Lesson 9�Managing Project Data Within HCAS 3.0


Teachers Note: Determine how majority of users plan on implementing HCAS. Determine who will be entering project data, how project data will be stored (single database or projects entered my multiple individuals, etc) and how it will be returned to LMI for QA.


Introduction


Managing project data involves keeping your personal database separate from the projects downloaded as part of the standard ICEG update. You can have multiple HCAS database files to store and manage groups of ER projects. Project data management also involves updating your files with new data distributed by ICEG as well as submitting your own data to ICEG for distribution to others.


In this lesson, you will learn how to


manage your HCAS database files,


create a blank database for your own project files,


copy projects from one database to another database,


update your files when new project data are distributed, and


submit projects to the ICEG.


Managing HCAS Database Files


�


The HCAS software is designed so that you can have multiple database files containing project data. Having multiple database files is useful for applying project information to your own needs, trying “what if” scenarios, or entering new project data. You can easily open your various HCAS database files using either the File, Open Database command on the menu bar or by clicking on the File Drawer button on the toolbar.


When you start HCAS, the last database file that you worked with is automatically opened. To begin working with a different HCAS database file, click on the File Drawer button, select the filename and location, and click OK. If you select an .MDB file that is not an HCAS database file, the dialog box returns to the screen for you to select another .MDB file. The current database file name appears in the blue bar at the top of the Project Selection Screen.





Hint: Keep your own projects in a separate database to make it easier to submit your projects to the ICEG!


ICEG recommends that you create and use several database files to keep your project data organized. It is easy to create a new HCAS database file containing copies of projects from an existing HCAS database file or to put copies of selected projects from one HCAS database file into another, existing HCAS database file.


The HCAS software is designed to allow you to make copies of multiple projects quickly using the Copy command on the File menu. The Copy Selected Projects To… command makes a copy of all the projects currently shown in the Project List. You can put the copies of the projects into an existing database file or have HCAS create a new database file. By using multiple database files, you can manipulate information, while still preserving the original project data in your archive database file. Note that the ICEG keeps the official record of each project on its Web page should you ever need to refresh your data.


Hands-on Exercise—Back Up HCAS Database Files


Students should complete this exercise along with the instructor.


When you first install HCAS 3.0, the database file—HCAS30.MDB—is installed at the same time and automatically opens the first time you start the program. HCAS30.MDB contains the latest version of ICEG HCAS projects. The first time you use the HCAS 3.0 software, you should create your own backup copy of ICEG project data.


With HCAS running and the HCAS30.MDB file open, click on the Copy Selected Files To… New Database from the File menu.


Type in the new database file name (e.g., ARCHIVE.MDB) and the location on your hard drive where you wish to save it (C:\HCAS30). HCAS creates a new database file called ARCHIVE.MDB containing all of the projects in the HCAS30.MDB database file.


ARCHIVE.MDB is your reference database file of official ICEG project data. HCAS30.MDB is your file for day-to-day use of ICEG project data including “what-if” scenarios and other data manipulation.


�
Creating Blank Databases for Personal Use


Before entering new project data into HCAS, you should create a database file that will contain your own project data. This database file can then be populated with projects copied from your backup copy of the database or your agency’s projects.


Hands-on Exercise—Create a Blank Database


Students should complete this exercise along with the instructor.


In the menu bar, click on File, New, and then Database.


A file dialog box will appear. Click on the directory list box and make sure that C:\HCAS30 is selected.


Enter PERSONAL.MDB when prompted to enter a name for the new database that you are creating, then click on OK. HCAS will create a database with the filename you have chosen.


To open the file you have created, click on File, Open, or click on the File Open button on the tool bar. Select PERSONAL.MDB. If that choice does not show up, make sure you are in C:\HCAS30.


Copying Projects from One Database to Another


As you identify groups of projects with similar characteristics that you regularly like to reference or work with, put a copy of just those projects in a separate database file for easy reference. For example, you might want to group all HCAS projects that involve groundwater remediation together in one database. HCAS copies all of the projects that appear in the Project Selection screen to the other database. Remember, you may reduce the number of projects that appear in the Project Selection list by using the Query button or the Project Selection buttons (RA, SD, O&M).


Hands-on Exercise—Copy Projects from One Database to Another


Students should complete this exercise along with the instructor.


Open the TRAINING.MDB file. This database contains the project you previously entered from the Project Data Worksheet.


�


Enter the Query screen by clicking on the Establish Query Criteria button.


Narrow the search criteria down to “capture” your project. Click on the Miscellaneous Criteria tab and select the Project Name criteria. Type in Ft. Carson and click on Evaluate. The screen should say 1 project selected.


�


Add the criteria to the grid by clicking on the ADD Criteria button.


Click on the Query Results tab and make sure that the only box that is not checked is the “Exclude Miscellaneous Tab Criteria” check box.


Run the query by clicking on the Evaluate button. The project you had created will appear in the results tab.


�


Return to the Project Selection Screen by clicking on the Return To Project Selection Screen button. Your project will be displayed in the grid. The Query button will be red to indicate HCAS’s query filter is active.


Click on File, Copy Selected Projects To… Existing Database and select the filename of the blank database you created earlier-PERSONAL.MDB. Click on OK to affirm your selection. The projects selected from the query will be copied into the blank database. You can now open the your new database to see the project you just entered.


Updating Your Database Files �with New ICEG Data


When a project update is ready, the Logistics Management Institute (LMI) will send an e-mail notice instructing you to go to the HCAS Web page and download the latest version of HCAS project data. (If you do not sign up to receive e-mail notices, you can simply check the Web site periodically.) The database file that you will download (instructions for downloading data can be found on the Web page) will be titled by the month and year of the release, such as JAN98.MDB. Each release will contain a complete set of current project data, including those projects previously released by ICEG. Also included on the Web site is a summary of the changes or additions to the database file as compared with the previous update. This update lists the new project names and numbers, names and numbers of projects that have been included in previous releases but have had data modifications, and any project names and numbers that have been removed from the data file.


With the exception of any database files that contain projects you have created, such as PERSONAL.MDB, the ICEG recommends that you update all of your files containing data from the central repository each time a new project release is announced. After you download the update database file to your HCAS 3.0 directory (C:\HCAS30), go to Windows Explorer or File Manager and delete any old central repository database files (e.g., C:\HCAS30\ARCHIVE.MDB, C:\HCAS30\HCAS30.MDB, and C:\HCAS30\GRDWTR.MDB) from your HCAS 3.0 directory.


Note: You are not required to delete the old database files. However, deleting them will eliminate the potential for any confusion that may result from having multiple “official” databases in the same directory.


Submitting HCAS Projects to ICEG





Has your agency decided how it will implement HCAS and manage project data?


A crucial part of the ICEG mission is to provide project data for the benefit of all participants via the HCAS application. To ensure that HCAS continues to provide relevant data across a variety of project types and conditions, those who benefit from using HCAS data need to submit their own project data. Each participating agency establishes its own procedure for data submission to the ICEG. At a minimum, someone at the agency reviews the project and agrees to its release before it is submitted to LMI, the ICEG’s central collection agency, for quality review and subsequent distribution to all participants.


As part of the quality review of projects submitted for distribution, the ICEG has established some minimum standards that must be met in order for project data to be distributed to participating agencies. Numerous fields have been designated as required information. The ICEG considers that these fields provide basic information necessary to ensure responsible use of the WBS cost information.


For more information on the quality assurance process, you may view or download the HCAS Quality Assurance Plan from the ICEG home page at http://globe.lmi.org/lmi_hcas/qa.htm.


The steps required to submit project data to ICEG are as follows:


Once you have created a project or set of projects in your personal database file that you would like to submit, e.g., MYPROJECT.MDB, follow your agency’s procedure for project data review. As part of this process, you will likely need to send a copy of your projects to someone to review.


Make a copy of your MYPROJECT.MDB database file using Windows Explorer or File Manager. Rename it as appropriate, perhaps using your last name or office name (LASTNAME.MDB). If you do not want to submit all the projects in MYPROJECT.MDB, use HCAS to open the LASTNAME.MDB file and delete the projects that are not ready for submittal.


Compress the database using PKZIP if necessary. Typically database files containing just a few projects such as those submitted to ICEG will be less than 1 MB. Anything over that size should first be compressed into a .ZIP file before sending.


Attach the LASTNAME.MDB file to an e-mail or put it on a diskette and send it to LMI. If attaching the .MDB database file to an email, be advised that some email packages do not handle large attached files well. If you are unsure whether your e-mail package can send the file electronically, you may also FTP the file electronically to LMI. TEACHERS NOTE: Determine who in the class plans to use the FTP capability. If any individuals are using FTP, then explain this process. To FTP the software, you will need to log in to FTP://atlas.lmi.org/hcas using anonymous as the log-in name and your e-mail address as the password. (Note that you only need to transfer the database file, not the entire HCAS software program). For further instruction on how to submit project data, go to http://globe.lmi.org/lmi_hcas/submit.htm. All HCAS correspondence should be directed to


Robert Silverman�
�
Logistics Management Institute�
�
2000 Corporate Ridge�
�
McLean, VA 22102-7805�
�
(703) 917-7182�
�
rsilverm@lmi.org�
�
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