see a screen like the following:
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· The new status report is now displayed on the screen.

Entering Incident Reports

· Click on the Incident link on the left of the Main page or on the bottom of other pages. You should see a page like the following.
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· Click on the Add Incident Report link at the top right of the screen. You will see the following screen.
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· Select your Area from the drop down box and click on the Show Facilities for this Area button. You will see a screen similar to the following:
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· Select a site from the drop down box and click on the Show known devices for this facility button. A screen similar to the following will be displayed.
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· Select the effected device and click on the Report this Embedded Device button. You will see a screen similar to the following:
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· Fill in the information and click on the Submit Incident Report button. You will see a screen similar to the following:
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· The new incident report is now displayed on the screen.

Appendix A

IHS Day One Y2K Tracking System

Instructions
[Back]
	Registration

	You can reach the registration page by clicking on the Registration link on the Day One splash page (index page), or by clicking on the registration link at the base of any page in the system. Once there, you will be asked to enter facility and user information contained within two pages. You will be notified by email once you have been approved or denied access to the system. The following will explain each field and what the system expects.

	Area
Required. Selects the area in which you work. When authenticated users add other users (those with administration roles), that user will be able to add others up to their level.
Level
Required. Selects the divisional level in which you work. The possibilities are 1) Department - HHS, 2) IHS, 3) Area, 4) Service Unit, 5) Facility 6) Tribal, and 7) Guest.
Roles
Optional. Selects the privileges you will have within the Day One system. 
Administration role allows for user access approvals, and at department and IHS levels, allows for the modification and removal of any role. 
Data Entry role allows users to modify facility and enter report information.
Change Status role allows for the modification of a facility's status. 
Verify Status role allows for the verification of a facility's status and incident reports.. 
Selecting any of these roles is subject to approval by the Day One system administrators and responsibilities for these roles should not be taken lightly.
Position
Required. Selects one or more positions you fulfill at your place of work, even if the position is not your 'designated' position.
Primary Position
Conditionally Required. Selects the primary position of the registrant and is required if you have selected more that one position.
Existing Username
Conditionally Required. Selects your username if you are already in the Day One system. If you are a new registrant, ignore this field. It is only required if you are a validated user of the system and you are registering with another area.
Enter Username
Conditionally Required. Selects your username based on what you have typed - for those who do not find their username in the select list. If you are a new registrant, ignore this field. It is only required if you are a validated user of the system and you are registering with another area.
Name
Required. Enter your first name in the first box and your last name in the second box.
Username
Required. Enter a username - try to use your work username if not taken or something you can remember easily. You can look through the Existing Username list if you would like to insure a unique username.
Main E-mail
Required. Enter your most commonly used e-mail address. The system will remove multiple e-mail addresses in this field.
Second E‑mail
Not Required. Enter your other e-mail addresses, separated by commas.
Pager E‑mail
Not Required. Enter your pager e-mail address if you have one.
Pager PIN
Not Required. Enter your pager pin for your pager if it even has one.
Service Unit/Facility
Required. Selects the service unit in which you work.
Time Zone
Not Required. Selects the time zone of the facility in which you work.
Message
Required. Enter the reason for the required access. This will be helpful when the Day One system administrators are processing new and modified registration

	 

	Authentication

	Logging into the Day One system can be accomplished by clicking on the Login link on the Day One splash page (index page), or by clicking on the login link at the base of any page in the system. Once there, you will be prompted with entering your username and password. If you have entered both correctly, you will be prompted one last time with an acknowledge​ment that you are who the system thinks you are. If you encounter an error, the system informs you of what has happened. If the error is fatal, the system automatically generates an error message and sends it to system developers and administrators. Logging off the system is done is two ways. The prefer method is to click on the logoff link at the base of every page. The second is allowing the system to timeout your login, which occurs two (2) hours after your last keystroke or if the web server is taken offline. Other login/logoff information to be aware of:

	Forgotten Passwords
Click on login link on the splash page or at the base of any page. There you will find a button labeled Forgot Your Password. Click on this button and the next page will prompt you for your username and main e-mail address. If both match, your password will be immediately e-mailed to you. If the information is not correct, you will be notified on the spot so you are not waiting for an e-mail that will never arrive!
Profile Modification
Once you have logged into the system, the second line in the navigation at the base of each page contains a link that allows each user to modified their own user account. Since the registration does not prompt for phone numbers, this is the place to add them. When a user modifies their password, the new password is immediately e-mailed to the user.
Access Modification
Once you have been successfully added to the system, a user can register with any other area but must be approved by system administrators or area administrators unless the user is already a system or area administrator.
Session Information
When users successfully log into the system, a user session is created. The DayOne session requires the use of brower cookies. Your browser must accept cookies to log into the system and to access any of the secure modules. Once logged in, if there is no browser activity in two (2) hours, your user session times out or in effect, logs you off the system. At the base of every page in the second line in the navigation, there is a link labeled session. Clicking on this link will bring up a page that displays your current session information. It also lists all the facilities have administrator, data entry, change status, or verify status roles and allows the user to proceed directly to area of interest.
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