
HOW TO USE M_I

To get to M_I, go to the CMS web page (http://cms.simons-rock.edu), click on “For C.A.s,” and then
click on “m_i.” This will bring you to a log-in page where you must enter your username and password.
If you enter them correctly, you will be brought to a page with five links. The only two links you will
need are the first two. The “Logout” link should be self-explanatory; “Machine” takes you to the main
M_I page. The other three aren’t functional and probably won’t be anytime soon.

The main page of M_I looks like this:

Because you haven’t selected a user yet, the button at the bottom says “Lookup.” The next thing to do is
to enter some information about the user to search for them in the database. Usually you will want to use
the last name, but occasionally you will want to search by ID number, first name, or something else. In
any case, enter something in one of the fields and then click on “Lookup.” You will get something like
this:



At the top, this page lists all of the computers already registered which match the search criteria you
entered. At the bottom are all of the users who match the search criteria. If you want to edit an already
registered machine, click on its hardware address in the list on the top. If you want to register a new
computer, click on the ID number of the user in the bottom list. Either way, you will get a screen like
this:



This screen is the same as the lookup screen, except that the button at the bottom says “Add” (or, if you
are editing an existing machine, there are a few buttons allowing you to change the machine
information, change the owner, or delete it from the database). Generally the only fields you need to
worry about are the following:

• Simon’s Rock ID number
• User’s first and last name
• Status
• Hardware address
• Connection type
• Desktop/laptop
• Operating system

If you are adding a new machine to the database, fill in these fields and click “Add.” Otherwise, change
whatever needs to be changed and click “Edit Machine Info” (or “Change Owner” if you’re changing
the user).

When you are done, return to the M_I menu (you can usually get back from any page by clicking on
“Return”) and click “Logout.”


