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The following Business Rules are provided to assist commands in the use of DMHRSi and to ensure consistent practices across Navy Medicine.  These Business Rules are based upon the current version of the application at the time of writing and are to be considered a living document that may require changes as guidance and newer versions of the software are released.

HUMAN RESOURCES

· The HR Manager/Specialist is responsible for ensuring all newly reported personnel are properly entered into DMHRSi within two (2) working days of reporting.  All entries into DMHRSi shall follow the procedures outlined in the embedded Tutor Processes.

· All employee types (ACDU, civilian, contractor, volunteer, foreign nationals, and reservists) shall be entered in DMHRSi.

· Social Security numbers shall be required for all Active Duty, Reserve and Civil Service personnel. Foreign Nationals shall have the Local National Identifier entered in the Additional Personal Details field.
· Marital status and blood type shall be required for all active duty and is optional for all others.

· Local address and home phone number shall be required for all active duty, reserve, government civilians, and anyone subject to command recall.  It is optional for all others.  Reservists shall also have a work phone number recorded.

· The HR Manager/Specialist shall ensure that personnel assignments in DMHRSi are accurate and kept up to date.  An individual’s assigned billet shall be reflected in the “Position” field which will populate the “Job and Organization” fields which are associated with the Position.  Where an individual actually works shall be annotated in the “Group” field.  To the maximum extent possible Organization and Group fields should be the same. Individuals should not be assigned to positions that are in an “unfunded” status, or are CUIC positions.

· When the Organization and People Group of an individual assignment do not match for greater than 90 days, action needs to taken to realign the person and/or position so that these two fields can match.  Possible actions include:

· Reassign the person to another position (this will require a Diary Entry for officers to reassign them in the source system to another billet)

· Create a TMMCA packet to move the billet

· There are two positions created under the “N-Non DHP” Organization to use to assign personnel to (if needed); one for enlisted personnel and one for officer personnel. These two positions would normally be used for borrowed labor personnel coming from non DHP activities (i.e. ships, squadrons, USMC etc.)  Positions field would reflect either N.NON_DHP.LOCAL POSITION NOT IN DMHRSI.O (for Officers) or
 N.NON_DHP.LOCAL POSITION NOT IN DMHRSI.E (for Enlisted). 

· All personnel shall have a skill type and skill type suffix entered consistent with policy based on an individual’s occupation. .  Military and Civil Service personnel shall have the Skill type and Skill type suffix based on the individual’s occupation code, not the occupation code of the job on the assignment.  Contractor and Volunteer personnel shall have the Skill type and Skill type suffix that matches the occupation code on the assignment  A copy of this policy can be found in DMHRSi Help under Skill Type in the glossary of terms.
· All personnel shall have a supervisor listed in DMHRSi.

· Blood-Type must be entered for all active duty and reserve personnel.

· All personnel requiring a “Family Care Plan” shall have that information recorded in DMHRSi.

· Commands are encouraged but not required, to record and track off duty employment and extra duties of staff personnel in DMHRSi.

· All Volunteer, Reserve, Local Foreign National and Contract personnel shall have a “type” entered on the People screen “Additional Personal Details”.

· All health care providers requiring a National Provider Identifier (NPI) shall have their NPI number entered in DMHRSi.  This shall normally be done by a representative from the credentials/professional affairs department.

· The HR Manager/Specialist shall refer to the Reports Matrix at the end of this document for guidance on what reports are required when and the parameters needed to run them.
· If, during in-processing it is noted that source fed data from OPINS, NES, or DCPDS is incorrect, the HR manager/Specialist shall ensure the appropriate changes are initiated to correct the source system.  Correcting the data in DMHRSi before the source system is corrected will only last until the next source system feed changes it again.

· The Head Human Resources Department shall determine who will maintain the personnel data for each personnel type.  This function may be consolidated or delegated to various individuals.  This function can be centrally monitored by utilizing the Assignment Issues report which may also be run by assigned individuals for specific person types.

· All Reservists that serve in the MTF shall be entered into DMHRSi in the following manner:  Reserve type ROTC and SELRES will NOT be assigned to a specific position and will NOT be given self-service accounts for time entry.  Their time shall be entered via batch processing or timekeeper entry by a designated timekeeper.  All other reserve types (ADSW, IMA, RECALLED, ACTIVATED, FTS and TAR) shall be entered into DMHRSi and will be assigned to a specific position.  They shall be granted a Self-Service account and are required to enter their own time.

· For Drilling Reservist, the assignment information shall be completed to have the Group reflect where in the MTF the person is working and status shall reflect “Primary Assignment”.  After completing their drill period,  the group shall be changed to “US NAVY RESERVE (USNR) MEDICAL or NON MEDICAL as the case may be.  Status shall remain “Primary Assignment”.

· Upon the transfer or separation of an individual listed as a supervisor, all personnel records of individuals under that supervisor shall have their records updated with a new supervisor.  The assigned supervisor report shall be run at least monthly to ensure all supervisor assignments are accurate and current.

· The HR Manager/Specialist in conjunction with the LCA Manager/Specialist, shall run the EAS IV Assigned Personnel Report-Data Issues report in the LCA Audit Reports workbook by the fifth (5th) working day of the month  for the previous month to insure that any HR related issues are identified and resolved that might adversely effect the month end EAS IV processing.

· The HR Manager/Specialist shall be responsible for ensuring that all personnel types are out processed in a timely manner through DMHRSi. Normally this shall occur within two working days of an individual leaving the command.  Notification shall be sent to the LCA Specialist to ensure that if personnel who have transferred or separated are in a timekeeper group, they can be removed.
· A current vacant position report should be available at all times to assist in the assignment of newly gained personnel or the reassignment of existing personnel. Except in limited cases, personnel should only be assigned to vacant positions vice encumbered positions.
· Active Duty and Civilian personnel must be assigned to a position within DMHRSi – ALL other personnel types (Volunteers, Contractors, Local Foreign Nationals, Reserves) should NOT be assigned to a position.  Every individual in the command (WITH THE EXCEPTION OF VOLUNTEERS) must be assigned to a position within DMHRSi unless otherwise noted.  To assist in this matter, the command HR manager shall on a regular basis run an unassigned personnel report, assigning all personnel appearing on the report to a position.  When assigning personnel, care should be taken to identify data quality errors involving positions or a shortage of positions. Common errors include: need additional contract or civilian positions added to AMD, BSC changes, occupational series, title, or grade change of civilian billets.  A Manpower Change Request (MCR) shall be prepared and routed to regional command as needed.
· HR Personnel shall ensure that non DOD Students are entered into DMHRSi and that time is captured either through batch entry or time keeper groups.  Self service entry shall not be required.  For these personnel, person type shall be captured as Civilian and in the additional personal detail field, the Non DOD Civilian field shall be set to yes.  Position is not required.  Job shall be entered using the C.OC.0699 SERIES.
· The multi-encumbered personnel report reflects situations in which two or more people are assigned to the same position.  While there are legitimate circumstances in which this occurs, generally, one FTE (person) is assigned per position. Care should be taken to identify multi-encumbered personnel, making reassignments to vacant positions as needed. See the following:
· Military personnel may be multi-encumbered only during a turnover period or if a command is over end-strength for a specific skill type (e.g. three active duty Physician Assistants on staff, but only two funded AD billets).

· Multiple civilians  can be assigned to a respective civilian  position provided the multiple assignments do not exceed one FTE (e.g. two part-time people assigned to one position).  If there are multiple full-time civilians and limited positions for assignment, a MCR should be prepared and routed to the regional command to add additional positions to the AMD. 

EDUCATION AND TRAINING

· All personnel shall request and enroll in all local training utilizing DMHRSi Self Service.

· Upon initial deployment to a command, historical training data shall be loaded from SPMS dating back at least three (3) years.

· The E&T Manager/Specialist is encouraged to run a “Training History Report’ by department, at least quarterly, to provide to Department Heads.  This report will demonstrate what training has been documented for an individual in DMHRSi.

·  All courses and competencies and offerings shall be created at the headquarters level only unless prior permission is obtained by the command to create a course.

· Commands are NOT to assign competencies to a platform.  Platform related competencies shall be done at the Headquarters level.  
· Commands are encouraged to assign competencies to command organizations, as may be required, to monitor assigned personnel competency achievements.
· Commands shall capture ALL training completions for an individual in DMHRSi while that individual is assigned to the command.  Any external training that an individual competes (i.e. college courses etc) may be captured in DMHRSi, after verification of completion. 
LCA

· LCA Manager/Specialist/Representative at each command shall assign and update timekeepers and time card approvers as required.

· LCA Manager/Specialist/Representative shall create and maintain timekeeper groups as necessary.  Upon transfer or separation of an individual listed as a timekeeper, a new timekeeper shall be assigned to that group.  Upon transfer of an individual in a timekeeper group, the person shall be deleted from the timekeeper group by the LCA Manager/Specialist/Representative. Upon transfer or separation of an individual listed as a Time Card Approver for an organization, a new Time Card Approver shall be assigned to that organization.  LCA Manager/Specialist shall meet regularly with all Time Card Approvers and Time Keepers to ensure they are aware of any changes in policy or guidance and that they are conducting their duties in accordance with prescribed policy.
· Each employee shall be responsible for accurately recording their own time in DMHRSi in accordance with DODINST 6010.13 Medical Expense and Performance reporting System for Fixed medical and Dental Treatment Facilities, Appendix F, Guidelines for Available and or/Non Available Time within a Fixed Medical or Dental Treatment Facility.

    

· Contractors shall not record non available time.

· All timecards shall be submitted by close of business the first working day after the pay period ends.

· All personnel are to report all labor as required – there is not a restriction to limit the number of hours worked to 168 per month.

· All timecard approvers shall monitor their work list frequently to insure they take appropriate action on timecards. It is highly recommended that they review their work list at least the same day of each week (i.e. every Wednesday). Timecards will automatically be rejected if not acted upon within seven (7) calendar days.

·  LCA Manager or Specialist shall insure that all departmental time card approvers are aware of the correct project/tasks that their personnel are to charge time to.

· Time shall be captured for all reservists.  This may be done through batch process or time keeper groups.

· Personnel should submit timecards in advance to cover periods that they may be away from the command due to leave or TAD.

· Departmental time card approvers shall insure that if they are to be on leave or TAD, they shall create a vacation rule to allow timecards to be approved or rejected by another individual.

· Labor for deployed personnel should be entered via timekeeper entry (or pre-approved batch) by the POMI department/division.

· LCA Manager or Specialist shall run the DoD Batch and Timecard Status Report on the Monday following the end of the pay period, and forward to the appropriate Directors/Department Heads to ensure all personnel have submitted timecards.  They will also run a Timecard Status Report for the previous pay period to ensure all civilians have approved timecards (to ensure any rejected timecards from the DCPS Reconciliation process have been corrected).

· LCA Manager or Specialist shall run the Timecard Status Report on the Friday following the end of the pay period, and forward a list of all personnel who still have not submitted a timecard to the Commanding Officer.

· Prior to creating the monthly SMART and EAS output files, the LCA Manager or Specialist shall complete the End-of-Month Processing Checklist to ensure all required milestones are met.  These milestones include:

· Have 100% approved submission of timecards for personnel assigned to their commands.  Submission of timecards can be accomplished through the user entering their own time via Self-Service, Pre-Approved Batch processing, or their designated timekeeper may enter their labor through using the Timekeeper Entry functionality.  To determine 100% submission, run the DoD Batch and Timecard Status report for the entire month and ensure every individual has an APPROVED timecard or that a batch entry has been completed for each week.  
· Ensure there are zero HR data issues that will cause blank data elements to occur in the output file in the current HR Data Issues Report, or on the EAS IV Assigned Personnel Report-Data Issues (i.e. NULL Expense Element or Service Occupation Code, etc).  If there are HR data issues, the LCA Manager and/or Specialist shall work with the HR staff to resolve these issues prior to creating the output files. (The HR staff is required to run the HR Data Issues report bi-weekly as discussed in the reports matrix section at the end of this document).

· Ensure all military personnel have costs associated with their labor (EAS Summary View Report).

· Ensure Contractor personnel do not have costs associated with their labor (EAS Summary View Report).

· All Civilian Timecards Reconcile within $1.00 for each individual for each pay period (Cost Reconciliation Report).

· The SMART and EAS IV output files should be created one week after the DCPS Reconciliation Process has run for the final pay period of the month.  This will allow for correction of rejected timecards from the reconciliation process. Refer to the LCA Processing Checklist for due dates of these reports.
· If the Financial UIC of an Organization is different than the Manpower UIC, the financial UIC must be entered in the Descriptive Flex Field of the Organization.
FY07 Financial Guidance, Section Labor (LB) states "Sites are also reminded

that contractors paid via Centrally Managed Contracts (funded by TMA or

other external agencies) must not be entered into MEPRS/EAS."  This includes

SAIC Employees.  

MANPOWER

· The command’s Activity Manpower Document (AMD) must coincide with the command’s personnel structure; by directorate, department, and division…the quality and quantity of billets on the AMD must match the quality and quantity of personnel working within the facility.  Accomplishment of this task is not a one time effort; ongoing updates to the AMD must coincide with adjustments to the command’s personnel structure.

· Manpower Manager/Specialist shall not create new organizations in DMHRSi.
READINESS
· Required competencies that may be associated to a deployment platform shall be entered and maintained in DMHRSi by Headquarters personnel.  Personnel attaining those competencies shall be recorded and reported in the application.

· Commands shall track, manage and report individual/platform readiness status and assignment of personnel utilizing EMPARTS.
· Commands shall review and update, as required, all readiness related information for active duty members utilizing EMPARTS.
· Commands shall schedule local readiness related training in DMHRSi.

· Commands shall verify, assign and update employee readiness data for newly reporting active duty personnel, in EMPARTS, within three working days of arrival.

SITE APPLICATION ADMINISTRATOR

· Command SAA shall insure a process is in place to obtain and distribute user account access (user name and password).

· Command SAA shall be responsible for Tier Zero help desk function which will include re-setting passwords.

· Initial account request shall be forwarded to the MHS help desk within one working day of an individual reporting.

· Command SAA shall ensure within one business day of an individual detaching their command, that they submit to the MHS help desk a request to remove their access to all non Self Service roles in DMHRSi.

· Command SAA shall coordinate the loading and configuration of the required client software  across the activity LAN and desktop PC’s not only during initial training and deployment of DMHRSi, but on an ongoing as needed basis.

· Command SAA shall keep a log of the dates a DMHRSi help desk ticket was logged and the date of resolution an provide a copy to their respective NMSC site coordinator for all MHS hel desk tickets submitted concerning DMHRSi.
