WHAT YOU NEED TO DO:

1. LOGGING INTO TERMINAL SERVICES (FIRST TIME ONLY)

a. Double Click on the iMIS Icon located on your desktop (picture of a monitor and Satellite Dish)

b. Enter your full email address for your user name.

c. Enter your network password

2. LOGGING INTO IMIS
a. Make sure your CAPS LOCK is turned off

b. Enter your user name (iMIS will capitalize it for you)

c. Enter your password…using the shift key to capitalize a letter when needed
d. When logging in for the very first time, you will experience a small delay while the computer creates your profile.

3. CHANGE YOUR PASSWORD.

a. If you forgot how, you can read how to do this on our Intranet.

b. IMPORTANT NOTE: If you receive an error message saying ‘Invalid Login or Password’, try again. If you get continue to get this message after three attempts, please call the Help Desk at x6060.

4. EDIT YOUR TAB PREFERENCES.

a. If you forgot how, you can read or watch how to do this on our Intranet.

5. UDPATE ROSTERS (FOR PROGRAM STAFF):

a. Create groups for your rosters.

b. Enter your leadership for your rosters
6. ERROR MESSAGES

a. If you get an error message, STOP! Hit the ‘Prnt Scrn’ button on your keyboard. And paste it into an email message along with the exact time of the error and send it to help desk.
WHAT YOU NEED TO KNOW:

1. On our NEW intranet, you will find all the information you need to help you get started with iMIS…including training manuals, how to guides, video tutorials, and a quick reference guide. These are available for you to download and print.

2. Due to some recurring error messages, the following functionality has been turned off or removed until these issues can be fixed:

a. Map an Address

b. Member Photo
3. REPORTS

a. A list of all reports currently available in iMIS is available on our Intranet with a description and report sample…so you know what is currently available.

b. We are still writing reports, so please bear with us!

I know this is a lot of info, but we wanted to make sure you have all the information you need to make the transition smoothly.

Serving those who Serve,

Your IT Team
