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Document Title: Joint Concept of Operations, Defense Medical Human Resources System-Internet
1. Executive Summary

The Defense Medical Human Resource System – Internet (DMHRSi) is a web-based Tri-Service system designed to simplify and standardize human resource management across the Military Health System.  DMHRSi allows for enhanced management and oversight of the most important resource within the Department of Defense (DoD) our people.  DMHRSi provides data integration thru linked but fully independent Modules:
· Manpower

· Personnel

· Labor Cost Assignment (LCA)/ Medical Expense and Performance Reporting System (MEPRS)
· Education and Training

· Readiness/Homeland Security
To support joint military operations, it is critical that military and civilian leadership have the most current information concerning all personnel.  DMHRSi will provide visibility for all assigned personnel across the Military Health System (MHS).
Commanders will be able to determine:

· Who the personnel are;

· What training is needed and/or accomplished;

· Where personnel are assigned and/or physically performing duty; 

· When personnel are projected as gains or losses; and
· How much they cost.

2. Benefits

The benefits of the DMHRSi are as follows:

· Enables consolidation and standardization of Human Resources functions.

· Eliminates the need for stand-alone systems with redundant databases.

· Provides single-source visibility of Human Resource information.
· Provides for instant access to information concerning projected gains and losses, enabling leadership to make assignments or schedule training prior to arrival.

· Tracks scheduled, accomplished, and needed training.
· Monitors staff by Specialty Codes and/or Department of Defense Civilian Occupation Series.

· Provides Tri-Service standardized labor costing and enables systematic analysis of staffing costs, including monitoring specialty pay and retention bonuses.

· Gives supervisors instant access to critical personnel information.

· Promotes synergy between Manpower, Personnel, Education and Training, Readiness, and Labor Cost Accounting.

· Provides tracking of historical training data and current training required for personnel (Joint Commission on Accreditation of Healthcare Organizations requirement).
3. Introduction

3.1. This Concept of Operations (CONOPS) recognizes the high demand for access to integrated information across the enterprise, and throughout all Services and Components.  Worldwide contingencies, joint missions, force restructure, increased Reserve Component participation, and high public visibility require immediate access and interoperability of information systems to support the MHS enterprise.  

4. Background and Scope
4.1. The purpose of this CONOPS is to establish a vision and conceptual background for DMHRSi and the impact on strategic planning. Concurrently it addresses the DoD requirement for integration of DMHRSi across the MHS.  

4.2. The Department of Defense (DoD) MHS, in fulfilling a Deputy Secretary of Defense mandate to simplify and centralize medical personnel asset visibility, has chosen the Defense Medical Human Resources System – Internet (DMHRSi), a Commercial-off-the-Shelf (COTS) integrated Human Resource Management System.  DMHRSi is intended to provide DoD with an Automated Information System (AIS) that integrates human resource data from multiple information sources and allows ready access to essential manpower, personnel, labor cost assignment, education and training, and readiness information across the MHS enterprise.  

4.3. Efforts to improve human resource management capabilities within the MHS began in response to guidance provided in a Deputy Secretary of Defense Memorandum, dated 13 October 1993, Accelerated Implementation of Migration Systems, Data Standards, and Process Improvements.  The Medical Human Resource Functional Process Improvement Program began in January 1994 when it was determined that the Office of the Assistant Secretary of Defense (Health Affairs) (OASD (HA)) required a standard integrated system to provide accurate medical manpower, utilization, and expense information.
4.4. The DMHRSi application was prototyped at 89th Medical Group (MDG), Andrews AFB MD; Winn Army Community Hospital (WACH), Fort Stewart GA; and Naval Hospital Jacksonville (NH JAX), Naval Air Station Jacksonville FL.  The Assistant Secretary of Defense for Health Affairs signed The Defense Medical Human Resources System -internet Acquisition Decision Memorandum (ADM) 2 June 2006.  This memorandum “provides Full Deployment approval to the Army, Navy, and the Health Affairs/TRICARE Management Activity sites and expanded Limited Deployment approval for Air Force sites.”
5. Objective

5.1. DMHRSi is an integrated human resources system with a logical database for use within the MHS and its constituent components.  This system is intended to allow access to integrated manpower, personnel, LCA, education and training, and readiness data and provides enhanced visibility for MHS assets and business processes at all echelons of command during peacetime and war.  This CONOPS outlines the MHS high-level concepts for use of the COTS product purchased to fulfill the requirement.
6. Data Migration and Interface Concepts

6.1. To support the stated needs, DMHRSi will be populated with data from various DoD source systems.  It is expected that all data interfaces and data migrated to DMHRSi will be accomplished programmatically using a progressive approach of testing and fielding segments will meet or exceed the DoD/MHS data quality threshold of 95 percent.  It is further expected that this programmatic approach will be maintained throughout the entire implementation process with periodic reviews, appropriate metrics, and ensuring continued quality data processing.  

7. Military Health System and Department of Defense Source Systems

7.1. DoD is currently using the following source systems to interface with DMHRSi: Defense Civilian Personnel Data System (DCPDS), Defense Civilian Pay System (DCPS), Defense Enrollment Eligibility Reporting System (DEERS), Defense Medical Information System (DMIS), Centralized Credentials and Quality Assurance System (CCQAS).
7.2. The Army is currently using the following source systems to interface with DMHRSi:  Total Army Personnel Database (TAPDB via MODS) The Army Authorized Document System-Redesign (TAADS-R via MODS) Uniform Chart of Accounts Personnel System (UCAPERS).
7.3. The Navy is currently using the following source systems to interface with DMHRSi: Officer Personnel Information System (OPINS), Navy Enlisted Personnel System (NES) Total Force Manpower Management System (TFMMS), Activity Manpower Personnel Processing System (AMPPS), Standard Personnel Management System (SPMS), Expeditionary Medicine Platform Augmentation Readiness System (EMPARTS), Navy Training Management and Planning System (NTMPS), Reserve Headquarters System (RHS).

7.4. The Air Force is currently using the following source systems to interface with DMHRSi: Military Personnel Data System (MILPDS), Manpower Program Execution System (MPES), Expense Assignment System Stand Alone (EAS SA), Medical Readiness Decision Support System (MRDSS)/Unit Level Tracking and Reporting Application (Ultra).
7.5. These source systems provide an interface and interoperability with other functional activities within the MHS such as finance, transportation, the Defense Manpower Data Center (DMDC), and Joint Operational Planning and Execution Systems (JOPES).  Migration to DMHRSi in support of these source systems must not adversely impact current interoperability and capabilities.  The use of DMHRSi will not cause long-term duplicative processing on the part of those staff members responsible for managing the identified source systems.
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Figure 1, DMHRSi Source System Architecture
8. System Overview

8.1. Description

8.1.1. The following description demonstrates the DMHRSi business model.  The Defense Medical Human Resource System – Internet is a web-based, pure COTS, Tri-Service application is designed to support military healthcare human resource management needs.  DMHRSi will provide a standard system to manage current and future human resource needs within the OASD (HA).  DMHRSi will integrate Service specific and activity generated data needed to assist in the management of the day-to-day utilization of the human capital component of the MHS.

8.1.2. The following diagram is provided to depict how the DMHRSi application integrates key capabilities (in bold) within the MHS Manage the Business Model. 
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Figure 2, MHS Manage the Business Model
8.2. Security and Information Assurance 

8.2.1. As a role-based application, DMHRSi will be configured to meet or exceed the requirements set forth in public law and DoD regulations requiring system owners take every precaution available to eliminate the risk of unlawful disclosure of personal information.  The system must be configured to implement the assigned roles and privileges IAW DoD Instruction 8500.2, “Information Assurance (IA) Implementation”, 6 February 2003.

8.2.2. DMHRSi will comply with the Privacy Act of 1974, DoD 5400.11.  Whereby;

8.2.2.1. access to personal data is limited to users with an official need to know, and that the need to know is determined by the preponderance of tasks required by the position needing access;

8.2.2.2. there is sufficient documentation of retention procedures and policies that uniformly meet the interoperability criteria set forth for a system of record in purging records that are no longer required by the Service.
8.2.3. Furthermore, DMHRSi will be configured to restrict access by facility, regardless of which service or command a user belongs to.  For individuals physically working for a facility, the facility’s Human Resources, LCA, and Education & Training responsibilities need access to that individuals’ DMHRSi record.  These teams need to be able to review and/or updated the individual record.  

9. System Access

9.1. Functional users will access DMHRSi from their existing MTF client workstations using a standard Internet browser, either Microsoft Internet Explorer or Netscape Navigator, via the Non-Secure Internet Protocol Router Network (NIPRNet).  All transactions will be encrypted using a Secure Socket Layer (SSL) protocol with 128-bit encryption.  The actions required by sites for the implementation/deployment of DMHRSi remain minimal to granting access.  MHS MTFs currently have access to the NIPRNet and utilize Microsoft IE Internet browsers.

10. DMHRSi Operational Architecture
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DMHRSi is a completely web-based application.  The DMHRSi application and database are centrally hosted at Defense Information Systems Agency (DISA), San Antonio TX, with access through a web browser.

Figure 3, Diagram of DMHRSi Operational Architecture
11. Communications Infrastructure

11.1. The Tri-Service Infrastructure Management Program Office (TIMPO) is responsible for providing common communications infrastructure to support all MHS Automated Information Systems (AIS), including DMHRSi.  This communications infrastructure includes, but is not limited to a Local Area Network (LAN) or Wide Area Network (WAN) of sufficient size to accommodate all DMHRSi users.  All equipment and property supporting the LAN/WAN interconnectivity is the responsibility of TIMPO.  

12. End User Devices (EUDs)

12.1. DMHRSi end-users will utilize existing End User Devices (EUDs) such as personal computers and printers. Newly acquired EUDs will be configured to meet the minimum MHS configuration standards.  The standard as provided by the MHS is as follows: 

12.1.1. Microsoft Internet Explorer (version 4.0 or higher)
12.1.2. Netscape Navigator (version 4.0 or higher)
12.1.3. Intel Pentium III Processor, 600 MHz or higher
12.1.4. 128 Megabytes (MB) of Radom Access Memory (RAM)
12.1.5. 8 Gigabyte (GB) hard drive

12.1.6. NIPRNet Access

12.1.7. J-Initiator (thin-client application)

13. Implementation Planning and Application Deployment
13.1. Implementation activity will be coordinated between the Program Office and each Service Implementation Team based on service requirements and available resources. 

13.2. The following diagram is an initial generic overview to depict the level of effort to deploy to an MHS facility and may be adjusted to accommodate the priorities of an organization’s leadership: 
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Figure 4, DMHRSi Implementation and Training Timeline

14. Joint Usage Policies

DMHRSi is intended to support the identification and development of common Human Resource business practices within each DoD Medical Department.  Therefore, each DoD Medical Department will continue to share best business practices and synchronize DMHRSi future development and usage policies.
14.1. The general guidelines outlined in this document are derived from the official Usage Policies and Business Processes contained in each service’s CONOPS.

14.2. As a minimum joint usage of DMHRSi will include implementation of human resources, manpower and labor cost assignment. The future usage policy will incorporate all DMHRSi modules to support a Joint Military Medical Command. These policies will be developed with input from service representatives.

14.3. Tutor processes (i.e., the step-by-step processes of a function or task) will serve as the functional requirement for developing the Joint Usage Policy. 

14.4. Access to DMHRSi will be limited/restricted to manage those processes applicable to those services. 

14.5. DMHRSi will serve as the reporting tool to the Expenditure Accounting System (EAS) in capturing labor cost. 

14.6. DMHRSi will be deployed to Non-MEPRS MHS activities. 

14.7. Each service will utilize DMHRSi to manage their Defense Healthcare Program (DHP) and Non-DHP personnel assets assigned to MHS.

14.8. Future development or modification of DMHRSi will be a collaborative effort of all the services; this is inclusive of reporting capabilities.

14.9. DMHRSi will be the System of Record for National Provider Identifier (NPI) documentation.

14.10. Personal data will be updated and validated (i.e., emergency contact information) as needed.

14.11. All education and training courses and competencies will be created at the headquarters level.

15. Conclusion:
Contained within this document is a strategic-level view of DMHRSi and its relevance to the MHS in an increasingly joint DoD environment.  Key to this document is the Joint Usage Policy, and each individual Medical Service Usage Policy.  This document will evolve in synchronization with current and future development of DMHRSi, and with the transformation of the MHS to a more common, unified healthcare system.

Attachment 1 – Navy Medicine DMHRSi CONOPS
1. Introduction:
a. The purpose of this CONOPS is to provide a common understanding of the functional and operational needs applicable to the BUMED BSO in fulfilling the requirement to field a Human Resource (HR) application that will support management of personnel resources in a Tri-Service medical environment.  This CONOPS also describes at a high-level, the current state of Defense Medical Human Resource System – Internet (DMHRSi) to meets our Service needs.

b. The Bureau of Medicine and Surgery (BUMED), in preparing this Concept of Operations (CONOPS), understands the high demand for access to integrated information across the Military Health System (MHS), and throughout all Services and Components.  Joint missions, force restructure, increased Reserve Component participation, and high public visibility require immediate access and interoperability of information to support the MHS enterprise.  

c. BUMED supports the need for shared data- particularly in Manpower, Personnel, Labor Cost Assignment, Education and Training, and Medical Readiness and Homeland Defense.  Navy Medicine Military Treatment Facilities (MTF) worldwide, current business processes and the vast array system applications used to conduct business places an even higher demand on the people charged to make them work.

d. This document provides an overview of the key processes, vision, and utilization in the deployment of the DMHRSi application.

2. Background:  

a. The Department of Defense (DoD) MHS in fulfilling a Deputy Secretary of Defense mandate to simplify and centralize medical personnel asset visibility, has chosen the Defense Medical Human Resources System – Internet (DMHRSi), a commercial off-the-shelf (COTS) integrated Human Resource Management system.  DMHRSi is intended to provide DoD with an Automated Information System (AIS) that integrates human resource data from multiple information sources and allows ready access to essential manpower, personnel, labor cost assignment, education and training, and readiness information across the MHS enterprise.  

b. The efforts to improve human resource management capabilities within the MHS began in response to guidance provided in a Deputy Secretary of Defense Memorandum, dated 13 October 1993, Accelerated Implementation of Migration Systems, Data Standards, and Process Improvements.  The Medical Human Resource Functional Process Improvement Program began in January 1994 when it was determined that the Office of the Assistant Secretary of Defense (Health Affairs) (OASD (HA)) required a standard integrated system to provide accurate medical manpower, utilization, and expense information to assist the medical leadership in providing efficient, quality health care services to DoD beneficiaries.

c. It was further determined that new human resource management business practices were required to support evolving Tri-Service mobilization and contingency requirements and medical initiatives for DoD Lead Agent health care management regions within the managed care business environment.  In early December 2000, Subject Matter Experts (SME’s), from the functional areas of manpower and personnel, representing their Service Surgeons General, reviewed the original requirements statements from the Defense Medical Human Resource System (DMHRS) Functional Description (FD).  This document, last validated in 1998, served as the stepping-off point for revalidating the Services functional requirements and capabilities in managing the human capital dedicated to meeting the mission of the MHS.  The SME’s, in the spirit of Tri-Service cooperation, reviewed the statements in the FD and revalidated that the statements were still valid at that point in time for day-to-day operations of OASD (HA) activities and Service medical department activities.  

d. In the time since the FD statements were reviewed and approved in 2002 to the current date of the project in May 2006, a number of new systems have been developed in response to specific mission requirements, along with changes in the functional requirements, making it necessary for BUMED along with Air Force and Army counterparts to reevaluate the previous CONOPS in submitting this update to support a consolidated CONOPS by the Services.

e. Human resource information systems across the military medical community are not standardized nor do they provide visibility of all people working within the medical activities.  Often time the current reporting mechanisms for HR data is time consuming, cumbersome and inaccurate. 

f. Education and Training information is often times recorded in various formats and is not standardized in how information is recorded or reported.  As a military member transfers from one command to another, they are required to hand carry their training history.

g. Labor Costs are captured in various systems across the Military Health System and reported to EAS.  Employees report their time monthly in paper formats to MEPRs coordinators who then consolidate the information for submission.  This procedure lends itself to potential inaccurate reporting.

h. Organizational structures of military medical treatment facilities are critical to insuring the correct provider and support staffing is accomplished.  Commanders have had the authority to arrange their commands as they see fit which has led to non standardized staffing levels and reporting for similar missions.

i. Readiness reporting amongst the various commands of the Military Health System is often difficult to accomplish due to the variance in how information is reported and recorded.

3. Objectives:

a. The goal is a single integrated human resource system with a single logical database for use within the Military Health System. The Defense Medical Human Resource System internet (DMHRSi) is a web based computer application that will be used by the entire Military Health System that will allow for data integration between Education and Training, Human resources (personnel), Manpower, Readiness, and Labor Cost Accounting (MEPRS).  

b. As real world scenarios evolve requiring joint military medical operations, it is critical that military leadership have the most current up to date information concerning all personnel.  DMRHSi will provide complete medical personnel asset visibility of all Active Duty, reserve, Civilian, Contractor, Volunteer, and Guard/Reserve personnel.  Commanders will be able to determine who the personnel are, what training they have accomplished, how much they cost, and who is deployable.  To accomplish this end, it is imperative that each command fully embrace and utilize DMRHSi to its fullest potential. 

c. Full deployment of DMHRSi will require a phased implementation plan.  This CONOPS further describes the BUMED vision with the end result of a fully implemented application.  Because of the conceptual changes and potential cultural changes that are needed with implementation of a COTS application within the Service, and the potential negative impact this may have on the users, BUMED has taken steps to research and mitigate the inherent risks associated with implementation and training.  The goal for BUMED in taking these actions is to develop a strategy minimizing the many risks posed by implementing a COTS solution of this magnitude and the forced impact on our users.

4. Benefits:

a. Will enable visibility of where all personnel are working regardless of personnel type.

b. Will provide for instant access to information concerning projected gains/losses and enable leadership to make assignments or schedule employee training prior to arrival.

c. Determine authorized/filled/vacant billets.

d. Determine hours charged to each work center on a bi-weekly basis.

e. Determine staff training that has been accomplished or scheduled.  Determine training requirements/accomplishments for readiness assignments.

f. Determine staffing levels by personnel types or Corps specific.

g. Enables consolidation of all HR functions, and eliminates the need for stand alone systems with redundant data bases.

h. Provides for tri-service standardized labor costing approach and enables systematic analysis of staffing costs. 

i. Tracks staffing levels to substantiate specialty pay and retention bonuses.

j. Personnel have visibility of their own information.

k. Supervisors have instant access to critical information on their personnel.

l. One source of query for all personnel types.

m. Promotes synergy between Manpower/Personnel/E&T/Readiness and LCA.

n. Allows for tracking of historical training history (JCAHO requirement)

o. Allows instant visibility of training available at the command and across the MHS and enrollment requests are electronically submitted.

p. Training records are stored in an electronic data base that is web based and accessible from command to command eliminating the need for a member to hand carry paper records.

q. Provides instant access to the readiness posture of all platforms and the personnel assigned to them.

r. Tracks readiness equipment/clothing issuance and medical administrative requirements.

s. Reduces upper echelon queries of personnel data due to their ability to view command data.

t. Insures standard organization structure and billet alignment is maintained.

5.  System Access:

a. Functional users will access DMHRSi from their existing MTF client workstations using a standard Internet browser, either Microsoft Internet Explorer or Netscape Navigator, via the SBU (Sensitive but Unclassified) Non-Secure Internet Protocol Router Network (NIPRNet).  All transactions will be encrypted using a Secure Socket Layer (SSL) protocol with 128-bit encryption.  The actions required by sites for the implementation/deployment of DMHRSi remain minimal to granting access.  BUMED MTFs currently have access to the NIPRNet.

b.  DMHRSi end-users will utilize existing End User Devices (EUDs) such as personal computers and printers. Newly acquired EUDs will be configured to meet the minimum MHS configuration standards.  The standard as provided by the MHS is a follows: 

i. Microsoft Internet Explorer (version 4.0 or higher)

ii. Netscape Navigator (version 4.0 or higher)

iii. Intel Pentium III Processor, 600 MHz or higher, or X86 compatible

iv. 128 Megabytes (MB) of Radom Access Memory (RAM)

v. 8 Gigabyte (GB) hard drive

vi. NIPRNet access

vii. J-Initiator (thin-client application)

6. Operational Architecture:

 DMHRSi is a completely web-based application.  The DMHRSi application and database is centrally hosted at Defense Information Systems Agency (DISA) San Antonio TX, with access through the web browser.

        7.   Navy Usage Policy and Procedures:

a. Commands are to be in compliance with NAVMED Policy 06-002 dated 23 January 2006 concerning Standard organizations.

b. Commanding Officers and their executive staffs are critical to the success of the implementation and utilization of DMHRSi. 

c. Commands are to become familiar with the Implementation Manual and provide the implementation contractor local data as may be required.

d. To gain the full benefit of the application, a fully cooperative and synergistic relationship is required of the Personnel, Manpower, Staff Education and Training, Medical Expense Reporting and the Plans Operation and Medical intelligence (POMI) departments is required.  Weekly meetings during the pre and post training phase of the implementation of DMHRSi is imperative.  It is further required that DMHRSi become the system of use for daily transactions and previously used systems be discontinued.

e. Commands shall insure that personnel are identified that will function as critical stakeholders in each of the five areas (known as super users) and that they attend all required training and fully utilize the application.

f. Commands shall appoint one member of the command (normally a mid grade officer or senior civilian) who shall function as the site program manager.  This person is critical to the successful deployment and use of the application.  Their duties are identified in the site implementation manual (separate document)

g. To insure the proper use and functionality of the application, Tutor Processes are in place as an online help.  Users are to refer to them often and not deviate from the instructions.

h. All employees are expected to submit, on a bi-weekly basis, their own timecard via the application’s self service area.  Commanding Officers are authorized to deviate from this policy by creating time keeper groups wherein a specified time keeper is allowed to enter time for specific group of people.

i. Commanding Officers are encouraged to become familiar with the capabilities of DMHRSi and reports available.  Periodic monitoring of information will encourage command compliance and correct data.

j. The Staff Education and Training Department super users shall enter available training that will enable all hands to review and request training via self service.  All training that is accomplished at the command shall be documented in the application.

8:  Conclusion.  

Commands are to become familiar with the Business Rules that direct the day to day operations of DMHRSi.  It is expected that once DMHRSi is fully deployed to all of Navy Medicine that the management of our human capital will be greatly enhanced.

Attachment 2 – AMEDD DMHRSi CONOPS
HUMAN RESOURCES

HR Summary:  

DMHRSi v1.0 will be utilized as the AMEDD’s primary Human Resource (HR) database for tracking all assigned, attached, or borrowed human resource assets  (military, civilians, contractors and volunteers), across the three services (Army, Navy, and Air Force), working within our Medical Treatment Facilities (MTF).  DMHRSi will enable MTF Commanders to standardize and optimize the management of human capital by improving decision making through the collection and analysis of critical human resources information.  As additional functional areas within Human Resource Management are enhanced, developed and deployed, DMHRSi is envisioned to be the AMEDD’s primary database for consolidated Human Resource Management.  HR personnel (Managers and Specialists) will be responsible for ensuring all human resource records are up-to-date throughout the human resource life cycle of the assigned, attached, or borrowed MTF employees.  HR personnel will review human resource data transferred from Army source systems, i.e. Total Army Personnel Database (TAPDB) and Defense Civilian Personnel Data System (DCPDS) and validate this imported human resources information against other Army systems such as Electronic Military Personnel Office (eMILPO) and Medical Operational Data Systems (MODS) to ensure the validity and reliability of the data.  HR personnel will transfer and input personnel data currently maintained in local databases and spreadsheets.

1.  Manage Projected Gains.  Identify and track all personnel projected as a gain for the organization.  Through weekly downloads, TAPDB will provide the Army active duty projected gains.


1.1  DMHRSi will have a standard report to identify all projected gains.

   
1.2  HR personnel will review the gain report accordingly to local SOP to review staffing needs and assign sponsorship accordingly.


1.3  Projected gains for Army Reserve, National Guard, Air Force, Navy, Marine, civilians, contractor and volunteer personnel will not be managed through DMHRSi.

2.  In-Process New Personnel.  Properly in-process new employees to the organization. 


2.1  HR personnel will properly in-process new employees according to their appropriate employment type and per local SOP.


2.2  HR personnel will review and update personnel information for military and civilian personnel as provided by the source systems (e.g. rank/grade, MOS/AOC/Job Series, date of birth, race, ethnicity).

    
2.3  HR personnel will create personnel records for contractors and volunteers.


2.4  HR personnel will capture/update the following information during in-processing:



2.4.1  All Contact Information (e.g. telephone numbers, emergency

contact).



2.4.2  Family Member Information for Army personnel.


2.4.3  Family Care Plan; as required.


2.4.4  Off Duty Employment.


2.4.5  National Provider Identifier (NPI).

2.5  HR personnel will not be required to capture/update the following information unless local Commanders direct through local SOP.


2.5.1  Readiness Admin Requirements.  (Tracked in DARTS – Deployment and Reconstitution Tracking Software.)


2.5.2  Readiness Clothing and Equipment Requirements.  (Tracked in DARTS – Deployment and Reconstitution Tracking Software.)


2.5.3  Readiness Medical Requirements.  (Tracked in MEDPROS – Medical Professional System.)


2.5.4  Security Clearance (Currently tracked in JPAS – Joint Personnel Adjudication System).


2.5.5  Employee Review Information.


2.5.6  Specialty Pay Program.  (Tracked in MODS.)

            2.6HR personnel will arrive/attach Army personnel in eMILPO accordingly.

3.  Assign Work Positions.  Assign employees to the proper department/division within the organization.


3.1  HR personnel will assign employees to the appropriate People Group based on work center and assignment information.

3.2  HR personnel will assign active duty Army and civilian personnel to the appropriate TDA position as per local SOP.

3.3  HR personnel will review the Position Control Roster (PCR) to ensure double slotting has not occurred.  Excess personnel will be coded accordingly.

3.4  HR personnel will identify supervisory information.

3.5  HR personnel will capture/update employee qualifications and competency profile as appropriate to their assigned duty position. 


3.6  HR personnel will slot Army personnel in eMILPO accordingly.

4.  Reassign Work Positions.  Reassign employees to the proper department/division as they move within the organization.


4.1  HR personnel will reassign employees to the appropriate People Group based on new work center and assignment information.

4.2  HR personnel will reassign active duty Army and civilian personnel to the new appropriate TDA position as per local SOP.

    4.3  HR personnel will review the Position Control Roster (PCR) to ensure double slotting has not occurred.  Excess personnel will be coded accordingly.

    4.4  HR personnel will update supervisory information.    

    4.5  HR personnel will update employee qualifications and competency profile as appropriate to their newly assigned duty position. 


    4.6  HR personnel will re-slot Army personnel in eMILPO accordingly.

5.  Maintain Personnel Data.  Ensure individual employee personnel data is accurate and up-to-date at all times.


5.1  HR personnel will update the following information as needed:


5.1.1  All Contact Information (e.g. telephone numbers, emergency contact).


5.1.2  Family Member Information for Army personnel.


5.1.3  Family Care Plan; as required.


5.1.4  Off Duty Employment.


5.1.5  National Provider Identifier (NPI).

    5.2  HR personnel will not be required update the following information unless local 

           
5.2.1  Commanders direct through local SOP.


5.2.2  Readiness Admin Requirements.  (Tracked in DARTS.)


5.2.3  Readiness Clothing and Equipment Requirements.  (Tracked in DARTS.)


5.2.4  Readiness Medical Requirements.  (Tracked in MEDPROS.)

Security Clearance.


5.2.5  Employee Review Information.


5.2.6  Specialty Pay Program.  (Tracked in MODS).

6.  Personnel Actions.  Track the routing and status of personnel actions.

6.1  HR personnel will not be required to use this process unless local Commanders direct through local SOP.  

7.  Manage Projected Losses.  Identify and track all personnel projected as a loss for the organization.  This will include Permanent Change of Station (PCS), Temporary Change of Station (TCS), Retirement, Expiration of Term of Service (ETS), Release from Active Duty (REFRAD), Deployment, Separation and Termination.


7.1  TAPDB will provide through an interface the projected losses for active duty Army personnel.

7.2  HR personnel will input/update information regarding losses for all personnel

regardless of interfaces.  Source of loss information may come from various sources (e.g. supervisor, employee, contract expiration, mobilization orders).

   7.3  DMHRSi will have a standard report to identify all projected losses.

   7.4  HR personnel will review the loss report accordingly to local SOP.

8.  Out-Process Personnel.  Properly out-process employees from the organization.


8.1  HR personnel will properly out-process new employees accordingly to their 

           appropriate employment type and per local SOP.

8.2  HR personnel will properly remove employees according to their loss reason and date.

8.3  HR personnel will depart Army personnel in eMILPO accordingly.

9.  Standards and Adhoc Reports.  Use reports to provide MTF Commanders valuable personnel information to analyze staffing situation.  Review reports to ensure data accuracy and reliability.

LABOR COST ASSIGNMENT

LCA Summary:

The Labor Cost Assignment module of the Defense Medical Human Resource System-internet (DMHRSi) will replace the man-hour reporting portion of the Army’s Uniform Chart of Accounts Personnel Utilization System (UCAPERS).  DMHRSi will provide uniform personnel management data, man-hour reporting and expense distribution for the Army Medical Department.  Man-hours for all categories of personnel (military, civilian, contract and volunteer) are required to be entered into DMHRSi.  The following is a list of the MEPRS tasks to be performed in DMHRSi and the DMHRSi roles that have access to perform the task:

1.  Establish, Maintain and End Organization LCA Data Elements (LCA Manager and Specialist)

1.1  Organizations and LCA data elements will be reviewed prior to the start of each fiscal year.  MEPRS personnel will coordinate with Manpower personnel to ensure organization information is accurate.

1.2  MEPRS will add/change/deactivate Army LCA Codes (Start Date, End Date, Classification Type, DMIS ID, Parent DMIS ID, Organization Long Title, FCC, Service PEC, Loaned Time FCC and APC (enter four letter department code) as necessary throughout the year and prior to the start of each fiscal year.

1.3  Ensure all organization classifications are enabled for TDA organizations that have positions attached and that TDA header records are not enabled (Enable HR Organization and Project Expenditure Event Organization.

1.4  Enter Timecard Approver for all organizations that are enabled.

1.5  Tutor processes:  Create a New Organization, Modify an Existing Organization and End an Existing Organization.
2.  Setting Up a New Project, Close and Modifying an Existing Project (LCA Manager and Specialist)

 2.1  In September, copy project template and enter project quick entry values for the project IAW Army MEPRS Program Office (AMPO) guidance.

2.2  Contact AMPO to approve Project.

2.3  Enter and maintain tasks throughout the year, re-validate tasks when new projects are created and add or end as appropriate.

2.4  Tutor processes:  Close an Existing Project, Modify an Existing Project and Set up a New Project

3.  Documenting and Submitting Time via Timekeeper Entry (LCA Manager, Specialist, LCA Representative and LCA Timecard Approver

3.1  Establish/maintain Timekeeper Groups.

3.2  Enter time via Timekeeper Entry for employees who are unable to enter their own time.

3.3  Tutor processes:  Documenting and Submitting Time via Timekeeper Entry and Create or Maintain Timekeeper Groups

4.  Adjust Approved Time (LCA Manager and Specialist)
4.1  Split or transfer time via Expenditure Inquiry when discrepancies are identified during MEPRS end of month data validation.

4.2  Reverse time via Expenditure Batch Entry as necessary during end of month data validation.

4.3  Tutor process:  Adjust Approved Time

5.  Submit Time via Pre-Approved Batches (LCA Manager, Specialist and Timecard Approver)

5.1  Service policy for entering time via Pre-Approved Batches can be found on the AMPO web site: http://www.ampo.amedd.army.mil/

5.2  Tutor process:  Submit Time via Pre-Approved Batches

6.  Run the Timecard Status Report (LCA Manager, Specialist and Timecard Approver)

6.1  Run Timecard Status Report as necessary to ensure all timecards have been entered prior to MEPRS processing.

6.2  Tutor process:  Run the Timecard Status Report

7.  Enter and Maintain Employee Cost Rates (LCA Manager, Specialist)

7.1  Military personnel receive composite pay and civilians receive actual payroll.  Entering cost rates is only necessary when problems are encountered.  Example:  When a new payroll code is added to the civilian payroll system and has not been loaded into DMHRSi.

7.2  Tutor Process:  Enter and Maintain Employee Cost Rates

8.  Run Payroll Reconciliation Reports (LCA Manager and Specialist)

8.1  DoD Payroll Actuals – Shows the hours DCPS paid the employee.

8.2  DoD Employees Missing Payroll Data – Report listing employees that are in DMHRSi but did not receive payroll data from DCPS.

8.3  Payroll Validation Report – Lists employees that had payroll in the DCPS file but are not in DMHRSi.

8.4  Cost Reconciliation Report – Looks at the hours and dollars received from DCPS compared to the hours and dollars that are in DMHRSi.  Refer to the AMPO website for service specific guidance on this report.

8.5  Tutor process:  Run Payroll Reconciliation Reports.

9.  Distribute Labor Costs (LCA Manager, Specialist and DoD LCA Exception Manager)

9.1  Run distribute labor costs – process adds cost to the hours entered in DMHRSi.

9.2  Correct “Missing Cost Rates”

9.3  Tutor process:  Distribute Labor Costs

10.  Perform Data Analysis IAW service policy (LCA Manager and Specialist)

11.  Create EASIV Extract File (LCA Manager and Specialist)

 11.1  Tutor process:  Create EASIV Extract File

12.  Transfer DMHRSi Data to EASIV (LCA Manager and Specialist)

12.1  Import DMHRSi file into EASIV.

12.2  Tutor process:  EASIV File Transfer

13.  Using Discover Viewer and Discover Plus, generate Standard and Adhoc Reports.  Use reports to provide MTF staff/command man-hour cost information.  

MANPOWER

Manpower Summary:

The Manpower source system, The Army Authorization Documentation System (TAADS), and the Table of Distribution and Allowances (TDA) will interface with DMHRSi.  Manpower Analysts will build local organizations and local positions in this module.  They will rely on TAADS to provide all data elements for this module.  

1.  Accept and Reconcile Table of Distribution and Allowances (Manpower Manager, Manpower Specialist):  
1.1  The TDA is imported into DMHRSi annually at the beginning of each Fiscal Year.

1.2  The source system, TAADS, handles all the data feeds for the Army Manpower Module.

1.3  Updates are performed yearly.

1.4  Manpower Specialist reviews and reconciles DMHRSi TDA to the TAADS to ensure all positions are included in DMHRSi.

1.5  TDA document is available in DMHRSi Discoverer/Viewer.

2.  Establishment and Maintenance of Organization Locations (Manpower Manager, Manpower Specialist):

2.1  Create, modify, or end a location.  A location in DMHRSi is the organization’s physical address.  This feature is primarily used when a new building is occupied.

2.2  Tutor processes available – Create, Modify, or End a Location.

3.  Establishment and Maintenance of Organizations/Local Organizations (Manpower Manager, Manpower/LCA Specialist):

3.1  Create, modify, or end local organizations.

3.2  Organization listing is an available report (Organizations-Army) in DMHRSi Discoverer/Viewer. 

3.3  Compare organizations as shown on the TDA with the Organizations-Army report from DMHRSi.  Update DMHRSi organizations as appropriate.  This task is usually performed at the beginning of each fiscal year.

3.4  Documenting National Provider Identifier (NPI) Type 2 to an existing organization.

3.5  Define organizational competence requirements

3.6  Tutor processes available – Create a New organization, Modify an Existing Organization, or End an Existing Organization; National Provider Identifier Type 2:  Organizational; Defining Organizational Competence Requirements.  

4.  Establishment and Maintenance of Work Positions (Manpower Manager, Manpower Specialist/Position Manager):

4.1  Create, modify, or end local positions.

4.2  Ensure “frozen” positions (personnel) have an updated TDA Command and Control Number (CCNUM) or an alternate position identified for incumbent.  A frozen position is one that existed in the previous TDA but not in the TDA for the following year. The individual should be moved to a valid position or a local position.

4.3  Run and Review a Position Control Roster (PCR) – “Ownership” of the PCR normally rests with HR Manager but is a shared document between Human Resources and Manpower.

4.4  Assist HR in identifying personnel who need to be assigned to a different position due to changes in the TDA.

4.5  Assist HR in identifying disconnects of personnel assignments between the Legacy systems and DMHRSi assignments.  This is usually identified by a difference in the assigned People Group paragraph number (column A of the PCR) and the legacy system organization paragraph (column C of the PCR).

4.6  Assist HR in identifying positions that need to have an “Excess” flag identified in the PCR.  Staff who are “multiple encumbered” against a position or are “excess” to a particular work center where assigned should carry an excess flag in DMHRSi.
4.7  The source systems for the PCR are the TDA, EMILPO for military assignments and DCPDS for civilian assignments.

4.8  Tutor processes available – Create a New position, Modify an Existing Position, and End an Existing Position; Running the Concurrent Army Position Control Roster Report.  
5.  Create and Maintain Organizational Hierarchies (Army Manpower Manager/Manpower Manager/Specialist):

5.1  Establish organizational hierarchies.

5.2  View organizational hierarchies.

6.  Generate Standard and ad-hoc Manpower and Organizational Reports (Manpower Manager/Specialist):

6.1  View manpower and organizational reports. 

6.2  Personnel trained on Discover Viewer and Discoverer Plus. 

6.3  Develop reports.

READINESS

Readiness Summary:  

DMHRSi will not serve as the Army’s source system for Readiness.  DMHRSi will be populated with readiness data from various Army source systems.  Readiness source systems include the Medical Protection System (MEDPROS) for Medical Readiness data and the Medical Occupational Data System (MODS).  These systems currently interface with DMHRSi and feed PROFIS assignments and immunizations for all military personnel.  Additional interfaces are currently being explored for readiness training data such as Army Training Requirements and Resources System (ATRRS) and the Digital Training Management System (DTMS), etc.  

Readiness personnel (Managers and Specialists) will be responsible for ensuring all medical readiness requirement records are up-to-date throughout the human resource life cycle of the assigned, attached, or borrowed MTF employees.  Readiness personnel will review readiness data transferred from Army source systems and validate this imported information against other Army systems to ensure the validity and reliability of the data.  (During testing)

1.  Maintain Immunization Record.  Individual Medical Readiness (IMR) records will be maintained in MEDPROS.

2.  Maintain Readiness Training Record.  Individual readiness training record will be maintained in the Army Digital Management Training System (DTMS).

3.  Make readiness assignments (PROFIS).  PROFIS assignments will be made by the Personnel/HR section and will utilize the PROFIS Deployment System (PDS) in the Medical Occupational Data System (MODS) to manage readiness assignments.

4.  Calculate PROFIS Fill Rate (% fill rate).  The MODS PROFIS system will calculate % fill.

5.  Prepare Individual PROFIS Training Report.  DTMS will perform this function.

6.  Illustrate Operational Positions (PROFIS Requirements).  The MODS PROFIS system will illustrate operational positions.

7.  Maintain Deployed Roster.  The AMEDD Resource Tracking System (ARTS) will maintain the deployed roster.

8.  Assignment of Training Requirements.  DTMS.

9.  Maintain Non-Deployable Personnel Listing/Report.  Personnel / HR will maintain this report.

10.  Maintain Deployable Code Table.

11.  Standards and Adhoc Reports.  Review reports to ensure data accuracy and reliability. (During testing)

EDUCATION AND TRAINING (E&T)

Education and Training Summary:  Refer to Annex A.

1. Learning Paths (MTF E&T Manager/Specialist) Provide ability for selected MTF personnel to set up course from standardized menu required for professional and personal growth.

    1.1. Selected personnel (TBD) can set up courses for MTF population.

    1.2. MTF Users will utilize pre-determined learning paths for use during their tenure at MTF. Learning paths will be validated/updated annually and as needed.

    1.3.   Supervisors will validate each learning path for personnel under their supervision. Learning paths will be validated/updated annually and as needed.

    1.4. Master learning path menu will be formulated at MEDCOM level with release to MTFs for utilization. Learning paths will be validated/updated annually and as needed.

    Legacy System: Not standardization among AMEDD MTFs at this time.

    Tutor Process: None, currently under development
2. Course Information (access by all users, write/update privileges by selected personnel (TBD)) Ability of MTF personnel to access course information (read only).

    2.1. MTF personnel will enroll in or cancel a course/class via Self Service.

    2.2. Course will be defined at MEDCOM level and accessed at MTFs in a read only status.

    2.3. All additions to course/class lists will be done at MEDCOM level.

    Legacy System: Not standardization among AMEDD MTFs at this time.

    Tutor Process: PRO112ET – Enroll in or cancel a class via Self Service

                              PRO120ET – Catalog Admin Create a Course, Offering, Class

3. Generate Course Listings (All Users/Discoverer Report) All users have ability to generate a course listing for all courses available at their MTF.

    3.1. All users have ability to generate a course listing for their MTF via Discoverer Viewer.

    3.2. MEDCOM can generate course listing for all Army MTF courses.

    Legacy System: Not standardization among AMEDD MTFs at this time.

    Tutor Process: INS9DISC- Discoverer Viewer (note- this tutor process does not address how to set parameters)
4.  Generate Template Listings (MTF E&T Manager/Specialist):  Allow select MTF personnel to print a Template Listing Report.

     4.1. This functional capability was not found in the application or a tutor process.

     Legacy System: Not standardization among AMEDD MTFs at this time.

5.  Assign Course Templates to Students (E&T Manage/Specialist):  Allow select MTF personnel to use various criteria to assign templates to students. 

     5.1. This functional capability was not found in the application or a tutor process.

     Legacy System: Not standardization among AMEDD MTFs at this time.

6.  Generate Template Percent Compliance Report (E&T Manage/Specialist):  Allow select MTF personnel to create a Statistical Report with a template listing the status of course completion. 

     6.1. This functional capability was not found in the application or a tutor process. 

     Legacy System: Not standardization among AMEDD MTFs at this time.

7.  Generate Template Non-Compliance by Name Report (E&T Manager/Specialist):  Allows select MTF personnel to produce a report that lists, by template, personnel delinquent in completing required courses.

      7.1. This functional capability was not found in the application or a tutor process.

      Legacy System: Not standardization among AMEDD MTFs at this time.

8.  Generate Required Course Status Report (E&T Manager/Specialist):  Allow select personnel associated with education and training functions and readiness personnel to create a report listing the completion status of required employee training.

       8.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to view status of completed training.

                8.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters

       8.2. MEDCOM will establish and enforce metrics to determine which facility is in compliance.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: INS9DISC - Discoverer Viewer

9.  Generate Course Completion Report (E&T Manager/Specialist):  Allow select MTF personnel to generate a list of personnel sorted by course and completion date.

       9.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to identify personnel who have not completed training.

                9.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set Parameters.

      Legacy System: Not standardization among AMEDD MTFs at this time. 

      Tutor Process: INS9DISC - Discoverer Viewer

10.  Generate Expiration Training Report (E&T Manager/Specialist):  Allow select MTF personnel to create the Expiration Training Report using course name(s), course code(s) expiration period, or multiple organizational levels.

       10.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to identify expired training so that deficiencies are corrected to 100% readiness

capability.

                10.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       10.2. MEDCOM will have oversight of expired training at AMEDD activities and provide annual guidance on compliance standards.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process:  INS9DISC - Discoverer Viewer

11.  Schedule a Class (E&T Manager/Specialist):  Allow select MTF personnel to create and maintain information about a class.

       11.1. MTF E&T will schedule classes, change a class, track class completion and provide feedback to via command channels when requested or per predetermined report schedules.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process:  PRO104ET - Creating a Class

                                PRO119ET - Change Class Status

12.  Request a Class (All users):  Allow MTF personnel to request and reserve a seat in a class pending supervisor approval.

12.1. MTF personnel request and receive confirmation of class request.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: INS9DISC - Discoverer Viewer

13.  Confirm Students Enrollment in a Class (E&T Manager/Specialist):  Allow select MTF personnel to confirm student enrollment in a class.

13.1. MTF E&T departments will access and confirm enrollment in required training and provide feedback.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: none available at this time.

14.  Confirmation Reminder Report (E&T Manager/Specialist):  Allow select MTF personnel to produce a report listing all classes with a confirmation date (monthly, quarterly, and annually).


14.1. MTF E&T departments will run a report in Discoverer Viewer to determine the status of confirmed classes.

                14.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       14.2. MEDCOM will have the ability to validate confirmation of all personnel trained at each MTF.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: INS9DISC - Discoverer Viewer

15.  Maintain Course Qualified Instructor Information (Future) (E&T Manage/Specialist):  Allow select MTF personnel to input and update qualified instructor data.


15.1. MTF E&T departments will create or update instructors Competence Profiles upon arrival at the MTF and when there are changes to instructor status.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: PRO106ET - Creating Competence 

16.  Generate Course Qualified Instructor Report (Future) (E&T Manager/Specialist):  Allow select MTF personnel to create a report that lists all instructors qualified to teach a course. 

       16.1. MTF E&T departments will access competencies and input courses that each instructor is qualified to teach through the Discoverer Viewer.

                16.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       16.2. MEDCOM will have access to validate instructor qualifications.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: 19.3.1. INS9DISC - Discoverer Viewer

17.  Schedule an Instructor for a Class (Future) (E&T Manager/Specialist):  Allow select MTF personnel to consult a list of qualified instructors in order to assign instructors to a particular class.


17.1. MTF E&T departments will run report in Discoverer Viewer of qualified internal and external instructors for courses.

           17.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: INS9DISC - Discoverer Viewer

18.  Generate Instructor Teaching History Report (E&T Manager/Specialist):  Allow select MTF personnel to generate a report that provides a historical listing of all classes/courses taught by an instructor.


18.1. MTF E&T departments will have the ability to view the competency of instructors for a specific course.

                18.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: INS9DISC - Discoverer Viewer

19.  Maintain Educational Facility Information (Future) (E&T Manager/Specialist):  Allow select MTF personnel to maintain information about facilities and/or classrooms using facility identifications or facility names as selection criteria.


19.1. MTF E&T department can identify classrooms/resources to upload into DMHRSi and access information on those resources.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: PRO106ET - Defining Training Resources

20.  Schedule a Facility for a Class (E&T Manager/Specialist):  Allow select MTF personnel to schedule a classroom facility.


20.1. MTF E&T department can search for and reserve available classrooms/resources at their MTF or support installation.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: PRO105ET - Booking Resources for Class

21.  Maintain Outside Student/Instructor Information (Future) (E&T Manager/Specialist):  Allow select MTF personnel to maintain outside instructor information and students using Social Security Numbers (SSNs), if appropriate under the Privacy Act, and name as selection criteria.


21.1. MTF E&T departments can identify external instructors, resources, or students to upload into DMHRSi, e. g. non-DoD instructors, or an off-base training facility.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: PRO116ET - Defining Training Resources

                               PRO117ET - Create an External Student Organization

22.  Document Unscheduled Educational Activities (Individual) (E&T Manager/Specialist):  Allow select MTF personnel to enter information on completed educational activities, whether internal or external.

       22.1. MTF E&T departments will document internal and external training on personnel at the MTF.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: PRO102RT - Recording Attendance and Results

                               PRO108ET - Document Additional Training

23.  Post Unscheduled Educational Activities (Group) (E&T Manager/Specialist):  Allows select MTF personnel to enter a course and identify individuals who have completed the course.


23.1. MTF E&T departments have the ability to build courses (within MEDCOM DMHRSi guidelines) and then bulk-update personnel that attend the course.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: PRO120ET - Catalog Admin Create a Course, Offering, Class

                               PRO109ET - Making Mass Updates to Enrollments or Attendance

24.  Generate Scheduled/Unscheduled Class Results Report (E&T Manager/Specialist):  Allows select MTF personnel to generate a report for scheduled or unscheduled classes listing class results, indicating the students enrolled in a class actually completed the course.


24.1. MTF E&T departments can run a report in Discoverer Viewer that will give class results.



24.2.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       
Legacy System: Not standardization among AMEDD MTFs at this time.

       
Tutor Process: INS9DISC - Discoverer Viewer

25.  Generate Class Attendance Roster (Future) (E&T Manager/Specialist):  Allows select MTF personnel to generate an attendance roster listing enrolled students using course code and class start date as selection criteria.


25.1. MTF E&T departments can run a report in Discoverer Viewer producing a class attendance roster listing enrolled students.

                25.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: INS9DISC - Discoverer Viewer

26.  Generate Individual Education  Record (E&T Manager/Specialist):  Allows select MTF personnel to generate a list of completed courses for a student using a SSN (or the last four digits of the SSN), name, or work center as selection criteria.

       26.1. MTF E&T departments can run a report in Discoverer Viewer that gives individual student records.

                26.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: INS9DISC - Discoverer Viewer.

27.  Generate Continuing Education (CE) (Continuing Medical Education, CE and Other) Listing (Future) (E&T Manager/Specialist):  Allows select MTF personnel to generate a report listing CE credits earned using student SSN.  


27.1. This functional capability was not found in the application or an associated tutor process.

28.  Generate Class Analysis Report (E&T Manager/Specialist):  Allows select MTF personnel to generate a report containing a statistical analysis related to the enrollment process.


28.1. MTF E&T departments can run a report in Discoverer Viewer that will give class results, e.g. “pass,” “attended,” etc.

                28.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: INS9DISVC - Discoverer Viewer

29.  Notify Student and Supervisor of Class Enrollment via E-Mail (E&T

Manager/Specialist): Allows select MTF personnel to notify students and their supervisors of course enrollment via e-mail.  


29.1. MTF Users/Supervisors will be able to view course enrollment confirmation

       notifications through the Work List in Self-Service.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: REF101SS - Managing your Work List

30.  Produce Certificates for Successful Course Completions (E&T Manager/Specialist):  Allows select MTF personnel to produce Training Certificates for all students who successfully complete a class.


30.1. This functional capability was not found in the application or an associated tutor process.

       Legacy System: Not standardization among AMEDD MTFs at this time.

       Tutor Process: none available at this time.

31.  Generate Class Projection Schedule (E&T Manager/Specialist):  Allows select MTF Personnel to generate a schedule of projected classes (monthly, quarterly, and annually).


31.1. This functional capability was not found in the application or an associated tutor process.

32.  Generate Course Catalog (E&T Manager/Specialist):  Allows select MTF personnel to create an annual catalog of courses and classes offered by the Education and Training Department.


32.1. This functional capability was not found in the application or an associated tutor process.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: none available at this time.

33.  Generate Training Calendar (E&T Manger/Specialist):  Allows select MTF personnel to generate a monthly, quarterly, or annual Training Calendar.

       33.1. This functional capability was not found in the application or an associated tutor process.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: none available at this time.

34.  Generate Military Training Network (MTN) or Equivalent Standard Reports (E&T Manager/Specialist):  Allows select MTF personnel to generate the MTN, or Equivalent Standard Reports, and the Record of Course Report.     


34.1. MTF E&T departments can run a report in Discoverer Viewer providing all courses associated with the MTF.

            
34.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

       Legacy System: Not standardization among AMEDD MTFs at this time. 

       Tutor Process: INS9DISC- Discoverer Viewer         

ANNEX A (Phased Implementation of Education and Training in DMHRSi)

1.  The following is a phased task implementation for the E&T module of DMHRSi. Initial implementation will focus on providing the MTFs with a common application for use in scheduling, documenting and reporting requirements tracked by the Joint Commission on Accreditation of Healthcare Organizations (JACHO). The advent of unannounced visits by JACHO precipitates a requirement to have just-in-time reports available with current and accurate data related to healthcare providers. 

 

 2.  Phase I: (Initial Deployment: 0 months – 1 year) 

Task #:  1,2,3,8,9,10,11,12,13,14,26,29,30,34 

   The 14 tasks outlined above will allow the capability of an MTF to schedule, document, validate and report Continuing Education course offerings related to all provider disciplines within an MTF. This includes the ability to produce and maintain a paperless Individual Education Record that will follow a provider from unit to unit. The record can be printed and hand carried to units that do not have DMHRSi capabilities for easy transference to that unit’s record keeping system. Tracking of non-clinical requirements such as hospital orientation, HIPPA, patient rights, fire and safety to name a few (the specific requirements for this phase will come directly from the JACHO inspection requirement documents) are also part Phase I. 

 

3.  Phase II: (Task Expansion I: Years 1 – 3)  

Task#: 4,5,6,7,20,22,23,24,28,31,32,33  

   The 12 tasks outlined above will allow an MTF to expand Phase I capabilities to be able to “drill down” in to the E&T. The key component of Phase II is the development and utilization of templates to enhance the scheduling, executing and reporting of courses within the MTF. Phase II also allows for course analysis, class results, class projection and course catalog generation. These components are not critical to E&T functions as are the tasks contained in Phase I. 

 

4.  Phase III: (Task Expansion II: Years 3+) 

Task#: 15,16,17,18,19,21,25, 27

   The remaining eight tasks are all “future” in nature. Implementation of these tasks will be subject to the success and efficacy of Phase I and II implantation.  
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Attachment 3 – AFMS DMHRSi CONOPS
1. Introduction

1.1. The Air Force Medical Service (AFMS) in preparing this Concept of Operations (CONOPS) understands the high demand for access to integrated information across the Military Health System (MHS), and throughout all Services and Components.  Joint missions, force restructure, increased Reserve Component participation, and high public visibility require immediate access and interoperability of information to support the MHS enterprise.  

1.2. The AFMS understands the importance placed upon sharing information, particularly in the areas of Manpower, Personnel, Labor Cost Assignment, Education and Training, and Medical Readiness and Homeland Security.  Furthermore, in over 74 Air Force Military Treatment Facilities (MTF) worldwide, current business processes and the vast array system applications used to conduct business place an even higher demand on the people charged to make them work.

1.3. The purpose of this CONOPS is to provide a common understanding of the functional and operational needs applicable to the AFMS in fulfilling the requirement to field a Human Resource (HR) application that will support management of personnel resources in a Tri-Service medical environment.  This CONOPS also describes at a high-level the current environment within Air Force MTFs and the current state of Defense Medical Human Resource System – Internet (DMHRSi) to meet our Service needs.

1.4. This document identifies at high-level the key processes and vision of the AFMS and its utilization in the deployment of the DMHRSi application.

2. Background

2.1. The Department of Defense (DoD) MHS in fulfilling a Deputy Secretary of Defense mandate to simplify and centralize medical personnel asset visibility, has chosen the Defense Medical Human Resources System – Internet (DMHRSi), a Commercial-off-the-Shelf (COTS) integrated Human Resource Management System.  DMHRSi is intended to provide DoD with an Automated Information System (AIS) that integrates human resource data from multiple information sources and allows ready access to essential manpower, personnel, labor cost assignment, education and training, and readiness information across the MHS enterprise.  

2.2. The efforts to improve human resource management capabilities within the MHS began in response to guidance provided in a Deputy Secretary of Defense Memorandum, dated 13 October 1993, Accelerated Implementation of Migration Systems, Data Standards, and Process Improvements.  The Medical Human Resource Functional Process Improvement Program began in January 1994 when it was determined that the Office of the Assistant Secretary of Defense (Health Affairs) (OASD (HA)) required a standard integrated system to provide accurate medical manpower, utilization, and expense information to assist the medical leadership in providing efficient, quality health care services to DoD beneficiaries.

2.3. It was further determined that new human resource management business practices were required to support evolving Tri-Service mobilization and contingency requirements and medical initiatives for DoD Lead Agent health care management regions within the managed care business environment.  In early December 2000, Subject Matter Experts (SMEs), from the functional areas of manpower and personnel, representing their Service Surgeons General, reviewed the original requirements statements from the Defense Medical Human Resource System (DMHRS) Functional Description (FD).  This document, last validated in 1998, served as the stepping-off point for revalidating the Services functional requirements and capabilities in managing the human capital dedicated to meeting the mission of the MHS.  The SMEs, in the spirit of Tri-Service cooperation, reviewed the statements in the FD and revalidated that the statements were still valid at that point in time for day-to-day operations of OASD (HA) activities and Service medical department activities.  

2.4. In the time since the FD statements were reviewed and approved in 2002 to the current date of the project in May 2006, a number of new systems have been developed in response to specific mission requirements, along with changes in the functional requirements, making it necessary for the AFMS along with their Army and Navy counterparts to reevaluate the previous CONOPS in submitting this update to support a consolidated CONOPS by the Services.

2.5. Presently, the Resource Information Technology Program Office (RITPO) mission is to acquire, integrate, test, implement, and maintain the DMHRSi application.  The DMHRSi application was prototyped at 89th Medical Group (MDG), Andrews AFB MD; Winn Army Community Hospital (WACH), Fort Stewart GA; and Naval Hospital Jacksonville (NH JAX), Naval Air Station Jacksonville FL.  Pending required funding and a favorable full deployment decision, DMHRSi will be deployed to Tri-Service MTFs worldwide. 

3. Objective

3.1. The goal is a single integrated human resources system with a single logical database for use within the MHS and its constituent components.  This system is intended to allow access to integrated manpower, personnel, LCA, education and training, and individual readiness data and provides enhanced visibility for MHS assets and business processes at all echelons of command during peacetime and war.  This CONOPS outlines the AFMS high-level concepts for use of the COTS product purchased to fulfill the requirement.

3.2. The single most important factor that must be taken into consideration for the Air Force is that DMHRSi will not serve as a source system for manpower, personnel or readiness.  The primary need for DMHRSi within the AFMS is to support functional processes for LCA, otherwise referred to as the Medical Expense and Performance Reporting System (MEPRS), and the need for centralized management of Education and Training processes.

4. Data Migration and Interface Concepts

4.1. To support the stated needs for LCA and Education and Training DMHRSi will be populated with data from various Air Force source systems to include manpower, personnel, and readiness.  The AFMS envisions personnel at the MTF will migrate their local data contained in desktop application to DMHRSi to support integration of its contractor and volunteer population within the MHS enterprise.  The AFMS expects that all data interfaces and data migrated to DMHRSi will be accomplished programmatically using a progressive approach of testing and fielding segments. This will ensure data migrated to DMHRSi will meet or exceed the AFMS data quality threshold of 95 percent.  It is further expected that this programmatic approach will be maintained throughout the entire implementation process with periodic reviews, appropriate metrics, and ensuring continued quality data processing.  

5. Air Force Source Systems

5.1. Currently, the Air Force Military Personnel Data System (MILPDS) and Personnel Concept III (PC-III) supports Air Force and Air Reserve Component (ARC) personnel functions at MTFs and clinics worldwide.  The Air Force MILPDS consolidates all military personnel functions into a single-tier data system, employing applications that are readily available to the support staff, easy to use, and currently satisfy MTF informational and output needs, today and into the future.

5.2. PC-III is the unit/commander-level system.  It is a networked computer system that resides in each Commander’s Support Staff (CSS) in the Air Force. The system is menu-driven to allow convenient real-time access to assigned personnel information. The Manpower Program Execution System (MPES) supports the manpower function having replaced the Manpower Data System (MDS).  MPES is a web-based application much like the Web-The Army Authorization Document System (WEB TAADS).  MEPS data integrates directly with MILPDS and provides a current match of a “face” to a “space” in the manning documents.   Finally, Medical Readiness Decision Support System – Unit Level Training (MRDSS-Ultra), with its recent go-live in April 2006 is a web-based application supporting MTF operational planning and execution of wartime assets.

5.3. These source systems provide an interface and interoperability with other functional activities within the Air Force such as finance, transportation, the Defense Manpower Data Center (DMDC), and Joint Operational Planning and Execution Systems (JOPES).  Migration to DMHRSi in support of these source systems must not adversely impact current interoperability and capabilities.  The use of DMHRSi will not cause long-term duplicative processing on the part of those staff members responsible for managing the identified source systems.

6. Scope 

6.1. This CONOPS addresses the AFMS scope and level of effort to satisfy a request from the MHS Human Resource Steering Committee (HRSC) to provide a Service-specific concept of operations of DMHRSi for integration with the Army and Navy, to form a single CONOPS for moving forward to obtain a full deployment decision.  Efforts have been taken by the AFMS to thoroughly review the Functional Descriptions from January 2001 to determine a realistic need and approach for the implementation of DMHRSi. The purpose of this CONOPS is to establish a vision and conceptual background for DMHRSi, based on current functionality in place from the Limited Deployment sites, to present a summary of the AFMS needs in supporting any future decision for deployment.

6.2. Full deployment of DMHRSi will require a phased implementation plan that will cover, at a minimum, a period of 24 months from initial deployment at the first Air Force MTF.  This CONOPS further describes the AFMS vision with the end result of a fully implemented application.  Because of the conceptual changes and potential cultural changes that are needed with the implementation of any COTS application, the AFMS has taken steps to research and mitigate the inherent risks associated with implementation and training for each MTF during deployment.  The goal for the AFMS in taking these actions is to develop a strategy minimizing risks posed by implementing a COTS solution of this magnitude.

7. System Overview

7.1. Description

7.1.1. The following description of DMHRSi is provided by the MHS in support of its business model as taken from the original CONOPS.  The Defense Medical Human Resource System – Internet is a web-based, pure COTS, Tri-Service application designed to support military healthcare human resource management needs.  DMHRSi will provide a standard system to manage current and future human resource needs within the OASD (HA).  The DMHRSi system will integrate specific Service and activity generated human resource management data along with selected Service fiscal data needed to assist in the management of the day-to-day utilization of the human capital component of the MHS.

7.1.2. The following diagram is provided by the MHS to depict how the DMHRSi application integrates key capabilities (in bold) within the MHS Manage the Business Model. 
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Figure 5, MHS Manage the Business Model
7.1.3. The DMHRSi application is currently at Version 1.4.   DMHRSi is proposed to be a standard DoD migration system, jointly undertaken, operated and controlled by the Army, Navy, and Air Force Medical Services with overall corporate sponsorship by OASD (HA). The primary goal for this application is to provide Tri-Service visibility of medical human resource assets and serve as a consensus-based system dedicated to expedient delivery of information critical to managing the personnel resources and activities throughout the MHS within one integrated database.  The vision as represented early-on by the MHS was to allow users of the system role-based access to maintain data in one system and share it throughout the enterprise. 

7.2. Security and Information Assurance 

7.2.1. Security of individual personal information is and will continue to be paramount to the deployment of any AFMS system containing personnel information.  Enterprise applications of this magnitude with visibility of assets do present a risk to privacy.  Therefore, the Air Force takes a formidable position that greater visibility of assets will not come at a cost to an individual’s right to privacy. 

7.2.2. As a role-based application, the AFMS insists that DMHRSi will be configured to meet or exceed the requirements set forth in public law and DoD regulations requiring system owners take every precaution available to eliminate the risk of unlawful disclosure of personal information.  The system must be configured to implement the assigned roles and privileges IAW DoD Instruction 8500.2, “Information Assurance (IA) Implementation”, 6 February 2003.

7.2.3. The AFMS expects DMHRSi to comply to the greatest extent possible with the Privacy Act of 1974, DoD 5400.11, and AFI 33-332.  Whereby;

7.2.3.1. access to personal data is limited to users with an official need to know, and that the need to know is determined by the preponderance of tasks required by the position needing access;

7.2.3.2. access to information on General Officers and persons of special interest is protected to the fullest extent required by Air Force personnel directives; 

7.2.3.3. there is sufficient documentation of retention procedures and policies that uniformly meet the interoperability criteria set forth for a system of record in purging records that are no longer required by the Service;

7.2.3.4. controls are in place to limit or prevent misuse of the application (e.g., browsing) by those who have access and a documented process is in place with Tri-Service approval for roles of with greater visibility are managed.  

8. System Access

8.1. Functional users will access DMHRSi from their existing MTF client workstations using a standard Internet browser, either Microsoft Internet Explorer or Netscape Navigator, via the SBU (Sensitive But Unclassified) Non-Secure Internet Protocol Router Network (NIPRNet).  All transactions will be encrypted using a Secure Socket Layer (SSL) protocol with 128-bit encryption.  The actions required by sites for the implementation/deployment of DMHRSi remain minimal to granting access.  The Air Force MTFs currently have access to the NIPRNet and utilize Microsoft IE Internet browsers.

9. DMHRSi Operational Architecture
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DMHRSi is a completely web-based application.  The DMHRSi application and database are centrally hosted at Defense Information Systems Agency (DISA), San Antonio TX, with access through a web browser.

Figure 6, Diagram of DMHRSi Operational Architecture
10. Communications Infrastructure

10.1. The Tri-Service Infrastructure Management Program Office (TIMPO) is responsible for providing common communications infrastructure to support all MHS Automated Information Systems (AIS), including DMHRSi.  This communications infrastructure includes, but is not limited to a Local Area Network (LAN) or Wide Area Network (WAN) of sufficient size to accommodate all DMHRSi users, including medical and dental clinics worldwide.  All equipment and property supporting the LAN/WAN interconnectivity is the responsibility of TIMPO.  

11. End User Devices (EUDs)

11.1. DMHRSi end-users will utilize existing End User Devices (EUDs) such as personal computers and printers. Newly acquired EUDs will be configured to meet the minimum MHS configuration standards.  The standard as provided by the MHS is as follows: 

11.1.1. Microsoft Internet Explorer (version 4.0 or higher)

11.1.2. Netscape Navigator (version 4.0 or higher)

11.1.3. Intel Pentium III Processor, 600 MHz or higher

11.1.4. 128 Megabytes (MB) of Radom Access Memory (RAM)

11.1.5. 8 Gigabyte (GB) hard drive

11.1.6. NIPRNet Access

11.1.7. J-Initiator (thin-client application)

11.1.7.1. The AFMS/SGRIB has made it a requirement to configure the maximum number of EUDs available within the MTF with the thin-client application.  The thin-client application is required for super-users of the system to perform tasks more intrinsic to the business processes associated with using the Oracle 11i HR application.  Maximizing the number of EUDs loaded with the J-initiator helps eliminate the potential for a super-user to be denied access to accomplish their work outside of their normal duty area.

12. Implementation Planning and Application Deployment

12.1. Change Management

12.1.1. The AFMS, as part of its early Risk Assessment, identified best practices processes in Information Technology and Information Systems and recognized the need for a comprehensive and agile Change Management Plan.  Consequently, the AFMS implementation planning and deployment process incorporates a specially designated Change Management Team.

12.1.1.1. The AFMS DMHRSi Change Management Team supports, augments, and enhances the functionality and capabilities of the Data Migration, Implementation, and Training Teams.
12.2. Implementation and Training Timeline

12.2.1. The following timeline reflects the implementation of DMHRSi per MTF, and with the following assumptions (8.2):

12.2.1.1. 24-month time-phased deployed across AFMS.

12.2.1.2. Four (4) MTFs will deploy DMHRSi per month.

12.2.1.3. DMHRSi will not deploy between 15 November and 15 January.

12.2.1.3.1. Note: this only affects initial deployment activities; and does not apply to MTFs already in the deployment process or scheduled for deployment prior to these dates.

12.2.1.4. The ordered schedule of deployment will be coordinated through AFMS and its constituent organizations; and in no way will adversely affect on-going operations.
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Figure 7, DMHRSi Implementation and Training Timeline

13. Air Force Usage Policies

13.1. In April 2006 Air Force SMEs revalidated the original requirements against current Air Force business rules.  The main objectives of this revalidation process:

13.1.1. Ensure MTF technicians would not duplicate work done by other source systems.  

13.1.2. The use of DMHRSi cannot cause long-term duplicative processing on the part of those staff members responsible for managing the identified source systems.  

13.2. The Air Force usage policy for DMHRSi is documented in the following appendices.  The functional requirement will be in bold with the user of the application in parentheses followed by a brief description of the function and general guidelines for utilizing each module of the application.

13.2.1. The general guidelines outlined in the CONOPS are derived from the official Usage Policies and Business Processes for each module, and  as policies and processes are updated the appropriate appendices in this CONOPS will change.

APPENDIX A, HUMAN RESOURCES USAGE POLICIES

1. Human Resources (HR) personnel will ensure personnel are updated into DMHRSi.  Records will contain the most current information supplied by MILPDS and Defense Civilian Personnel Data System (DCPDS).  The main objective is to ensure that the MTF will not duplicate work done by the CSS.  HR personnel will populate DMHRSi with data that is currently contained in local databases and spreadsheets.  They will ensure commanders and First Sergeants can systematically obtain vital information.  The following is the usage policy for human resources:

2. Assign Work Position (Human Resources Manager/Specialist):  Assign personnel to a unit.

2.1. The source system (MILPDS) will provide the data for the primary assignment for military records.

2.2. The source system (DCPDS) will provide the data feeds for primary assignment for civilian (non-contractor/volunteer) records.

2.3. Create a DMHRSi record for contractors and volunteers.

2.4. Train HR personnel on minimum fields required for inputting military or civilian employees that are not source-fed.

2.5. Inform HR personnel that the position, which is tied to the job/grade, is source-fed from Manpower.

2.6. The tutor process associated is:  

2.6.1. PRO227HR- Employee In-Processing

3. Reassign Work Positions (Human Resources Manager/Specialist):  Reassign a member to another job.

3.1. Train how to reassign personnel in the People Group.

3.2. Notify the CSS to Permanent Change of Assignment (PCA) the member via PC-III/MILPDS if the member is matrixed to another unit, i.e., moved to another Personnel Accounting Symbol (PAS) code.

3.3. Notify the CSS if person is working outside of their Control Air Force Specialty Code (CAFSC).  A Duty outside of the CAFSC code will need to be updated by the Military Personnel Flight (MPF). 

3.4. The tutor processes associated is:

3.4.1. PRO202HR - Modify Employee Assignment   

4. Maintain Personnel Locator (Human Resources Manager/Specialist):  Updating individual contact information.

4.1. Train on navigating in this area.

4.2. The tutor process associated is:  

4.2.1. PRO227HR - Employee In-Processing

5. Perform In-Processing (Human Resources Manager/Specialist):  In-processing a new person to an organization.

5.1. The source system (MILPDS/DCPDS) will provide the interface.

5.2. The following fields will be updated when in-processing:

5.2.1. Input the minimum information needed for Expense Assignment System (EAS IV) reporting if military or civilian.

5.2.2. Create records for contractors and volunteers.

5.2.3. Update Family Member Information.

5.2.4. Update the Family Care Plan data on military married to military members and single parents.  

5.2.5. Update Contact information (e.g., emergency contact).  

5.2.6. Update other telephone numbers (e.g., personal mobile/cellular, work mobile/cellular).

5.2.7. Update National Provider Identifier (NPI) for Type I providers.

5.3. The tutor processes associated are:

5.3.1. PRO230HR- Employee Projected Gain:  Active Duty Military

5.3.2. PRO227HR- Employee In-Processing:  Civilian

5.3.3. PRO236HR- Employee In-Processing:  Dual Component Drill

5.3.4. PRO227HR- Employee In-Processing:  New Employee

5.3.5. PRO228HR- Employee In-Processing for Drilling Reserve and Guard Personnel

5.3.6. PRO231HR- Employee In-Processing:  Rehire

5.3.7. PRO243HR- National Provider Identifier (NPI): Type 1 Individual Provider

6. Perform Out-Processing (Human Resources Manager/Specialist):  Out-processing an individual.

6.1. The source system (MILPDS/DCPDS) will provide the required interface.

6.2. HR personnel will be trained to perform required actions for separations or retirement.

6.3. HR personnel will be trained to perform required actions for transitioning personnel, e.g., Permanent Change of Station (PCS).

6.4. HR personnel will be trained to perform required actions for termination of an employee and explain the importance of the actual and final processing date.

6.5. The tutor processes associated are:

6.5.1. PRO232HR- Employee Out-Processing:  End Employment

6.5.2. PRO232HR- Employee Out-Processing:  Projected Loss – Active Duty Military

6.5.3. PRO232HR- Employee Out-Processing:  Projected Loss-Permanent Separation

6.5.4. PRO232HR- Employee Out-Processing:  Active Duty Military

7. Maintain Personnel Record Data (Human Resources Manager/Specialist):  Updating individual personal information.

7.1. Show personnel where to locate personnel demographic data, as provided by service source systems (MILPDS/DCPDS) to include:

7.1.1. Service Dates

7.1.2. Immunizations

7.1.3. EEO Data

7.1.4. Security Clearance Data

7.1.5. Personal Demographic Data (e.g. date of birth, marital status)

7.1.6. Address information

7.1.7. Supervisor information

7.1.8. Employee information

7.2. The tutor processes associated are:

7.2.1. PRO209HR- Modify Employee Information: Address

7.2.2. PRO241HR- Modify Employee Information:  Employee Contact Information

7.2.3. PRO210HR- Modify Employee Information:  Phone

7.2.4. PRO243HR- National Provider Identifier (NPI): Type 1 Individual Provider

8. Identify and Report Projected Gains/Losses (Human Resources Manager/Specialist):  Listing of all newcomers and personnel departing from a unit.

8.1. The source system (MILPDS/DCPDS) will interface with DMHRSi to identify projected gains/losses. 

8.2. DMHRSi will have a standard report to identify all projected terminations.

8.3. The tutor processes associated are:

8.4. PRO230HR- Employee Projected Gain:  Active Duty Military

8.5. PRO230HR- Employee Projected Gain:  New Employee Notification

9. Track Geographic Time (N/A): Time in different geographic regions.

9.1. The Air Force will not incorporate this feature. 

10. Maintain Sponsor assignment (N/A): Tracking an individual’s sponsor assignment 

10.1. The Air Force will not incorporate this feature. 

11. Maintain Duty/Watch Code Roster (Human Resources Manager/Specialist):  Tracking personnel extra duties.

11.1. Update collateral (i.e., outside of Duty AFSC (DFASC) assignment) duties.

11.2. The tutor process associated is:

11.2.1. PRO239HR- Modify Employee Information:  Other Duties

12. Maintain Off-Duty Employment Information (Human Resources Manager/Specialist):  Tracking off-duty employment.

12.1. Update all off-duty employment.

12.2. The tutor process associated is:

12.2.1. PRO237HR- Modify Employee Information:  Off Duty Employment

13. Manage the Specialty Pay Program/Process (N/A):  Identifying members extra pay and benefits. 

13.1. The Air Force will not incorporate this feature. 

14. Maintain PCS/Separation/Retirement Roster (Human Resources Manager/Specialist):  Listing of all people leaving a unit.

14.1. A standard report will be developed identifying all members scheduled to PCS or projected for separation or retirement.

15. Collect Equal Opportunity (EO)/Equal Employment Opportunity (EEO) Data (N/A):  Tracking ethnicity and religion.

15.1. The Air Force will not incorporate this feature. 

16. Track Personnel Actions (Online Actions Routing) (Human Resources Manager/Specialist):  DMHRSi internal messages and routing responsibilities.

16.1. Train on vacation rules.

16.2. Train on work list access

17. Maintain Civilian/Military Appraisals and Performance Reports (Human Resources Manager/Specialist):  Tracking Enlisted Performance Report (EPR) and Officer Performance Report (OPR) data.

17.1. The source system (MILPDS/DCPDS) will populate DMHRSi.

17.2. The HR Manager/Specialist will only update DMHRSi when a timecard entry is required for EAS reporting.  The HR Manager/Specialist will notify the CSS to update PC-III/MILPDS when a rater is updated.

17.3. There will be a standard report to retrieve projected evaluation date and last evaluation date.

17.4. The tutor process associated is:

17.4.1. PRO238HR- Modify Employee Information:  Performance Date and Rater Tracking(tutor process needs to be revised)

18. Generate standard and ad-hoc reports on all captured data (Human Resources Manager/Specialist):  There are a variety of different reports available through DMHRSi.

18.1. Train personnel on Discoverer Viewer.

18.2. The following reports are the type of data an AF MTF Commander/First Sergeant will require:

18.2.1. Number of dependents 

18.2.2. Current EPR/OPR data 

18.2.3. Off-duty employment data

18.2.4. Family Care Plan information

18.2.5. Emergency Contact Information

18.2.6. Collateral Duties

APPENDIX B, MANPOWER USAGE POLICIES
1. The Manpower source system, Manpower Programming and Execution System (MPES), will interface with DMHRSi.  MTF technicians will only build local organizations in this module.  They will rely on MPES to provide all data elements for this module.  The following is the usage policy for Manpower:

2. Maintain Position Control Roster - N/A for Air Force (N/A).
2.1. The Air Force will not incorporate this feature.

3. Online Distribution Global Analysis - N/A for Air Force (N/A).
3.1. The Air Force will not incorporate this feature.

4. List & Maintain Work Position (Manpower Manager/Specialist):  Maintaining positions from the Unit Manning Document.

4.1. Import manpower authorizations and requirements.

4.2. The source system (MPES) handles all data feeds for the Air Force Manpower module.

4.3. Updates will be performed monthly.

5. Work Center Assign discrepancy Report (N/A).

5.1. The Air Force will not incorporate this feature. 

6. Position Remark Table & Listing (N/A).

6.1. The Air Force will not incorporate this feature. 

7. Standard Work Center Table (N/A).

7.1. The Air Force will not incorporate this feature. 

8. Work Position Header Table (N/A).

8.1. The Air Force will not incorporate this feature. 

9. Identify and report Unfilled Distribution (N/A).

9.1. The Air Force will not incorporate this feature. 

10. Create Excess Distribution/Personnel Report (N/A).

10.1. The Air Force will not incorporate this feature. 

11. Accept and Reconcile Master Authorized Manning Document (AMD), Table of Distribution and Allowances (TDA), and AMD (N/A).

11.1. The Air Force will not incorporate this feature. 

12. Create and Maintain Organizational Hierarchies (Manpower Manager/Specialist): Creating an organizational hierarchy.

12.1. Train technicians on how to retrieve an organizational chart.

12.2. Update National Provider Identifier Type II organizations.

12.3. The tutor processes associated is

12.3.1. PRO104WS- National Provider Identifier:  Type 2 Organization

13. Create local organizations (Manpower Manager/Specialist): Creating a local organization.

13.1. Create a local organization.

13.2. Examples of when to create a local organization (e.g., disaster team).

13.3. End date a local organization.

13.4. Edit a local organization.

13.5. Updating a local organization address.

13.6. The tutor processes associated are:

13.6.1. PRO101WS- Organizational Maintenance:  Create a New Organization

13.6.2. PRO103WS- Organizational Maintenance:  End an Existing Organization

13.6.3. PRO102WS- Organizational Maintenance:  Modify an Existing Organization

14. Generate standard and ad-hoc reports on all captured data (HQ Level Manpower Reporting):  Developing manpower reports.

14.1. Personnel will be trained on Discoverer Viewer.

APPENDIX C, EDUCATION AND TRAINING (E&T) USAGE POLICIES
1. Learning Path (E&T Manager/Specialist): Provide the ability for personnel at the MTF to set up courses that are required for professional and personal growth.

1.1. Supervisors and E&T departments have the ability to set up courses that are required for personnel.

1.2. MTF Users will set up a Learning Path upon arrival at MTF and it will be updated annually or as needed.

1.3. MTF Supervisors will set up a Learning Path with personnel upon arrival and update annually or as needed. 

1.4. MTF E&T departments will set up Learning Paths consistent with the mission of the MTF and appropriate individual career development models.
1.5. The tutor process associated is:

1.5.1. No tutor process at this time, still in development.

2. Course Information (All Users):  Provide the ability for personnel associated with education and training functions to access the system by using a course code or course name for information on courses that are taught in-house.
2.1. MTF User will enroll in or Cancel a Course/Class via Self Service, which will list the definition of Course taught in-house. 

2.2. MTF E&T department will be able to access Course taught in house and view information. If MTF E&T needs a Course built in the system that does not already exist it will send a request to HQ/SG.

2.3. HQ/SG will define Air Force Courses. 

2.3.1. If MAJCOMS or local MTFs need courses created that are not identified in the Air Force Course listing, submit the course to HQ/SG for entry.

2.4. The tutor processes associated are:

2.4.1. PRO112ET- Enroll in or Cancel a Class via Self Service

2.4.2. PRO120ET- Catalog Admin Create a Course, Offering, Class

3. Maintain Subject Information (E&T Manager/Specialist):  Provide the ability for education and training functional personnel to define subjects and relate them to courses.

3.1. MTF E&T department will define subjects that are related to courses by building sessions after creating the class associated with course.
3.2. The tutor process associated is:

3.2.1. PRO104ET- Creating a Class.

3.2.2. Note:  See Building Sessions in the DMHRSi Help Menu.

4. Generate Course Listings (All Users/Discoverer Report): Provide the ability for users to create a course listing for all courses taught at their facility.
4.1. MTF E&T personnel have the ability to create a course listing for all courses taught at their facility by running a report in Discoverer Viewer.

4.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

4.2. HQ SG can run a report in Discoverer Viewer that will provide a list of courses taught at Air Force MTFs.

4.3. The tutor process associated is:

4.3.1. INS9DISC- Discoverer Viewer

5. Define Non-Readiness Course Templates (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to define a template and group an unlimited number of courses into a template.
5.1. This functional capability was not found in the application or a tutor process.

6. View Readiness Skills Template (E&T Manager/Specialist):  Provide the ability for authorized MHS Activity personnel to view a Readiness skill template. 
6.1. This functional capability was not found in the application or a tutor process.

7. Generate Template Listings (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to print a Template Listing Report.
7.1. This functional capability was not found in the application or a tutor process.

8. Assign Course Templates to Students (E&T Manager/Specialist): Provide the ability for authorized MHS activity personnel to use various criteria to assign templates to students.  
8.1. This functional capability was not found in the application or a tutor process.

9. Generate Template Percent Compliance Report (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to create a Statistical Report with a template listing the status of course completion, which may then be sorted by organizational level.
9.1. This functional capability was not found in the application or a tutor process.

10. Template Assignment Report (E&T Manager/Specialist): Provide the ability to produce a Template Assignment Report, which displays personnel assigned to a template.
10.1. This functional capability was not found in the application or a tutor process.

11. Generate Template Non-Compliance by Name Report (E&T Manager/Specialist): Provide the ability to produce a report that lists, by template, personnel delinquent in completing required courses and tasks.  
11.1. This functional capability was not found in the application or a tutor process.

12. Generate Required Course Status Report (E&T Manager/Specialist): Provide the ability for personnel associated with education and training functions and readiness personnel to create a report listing the completion status of required employee training.  

12.1. MTF E&T will have the ability to run a report in Discoverer Viewer to view status of completed training. 

12.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

12.2. HQ SG will have the ability to enforce established metrics to determine which facility is in compliance.

12.3. The tutor process associated is:

12.3.1. INS9DISC- Discoverer Viewer

13. Generate Course Completion Report (E&T Manager/Specialist): Provide the ability for authorized MHS activity personnel to request a list of personnel sorted by course and completion date.  

13.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to identify personnel who haven not completed training.

13.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

13.2. The tutor process associated is:

13.2.1. INS9DISC- Discoverer Viewer

14. Generate Expiration Training Report (E&T Manager/Specialist): Provide the ability for authorized MHS activity personnel to create the Expiration Training Report using course names(s), course code(s) expiration time frame(s), or multiple organizational levels.

14.1. MTF E&T departments will have the ability to run a report in Discoverer Viewer to identify expired training so that deficiencies are corrected to 100% readiness capability.

14.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

14.2. HQ SG will have oversight of expired training at MHS activities and continue to align training programs with the overall corporate strategy. 

14.3. The tutor process associated is:

14.3.1. INS9DISC- Discoverer Viewer

15. Schedule a Class (E&T Manager/Specialist): Provide the ability for personnel associated with education and training functions to create and maintain information about a class. 

15.1. MTF E&T will schedule classes and provide constant feedback and reinforcement of relevant training. 

15.2. The tutor process associated is:

15.2.1. PRO104ET- Creating a Class 

16. Request a Class (E&T Manager/Specialist): Provide the ability for personnel associated with education and training functions to create and maintain information about a class.  

16.1. MTF E&T departments will create a class, review, and maintain information on the class and change the status as necessary. 
16.2. The tutor processes associated are:

16.2.1. PRO104ET- Creating a Class

16.2.2. PRO119ET- Change Class Status 

17. Confirm Students Enrollment in a Class (E&T Manager/Specialist): Provide the ability for personnel associated with education and training functions to confirm student enrollment in a class.

17.1. MTF E&T departments will access and confirm enrollment in required training and provide feedback.

17.2. No tutor process is associated with this report.

18. Confirmation Reminder Report (E&T Manager/Specialist): Provide the ability for personnel associated with education and training functions to produce a report listing all classes with a confirmation date (monthly, quarterly, and annually).   

18.1. MTF E&T departments will run a report in Discoverer Viewer to determine the status of confirmed classes.

18.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

18.2. HQ SG will have the visual/physical confirmation of all personnel trained at each MTF.

18.3. The tutor process associated is:

18.3.1. INS9DISC- Discoverer Viewer

19. Maintain Course Qualified Instructor Information (Future) (E&T Manager/Specialist):  Provide the ability for the user to document courses that an instructor is qualified to teach.

19.1. MTF E&T departments will create or update instructors Competence Profiles when they arrive at the MTF and when there are changes to their instructor status.

19.2. The tutor process associated is:
19.2.1. PRO106ET-Creating Competence 

20. Generate Course Qualified Instructor Report (Future) (E&T Manager/Specialist): Provide the ability for the user to create a report that will list all instructors qualified to teach a course.

20.1. MTF E&T departments will access competencies and input courses that each instructor is qualified to teach through the Discoverer Viewer.

20.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

20.2. HQ SG will have access to validate instructor qualifications.

20.3. The tutor process associated is:

20.3.1. INS9DISC- Discoverer Viewer 

21. Schedule an Instructor for a Class (Future) (E&T Manager/Specialist): Provide the ability for personnel associated with education and training functions to consult a list of qualified instructors in order to assign instructors to a particular class.  

21.1. MTF E&T departments will run report in Discoverer Viewer of qualified internal and external instructors for courses.

21.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

21.1.2. HQ SG will validate qualified instructors at MTFs.

21.1.3. The tutor process associated is:

21.1.3.1. INS9DISC- Discoverer Viewer

22. Generate Instructor Teaching History Report (E&T Manager/Specialist):   Provide the ability to generate a report which will provide a historical listing of all classes/courses taught by an instructor.  

22.1. MTF E&T departments will have the ability view the competency of instructors for specific course.

22.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

22.2. HQ SG will validate instructor qualifications.

22.3. The tutor process associated is:

22.3.1.   INS9DISC- Discoverer Viewer

23. Maintain Education Equipment Information (Future) (E&T Manager/Specialist):  Provide the ability for users to maintain information about equipment associated with education and training functions using the selection criteria of education equipment identification and type.

23.1. MTF E&T departments can identify equipment/resources to upload in to DMHRSi for tracking and monitoring purposes.

23.2. The tutor process associated is:

23.2.1. PRO116ET- Defining Training Resources 

24. Issue/Receive Equipment (Future) (E&T Manager/Specialist): Provide the ability for authorized MHS activity personnel to document the issuing/receiving of equipment (reserved or not).  

24.1. MTF E&T departments can view the status of equipment/resources.

24.2. The tutor process associated is:

24.2.1. PRO113ET- Tracking Training Equipment 

25. Generate Overdue Equipment Report (Future) (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to generate a report listing equipment not received by the suspense date.

25.1. MTF E&T departments can generate a report in Discoverer Viewer detailing the status equipment/resource that have been checked out but not returned.

25.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

25.2. The tutor process associated is:

25.2.1. INS9DISC- Discoverer Viewer

26. Schedule Equipment for a Class (Future) (E&T Manager/Specialist):  Provide the ability for personnel associated with education and training functions to consult a list of equipment necessary for conducting a class and to schedule the required equipment.

26.1. MTF E&T departments can search for equipment/resources at their site and reserve them for a class.

26.2. The tutor process associated is:

26.2.1. PRO105ET- Booking Resources for Class

27. Maintain Educational Facility Information (Future) (E&T Manager/Specialist):  Provide the ability for personnel associated with education and training functions to maintain information about facilities and/or classrooms using facility identifications or facility names as selection criteria.

27.1. MTF E&T departments can identify classrooms/resources to upload in to DMHRSi and to access information on those resources.

27.2. The tutor process associated is:

27.2.1. PRO116ET- Defining Training Resources

28. Schedule a Facility for a Class (Future) (E&T Manager/Specialist):  Provide the ability for personnel associated with education and training functions to schedule a classroom facility.  

28.1. MTF E&T departments can search for and reserve available classrooms/resources at their site.

28.2. The tutor process associated is:

28.2.1. PRO105ET- Booking Resources for Class

29. Maintain Outside Student/Instructor Information (Future) (E&T Manager/Specialist):  Provide the ability for personnel associated with education and training functions to maintain information about outside instructors and students using Social Security Numbers (SSNs), if appropriate under the Privacy Act, and name as selection criteria.  

29.1. MTF E&T departments can identify external instructors, resources, or students to upload in to DMHRSi, e.g. non-DoD instructors, or an off-base training facility.

29.2. The tutor processes associated are:

29.2.1. PRO116ET- Defining Training Resources 

29.2.2. PRO117ET- Create an External Student Organization 

30. Document Unscheduled Educational Activities (Individual) (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to enter information on completed educational activities, whether internal or external.

30.1. MTF E&T departments will document internal and external training on personnel at the MTF.

30.2. The tutor processes associated are:

30.2.1. PRO102RT- Recording Attendance and results

30.2.2. PRO108ET- Document Additional Training

31. Post Unscheduled Educational Activities (Group) (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to enter a course and identify individuals who have completed the course.  

31.1. MTF E&T departments have the ability to build courses and then bulk-update personnel that attend the course.

31.2. The tutor processes associated are:
31.2.1. PRO120ET- Catalog Admin Create a Course, Offering, class

31.2.2. PRO109ET- Making Mass Updates to Enrollments or Attendance

32. Generate Scheduled/Unscheduled Class Results Report (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to create a report for scheduled or unscheduled classes listing class results, indicating the students enrolled in a class actually completed the course.

32.1. MTF E&T departments can run a report in Discoverer Viewer that will give class results.

32.2. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

32.3. The tutor process associated is:

32.3.1. INS9DISC- Discoverer Viewer

33. Generate Class Attendance Roster (Future) (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to create an attendance roster listing enrolled students using course code and class start date as selection criteria.  

33.1. MTF E&T departments can run a report in Discoverer Viewer producing a class attendance roster listing enrolled students.

33.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

33.2. The tutor process associated is:

33.2.1. INS9DISC- Discoverer Viewer

34. Generate Individual Education Record (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to request a list of completed courses for a student using a SSN (or the last four digits of the SSN), name, or work center as selection criteria.

34.1. MTF E&T departments can run a report in Discoverer Viewer that gives individual student records. 

34.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.
34.2. The tutor process associated is:
34.2.1. INS9DISC- Discoverer Viewer

35. Generate Continuing Education (CE) (Continuing Medical Education, CE and Other) Listing (Future) (E&T Manager/Specialist):  Provide the ability for personnel associated with education and training functions to create a report listing CE credits earned using student SSN.  

35.1. This functional capability was not found in the application or an associated tutor process.

36. Generate Class Analysis Report (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to create a report producing statistics to analyze the enrollment process.  

36.1. MTF E&T departments can run a report in Discoverer Viewer that will give class results, e.g. “pass,” “attended,” etc.

36.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

36.2. The tutor process associated is:

36.2.1. INS9DISC- Discoverer Viewer

37. Notify Student and Supervisor of Class Enrollment Via E-Mail (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to notify students and their supervisors of course enrollment with e-mail confirmation.

37.1. MTF Users/Supervisors will be able to view course enrollment confirmation notifications through the Work List in Self-Service.

37.2. The tutor processes associated is:

37.2.1. REF101SS- Managing your Work List 

38. Produce Certificates for Successful Course Completions (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to produce Training Certificates for all students successfully completing a class.

38.1. This functional capability was not found in the application or an associated tutor process.

39. Generate Class Projection Schedule (E&T Manager/Specialist):  Provide the ability for personnel associated with education and training functions to generate a schedule of projected classes (monthly, quarterly, and annually).

39.1. This functional capability was not found in the application or an associated tutor process.

40. Generate Course Catalog (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to create an annual catalog of courses and classes offered by the Education and Training Department.

40.1. This functional capability was not found in the application or an associated tutor process.

41. Generate Training Calendar (E&T Manager/Specialist):  Provide the ability for authorized MHS activity personnel to generate a monthly, quarterly, or annual Training Calendar.

41.1. This functional capability was not found in the application or an associated tutor process.

42. Generate Military Training Network (MTN) or Equivalent Standard Reports (E&T Manager/Specialist):  Provide the ability for authorized MHS personnel to generate the MTN, or Equivalent Standard Reports, and the Record of Course Report.

42.1. MTF E&T departments can run a report in Discoverer Viewer providing all courses associated with the MTF.

42.1.1. There is a tutor process on how to use Discoverer Viewer, but not how to set parameters.

42.2. The tutor processes associated is:

42.2.1. INS9DISC- Discoverer Viewer

APPENDIX D, LABOR COST ASSIGNMENT (LCA) USAGE POLICIES
1. Create/Print Man-Hour Scheduling Data (N/A): Produce a report showing personnel man-hour data.  Information includes personnel future work schedules or times actually worked.

1.1. This functional capability was not found in the application or a tutor process for function.
2. Reconcile Scheduling Data with Actual Man-Hour Data (N/A): Provides a process for updating the man-hour scheduling data with actual hours.

2.1. This functional capability was not found in the application or a tutor process for function.
3. Intensive Care Unit (ICU) Hours of Service: Captures, reports, and sends ICU nursing staff hours of service to the Expense Assignment System (EAS).

3.1. This functional capability was not found in the application or a tutor process for function.
4. Monthly Processing for EAS Data and Transfer Process (LCA Manager/Specialist): Provides the ability to distribute reported hours to appropriate Medical Expense & Performance Reporting System (MEPRS) codes, calculates full-time equivalents (FTEs), and distributes expenses.

4.1. MTF LCA Personnel run the “PRC: Distribute Labor Cost” program at the close of business at the end of the month.

4.2. The tutor process associated is:

4.2.1. PRO110LC- Distribute Labor Cost

5. Civilian Financial System Interface (LCA Manager/Specialist): Provides the ability to accept Civilian Payroll Data and maintain Civilian Payroll Data.

5.1. DMHRSi interfaces with the Defense Civilian Pay System (DCPS). MTF LCA Personnel are not required to do anything to create the interface. 
5.2. MTF LCA Personnel will be required to run the “Cost Reconciliation Report” which identifies Civilian Employees from all services where the hours and cost assigned to the approved employee timecards do not match the hours or cost from the payroll data.

5.3. If hours need to be corrected then MTF LCA Personnel will coordinated with member to adjust their timecard. 

5.4. The tutor processes associated are:

5.4.1. PRO126LC-Payroll Reconciliation Reports

5.4.2. PRO101LC- Documenting and Submitting a Timecard

5.4.3. PRO111LC- Adjust Approved Time

6. Human Resource Management System and Financial System Interface (LCA Manager/Specialist): Provides the financial system with the military labor cost, hours and FTEs, or costs and man-days (as appropriate) computed in the solution.

6.1. DMHRSi interfaces with EASIV after the MTF LCA Personnel transfer the EAS IV File; the next functionality addresses this procedure.

7. EAS Interface (LCA Manager/Specialist): Provides the ability to transfer MEPRS month-end data to EAS.

7.1. MTF LCA Personnel will use the interim process for passing a monthly DMHRSi Expense Assignment System IV (EAS IV) output file to the EAS IV system.
7.2. The tutor process associated is:

7.2.1. PRO129LC- EAS IV File Transfer

8. Maintains Site-Unique Department Table (N/A): Provides a process for sites to maintain the department code table; allows for grouping work centers into larger groups.

8.1. This functional capability was not found in the application or a tutor process for function.
9. Account Subset Definition (ASD) Table, Centrally Managed Table (LCA Manager/Specialist): Provides the ability to create the “Account Subset Definition Table” used by local MTFs to validate MEPRS code assigned to each work center.

9.1. This functional capability was not found in the application or a tutor process for function.
10. Maintain Work Center Table, Centrally Managed Table (LCA Manager/Specialist):  Provides the ability to maintain (update, delete, create) a work center; provide a method to map a work center to MEPRS code, Program Element Code (PEC), Job Order Number (JON), and associated Cost Account Codes (CACs).

10.1. Work Centers/Organizations will be updated, created, and deleted by MTF Manpower Personnel. They will then inform MTF LCA Personnel so they can edit their fields in DMHRSi. MTF LCA Personnel will make changes to the Work Centers/Organizations when first established and as necessary.

10.2. The tutor processes associated are:

10.2.1. PRO101WS- Organizational Maintenance: Create a New Organization

10.2.2. PRO103WS- Organizational Maintenance: End an Existing Organization

10.2.3. PRO102WS- Organizational Maintenance: Modify an Existing Organization

11. Standard Man-Hour Template (LCA Manager/Specialist): Provides the ability to create a table containing man-hour information used to assist employees in creating an employee man-hour template for employee man-hours.

11.1. This functional capability was not found in the application or a tutor process for function.
12. Create Individual Man-Hour Template (LCA Manager/Specialist): Provides the ability for authorized MHS activity personnel to create a table containing individual employee man-hours used to assist individuals creating employee man-hour templates.

12.1. MTF Users have the ability to create templates in DMHRSi allowing multiple MEPRS/FCC Code in-puts.

12.2. The tutor process associated is:

12.2.1. PRO101LC-Documenting and Submitting a Timecard

13. Maintain Parent/Branch Visibility (N/A): Provides the ability to have visibility of branch clinic data.

13.1. The Air Force will not incorporate this feature

14. Work Center Visibility and Individual Template Creation (LCA Manager/Specialist): Provides the ability to selectively view specific work centers while creating individual templates.

14.1. MTF Users can access a list of MTF-specific MEPRS/FCC Codes to create a template.

14.2. The tutor process associated is:

14.2.1. PRO101LC-Documenting and Submitting a Timecard

15. Time Type Table (LCA Manager/Specialist): Provides the ability to create a Time Type table containing all types of man-hours used by an individual employee.

15.1. MTF Users can access a list of Time Types so they can assign the appropriate type to each MEPRS/FCC Codes.

15.2. The tutor process associated is:

15.2.1. PRO101LC-Documenting and Submitting a Timecard

16. Create a Linkage between the Time Type and Productive and Non-Productive JONS (Navy) (N/A): Provides the ability to create a linkage between the Time Type and Productive and Non-Productive JONS.

16.1. The Air Force will not incorporate this feature.

17. Service Unique Occupation Code Table, Centrally Managed Table (LCA Manager/Specialist): Provides a table containing all Service unique job codes that may be assigned to an individual employee.  Each Service unique occupation code will be mapped to an equivalent Department of Defense (DOD) occupation code.

17.1. Service Unique Occupation Codes will be fed from source systems for Active Duty Personnel (MILPDS) and Civilians (DCPDS). MTF HR Personnel will update the Service Unique Occupation Codes for Contractors or Volunteers. MTF LCA Personnel will not use this function.

18. Military / Civilian Composite Pay Tables (LCA Manager/Specialist): Provides a Standard Military Composite Pay Table containing monthly salaries for all military personnel.  The Civilian Composite Pay table contains average annual salaries for all civilian personnel.

18.1. This is a seeded table in DMHRSi and requires no action from MTF LCA Personnel.

19. Program Element Code (PEC) Table, Centrally Managed Table (LCA Manager/Specialist): Provides a Program Element Code table containing valid PEC codes and descriptions imported from EAS IV.

19.1. This is a seeded table in DMHRSi and requires no action from MTF LCA Personnel.

20. Appropriation Code Table, Centrally Managed Table (LCA Manager/Specialist): Provides a table containing all appropriation codes used to indicate the type of funds or major purpose of the appropriation.

20.1. This is a seeded table in DMHRSi and requires no action from MTF LCA Personnel.

21. Standard Expense Element Code (SEEC) Table, Centrally Managed Table (LCA Manager/Specialist): Provides a table containing all SEECs.

21.1. SEECs are DOD coding convention numbers that are mapped to the SUEE and used to total service detailed expense and obligation data within EAS.

21.2. This is a seeded table in DMHRSi and requires no action from MTF LCA Personnel.

22. Work Days in Month Table (LCA Manager/Specialist): Provides a table containing the holidays and the number of work days in a month.

22.1. This is a seeded table in DMHRSi and requires no action from MTF LCA Personnel.

23. Duty Indicator Table, Centrally Managed Table (LCA Manager/Specialist): Provides a table containing all valid duty indicators used to identify the type and/or status of employees within MHS activities.

23.1. This is a seeded table in DMHRSi and requires no action from MTF LCA Personnel.

24. Monthly Summary Man-Hour Report (LCA Manager/Specialist): Provides a table containing the monthly summary man-hours reported by individual, for each time type and by work center. (There is a tutor process on how to use Discoverer Viewer, but not how to set parameters).

24.1. MTF LCA Personnel can run the “Man-hour Summary” this provides a summary of the total man-hours and FTE (Full Time Equivalents) charged during the report period for a selected location and organization.

24.2. The tutor process associated is:

24.2.1. INS9DISC- Discoverer Viewer
25. EAS Personnel Data Report (LCA Manager/Specialist): Provide the EAS Personnel Data Report (the basic monthly expense report).

25.1. MTF LCA Personnel should run the “EAS IV Assigned Personnel Report” at the end of each month to confirm missing data and help with possible errors in the EAS IV export file. This is a report in the Discoverer Viewer (There is a tutor process on how to use Discoverer Viewer, but not how to set parameters).
25.2. The tutor process associated is:

25.2.1. INS9DISC- Discoverer Viewer
26. Overtime and Compensatory Time Report (N/A): Provides a report showing the year-to-date and processing month-hours of Overtime and Compensatory time earned and taken by non-clinical personnel for each work center in the MTF activity during a particular month.

26.1. The Air Force will not incorporate this feature

27. Commander’s Report (N/A): Provides a report showing the monthly man-hours for all work centers grouped by time type, with the percentage of time in each time type by work center, work center group, and MHS activities.

27.1. The Air Force will not incorporate this feature

28. Capitation / Non-Capitation Report (LCA Manager/Specialist): Provides the ability to create the “Budget Capitation Report,” which lists the cost MTFs would incur if the facility were to be staffed with civilian employees.

28.1. This functional capability was not found in the application or a tutor process for function.

29. Rerun Budget Capitation (LCA Manager/Specialist): Provides the ability to rerun the “Budget Capitation Report” for the last month successfully completed so that the data can be reprocessed if corrections have been made to the Budget Capitation Data.

29.1. This functional capability was not found in the application or a tutor process for function.
30. Budget Capitation Error Report (LCA Manager/Specialist): Provides a report in Discoverer Viewer of the records that errored during a Budget Capitation Cycle and did not complete successfully (There is a tutor process on how to use Discoverer Viewer, but not how to set parameters).

30.1. This functional capability was not found in the application or a tutor process for function.
31. Management Decision Package (MDEP) / Activity Group (AG) / Sub-Activity Group (SAG) Table (LCA Manager/Specialist): Provides the ability to create a table allowing users to maintain the MDEP codes and the AG/SAG codes.

31.1. This functional capability was not found in the application or a tutor process for function.

32. MDEP/AG/SAG Table Listing (LCA Manager/Specialist): Provides the ability to create the MDEP/AG/SAG Table listing.

32.1. This functional capability was not found in the application or a tutor process for function.

33. Create Quarterly Civilian Salary Report (LCA Manager/Specialist): Provides the ability to create the “Quarterly Civilian Salary Report.”  This report displays and totals all civilian salaries by work center or department to monitor budgetary salary expenses.

33.1. This functional capability was not found in the application or a tutor process for function.

34. Generate Man-Hour File From Medical Expense & Performance Reporting System (MEPRS) (LCA Manager/Specialist): Provides the ability to develop staffing requirements (regular, available, non-available, time-type hours, and assigned FTEs) grouped by each appropriate manpower document.

34.1. MTF LCA Personnel will create an “EAS IV Extraction File” after all timecards are entered for the month to transfer over to EAS IV.

34.2. The tutor process associated is:

34.2.1. PRO127LC- Create EAS IV Extract File

35. Provide Workload Data from EAS as Part of the File Created in item above (LCA Manager/Specialist): Provides the ability to receive workload data from EAS as part of the file created from the man-hour file created in MEPRS.

35.1. This functional capability was not found in the application or a tutor process for function.
36. Mismatched Hours Report (LCA Manager/Specialist): Provides the ability to generate a report of civilian timecards per pay period that do not match with payroll hours imported from DCPS in to DMHRSi (There is a tutor process on how to use Discoverer Viewer, but not how to set parameters).

36.1. MTF LCA Personnel can run a Mismatched Hours Report at the end of each pay period to find discrepancies and have timecards corrected by personnel in DMHRSi to match the payroll hours. If personnel are unable to correct timecard MTF LCA Personnel can correct discrepancies.

36.2. The tutor processes associated are:

36.2.1. PRO131LC- Documenting and Submitting Time via Timekeeper Entry

36.2.2. INS9DISC- Discoverer Viewer

37. Timecard Status Report (LCA Manager/Specialist/Representative): Provides the status of timecard submissions by organization for a specific time period.  This report may be created for the entire MTF or with limited parameters (organization), depending on information requirements (There is a tutor process on how to use Discover Viewer, but not how to set parameters).

37.1. MTF LCA Representatives/Timecard Approvers will run this report every pay period to find out the status of timecard submission for their organization.
37.2. MTF LCA Personnel can run this report for the MTF, to find out timecard status or by organization.
37.3. The tutor process associated is:

37.3.1. INS9DISC- Discoverer Viewer

38. DOD Employees Missing Payroll Data Report (N/A): Provides the ability to identify Civilian employees from all services and Army Foreign National employees that are missing payroll data. 

38.1. The Air Force will not incorporate this feature

39. Payroll Validation Report (N/A): Provides the ability to identify payroll errors that occur when the data is loaded.  This includes received employee payroll data but an employee record does not exist in DMHRSi.

39.1. The Air Force will not incorporate this feature

40. Enter and Maintain Employee Cost Rates (N/A): This is an optional function providing the ability to change Employee Cost Rate in DMHRSi.  It is used to calculate labor cost and will override the calculation of cost using either the payroll information or composite rates.

40.1. The Air Force will not incorporate this feature

41. EAS IV AUDIT REPORTS (LCA Manager/Specialist): Can run the “EAS IV Summary View Report” in the Discoverer Viewer (There is a tutor process on how to use Discoverer Viewer but not how to set parameters). This report provides the following information:

41.1. DMIS ID

41.2. Month

41.3. Year

41.4. FCC

41.5. National Identifier (SSN)

41.6. Full Name

41.7. Employee Assign Start Date

41.8. Employee People Group

41.9. Organization Name

41.10. Contractor Type

41.11. Skill Type

41.12. Skill Type Suffix

41.13. SUOC

41.14. Personnel Category

41.15. Project Number

41.16. Project Name

41.17. Task Number

41.18. Task Name

41.19. Duty Indicator

41.20. Avail Salary Exp SUM

41.21. Non Avail Salary Exp SUM

41.22. Avail Hours SUM

41.23. Non Avail Hosp Sick Hours SUM

41.24. Non Avail Leave Hours SUM

41.25. Non Avail Other Hours SUM

41.26. MTF LCA Personnel can use this report analyze the output. The worksheet columns can be used as a reference to determine where key values are missing or incorrect. MTF LCA Personnel can then correct data so to produce an “EAS IV Output File.”

41.27. The Tutor Process associated is:

41.27.1. INS9DISC- Discoverer Viewer
42. Project/Task Report (LCA Manager/Specialist): Provides a list of valid Projects/Tasks for the selected MTF and organizations.

42.1. MTF LCA Personnel can run this report to give them a list of valid Projects/Tasks in DMHRSi (There is a tutor process on how to use Discoverer Viewer but not how to set parameters).

42.2. The tutor process associated is:

42.2.1. INS9DISC- Discoverer Viewer

43. FCC Codes Report (LCA Manager/Specialist): Provides a list of valid Projects/Tasks for a selected Service Type.

43.1. MTF LCA Personnel can run this report to obtain a list of valid Air Force Projects/Tasks in DMHRSi (There is a tutor process on how to use Discoverer Viewer but not how to set parameters).

43.2. The tutor process associated is:

43.2.1. INS9DISC- Discoverer Viewer

44. FCC Codes Detail Report (LCA Manager/Specialist): Provides a compilation report of Project/Task and Service Type showing start and completion dates (There is a tutor process on how to use Discoverer Viewer, but not how to set parameters).

44.1. MTF LCA Personnel can run this report to obtain a compilation report of Projects/Tasks and Service Type showing start and completion dates.

44.2. The tutor process associated is:

44.2.1. INS9DISC- Discoverer Viewer:

45. Time Approver Report (LCA Manager/Specialist): Provides a list of all organizations at an MTF and the associated Time Approver for each organization (There is a tutor process on how to use Discoverer Viewer but not how to set parameters).

45.1. MTF LCA Personnel can run this report in DMHRSi to obtain a list of Timecard Approvers by organization.

45.2. The tutor process associated is:

45.2.1. INS9DISC- Discoverer Viewer: 

46. Overtime and Comp-Time Earned Reports (LCA Manager/Specialist): Provides a list of the total man-hours charged during the reporting period to either Overtime or Comp-Time Earned (There is a tutor process on how to use Discoverer Viewer but not how to set parameters).

46.1. MTF LCA Personnel can run these reports to obtain a list of the total man-hours charged during a reporting period for either Overtime or Comp-Time Earned in DMHRSi.
46.2. The tutor process associated is:

46.2.1. INS9DISC- Discoverer Viewer

47. DOD Payroll Act Stage (N/A).

47.1. The Air Force will not incorporate this feature

48. DOD Payroll Actuals (N/A).

48.1. The Air Force will not incorporate this feature

49. Setting up a New Project (LCA Manager/Specialist): Provides the ability to review Project Templates in DMHRSi and Projects set-up at implementation. Can also copy existing Projects for new fiscal year.

49.1. MTF LCA Personnel will review the Projects set up during implementation and validate the first, second, third and fourth level tasks and uncheck the allow charges box on the first, second and third level task. They will also identify and enter key members for LCA. After validation, the MTF LCA Personnel will make the Project status submitted and contact the MAJCOM for review and approval. MAJCOM Personnel will approve the Project after all data is validated and notify MTF LCA Personnel that the Project has been approved.

49.2. MTF LCA Personnel will copy existing Projects for new fiscal year and validate data before submitting the Project to the MAJCOM for review and approval.  Projects may be modified throughout the year as updates for tasks are received. LCA Personnel, also, are responsible to end a Project with approval from MAJCOM.

49.3. The tutor processes associated are:

49.3.1. PRO102LC- Setting up a New Project

49.3.2. PRO103LC- Modifying an Existing Project

49.3.3. PRO104LC- Closing an Existing Project

50. Setting up Timecard Approvers/LCA Representatives (LCA Manager/Specialist): Provides the ability to assign Timecard Approvers to organizations within an MTF.

50.1. MTF LCA Personnel will assign LCA Representatives / Timecard Approvers to each organization within DMHRSi after Manpower reviews the New Organizations.  LCA Personnel will also ensure a current list of Alternate Timecard Approvers is available when needed to redirect timecards in the absence of the Primary Timecard Approver. The Timecard Approver will grant the Alternate access to their “Worklist Access” to approve timecards in their absence.

50.2. The tutor processes associated are:

50.2.1. PRO102WS- Organizational Maintenance: Modify an Existing Organization

50.2.2. INS115SS- Grant Worklist Access

51. Submitting Time via Pre-approved Batches (LCA Manager/Specialist): This functionality provides the ability to document time in cases where a designated individual cannot record their time during a pay period.

51.1. MTF LCA Personnel can enter time under Pre-approved Batches when time could not be entered by an individual.

51.2. The tutor process associated is:

51.2.1. PRO107LC- Submit Time via Pre-approved Batches

52. Timekeeper Groups (LCA Manager/Specialist/Representatives): Provides the ability for personnel assigned as Timekeepers to enter time for other employees using the Timekeeper Group Function.

52.1. MTF LCA Representatives can create and maintain Timekeeper Groups established in DMHRSi.  Multiple Timekeeper groups may be created and maintained simultaneously. 

52.2. MTF LCA Personnel have the ability to create and maintain Timekeeper Groups established in DMHRSi.  Multiple Timekeeper groups may be created and maintained simultaneously.

52.3. The tutor process associated is:

52.3.1. PRO132LC- Create and Maintain Timekeeper Groups

53. Documenting and Submitting Time via Timekeeper Entry (LCA Manager/Specialist/Representatives): Provides the ability to enter employee time (individually and mass) for employees unable to enter time through the Employee Self Service function. Review timecards entered via Self Service for employees in a Timekeeper Group.  Validate timecards entered via Self Service for employees in a Timekeeper Group.

53.1. MTF LCA Representatives can enter, review, and validate timecards for Timekeeper Groups.  Approved or Submitted Timecards may not be updated.

53.2. MTF LCA Personnel have the ability to enter, review, and validate timecards for Timekeeper Groups.  Approved or Submitted Timecards may not be updated.

53.3. The tutor process associated is:

53.3.1. PRO131LC- Documenting and Submitting Time via Timekeeper Entry

54. Documenting and Submitting Time via DMHRSi (All Users): Documentation of time is an individual employee’s responsibility.  It is expected that all employees will document time, as required by the Medical Expense and Performance Reporting System (MEPRS), using the DMHRSi Self-Service Timecard.

54.1. MTF Users will Document and Submit their time in DMHRSi, they will put down the time under the MEPRS Code/Task Number were they worked.
54.2. The tutor process associated is:

54.2.1. PRO101LC-Documenting and Submitting a Timecard
55. LCA Monthly Process Guidelines (LCA Manager/Specialist): This document covers the sequence of events for timecard entry and end-of-month processing and provides guidelines for completing a successful EASIV output file.

55.1. MTF LCA Personnel can use this guide to help them with the EASIV Output file.

55.2. Reference:

55.2.1. LCA Monthly Process Guide   

APPENDIX E, MEDICAL READINESS AND HOMELAND SECURITY USAGE POLICIES

The Subject Matter Experts for Expeditionary Medical Skills Technology have recommended and concurred by Major General Charles Green (Assistant Surgeon General, Healthcare Operations) in his 12 April 2006 memorandum, that US Air Force Military Treatment Facilities will not actively use the Medical Readiness and Homeland Security Module within DMHRSi. 

The Medical Readiness Decision Support System – Unit Level Tracking and Reporting Application (MRDSS-ULTRA) will be the official medical system of record responsible for the management of expeditionary medical personnel and resources for the Air Force Medical Service.

DMHRSi will continue to receive Medical Readiness and Homeland Security data-feeds from MRDSS-ULTRA. This will be a seamless and “invisible” operation between the applications, and will not require additional in-puts from individual Air Force MTFs. Coordination of this data mapping will occur between MRDSS-ULTRA, DMHRSi, RITPO, and other appropriate Military Health System offices.
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