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Introduction

The DoD Role Based Insights on Demand (IOD) Training Guide for Release 8.2 provides information
needed for DoD Users to navigate and use IOD.

DoD User Roles

The table below depicts the user roles within DoD and provides a brief explanation of each role. IOD will
be automatically configured to allow a user only to access the functionality for their specific role and
cardholders within their assigned organization/organization.

The graphic below depicts the flow of cases through the DoD User roles.
e A/BO refers to an Agency Officer or Billing Officer
e A/OPC refers to an Agency/Organization Program Coordinator
e Oversight AAOPC refers to an Oversight Agency/Organization Program Coordinator
e Component Program Manager
e HA refers to Head of Activities

Flagged Cases

e

Flagged Cases

A/OPC A/OPC

Complete Monthly Checklist

Review 100% of A/BO
Flagged Cases on a Daily Basis
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Each role is further described below from the lowest level of the hierarch to the highest:

DoD User IOD Access Responsibility within 10D

First Level Case Review

A/BO — Level 6 Workbench ¢ Reviews 100% of assigned cases before the end of
the billing cycle allowing time for higher level review.

Second Level Case Review & Monthly Checklist

AIOPC — Level 3 Workbench ¢ Reviews 100% of assigned cases after A/BO review.
A/IOPC — Level 4 Individual case review cannot begin until the
AIOPC - Level 5 responsible A/BO has completed his/her review.
e Completes the Monthly Checklist at the end of the
billing cycle.
Monthly Checklist & Dashboard
OA/OPC — Level 3 = Workbench e Completes the Monthly Checklist at the end of the
OA/OPC - Level 4 Dashboard billing cycle.
e Access to Dashboard views
Dashboard
CPM Workbench ¢ Access to Dashboard views with drill down capability
Dashboard to Workbench
HA Workbench e Access to Dashboard views with drill down capability
Dashboard to Workbench
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Frequently Asked Questions

Below are some of the most frequently asked questions regarding IOD, these questions are also available
through the IVR.

Accessing 10D and Login Error Messages

1. How do | access IOD?
Answer: In a browser, enter the following URL: https://iodgov.oversightsystems.us.

Make sure the link includes https://

Navigate to InsightsGov.oversightsystems.com. From there you can enter your login information
and click the “Log In” button. Browsers supported include Chrome, Safari, and Firefox.

™ Oversight

User Login

Welcome to Insights On Demand from Oversight Systems

Please log in to get started.

Forgot your password?

E-mail *

Enter your e=mail address.

Password *

Copyright 2018 Owersight Systems, Inc.
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2. lam getting aLogin error message, what should | do?

Answer: If you are getting an error message, it can usually be resolved by clicking refresh on your
browser. If there is a pop-up box or error message, take a screenshot of the message and email it
to iodgov@oversightsystems.com.

The User Login error message may look like the error message below:

W Oversight

User Login

0 Sorry, unrecognized username or password. Have you forgotten your password?

Welcome to Insights On Demand from Oversight Systems

Please log in to get started.

Forgot your password?

E-mail *

| sampleuser@agency.gov|

Enter your e-mail address.

Password *

Enter the password that accompanies your e-mail.

Login

Copyright 2018 Owersight Systems, Inc.


mailto:iodgov@oversightsystems.com

3. lhaveforgotten my password?

Answer: If you have forgotten your password, click on “Forgot Your Password” in the portal login
then click “Email New Password” and you will receive a link in your inbox to reset your password

within a minute or two.

W Oversight

User Login

Welcome to Insights On Demand from Oversight Systems

Please log in to get started.
Forgot your password?

E-mail * [ S

Enter your e-mail address.

Password *

Enter the password that accompanies your e-mail.

W Oversight

User Login

E-mail *

A password reset messaze will be sent to your =-mail sddress.

E-mail new password

Copyright 2018 Owersight Systems, Inc.



Viewing Assigned Cases
4. How do | see Cases that have been assigned to me?

Answer: To see cases assigned to you,

1. Click on the Workbench link and then on “Profiles”, then on “My Open Cases” profile. These
are all the cases that have been assigned to you and are still in an open status.

2. You can also click on “My emails” to see any cases that are in an email sent or received status,
and “Closed” to see cases that have been previously reviewed or closed.

= Oversight

p Profiles W

Global Profiles

&

Select Filter v

0. Monthly Checklist
1. Open

2. Closed

3. Al

Exclusions

Parameters

™ Reports and 3

S
=(@ Downloads

3. Let’s drill down further to view cases, for example, click on “Profiles”, then under My Open
Cases, click “1. Open”, then click on “Summary by Insight”.
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The Workbench displays the results of the selected profile, and the attribute by whichit is

summarized (in this case Summary by Insight).

For DoD, most of the views will be summarized by Cycle, so change the Summarized by drop

down to select, “Cycle”.

W Oversight

Filtered By: Summary by Insight /

L poniige OB v | o

Summarized By: Insight v

. Insight
E

o proies (TN

- Select Filter v

n &

My Emails
My Open Cases
> 0. Monthly Checklist

Advanced Search

Click for drop down menu

# of Exceptions v =

~ 1. Open e Exceptions

Summary by Email Status
Summary by Employee
Summary by Indicator

Summary by Insight <= — Click

Summary by Org Unit 1

Summary by Owner

Summary by Status

» 2. Closed

L oo N = s | o= || oo [ooceo
osshs @SN s Disded G532

4. Select the drop-down arrow next to the Summarized by to reveal the numerous ways in which a

user can sort Insights.

Filtered By: Summary by Insight /
Search:

Summarized By: | Insight r
Attendee Name Code "
Card ID

Card Transaction ID

Card Type

Employee ID

Employee Mame
Exception Category
Exception Indicator
Exception Owner
Exception Reason Code

Exception Status
. Exception System

Exception Type
Exclusion Unit

Expense Report Mumber

Expense Type

Foreign or Domestic

Home Country

Insight =

Exceptions

For more detailed information see Section Titled Finding Cases to Process
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Emailing Cases

5. How do I select and email template and forward a case to

someone?

Answer: To select an email template,

1. Click on the “send email” button at the top right corner of the case.
2. Onceyou're in the email window, click the drop down next to the “Email Templates” and select

the appropriate template.

Email Template Global Default-English (United States) ¥

For spelling correction suggestions: CTRL + Right Click

sctochments I enc N Concel

Toz
[Multiple email addresses should be separated with a semi-colonl;) or commal,) or space,)
CC:
BCC:
From: Dnavy.m
Subject: Insight & - 20000000002180
Message:
- 4+ Qb BEZ=Z B I U S % ¥ = 3= & % E & 3 F T T 8 o
Stylas ~  Fomat =  Font =  Size = A- -
This Exception has been emailed to you by a user of the Cwversighl System. In ordar to view more information about this
Exception and related Entities, log on to the Owversight System.
Exception(s) details follow
Exception Type: Insight &
Description:
Violation
"Errmlnyee "Cnrd Type [Tran Date Tran .ﬁmnunl'[LISD Amnunt| Charge Description ||COther Info
[NANCY LitzalPcarD  pec 10, 2014caD 2745 [23.99 | ¥mas Nick Sharp
Indicators:
« Rude 01
= Rule 02
Potential Impact: 2399
Priority: Lows
T ambirdanesnas bdimb
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Choose an email template from the templates listed in the Template drop down. The list of
templates displayed will depend upon the type of case.

Email Template Policy Reminder-English {United States ¥

Policy Reminder-English (United States)
To: e - . .

Justification-English (United States) i i

( d with a semi-caolon(;) or

Cc: Raise Awarensss-English (United States)
BCC:
From:
Subject: 10D: Policy Reminder as related to Case: 100500123

For more detailed information see Section titled Emailing A Case.
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How do | add an attachment to an email template?

Answer: To add an attachment to an email,
1. First select the template that you'd like to use.
2. Click on “attachments” at the bottom and search for the file you’'d like to attach before sending

the email.

\/\/W\/\_/\_/\/\W\/\/v\/\_

Cycle AOPC|AD/BO
2014/11/20 - 2014/12/18|[05005| /05006

Indicators:

= Monthly Review for AQ/BG: 05006

Potential Impact: 113.301.72

For spelling correction suggestions: CTRL + Right Click

[tachments J send J] cancel]

The Add Attachments window displays. If there are files that have been previously attached to the
case they will be listed in the top of the window.

Il .

Files attached to the Exception:

[] parking receipt.pdf

Attach File:

Browse...
=3

For more detailed information see Section titled Attaching a File When Emailing A Case.
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7. How do I check for email responses?

Answer: To check email responses,

Click on the “My Emails” profile and

Double click on the “Email Received” status to see all cases that have received an email reply.
To view a response, double clickon a case to open it in a new window then

Click on the messages tab.

Click on “View Message” next to the email reply to read the full message.

/O Profiles

agrwONMPE

<

Global Profiles {§}
-
Select Filter ¥ —
My Emails
My Open Cases
» 0. Monthly Checklist
> 1. Open
» 2. Closed
> 3.Al
» Exclusions
» Parameters
™™ Reports and »
E@ Downloads
Filtered By: My Emails /
Search: @ | Advanced Search
Summarized By: Exception Status
l Exception Status # of Exceptions m
[ Email Sent
[ Total 186
‘ S
Exceptions =
G e B v oo e —l:
ra Cerce 4814-TELECOMMUNICATIONS SERVICES, IAT&T*BILL PAYMENT --I ——-
ry Doke 5074-PLUMBING AND HEATING EQUIPMEN PVF SUPPLY COMPANY INC N o i -
ra Leso 7311-ADVERTISING SERVICES CASTLE CONNOLLY MEDICAL @ S [ [
ymas Mach 5942-BOOK STORES AMAZON MKTPLACE PMTS — — aSSEEE
neth Goers 2741-MISCELLANEOUS PUBLISHING AND FSPRINGER CUSTOMER — —— )
ra Cerce 4814-TELECOMMUNICATIONS SERVICES, I AT&T*BILL PAYMENT i i o
ra Cerce 4814-TELECOMMUNICATIONS SERVICES, 1AT&T*BILL PAYMENT E———— 1] ]
hard Leiss 5047-DENTAL/LABORATORY/MEDICAL/ OP}31 (e |— amE=E
PO I V4 PN 77910 FIFATRANMTAC CTANRCC  WANADA AIFWAIE /S, SORA 22
‘4 »
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How do | respond to an email?

Answer: To respond to an email,

1.
2.

w

©o~No O A

Click on the “My Emails” profile and

Then double click on the “Email Received” status to see all cases that have received an email
reply.

If there is a message to respond to you can respond. This menu is not available if no
message to respond to.

To view a response, double clickon a case to open it in a new window

Then click on the messages tab.

From there, click on “View Message” next to the email reply to read the full message.

To reply to the message, clickon “reply all” at the bottom then

Either select a template or type your message.

Once your message is ready to send, click on “send” at the bottom and the status will
automatically change to “email sent”.

= Oversight

p Profileg

Global Profiles

Select Filter v

My Emails
My QOpen Cases
0. Monthly Review
1. Open
2. Closed
3.4l
Exclusions

Parameters

Copyright 2018 Owersight Systems, Inc.
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Filtered By: My Emails /

Search: B Advanced Search

Summarized By: Exception Status First << <1 > >> Last =
. Exception Status # of Exceptions m
[T Email Sent
[ Total 186
< »
Exceptions First << < 1 > >> Last

e T N

= K1 il
O

iGom  SO8S-INDUSTRIAL SUPPLIES - NOT ELSEWIN *PRECISION WAREHOUS ~ @ommmmms
ra Cerce 4814-TELECOMMUNICATIONS SERVICES, I AT&T*BILL PAYMENT { =

ry Doke 5074-PLUMBING AND HEATING EQUIPMEN PVF SUPPLY COMPANY INC o | e T

-a Leso 7311-ADVERTISING SERVICES CASTLE CONNOLLY MEDICAL @ e i

»ymas Mach 5942-BOOK STORES AMAZON MKTPLACE PMTS (— p— s —}

neth Goers 2741-MISCELLANEOUS PUBLISHING AND FSPRINGER CUSTOMER < [ ) T

ra Cerce 4814-TELECOMMUNICATIONS SERVICES, 1 AT&T*BILL PAYMENT o — o ]

ra Cerce 4814-TELECOMMUNICATIONS SERVICES, 1 AT&T*BILL PAYMENT f=—1——] | [ [

hard Leiss 5047-DENTAL/LABORATORY/MEDICAL/ OP}3I e | — )

B S y £7hn M CAThANMTAC cTARCC \ANANAL RICVAIE A~ ~ARR O E— ] = 22
q [ e ,

Double click on the email received, to reveal a list of cases for which an email was received.
t

First << <1 > >> Las

ITEN o [ ) s W
¥ purchaseCard SplitTr | GESESEES | 318430 W0 EmailReceived  2016-12-
[T Purchase Card Split Tr @iy ¢ V) (. 3,114.20 S Email Received 2016-12-
[ Purchase Card Transac @ < ) 3,004.51 Email Received 2016-12-
"1 Purchase Card Transac @iy o e 3,213.16 S . Email Received 2016-12-
[T Purchase Card Transac @iy S (— 3,200.00 S Email Received 2016-12-
[T Purchase Card Transac N S — i 3,198.00 I Email Received 2016-12-
71 Purchase Card Transac @y ] [ i 3,078.56 Email Received 2016-12-
[T Purchase Card Transac @i | T 3,000.00F  Email Received 2016-12-
[Tl Purchase Card Transac @mm | () 3,000.00 —_—_——— Email Received 2016-12-
71 Purchase Card Transac @iy < (R 2,951.53 S . Email Received 2016-12-
[l Purchase Card Policy I @i s — ) 3,058.20 . Email Received 2016-12-
[0 Purchase Card Transac NN == 3,199.72 S Email Received 2016-12-
[Tl Purchase Card Transac @i | [l 3,109.03 - Email Received 2016-12-
[ Purchase Card Policy I @i S 3,151.00 N — Email Received 2016-12-
[T Purchase Card Split Tr @i i 2,998.01 —_—_— ~ Email Received 2016-12-
"1 Purchase Card Policy I @i ) 2,936.97 I Email Received 2016-12-
« I EEEEEEEEEEEEEEEEEE——— »

Summary Entities Messages B E! =
Name: Purchase Card Split Transact Priority: ) Type: 'Pl’:gr?;aasgo(r:\ard Split
Owner: - — v Confidence: I O Exception ID: 11612-20-0002151
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Printing, Viewing, Exporting Cases

9. How do | print a detailed report of the case?

Answer: If you would like to print or save a case report, follow the steps below:
1. Firstright click on the case in the case list in the bottom pane.

2. Click on “Print Case Detail Report”

If you would like the audit log details included, click on “Print Exception Detail Report with Log.”
3. Once the detail report is open, you can either print the report or save it as a PDF.

W Oversight

Filtered By: Summary by Indicator /
Profiles v

Search:

Summarized By: Cycle
Global Profiles

Select Filter r

n &

My Emails
My Open Cases

> 0. Monthly Checklist

r___--
Camwwmemezis

~ 1. Open

Summary by Email Status Exceptions

Summary by Employee D S I O T

Summary by Indicator
Summary by Insight

Summary by Org Unit 1
Summary by Owner

Summary by Status

Open in New Window(s)

Print Exception Detail Report
Print Exception Detail Report with Log
QOpen Group in Mew Window

Send Exception(s)

Column Display Options

» 2. Closed

> 3.4l

After Selecting Print Exception Detail Report.
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Exception List

15

20000-00-0002160 Emall Sent
Incight & Insight 6 - 2000000002160
usDzaee
Low 20181113 214253
High 2018-12-08 18:41:48
Misuse
cTE
Viclation
I Employes I Card Type | Tran Date | Tran Amount | USD Amount I Charge Description I ‘Other Info |
| namcviiza | PCARD | Dec1o,2014 | CAD 27.45| 23.99)| Xmas Nick Shap |

° Rule 01
° Rule 02

Exception Log
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10. How do | export the case list details?

Answer: To export case list details, you must be drilled down into the group of cases you'd like to
export. To drill down and export the detail:

1. Right click on the Insight, Employee, etc. that you'd like to export the details for,

2. Then click “Drill Down”.

3. After that, the case list will be in the top pane and you will be able to export the details.
4

Right click on any of the cases in the top pane and select “export case details” and it will open
the Export Options window.

Name the file and select the file type you'd like to save it as,
Then click “Export” at the bottom.

7. You will be able to find your report in the “Reports and Downloads” section at the bottom left
corner.

o o

8. Click on “Reports and Downloads” then click on your report to open it.

-y OVC'I'SI-ght Loreen Bratth @‘roollv @mm
p o Filtered By: Summary by Employed /
e Search: Advanced Search
od By , 1-1afl —
Global Profiles gy | SummeneedOy Emelovee tame -
o .= =“_ of Exceptions v _mm.n (usD) .
ect Filter (v
wiwerbm Ll e
Orill Down .
My Emails [Open in New Window
My Open Cases Export Summarize: d Data
» 0, Monthly Checklist Create Profile
1-10f1 =
~ 1. Open
Summary by Emal staus I I I W T I I T [ I (N N
Summary by Emoloves [Weltnsights (L |[emmmme o U anesl 0 petected | 201840113 20:42:50 J0o0-00-0002160 ||
Summary by Indicator
Summary by Insight
Summary by Org Unit 1
Summary by Owner
Summary by Status
* 2. Closed
> 3.40
* Exclusions
» Parameters
|E-®'! Reports and Downloads >
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Screen After Selecting Drill Down

Loreen Brattli  {S}Tools v @Log Out

Filtered By: Summary by Employee | Employee Name : NANCY Litza /

Search: |&] advanced Search

Summarized By: M

T e B N = S N

p Prefiles -

o s (T
e vy T

My Emails ) v
My Opén Cases
> o Hontiy chckia P— e CEEEE
TR e igh « ight

Summary by Email Status Name: Insight & - 2000000002160 Priority: Type: Insight &

ciiRa 1 Ealries owner: - Confidence: L] 1D
B by Indicat Status: Datected v Potential Impact (USD): 23.55 Date Detected:  2015-11-13 21:42:53
umma o
" Reason Code: Al Last Madified: 2018-12+06 14:01:42
Summary by Insight
i Description of Exception:
Summary by Org Unit 1 Violation
Summary by Owner
Employee Card Type Tran Date Tran Amount USD Amount Charge Description Other Info
Summary by Status - -
NANCY Litza | FCARD Dec 10, 2014 CAD 27,45 23.99 Xmas Nick Sharp
» 2. Closed Indicators:
*a.Al Rule 01
I
> Exclusions fule 02
> Parameters
& Reports and »
(3) Downloads

Right Click on a case to bring up the drop-down menu.

Loreaen Bratth O} Taenls v (Feg out

Filtarad By: Summary by Employes | Employes Name @ NANCY Litta

/O Fraofiles - Fa—

Summarized By .

I e B T S I T

m
Open = Hew Windom(s)

rat 1-10f 1

U T clobai Profiies

L Select Filter

My Emais
My Qpen Cages E | Rapert
» 0. Monthly Chacidist — enflPrint Excestion Datail napaet with Log DEE R=
* 1. Open Open Group in New Window
Summenary by Email Status Wamm "Wseand exceptivniss Priority: L] Type: Irsight 6
Sumenary by Emoloves Celumn Display Options - Confidence: = Exception 10 20000-00-0002185
Status: v Potential {usp): 23.59 i 2018-11-13 21142153
‘Summary by Indicator Exiport Excepton Lt Tmpact Diate Detected
Reason Code! Creste Profile A Last Modified: 2018-12-06 14101142
Summary by Insight
Bescription of Exception;

Sumenary by Ong Unit 1 v

‘Summary by Owner
Summary by 5 Emgloyes Card Type Tram Date Tran Amasnt LIST) Amount Charge Descriptian Ather Infa
MANCY Litzs PCARD Des 10, 2004 CAD 37,48 2135% Hrmps Heck Sharp
» 2. Closed P
>3l Rt 01
* Exglusions Fun
* Paramters

& Raports and 5
(3) ownloads
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Menu that appears when selecting Export Exception List:

File Name:

Select Delimiter:

® Tab
Pipe (|)

-/ Comma (',")

Report will be viewable in Reports and Downloads.
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11. How do | view all of an employee’s cases?

Answer: To view all of an employee’s cases,

Click the Entities Tab of the open case.

Right click on the three-line option menu next to “Employee”

Click on “Open in New Window”. Once you're in the employee view, click on the Cases Tab.

There you will be able to see every Case that has been flagged for an employee along with
what status each of them is in.

5. You can double click on any of the Cases if you'd like to open it to see what happened with
previous findings, etc.

N .

Filtered By: Summary by Insight / Insight : Insight § /
Search: [Q] Advanced Search
Summarized By: v 1-10f1 —
. KX _m_wmm_mm“---ll
‘ »
Summary Entities Messages Review B t—E‘I E
Description of Exception: &
Violation
Employee Card Type Tran Date Tran Amount USD Amount Charge Description Other Info
NANCY Litza PCARD Dec 10, 2014 CAD 27.45 23.99 Xmas Nick Sharp
Indicators:
Rule 01
Rule 02
Related Entities: Related Entities:
Card Account Partial 2009
Card Type PCARD
Cortrolder ol tame YLtz ceruord Grou - Kapwond Hems L smpenge ¢ fpword Voo ik Lovl -k Tnsbod |
Cordholder Name 1 NANCY AlcodoL  LQUOR enUs bQuoR K
Transaction Date 2014-12-10 00:00:00
Report Receipts
Line Receipts
Transaction Number 3112325923 o S | o

Click on the menu icon (E) next to an entity heading to view a menu with the following options:

Open in Mew Window

Show Related Entities

After Selecting Open New Window
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Summary Exceptions
Entity ID: 53710
Name:

Entity Type: Person

Entity Attributes

Person ID
Employee Number
Full Name

Emiail

Job Title

City

State

Postal Code
Country

Status
Employment Date
Termination Date
Person Has A Corporate Card
Person Has & Company Car
Organization Unit 1
Organization Unit 2
Organization Unit 3
Organization Unit 4
Organization Unit 5
Supervisor ID
Supervisor Mame
Supervisor Email
Supervisor Job Title

TEA Crnimbre Cade

Messages

Priority:

Confidence:

53710
53710
NANCY Litza

Canada

¥

REGIONZ-NADL
DEPARTMENT2-0265
GROUP2-88258 CC

e

Potential Impact (USD): 287.07

12. How do I close a case?

Answer: A case will be closed by answering the Questions under the Review tab and clicking the
submit button. When the submit button is closed, this will complete the review process.

Summary

Entities

Messages

Review

Copyright 2018 Owersight Systems, Inc.
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13. How do | add notes or attachments to a case log?

Answer: To add notes or attachments to a case,
1. Click on the Messages Tab of the Case.

2. If you want to add a note, clickin the “New Notes” field and type the information you’d like to
add.

3. If you want to add an attachment, click on “Attach File” then select the file you'd like to attach.
4. After you've added the note or file, click “Save” at the bottom to add the note or attachment to
the audit log.
Summary Entities . Messages Review

Message Type & Sent |« Received |« MNotes |« Attachments & System
|2018-12-06 13:20:50 Samantha Dolan  |Exception Owner changedfrom ~  to
2018-11-14 12:14:29 Escalator System Exception Status changed from 'Intital Review Complete’ to "Ready for Assessment’.
2018-11-14 12:14:29 Escalator System Escalation rule "HLStoHLS' triggered.

2018-11-14 12:14:29 Hans Bhargava Exception Status changed from 'Detected’ to 'Intital Review Complete’.
2018-11-13 21:43:01 CoRE System Exception Status set to 'Detected’.
2018-11-13 21:43:01 CoRE System Exception created.

New Notes

Retrieving expense report receipts to compare.|

When you add a note and save it, the Oversight IOD system creates a new message entry with the
text of the note.

You cannot edit a note once you have added it and saved it. Notes are limited to a maximum of
4,000 characters including spaces.

For more detailed information see Section titled Add Notes to Case.
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IOD View Preferences

14. How do | change the columns displayed?
Answer: To change the columns being displayed,

akrwbdpE

o

Right click anywhere in the Case list on the bottom pane of the screen,
Then click “Column Display Options”.
To add a column, select the entity that you would like to add from the “Select Columns” group,
Then click the “add” button.
To remove a column, select the entity that you would like to remove from the “Columns to
Display” group, then click remove.
You can select “save” to save these settings for the rest of the duration that you're using this
profile,
Oryou can select “save as default” if you would like these to be your permanent display options
in the current profile.

Exceptions

Open in New Window(s)

Print Exception Detai Report

Print Exception Detasl Report with Log
Open Graup s Mew Windoe

Send Exception(s)

Column Desplay Options

The Column Display Options dialog box displays

Select columns to add to the display or remove from display. In addition, use the Move Up and Move Down buttons to reorder the columns
displayed.

Select Columns

Attendee Company Code
Attendee Group Code
Attendee Name Code
Card ID

Card Transaction ID
Card Type

Category

Date Modified
Description

Employee ID

Employee Name
Exclusion Unit

Fvnense Renart Niimher

Columns to Display
Type

Priority

Confidence

Potential Impact (USD)
Owner

Status

Date Detected

Attachments
Emails
Notes

rostore petutt J ave ) cancol
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15. How do | change my summary view?

Answer: If you would like to change the summary view in a profile, click on the drop down next to
“Summarize By”. You can then select any of the available entities to change your summarized
view.

Filtered By: Summary by Employee /

Search: B Advanced Search

Summarized By: Employee Name v < 1-19 of 19 > >> Last

.g S : = -

Partial list of the Summarized By options

Filtered By: Summary by Employee [
Search:

Summarized By: | Employee Name v

-
. Attendee Company Code
Attendee Group Code
Attendee Mame Code

[ COLIM Liner |CardID ]
. Card Transaction ID
[T ELISA Cinar | card Type

AMY Brunson Cycle
Employee ID

LAUREN Kish |

= Exception Category
NANCY Litz . .
a Exception Indicator
MICHAEL Krol | Exception Owner

Exception Reason Code

EORERgE =yl Exception Status
ADRIAN Dobieg Exception System
Exception Type
STEVEN Kanaal gy cysion Unit

~e e e~ | Expense Report Number

Expense Type ~

‘o000 mod

For more detailed information see Section titled Cases: Search, Summary, and Sort Option,
Subsection Summarized By List.

= e umssaned]

[T} COLIN Liner 2 747.17

[ ELISA Cinar 2 438.80

[T AMY Brunson 1 274.86

[7) LAUREN Kish 1 62.85

[T NANCY Litza 1 23.99

[T MICHAEL Krol 1 642.69

["' ROBERT Mayol 1 581.12

[T ADRIAN Daobies 1 575.89

[T STEVEN Kanaan 1 271.60 .

 cmeiimnn o L s

4 »

Exceptions First << < 1-20 of 20 > 5t =
I I I N

% 40P Monthy Review HiS-Opencerty  oiedvisusssioco-eozss 1

[T Oversight AOPC Mont! (IENENNIND CGEEEEEN 113,301.72 HL4 - Open Certify 2018-11-15 14:55:5120000-00-0002220 1

[T Component Program | (IENENIND CEEEEN 113,301.72 HL3 - Open Certify 2018-11-15 14:55:5220000-00-0002225 1

[ Commanding Officer ¢ GHNNNENID CGEEEEN 113,301.72 HL2 - Open Certify 2018-11-15 14:55:5320000-00-0002230 1

[T AOPC Monthly Review GHNINNEND CGEEEEE 109,075.50 HLS - Closed Certified 2018-11-15 14:55:5120000-00-0002211 1

[T Oversight AOPC Mont! (INNEENIND CEEEEN 109,075.50 HL4 - Closed Certified 2018-11-15 14:55:5120000-00-0002216 1

[T Component Program | @IS CEEEEEN 109,075.50 HL3 - Ready To Certify 2018-11-15 14:55:5220000-00-0002221 1

[T Commanding Officer } GIINNNNIND CGEEEEE 109,075.50 HL2 - Open Certify 2018-11-15 14:55:5320000-00-0002226 1

[T AOPC Monthly Review 79,788.76 HLS - Closed Certified 2018-11-15 14:55:5120000-00-0002212 1

[T Oversight APC Montt (INNNNNIND CGEEEEEN 79,788.76 HL4 - Ready To Certify 2018-11-15 14:55:5120000-00-0002217 1

[ Brogr—m I, 5 q,70°.76 W 0 g Ce 2-11 A =3
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Accessing IOD
IOD Login

The IOD URL is as follows:
https://iodgov.oversightsystems.us

The log in screen will look as follows:

™ Oversight

Welcome to Insights On Demand™ from Oversight Systems

Email =

| Enter your email address ‘

Password *

Enter the password that accompanies your e-mail

Forgot your password?

1. ltis important that you enter the https:// part of the URL.

2. If you still cannot access the URL, please take a screen print of the error message and email the
message to the help desk at
IODgov@oversightsystems.com

The login error message may look something like the image below:

= QOversight

Welcome to Insights On Demand™ from Oversight Systems

Invalid usemame or password

Email *

ioduser@agency.gov|

Password *

Enter the password that accompanies your e-mail

Forgot your password?

Copyright 2018 Owersight Systems, Inc.
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Forgotten IOD Password

If you have forgotten your IOD password.

1. Click on “Forgot Your Password” in the portal login

™ Oversight

User Login

Welcome to Insights On Demand from Oversight Systems

Please log in to get started.
Forgot vour password?

E-mail * l s

Enter your e-mail addrass.

Password *

Enter the password that accompanies your e-mail.

Login

25

2. Enter your Email, then click “Email New Password” and you will receive a link in your inbox to

reset your password.

W Qversight

User Login

E-mail *

A password reset message will be sent to your e-mail address

E-mail new password

Copyright 2018 Owersight Systems, Inc.
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General Usage/ Navigation

Understanding the various screen views within 10D is essential for optimal use of I0D.

Workbench Screen Components

The screen below shows the main areas of the Workbench window:

/ Status Bar
= Oversight Bread Crumbs LoreenBratti @Toolsv  (DLogout

Filtered By: Summary by Employee / Employee Name : ELISA Cinar /
i Search: [&] Advanced Search
Y Summarized By: L 1-20f2 =
= | - ) B e e N = S W N N
| Whwesses e[ dondaeheleMeton | Closed - Asssssment Comp 2018-11-33 214004 | 2oco-00:000aise || e
My Emails [ tnsight 1 a k] 37.38 Michele Melton Closed - Assessment 1-13 21:40:26 1
My Open Cases
> 0. Monthly Checklist - S
> 1. Open Navigation Pr— e messages | Review 2 PER=
Case
9:2:;Cloped Pane Neme: Insight 1 - 2000000002156 Priority: ===} Type: Insight 1
V3.l Owner: Michele Melton Area Confidence: E=—1-—1] Exception 10: 20000-00-0002156
Summary by Employes Status: Closed - Assessment Complete v Potential Impact (USD): 401.42 Date Detected: 2018-11-13 21:41:04
Summary by Indicator Reason Code: Last Modified: 2018-11-29 14:51:18
Summary by Insight Description of Exception:
Summary by Org Unit 1 Violation
Summary By Repeat Offender Employee | TranDate | TranAmoust | USD Amount [ — Other tnfo P T ———
Summary by Run Month . .
e EUSAGinar | Decs, 2014 €D 459.06 s01.42 vt Coste'sHeed Offce 3
Summary by Status
Indicators:
> Exclusions
Rule 02
> Parameters Rule 06
[\\ i
20 Reports and Downloads >

Status Bar

The Status Bar displays the name of the current user, provides access to the Tools menu, and allows
you to log out of the Workbench.

= QOve r5|ght Ira Smith OTools ¥  (§)Log Out

Tools Menu

Credits/Legal

About Oversight

Copyright 2018 Owersight Systems, Inc.
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The Tools menu provides the following options:

o Credits/Legal - Displays version information for third-party software that Oversight uses.
e About Oversight - Displays version information for this installation of the Oversight Workbench.

Navigation Pane

Use the navigation pane to access the Workbench's main functions. The following shows the
navigation pane with the Profiles option selected:

Note: Profiles are customized sets of saved searches of cases and entities that allow you easy
access to those cases and entities.

/O Profiles

Global Profiles

| I

Select Filter v

My Emails
My Open Cases
0. Monthly Checklist

1. Open
Summary by Email Status

Summary by Indicator
Summary by Insight
Summary by Org Unit 1
Summary by Owner
Summary by Status

2. Closed

3. Al
Summary by Employee
Summary by Indicator
Summary by Insight
Summary by Org Unit 1
Summary By Repeat Offender
Summary by Run Month
Summary by Status

Exclusions

Parameters

EE’) Reports and Downloads
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Click on the Profiles orthe Reports and Downloads entry to expand that function. The choices for
that function display beneath the entry. In the example above, you can see the Global Profiles
provided with your system.

The entries you choose in the Navigation pane determines what displays in the Cases Area of the
Workbench.

Cases Area

To the right of the Navigation pane is an area where the Workbench displays information about
cases. For detailed information about this area refer to the Summarized By List, Case List, and
Case Details sections.

Profiles

The Workbench has a feature called Profiles which provides an easy way to view cases. Profiles are
saved complex searches which find a set of cases for review and resolution. The Workbench comes
with a set of Global Profiles. You can add filters to existing profiles or create new profiles to further
narrow the search of cases.

Viewing Profiles
Select Profiles from the Navigation pane to view a list of the Workbench provided profiles.

A list of profiles and profile folders displays. You can show the profiles in a folder by selecting the
name of the folder.

™ Oversight

Global Profiles

Select Filter v

n &

My Emails
My Open Cases

0. Monthly Review / Profile
Folders

1. Open

2. Closed /

3. All
Summary by Employee

Summary by Indicator

Summary by Insight

Select the profile name to view the results.
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W Oversight

Global Profiles

<
<

n &

Select Filter v

My Emails
My Open Cases
0. Monthly Review

1. Open

2. Closed / Profiles
3. All

Summary by Employee

Summary by Indicator
Summary by Insight
Summary by Org Unit 1
Summary By Repeat Offender
Summary by Run Month
Summary by Status

Exclusions
Parameters

e RSP T |

You can create your own profiles that are for your use only.

Cases: Search, Summary, and Sort Options

Most tasks in the Workbench begin by running a profile (saved search) to find a set of cases with
whichto work. This list can be quite large, making it difficult to work with such a large number of
cases.

The Workbench provides several methods with which to sort, view, and narrow down a list of cases.
You can search by entering a phrase in the Search box. You can group cases by choosing an option
from the Summarized By drop down list. You can sort a list of cases by selecting a column header.
The Case Listis then sorted by the values in that column. The Workbench alternates between sorting
the list in ascending and descending order each time the columnis selected.

Copyright 2018 Owersight Systems, Inc.



Filkered By: Summary by Employes |

[searen:

ot AT

LU seiearier " |

Hy Emails
Hy Open Cases
* 0. Monthly Checklist
~ 1. Open
Summary by Email Status.
summary by Emplopes
Summary by Indicator
Summary by Insight
Summary by Org Unit 1

S O00Do0o0ooo0oan

[Summarized By:  Emgloyee Name I

ETools v (@Log out

Loreen Brattfi

S 118618 - s Laut =

summary by Owrer

summary by Status

i

* 2. Closed

w3 Al
Summar by Emeicres
Summary by Indicator
Summary by Irsight

Oversight AORC Monthiy |
Cemponent Program Man
Cemmandeg Officer Mont
AGPC Monkhly Raviaw

Summary by Ong Unit 1 Gvermght ¥
Summary By Repeat Offender Campanent Program Man
Cammanding Officer Mant

Summary by Run Month PPA—
Summary by Status Guarsight AGPC Monthly |
» Exclusians Camponent Pragram Man
Officer Mont

* Farametars ACPE Monthly Revem
Oversight ADPC Momehly |

Reports and Downloads »

Component Program Man

Officer More
ADPC Monthly Reveew
Oversight A0PC Meathly |
Campanant Pragram ban

noonaonnnoannoaooonoaofil

Officer Mont

el o= [ o= [T S [ ¢ [ & [0
Do L hoscety sooomesosesais |l

183,300.72
11330072
11330172
19.575.50
109,075.50
109,075.50
109,075.50
7876
THTISTE
79,780.78
79.788.76
TRELEI4
78526341
434
TRALEIS
£5,551.55
£5,551.58
#4,551.9%
46,5515

L -
HL3 -

HL2
HLE

HLd -
WL -
HLZ -

HLE

HLd -
L3 -
HLZ -

HLE

HLE
HL4

Open Cartify
Open Certéy

- Open Certdy
- Closad Cartified

Closed Certified
Ready To Certify
Open Certdy

-+ Cloged Cortified

Raady To Cartify
Open Certify
Open Certify

+ Cloged Certiied
HLe -
HLY -
-

Ready To ety
Gpen Cartify
Open Certéy

- Cioged Certified
- Cloged Certified
HLY -
L -

Fandy To Cetly
Open Certéy

1200620 > = Last =
2008-11-18 14:55:51  20000-09-0002220
2018-11-15 14155:52  20000-00-0002225

2018-11-15 14:55:51
201811418 14:98:81
2018-11-15 14:55:81
2018-11-15 14155352

20000-00-0002230
20000-00-0002211
20000-00-0002216
20000-00-0002221
20000-00-0002226
20000-00:0002213
20000-00-0002217
20000-00-0002222
20000-00-0002227
20000-00-0002214
20000-00-0002219
20000-00-0002224
20000-00-0002228
20000-00-0002213
20000-00-0002218
20000-00-0002223
20000-00-0002228

2018-11-18 14:35:52
2018-11-15 14155153
2018+11+15 14:55:51
2018-11-15 14:55:51
2018-11-18 14138282
2018-11-15 14:55:53
2018-11-15 14155:51
201811415 14:55:51
3018-11-18 14:98:57
2018-11-15 14:55:83

Summarized By List

Profiles group their results by summarizing the results by an attribute (characteristic of the case), such
as Employee Name. Select an item such as Employee Name from the Summarized By drop down to
create a list of cases summarized by that attribute.

Filtered By: Summary by Indicator /
Search:

Summarized By:  Employes Name

T COI.IN Liner !

Am’ Brunson
LAUREN Kish
NANCY Litza
MICHAEL Krol
ROBERT Mayal
ADRIAN Dobies

11177777

| 2] Advanced Search
l

<1-190f 19 > >> lLas

First <<

1,789,335.64 ~
747.17

Closed - Assessment Comp| 2018-11-13 21:40:26

20000-00-0002153
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A list of employee names displays in the top pane. When you select a specific employee name, an Case
List of all the cases for that employee displays in the bottom pane. If you double click on an item in the
summarized list or click on the Drill Down menu item on the Options menu, all the cases associated
with that item move to the top pane of the window.

Case AssignmentList

The Case List displays one line of information for each case in a group. It displays in the top or
bottom pane depending on whether you drill down or select an item from the Summarized By List. If
you drill down on an item, the Case List replaces the Summarized By List in the top pane. If you
select an item, the Case List displays in the bottom pane.

Exceptions 1-20 of 20 =

[ pier ] 0 ® 0
|~ | hOPC Monthiy Review || | eommmu ] . 55 ] T
Oversight A0PC Monthly | L 1 1] ritify 20 20
" ammm
L1 1]
L1 1]
L ]
L 1]
L1 1]
L1 1]
L 1]
LT ]
L 1]
L 1]
L]
L 1]
anmm
L 1]
L 1]
L]
L 1]

LS - Closed Certified

T T T T I ITTIIZIZIZI
ECtE EEEEREEEEEEERESR

The results are displayed 100 cases at a time. Use the vertical scroll bar to move within the list of
100 cases. Tomove to the next 100 cases, click the next page icon (=) in the upper right-hand
corner. The right double arrow icon (=) moves forward 10 pages (1000 cases) while the left double
arrow icon (=<=) moves backward 10 pages (1000 cases).

When the Case Listis in the top pane, and you select a case from the list, the Case Details for that
case display in the bottom pane.
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If you double click a case from the Case List, the details of that case display in a new window.

Filterad By: Summary by Employes | Employee Name : ELISA Cinee /
[—— [B) advanced Search
Sumenarized By: v First << < 1-2of2 > >> Las =

— S T R N N S A A N N
d e S — Clornd - Assssament Compl JOI-I-13 20104 [a0000-0000etise (|0
a E |

mE Clageed - dssessment Compi 2018-11-13 20:40:06  20000-00-0002153 1

Swmimany Ertkies. Massages Review jieal Er@h E

Mamre: Ins-gnt 1 - J000000D002156 Prigety: [ | Typee! Insgen 1
Owimer; v Condidence: S Exception [0: 20000-05-0002156
Status: Cloawd - Assmssmant Complate " Potential Impsct (USD): 40043 Datn Detectad: 3618-33-13 21:40:04
Feasen Code: v Last Modifeed: 2018-13-29 14:50:18
Description of Exception:
Viciabon
rmplayes Tran Datn Tram Amoust ST Amncunt Chargn Drscription thor Info Card Tranwaction tbr
ELISACiner | Oecd, 2014 CAD 48506 442 ‘Tl Coster' B ENTox 513329023 BuSiIuIR+ W RESATRYboxct SujerS v ZENIRI dECVRT LoeunziGybasdtn
Tmgwcmions:
Rube 02
Rule 5
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Case Details Display

The Case Details display in the bottom pane or in a new window depending on whether you selected
or double clicked a case from the Case List.

If the list of cases is in the top pane, you can view the details of a case by selecting the case in the top
pane. The Workbench displays the Case Detalils in the bottom pane. If the Case Listisin either pane,
you can view the case details in a new window by double clicking the case.

Filtered By: Summary by Employed / Employee Name : ELISA Cinar /

Search: Advanced Search

Summarized By: v 1-2 of 2 =

[Tl Insight 1 d

' ~ Detail Tabs

-

Summary Entities Messages Review B % =
Smamer e I - 200oUoUuUEIoe Priority: [ | Type: Insight 1
Owner: - Confidence: L] Exception ID: 20000-00-0002156
Status: Detected v Potential Impact (USD): 40