IQ Reports Menu Users Guide

The IQ Reports Menu program allows the user to execute IQ reports from a menu system instead of having to use the IQ Reporting or Personnel edition program. This menu based program is broken up into several report type categories which the user can select to display the reports available under each category. For each report category the user has the option to display or to print the report that they selected.

Starting the IQ Report Menu Program
The IQ Menu program can be started by selecting the Start Button and then select the Programs item. Next select the program group the IQ Menu program was installed under and then select the IQReportsMenu item. In the Installation Procedure example the program group that the IQ Menu program was installed under was IQReportsMenu. An example of what menu items to select based on this example is shown below.
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Main Menu

Once the IQReportsMenu option is selected the IQ Reports Main Menu screen is displayed. An example of the Main Menu screen is shown below.
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The reports are broken up into the five categories displayed above. There is also a System Preferences option and the button to exit the program.

To select one of the category options click on the button for the report category you want and the reports available for that category will be displayed. You can also select a button option by pressing the Alt key plus the underlined letter of the report option you want to display. For example to select Offpost Facility Reports button you would press the Alt-p keys. 

Report List Screen

When a report option button is selected the Report List Screen that is similar to the following will be displayed.
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The listed reports relate to the option button selected. From this screen you have the option to display the report, send the report to the printer or close the screen and return to the Main Menu.

The report line item that is currently highlighted is the report that will be displayed or printed when you select the Display or Print Report button. You can use the keyboard arrow keys to move between reports or use the mouse to select a report. The mouse can also be used to move the vertical scroll bar and to use the Arrow buttons at the bottom of the report list. Double clicking on a report will have the same effect as selecting a report and then selecting the Display Report button.

Display Report Button

When the Display report button is selected the currently highlighted report will be displayed on the screen. If the report has any user prompts those will be displayed first and once the prompt screen is answered the report will be displayed.

For example if you want to display the AT_Appl_Date report, you would first select the report as shown below and then select the Display Report button.
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After the Display Report button is selected the report’s prompt screen would be displayed. Enter the date period you want the report to cover and the Housing Service Type the report is for. In the example below, the report covers the time period from the beginning of the year 1999 to October 18, 1999 and will include all Housing Types. When the prompts are set to what you want select the OK button to display the report.

If you decide you do not want to run the selected report select the Cancel Button to prevent the report from being displayed.
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Once the report is processed the first page of the report will be displayed on the screen like the example below.
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You can now use the arrow selector keys or the page up and page down keys to move between pages of the report. 

Note: If you choose to print the report be sure to move to the last page of the report before selecting the print option. You can move to the last page of the report by selecting the Arrow Button with the right vertical line beside it. In display mode, IQ will only print the pages on the report that have been displayed so if the report is five pages long and only three pages have been displayed when the print button is selected only three pages of the report will be printed.

To return to the Report List Screen select the File Menu option and then the exit option as shown below. 

Once back at the Report List Screen you can select another report to display or print, or the same report using a different set of prompts.
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Print Report Button

When the Print report button is selected the currently highlighted report will be sent to the printer. If the report has any user prompts those will be displayed first and once the prompt screen is answered the report will be printed.

For example if you want to print the AT_Facility_Not_Occ_Inactive report, you would first select the report as shown below and then select the Print Report button.
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After the Print Report button is selected the report’s prompt screen would be displayed. Enter the type of housing the report is for and the Installation RPIC value. In the example below, the report is for Family Housing units. When the prompts are what you want select the OK button to send the report to the printer. Before sending a report to the printer be sure that the report being printed and the selected prompts are correct, otherwise you may print a long report that you did not intend to print.

If you decide you do not want to run the selected report select the Cancel Button to prevent the report from being printed.
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Once the report is printed the IQ Personal Edition screen will still be displayed. To return to the Report List Screen select the File Menu option and then the exit option as shown below. 

Once back at the Report List Screen you can select another report to display or print, or the same report using a different set of prompts.
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System Preferences

The system preferences screen provides a way to change certain system setting for those sites that are configured differently then the recommended settings or for sites that have their own set of IQ reports. The default settings for the screen are shown below.
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To change a value in the System Preferences Screen type in the new value for the field option you want to change and then select the Save Changes button to save the change. Selecting the Close button will close the screen and discard any changes made that have not been already saved. After saving any changes to any of the three fields, exit the IQ Menu program completely and then re-start the program so the new preference values will now be used by the program.

The IQ Reports Directory Location field contains the directory and path of where the IQ Reports are located on your computer. The default location is displayed above. If the IQ Reports were installed in a different location, you need to change the field value to the directory and path of where the reports were put on your computer.

The IQ Application Directory Location field contains the directory and path of where the IQ Objects application program is installed on your computer. The default install location is displayed above. If the IQ Objects application program is installed in a different location, you need to change the field value to the directory and path of where IQ is installed on your computer.

IQ Access Database Name option

The third field, IQ Access Database Name is the name of the Microsoft Access 97 database used by the IQ Reports Menu program to display the report lists for each report button option.

The option to change the database name provides a way for sites to add their individual reports to the list of reports available under each report option button.  

Because a new copy of the IQ Access Database with an updated list of reports is downloaded with each new set of reports from the IQ Web site, the database name must be changed to prevent an individually site modified version of the database from being overwritten. 

The basic steps that need to be done to setup the menu program to use a site specific database are:

Copy the IQ Reports Menu database to a new name. The name of the database when first installed is IQReportsDB and it will be located in the directory where the IQ Reports are located. When you copy the database file keep it in this same directory of the IQ Reports.

Within the IQ Reports Menu program select the System Preferences option and change the IQ Access Database Name field value to the name that you copied the IQ Reports Menu database to. Once changed save the changes and exit the IQ Reports Menu program.

Open the copied IQ Reports Menu database in Microsoft Access 97. Add the report names and descriptions into the database tables that correspond to the report’s menu option.


The Table names and their corresponding Menu program option are:



Table Name


IQ Menu Option


CustomerReports


Customer Reports



FurnishingReports

Furnishing Reports



MiscellaneouseReports

Miscellaneous Reports



OffpostFacilityReports

Onpost Facility Reports



OnpostFacilityReports

Offpost Facility Reports

When a new set of reports are downloaded from the IQ web site the new reports in the latest download will have to be added to the copied version of the IQ Reports Menu database. The new reports included in the download will be listed on the web site and the report names and their descriptions can be copied from the downloaded IQReportDB into the corresponding site copy of the IQ Reports Menu database.
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