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I. HOW TO CREATE A NEW ENTERPRISE A&A USER ACCOUNT 

To utilize the Online Data System (ODS) an Enterprise A&A account is required. To 

create an Enterprise A&A account, access the ODS by either of the following methods (it 

does not matter which method is used): 

 Enter the ODS direct link https://vop.iowa.gov/  in the address bar 

OR 

 Visit the Office of the State Long-Term Care Ombudsman’s VOP site 

https://www.iowaaging.gov/VOP and click on the Volunteer A&A link at the 

bottom of the page. 

On the ODS home page, click on the Logon tab: 

 

  

https://vop.iowa.gov/
https://www.iowaaging.gov/VOP
https://vop.iowa.gov/
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Upon clicking the Logon tab, the sign in screen will appear. 

 If you do have an Account Id, proceed to step two: HOW TO LOG IN TO ODS. 

OR 

 If you do not yet have an Account Id, click on the Create an Account tab. 

 

On the Create an Account tab, enter your first and last name and click on Register to 

proceed: 
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The Single Sign On screen will appear. The Account Id, First Name, and Last Name fields 

will be automatically populated. Enter your email address in the Email and Confirm 

Email fields, and then click on Save Account Details. 

 

A message will appear indicating you will receive an email confirmation of your 

registration.  Confirm receipt of this email at the address you provided and follow the 

accompanying instructions within 24 hours of receipt to complete your account 

registration. Once the registration is complete, proceed to step two: HOW TO LOG IN TO 

ODS. 

 

  



Online Data Entry System (ODS) User Manual 6 
January 2015 

II. HOW TO LOG IN TO ODS 

Once you have an Enterprise A&A account, access the ODS by either of the following 

methods: 

 Enter the ODS direct link https://vop.iowa.gov/  in the address bar 

OR 

 Visit the Office of the State Long-Term Care Ombudsman’s VOP site 

https://www.iowaaging.gov/VOP and click on the Volunteer A&A link at the 

bottom of the page. 

On the ODS home page, click on the Logon tab: 

 

Upon clicking the Logon tab, the sign in screen will appear. Enter your Enterprise A&A 

account ID and password, and click Sign In: 

 

https://vop.iowa.gov/
https://www.iowaaging.gov/VOP
https://vop.iowa.gov/
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After you have signed in, one of two screens will appear: 

 If the ODS home page appears, proceed to step three: HOW TO ENTER A NEW 

FACILITY REPORT. 

 

OR 

 If the “SORRY YOU HAVE NOT BEEN ASSOCIATED TO A FACILITY” error message 

page appears, contact your Volunteer Ombudsman Program Coordinator and 

request to be associated to a facility.  Once you have been associated with a 

facility in the ODS system, you must restart your browser and return to step two: 

HOW TO LOG IN TO ODS. 
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III. HOW TO ENTER A NEW FACILITY REPORT 

Click on Menu, and choose Enter a Facility Report to access a blank report template. 

 

The volunteer name, current month and year, and facility name are automatically 

populated. 

 

Enter the facility contact name and title. 

 

Enter the date of the facility visit in the Visit Date field. 
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Enter the arrival time in the Start Time field and the departure time in the End Time 

field. 

 

After the visit date and time are entered, click on Add Visit to add any and all additional 

visits which occurred during the month. 

 

Enter the total number of residents visited throughout the current month, the total 

number of new residents visited, and whether a Resident Council meeting was 

attended. 

 

If a Resident Council meeting was attended, when Yes is selected, a field will appear to 

enter the date and start time of the Resident Council meeting. 
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Read all of the posted instructions prior to entering the facility report information: 

 

Sections I-V (Environment and Safety – Residents Rights) of the facility monthly report 

should be completed using the following method: 

 To indicate an observation has been made at a facility, click on the desired item 

observation category.  For example, to select the item “E. The facility is free of 

pests, such as bugs and rodents” located in Section One: Environment/Safety, 

the user will click the blue text. 

 

 A Comment box will appear where a description of the observation may be 

entered, though it is not required.  
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 A box entitled Options will also be displayed. In this example, to report the user 

observed the facility is free of pests the “Yes” button would be selected.  To 

report the user observed the facility is not free of pests, the user would select 

the “No” button.   Users are not required to select a button for each item, only 

those which are relevant upon each visit. The “N/O” button is the default 

selection and indicates the user did “Not Observe” this item and is therefore 

unable to provide either a yes or no answer. 

 

In Section VI, notes for the Local Long-Term Care Ombudsman may be entered in the 

text box. Users are not required to complete this section.  Notes should include any 

information the Local Long-Term Care Ombudsman should be aware of that was not 

included already included in another section of the report. 

 

To add information related to a resident visit, click the Add Resident Visit button in 

Section VII. Users are not required to complete this section. 
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Enter the resident’s name in the text box next to Resident and check the box next to the 

statement “Resident has consented to disclosing identifying information to POC and 

other relevant government agencies” if the resident consents. If the resident does not 

consent, the box should remain unchecked. Comments related to the resident visit may 

be entered in the text box below. 

 

To add additional resident visits, click the Add Resident Visit button and additional 

resident visit fields will appear. Users may add as many resident visits as necessary. 

 

If at any point in the report you need to exit the report prior to submitting, scroll to the 

bottom of the report and click the blue Save button. Upon saving, the user may return 

to the report to edit as described in step four: HOW TO EDIT A SAVED REPORT. 
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When the monthly report is complete, click the yellow Save and Submit button. Only 

one report may be created per month. Once a report has been submitted, it may no 

longer be edited. 
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IV. HOW TO EDIT A SAVED REPORT 

From the ODS home page, click on View My Facility Reports: 

 

A complete list of your facility reports will be displayed.  Scroll to locate the desired 

report then click on the orange Edit button. 

 

The selected report will appear and may be edited as necessary. When you have 

finished editing, click the blue Save button. Upon saving you may again return to the 

report to edit. 
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When the monthly report is complete, click the yellow Save and Submit button. Only 

one report may be created per month. Once a report has been submitted, it may no 

longer be edited. 
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V. HOW TO VIEW PREVIOUSLY SUBMITTED REPORTS 

From the ODS home page, click on View My Facility Reports: 

 

A complete list of your facility reports will be displayed.  Scroll to locate the desired 

report then click on the blue View button with the word “Submitted” next to it. 

 

The selected report will appear with the following notice indicating you may view the 

report but not edit.  To return to the complete list of reports click on the blue Reports 

List button. 

 

 

  



Online Data Entry System (ODS) User Manual 17 
January 2015 

VI. HOW TO CONTACT THE VOLUNTEER OMBUDSMAN PROGRAM COORDINATORS 

To access contact information for the Volunteer Ombudsman Program Coordinators, on 

the ODS home page click on the Contact tab and the following screen will appear: 
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VII. HOW TO LOG OUT OF ODS 

To log out of ODS, click on the Logout tab: 

 

Upon successfully logging out the following screen will appear:  
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VIII. HOW TO ACCESS POLICIES AND GENERAL INFORMATION ABOUT THE VOLUNTEER 

OMBUDSMAN PROGRAM 

To access information regarding the Volunteer Ombudsman Program, click on the blue 

“About” link located at the bottom left of the ODS Home page. 

 

To access the VOP policy manual, click on the blue “Policies” link, also located at the 

bottom left of the ODS Home page. 

 


