
Import IQS - uploading qualifications data
This chapter explains how to import people and their qualifications data into 
ROSS. Topics include:

• Which version of software do I need?
• Getting started
• Preparing your IQCS data for import
• Importing qualifications data into ROSS
• Viewing errors and error messages.

Which version of software do I need?
You can upload qualifications data if you are using the following versions of 
software:

• State IQS data. Use IQS version 3.0.1.
• Redcard data. Use Redcard version 4.1.
• IQCS data. Use the new IQCS program.
Once you obtain the .xml file, save it to your desktop.

Getting started
Exporting qualifications data and importing it into ROSS requires five basic 
steps:

1. For IQS or Redcard data, start your State IQS or Redcard program, create/
export the .xml file, and then save it to your desktop 
or 
for IQCS data, access the data and ClientSetup.exe conversion utility 
from an https site, convert the .mdb file to an .xml file using 
IQCStoROSS utility, and then save it to your desktop

2. Access the Import IQS screen.
3. Upload the .xml file into ROSS.
4. Import now or schedule the import for later.

Verifying your .xml file
When you save your .xml file to your desktop, be sure to upload it using the 
following format:

iqs_DISPATCH_mm-dd-yyyy_PROVIDER.xml

• DISPATCH. the unit ID of the importing dispatch center, in all caps and 
no spaces. For example, IDNIC is a valid DISPATCH name.

• PROVIDER. The unit ID of the government (non-dispatch) provider 
whose data is in the file, in all caps and no spaces. For example, IDFCF is 
a valid PROVIDER name.
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For example, a file might be named iqs_IDNIC_06-16-2004_IDFCF.xml.

The following diagram outlines the basic process.

This chapter discusses only how to import the .xml file into ROSS. For more 
information about exporting data from IQS or Redcard, please refer to the 
appropriate user’s guide.

Preparing IQCS data
This section explains how to download IQCS data and the conversion 
program from the web site, convert the IQCS data from .mdb (MS Access) to 
.xml, and then save the .xml data to your desktop.

If you are not working with IQCS data, you can proceed with the next section, 
“Importing qualifications data into ROSS.”

Topics in this section include:

• Downloading the ClientSetup utility and your Dispatch Organization data 
onto your personal computer

• Installing the IQCStoROSS_Client program
• Selecting your Dispatch Organization data to be exported into ROSS
• Exporting your selected IQCS data for a Providing Organization
• Performing other functions.
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Downloading the ClientSetup utility and your Dispatch Organization 
data onto your personal computer

This section explains how to access the IQCS index listing where you can 
copy and then download the Client Setup utility and your Dispatch 
Organization’s IQCS data onto your personal computer.

You do not need Administrative Privileges to download this program to your 
personal computer. However, be sure to follow your agency’s security 
requirements for downloading software. 

You must know your DMS username and password to download the 
ClientSetup utility and your IQCS data.

Downloading ClientSetup.exe takes several minutes. Please be patient.

To access the IQCS index listing
1 Start your Internet browser.

2 In the Address bar, type https://iqcs.ross.nwcg.gov/ and then press 
ENTER.

3 On the Enter Network Password dialog box, type your DMS User 
Name and DMS Password, and then click OK.
June 17, 2004 3



Import IQS - uploading qualifications data ROSS User’s Guide
Index listing of IQCS data - sample

These data files will only contain IQSC records that have been manually 
associated with your dispatch center.  

To access the IQCS website for adding dispatch unit IDs to IQCS records, 
access the following website: 

http://iqcs.nwcg.gov/news/faqs/dispatch-unit-id-04-13-2004.htm 
For more information about IQCS, contact the IQCS help desk at: 

IQCS Help Desk at 1-877-256-IQCS or 4727.

To retrieve the IQCS data of your choice
1 From the Index listing of ROSS data, right-click and save the Name of 

your choice that has the .mdb file extension.
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2 On the File Download dialog box, click to select Save this file to disk, 
and then click OK.

3 On the Save As dialog box, save the.mdb file to a file location of your 
choice.

This dialog box shows the file CAONC.mdb being saved to the desktop.
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4 On the Download complete dialog box, click Close.

Installing the IQCStoROSS_Client program
This section explains how to download and install the IQSCtoROSS program 
using the ClientSetup program.

Remember to follow your agency’s security guidelines for installing software 
on agency personal computers.

To obtain the CientSetup.exe conversion utility
1 From the Index listing of ROSS data, double-click ClientSetup.exe.

2 On the File Download dialog box, click to select Save this file to disk, 
and then click OK.
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3 On the Save As dialog box, save ClientSetup.exe to a file location of 
your choice.

4 On the Download complete dialog box, click Close.

5 When finished downloading your .mdb data and the conversion utility, 
click the Close button to exit the IQCS index listing.

To install the IQCStoROSS Client program onto your personal 
computer
1 From your Desktop (or wherever you saved the program), double-click 

ClientSetup.exe.

2 On the IQCS to ROSS Client - InstallShield Wizard dialog box, click 
the Next button.
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The following diagram shows the IQCS to ROSS Client - InstallShield 
Wizard dialog box. 

3 Under Destination Folder, verify the folder location for installing the 
program, and then click the Next button.

To change the Destination Folder, click the Change button, select the 
Destination Folder of your choice, and the click OK

The following diagram shows the default location for installing 
ClientSetup.exe for Forest Service computers.
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4 Click the Install button, and then click the Finish button.

The following diagram shows the Ready to Install the Program message 
and the Install button.

The following diagram shows the InstallShield Wizard Completed 
message and the Finish button. 
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Selecting your Dispatch Organization data to be exported into ROSS
This section explains how to select your IQCS database(s) pertaining to your 
Dispatch Organization and how to enter your Providing Organizations for 
your Dispatch Organization.

Before beginning this process, you may wish to log onto ROSS, access the 
Organizations screen, and then locate the Unit Codes of your Providing 
Organizations.

To start the IQCStoROSS Client program and locate your Dispatch 
Organization’s database
1 On the Start menu, point to Programs, and then click IQCStoROSS 

Client.

The following diagram shows the IQCStoROSS program selected on the 
Start menu.

2 On the IQCStoROSS_Client dialog box, click OK.

The following diagram shows the IQCStoROSS_Client dialog box. 

3 On the IQCS to ROSS Export screen, click the Setup menu.
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The following diagram shows the IQCS to ROSS Export screen. From 
here, you can select your Dispatch Organization’s database. 

4 On the Setup dialog box, click the lower, right-hand window that displays 
the C: folder, locate to the folder that contains the .mdb file, and then 
click the Save Location of Dispatch Files button.

To access your desktop, click the Desktop button.

The following diagram shows the Setup dialog box. The arrow points to 
the location of your Dispatch Organization’s IQCS database.
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5 Starting with the first entry in the table, click the first Default cell, click 
the Default drop-down arrow, and then click to select N.

To designate this row as your default Providing Organization, click Y.

6 Click the first Dispatch Organization cell, and then type your five-
character Dispatch Organization code, in all capital letters and no 
spaces.

7 Click the first Providing Organization cell, and then type the five-letter 
Providing Organization Unit Code, in all capital letters and no spaces.

While the Unit Code in ROSS contains a hyphen (-), do not type the 
hyphen (-) in the Providing Organization cell.

The following diagram shows the Setup dialog box. The arrow points to 
the first Dispatch Organization and Providing Organization that you 
entered.

8 Continue entering all Provider Organizations for your Dispatch 
Organization that are using IQCS.

These are usually Forest Service and Department of Interior 
organizations.
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The following diagram shows the Setup dialog box. The arrow points to a 
sample Dispatch Organization and Providing Organizations that you 
entered.

9 When finished, click Exit on the File menu.

10 On the IQCStoROSS_Client dialog box, click OK.

The following diagram shows the error message that displays on the 
IQCStoROSS_Client dialog box after entering your IQCS database 
information the first time.

Exporting your selected IQCS data for a Providing Organization
This section explains how to export data for a specified Providing 
Organization.

You can only update or replace records for one Providing Organization at a 
time.

To export IQCS data for a Providing Organization
1 On the IQCS to ROSS Export screen on the File menu, click Change 

Database.

2 On the Select Dispatch Organization Database dialog box, click to 
select the Dispatch Org check box that corresponds to the Providing 
Org of your choice, and then click the Return Selection button.
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The following diagram shows the Select Dispatch Organization Database 
dialog box.

If the Number of People in File column displays “0,” there are no records in 
the .mdb file.  In this case, those dispatch centers may have not been entered 
into IQCS.  For more information, see the last section, “Adding dispatch unit 
IDs to IQCS records.”

The following diagram shows sample data for the ORCOC Dispatch 
Organization. 

3 For each record listed on the table, click the Send drop-down arrow, and 
then Y or click N in the Send cell to specify whether to send to ROSS.
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4 Perform one of the following

- to update only records that have changes, such as an added or 
changed qualification, click Update Selected Records

- to replace all records, regardless of any updates to individual 
qualifications, click Replace All Records.

Remember, records must display a Y in the corresponding Send cell to be 
imported to ROSS.

5 On the File menu, click Export.

The following diagram shows the Export option on the File menu.

6 On the Save As dialog box, save the .xml file to a location of your choice 
(desktop), and then click the Save button.

Do not change the file name! 

The following diagram shows the Save As dialog box for exporting the 
IQCS data.

7 On the IQCS dialog box, click OK.

The following diagram shows the IQCS dialog box that displays the 
message, “Export File successfully created” message. 
June 17, 2004 15



Import IQS - uploading qualifications data ROSS User’s Guide
Performing other functions
This section explains how to do other functions within the IQCS to 
ROSS_Client program. Use these functions when you need to select or 
deselect all records to be sent, select or deselect all certification data for the 
current person, specify particular certification data to be exported to ROSS for 
the current person, or how to delete a Providing Organization from your IQCS 
data to be exported.

To select all records to be sent

This task explains how to quickly specify a Y in every Send cell.

• On the Persons Data menu, click Select All.

The following diagram shows the Select All option on the Persons Data 
menu.

To deselect all records to be sent

This task explains how to quickly specify a N in every Send cell.

• On the Persons Data menu, click Deselect All.

The following diagram shows the Deselect All option on the Persons Data 
menu.

To select all certification data for a specified individual
• On the Certification Data menu, click Select All for Current Person.

The following diagram shows the Select All for Current Person option on 
the Certification Data menu.
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To deselect all certification data for a specified individual
• On the Certification Data menu, click Deselect All for Current Person.

The following diagram shows the Deselect All for Current Person option 
on the Certification Data menu.

To specify particular certification data to be exported to ROSS for 
the current person
1 On the Certification Data menu, click Deselect All for Current Person.

2 For each qualification listed on the bottom table, click the Send drop-
down arrow, and then Y or click N in the Send cell to specify whether to 
send that qualification to ROSS for the current person.

The following diagram shows a sample selection of particular 
qualification data for export into ROSS for the current person. 

To delete a Providing Organization from your IQCS database for 
export
1 Click the Setup menu.

2 On the Setup dialog box, click to select the record of your choice.
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3 On the File menu, click Delete Record, or press CTRL + D.

The following diagram shows the Delete Record option on the File menu.

Importing qualifications data into ROSS
This section explains how to import the .xml file into ROSS and schedule the 
import process.

To access the Import IQS screen
• On the Administration menu, click Import IQS.

Import IQS now allows you to import all qualifications data from IQS, 
Redcards, and IQCS.
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Import IQS screen

To upload the .xml file from your personal computer into ROSS

This task explains how to upload an .xml file that was saved to your desktop. 

1 On the Import IQS screen, click the Upload File button.

2 On the Select File for IQS Upload dialog box, navigate to the .xml file of 
your choice, and then click Open.
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The following diagram shows the Select IQS File for Upload dialog box. 

3 Click the File to Import drop-down arrow, and then click to select the 
.xml file you uploaded in step 2.

Verify that the file is named correctly, in the format 
iqs_DISPATCH_mm-dd-yyyy_PROVIDER.xml

The following diagram shows the top portion of the Import IQS screen. 
The arrow points to the File to Import box with a sample .xml file.

Scheduling the import
This section explains how to specify a future date and time for the import to 
run automatically.

1 On the IQS screen, upload the .xml file of your choice.

2 Click the Select Date button, and then select the time and date for the 
scheduled import to run, and then click OK.

Choose a date and time, preferably at night, when system processing 
requirements are at a minimum.
The calendar currently reflects Mountain Time. This will be corrected in a 
future version, to allow you to select the time and time zone of your 
choice.
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The following diagram shows the Select Date calendar on the IQS screen.

3 In the Send E-Mail on Execution dialog box, type the email address of 
your choice, as appropriate.

4 In the Job Description box, type a meaningful description of the import 
to be performed.

5 When finished completing all boxes, click the Schedule Import button.

The following diagram shows a completed IQS screen. The arrow points 
to the Status column that shows when the import jobs are completed.

If you scheduled the import program to run immediately, click the Refresh 
Screen button after a few moments. When the IQS screen redisplays, the 
import program has finished.
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Importing now
This section outlines how to import the file immediately.

The import program may take several minutes to complete. Remember to 
check the Status column to determine when the import job completes.

To import the file now
1 On the IQS screen, upload the.xml file of your choice.

2 In the Send E-Mail on Execution dialog box, type the email address of 
your choice, as appropriate.

3 In the Job Description box, type a meaningful description of the import 
to be performed.

4 When finished completing all boxes, click the Import Now button.

Viewing errors and error messages
This section explains how to view the logs and job details of the import 
process and lists some of the error messages that may display.

To view the log of an import process
• On the Import IQS screen, click to select the Job Description of your 

choice, and then click the View Log button.

The following diagram shows the View Log dialog box.

To view job details of an import process
• On the Import IQS screen, click to select the Job Description of your 

choice, and then click the View Job Details button.
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The following diagram shows a sample View Job Details dialog box.

To cancel an import
1 On the Import IQS screen, click to select the Job Description of your 

choice, and then click the Cancel Job button.

The following diagram shows a sample IQS screen. The arrow points to the 
Cancel Job button.

2 On the Ross Confirmation Message dialog box, click Yes to confirm or 
click No to cancel.
June 17, 2004 23



Import IQS - uploading qualifications data ROSS User’s Guide
The following diagram shows the ROSS Confirmation Message dialog 
box. 

Error message examples
This section identifies some of the error messages that you may see during an 
import.  Please review the descriptions to pinpoint where the errors may have 
occurred.

Error message

Description.This is the error message generated when you attempt to import a 
person that already has record in another ROSS organization. Note that the 
message indicates the provider organization where the duplicate exists. 
Solution: Contact the Dispatch Center that manages that provider organization 
and have them remove the record from their Person screen by selecting the 
appropriate Person record and checking the 'Remove' button. They will need 
to delete the Person from their data during the yearend data cleanup period.
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Error Message

Description.This is the error message generated when you attempt to import a 
person that already has records in two or more different ROSS organizations.

Error Message

Description.This is the error message generated when you attempt to import 
data for a provider organization that is not managed by your Dispatch Center. 
You can only import data for Providers that you manage.
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Error Message

Description.This is the error message generated when you attempt to import a 
person that has been marked as 'Removed' on the Person screen at your 
Dispatch Center. If the person is no longer Dispatched by your office you 
should have them removed from the qualifications data. If the person is still 
dispatched by your Center, you must click to clear the Remove check box on 
the Person screen and Save the change before attempting to import the record 
again.
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