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The purpose of this guide is to provide SHL staff with basic steps to follow to access and use iPassport, the SHL
official document management system. It is a supplement to the video tutorials.

VIDEO TUTORIAL LINK

Logging Into iPassport

1. Type the following web address using the Internet browser of your choice (Edge, Explorer, Firefox, Chrome
or Safari): https://ishl.ipassportqms.com/

***For easy future access, bookmark iPassport to your browser toolbar.***

NOTE: iPassport can be accessed as well through SHL IT website: http://www.shl.uiowa.edu/it/

A Notsecure | www.shluiowa.edu/it/ oo & A s o=
g
About the SHL
X Change Password (LDAP)
Environmental IT Office and Support Hours
Forums
Maternal and Newborn Screening ~ Monday through Friday 8:00 a.m. to
5:00 p.m. Time-Tracker
Diagnostic & Clinical R-egl{lar of_ﬂce lloqrs for tecl_unca{ support, Request Tracker
programming, project planning, training and —
Education / Training other needs. iPassport
Weekends and Holidays
Lab Certification Programs IT staff are available for emergency support. Test Menu Modification Form
Please call the Duty Officer at 319-530-5981 . .
Publications for contact information. SHL Non-Standard Price Quotes
R et nad inon e o vncine. ¢ Labor Resources Request Form
H " ] H o n
2. Click “Sign-in with SAML
% Genial Compliance iPassport x + E =
< C @ ishlipassportgms.com w x O &

lowa State Hygienic Laboratory

Sign in with SAML

3. When prompted, enter your HawkID and Password to log-in
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HawkID Login for Required attributes

L HawkID

eanderson
THE m

UN lVEl{Sl,IY Password
OF lOWA ..........

Forgot your HawkID or password?

You will be logged in to this service securely. Information which will allow you to access the site
you requested will be transmitted to the site. This information will be encrypted before it is sent
Please see the ITS Help Desk Shibboleth support pages for additional information.

Note: Information about and help with your HawkID can be found here: https://its.uiowa.edu/hawkid-staff

***If you have any initial log-in issues, please alert your supervisor.***

iPassport Main Operation Modes: Simple & Detailed Views

Depending on how your account is set up by SHL iPassport Administrator, you may have access to Simple View,
Detailed View or both. Here is the difference.

This mode of operation offers a streamlined interface. It is intended for users who only need iPassport to complete
a task or search for content. This view has only the following:

e Sidebar menu

e Home page, which serves as the welcome page, and it includes: A Search field (1), Important Notices Area
(2), Tasks Area (3), and Help Area (4)

C @ https//ishlipassportgms.com/desktop/simple_view/landing_page A e = & ( Notsyncing e
! Passport”
Welcome Saadia
Search iPassport Q|| All Organizational Units v
Sidebar You do not have any unread important notices 2
& View all notices

3

My Tasks

& Read HR 1268 : Organizational Chart DCD( v8.1)

Due: 07-Aug-2022

Need Help?
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The detailed view has more menu items unlike the Simple view, which has only the Sidebar as shown in the section
above. (Refer to the screenshots below for a comparison)

. )
(i Passport

Welcome Bil

Ebotoeboard BTasts WNetics 8 Caeniar B UserGudes BHep

Search iPassport Q| All Organisational Units v
Qe Loy ]

:
You do not rave any unread important notices ks Wl
@ Vewalmtces

E 7 L
You hava ro oJtstanaing tasks €3 Wi ”0’
Need Help’ B —
Clckhre o s ids and suppont s

Saatia
2 Search Passport i
i €aICN IFasspol Q | Al Organazaiona Urts v

=3 You do not have any unread important nofices

You have no outstanding tasks €}

(W NeadHep?

The detailed view includes the following menu groups.

Global menu items

[ )

e Sidebar menu items
e Main menu items

e  Sub-menu items

e Tabitems

e Record tab items

Notices

Notices in iPassport are used to share important information among State Hygienic Laboratory staff. Notices include
information about new documents, revised policies and SOPs as the screenshot below demonstrates
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FILTER: A
Notices

Donald Simmons

Title
Document revizsed: AK DCD 1930: Lysosomal Storage Disorder (L3D) - Pompe disease

Donald Simmons

S0P created: AK DCD 1934: Lysosomal Storage Disorders Analysis by FIA MS/MS - Pompe Disease

Donald Si

D AK NES 1909: Pompe Cruncher

Terence Cain

Document revised: CV ENV 1933: EPA 8270 Pest Calibration spreadsheet

197 Adding Extermal Note bo QpenELU S for Corrected Reports
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Others can be found in the “Noticeboard” area.

To access the Noticeboard in Simple View, click “View all notices” on the Home page.

[im] @ Genial Compliance iPassport x | T

&) 5 https://ishlipassportgms.com/desktop/simple_view/landing_page

Welcome Saadia

Search iPassport Q

All Organizational Units

You do not have any unread important notices

== View all notices

Some notices require that you confirm that you have read them and will have the button “I have read this notice “at
the bottom. If you discard them by clicking the “X" in the top right, they will continue popping-up again each time you
log-in until you confirm that you have read the notice.
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¥ou have 2 highlighted notices

POLICIES 1907: Adding External Note to OpenELIS for Corrected Repornts
Cresied By Mark Peadergaat

Search Feature
To search for anything in iPassport,

1. Click the Search icon on the Sidebar

not have any unread import:
of

You have no outstanding tasks €3

Need Help?
ik here for user guides and support

2. Inthe search field, type a search item and click “enter/return” on your keyboard, or click the
magnifying glass (%)

Search 0

Q All Organizational Units L4

Search

3. To limit your search to a particular organizational unit by clicking “All Organizational Units” and
selecting the unit from the dropdown menu
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S0P

All Organizational Units

Accessioning
F| Accounting
g Administration & Finance Division
g Air Quality
[f Ankeny Diagnostic & Clinical Division
Ankeny Envirenmental Health Division
Asbeslos
Biomanitoring
Central Services
Client Services
[y Committee You
Confracts & Grant Management B viey
oralville Diagnostic & Clinical Division
oralville Environmental
o Envircnmental Microbiclogy YOU
[¥ Facilities Coralville & Ankeny
L% Finance & Purchasing
G Gas Chromatography
') Human Resources

Nee
Click h

4. Click the appropriate item from the search results. iPassport will jump to the selected item, but it
will keep the sidebar expanded should you need to jump to other items from the search result.
™ o — e SRR e

Selected SHL Glassware SOP V1.1 from the
result, which iPassport displayed on the right-

x|+
Quality Assurance wtps s mi.;.mmw.../\
Mon Compliance - 4. S0P ofE

<_— Siate Hygieuic Laboratozy
Standard Operating Procedure
Glassware Section

Prepared by

D

5. Click the “X" on the top right of the expanded Sidebar to collapse it. The results will not be
cleared. You can view them by clicking the Search icon again. However, they will be cleared as soon
as you logout.
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im] @ Genial Compliance iPassport x |+

< O B https://is portqms.com/desktop/c

S0P

All Organizational Units

1454: Isopropyl Acetate V1.0
ille Envi
Do

NIOSH 1460: Isopropyl Acetate V1.0
Coralville Environmental

Controlled Docum 01

NIOSH 1460: Isoprapyl Acetate

You do not

B View all notices

[ led Docum
into OpenELLS using 3 warkshest. For usa on OpanELIS |
see sop EHP-G-RAD-5-001-01. list_Paragraph | You have n

3.16 Gamma Biological V2.2

) ) ) Need Help®
LR T o, P i g s I aeeornce v Ciick here for user g1

Note: A different path to search content is to use the Global Search feature available on the Home page
when in the Simple View

O @ GenisiCompliance asspor: x| 8 x
G 6 nps/mmipassporamscomesdop/simple e/ i, Aet v o@ O
v3.6.6
‘Passport”
Wlcame Saadia
sopP a At organzatonat unts v

You do not have any unread important notices

You have no outstanding tasks )

Need Help?

SOP

4.3.2.2.b SOP Annual Review : ISQ/IEC 17025:2005(E). 4.3.2.2.b: 2017 ORELAP On-Site CV

Non Compliance - 4 3.2 2 b S0P Annual Review

CW ENV 872 is now inactiv

The review frequency for drinking water S0Ps will be revised to

IH-SOP 001 General SOP V19.0

-31T22:40:00Z Weord-Count 8461 meta:line

Glassware SOP V1.1

Controffed Document - C\ DCD 158
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Favorites

iPassport allows users to mark documents as a favorite and access them quickly by clicking the
Favorites icon on the Sidebar.

1. First mark a document as a favorite by clicking the “heart” icon next to its title as show below

W POLICIES 310: SHL Employee Handbook (version 7.0)

thorized/Controlled Policy due for review on 31-Jul-2024
Organizational chart g: 2 supersEledagints in irculation. View Print Hisiory for details

All Organizational Units

SHL Employee Handbook is
marked as a favorite. It is now

o e e S A e listed among my favorites.

rt DCD V2

T ABLEOUFCONTENTS

1 INTRODUCTION.................

L] Kf Lemal Lomphance iFassporf Ko wrssmemam

& O (5] httgs//ishlipassg

POLICY: Social
Conrolled Documg

5HL Employee Handbook WV
Conrolied Document - PO

Tasks

To ensure staff members are aware and are reading SHL policies, SOPs, etc. that relate to their job, iPassport
generates tasks for specific staff members to confirm that they have read and understood any document. The staff
member to whom the skill task is assigned receives an e-mail notification to read and complete it.

To access and confirm that you have read the assigned skills tasks, you can either:

-_—

Click the link to the document, which is included in the email notification you received. OR
2. Click the My Tasks button on the Sidebar after you log into iPassport.

3. Click the assigned task to view and read.
4

Once read, click the Confirm button to acknowledge having read and understood the information.
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My Tasks

Favouritas Fiecantly Viewed
All Task Types

£’ & Read tg Genial Hi

My Tesks This is an Author
Genial ... : Calibrating Star Balance] v3.0) 0 v

= & Read [——

Documant s
Genial ... : Cabinet Cleaning procedura] v1.1) . C
=) :

Regquest POF Pr
Change

Rea
doct
here

Recansy Vewed | Sear R e—— NetrRevew  MewDoamernt | Fepoms | impon Documents

Genial Hospital 7: Cabinet Cleaning procedure (version 1.1) Actons: (s
rised/Controlled SOP due for review on 21-Aug-2021

000006 &

oesmace Sencn s PPE Hamry Noman) hse(y AmowD) Sclee) Usked) Lo

Read the
document
here and confirm having read it here

Cleaning a Laminar Flow Cabinet

Note: Make sure that you read the entire document. Check any other notes, attachments and links sections for

additional related information. If it is a document you want to keep on your radar and access easily, click the heart

symbol to add it to your favorites list. The screenshot below is of a task that has (2) attachments and (4) links.

Reviews Bench Risks PPE History Sharing(0) Mofes(0) Tasks(1l) Aftach(2) Skilled{7) Links(4) Log

@00

Request  PDF Preview Compare with
Chanpgs val

Page 1 |of 5
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Documents

The “Documents” icon on the sidebar allows the user to search and access controlled documents. It

allows the user to search less fields and receive more focused results, unlike the general “Search”
feature previously discussed.

] -] httpsy//ishlipassportgms

Search

Search confrolled documents

ou Status

| w | | Authorized

w Advanced Search

Documents containing "'

SOP: EPA 545 Determination of Cylindrospermop

Document: 0.01 N NaCH

Document: 0.5% Acriflavin

History

The “History” feature allows the users to access all previously visited sections of iPassport. It stores up
to 20 items. This is especially useful since iPassport does not support the “back” button of your browser.
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< O (3]  https://ishlipassportgms.com/deskt:

History

= My Profile

[8 List Controlled Documents

[E) View: (CV MalBio 1254) 2010 Novel
Coronawirus

[E View: (POLICIES 1807) Adding External Note

to OpenELIS for Comected Reports These are the documents and sections
Youdor visited by the user.

[® Recent Controlled Documents B View alfot

= Chwerview
You hawt

= \Yiew Staff: Saadia Oulamine

[B view: (POLICIES 310) SHL Employes Need He

Handboaok Click here for u

[E View: (HR 1287} Organizational Chart EHD

[B View: (CV DCD 1832) PulseNet SOP

[& View: (CV ENW 745) NIDSH 2508: Isophorone

My Profile

The “My Profile” tab on the sidebar allows iPassport users to access their personal records and history.
That's where users can adjust their personal preferences. When you click “My Profile”, four sub menus
are displayed (User Details, Change Password or Pin, Skills, and Preferences).

User Details Change Password or Pin Skills Preferences

User Details
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The “Skills” tab will display all skilled tasks as completed, confirmed and unconfirmed under “Status”.
They are displayed by type: Document, SOP, Policy. The user will be able to see when the task was
completed under “Completed Date”.

The user can use the “Search field” within this sub-menu to narrow down the search results to specific
document or policy they completed or need to complete.

User Details Change Password or Pin Skills Preferences

Search

Search Skills

Status Date is after is before Skill Type Attachments?
[ ] [ies ‘] N .

Show Inactive ltems? Show Deleted Skills?

‘Exc\ude Inactive Items v | ‘Exc\ude Deleted Skills v ‘

Search Results & Pri

Request Verifil

i | tem i ;
| ] Policy POLICIES 1602: Policy on Travel, Memberships, Internal and External Boards and Committees, and Sponsorships (v7.0) Authorized Confirmed 1-Jan-2022 21-Jan-2022
u Document POLICIES 1124: Confidentiality & Ethics Statement Form (v1. 1) Authorized Confirmed 1-Jan-2022 21-Jan-2022
{0 Policy HR 1905: HOLICY: Social Media (v1.0) Authorized Confirmed 1-Jan-2022 21-Jan-2022
| )  Policy POLICIES $10: SHL Employee Handbook (v7.0) Authorized Confirmed 1-Jan-2022 31-Aug-2022
{]  Policy QA 211: Nohconforming Event (NCE) Management (v8.0) Authorized Confirmed 1-Jan-2022 21-Jan-2022
{0 Policy QA2 Qualfy Management Plan (v21 1) Confirmed 1-Jan-2022 21-Jan-2022
{]  Document HR 12¢7: O Chart EHD (v7.0) Under Review Confirmed 3-Mar-2022 07-Mar-2022

For Help
While using iPassport, if you need help:

1. Reach out to your supervisor and/or SHL Quality Systems Manager.
2. You may consult the “User Guides”, which you can find on the Sidebar in the Simple View and as part of the
Global Menu in the Detailed View
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Noticeboard =BTasks |al Metrics [ Calendar M User Guides €) Help

Laboratory Management’ | Personnel Management

v3.6.6

NOTE: Please DO NOT reach out to the staff whose email addresses are listed under the

Who Can Help Me? Tab in the Help Section (Need Help Section). This is an outdated
feature at the SHL.

Logout

To log out of iPassport, you simply click the Log-out Icon found on the Sidebar both in the
Simple and Detailed views.

@ '
Logout
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