DMHRSi EAS Processing Outline


	TASK
	FREQUENCY/DESCRIPTION
	COMPLETED Y/N

	1.  Run DoD Employees Missing Payroll Data

[image: image1.emf]Run Payroll  Reconciliation Reports.docx


	Bi-Weekly

a.  Resolve all issues  and note on spreadsheet


	

	2.  Run Army Payroll Validation
	Bi-Weekly

a.  Resolve all issues and note on spreadsheet


	

	3.  Run Distribute Labor Costs 

[image: image2.emf]Distribute Labor  Costs.docx


	Bi-Weekly (once you have validated that DCPS payroll has been received by DMHRSi for that pay period)

a.  Resolve all “missing cost rate errors”
	

	4.  Run DoD Batch and Timecard Status Report

[image: image3.emf]Determining  Timecard Statuses.docx


	Bi-Weekly checking for the following:

a.  All timecards are in the correct status

b. All employees have the organization and assignment category populated


	

	5.  Run and validate the Assigned Personnel Report
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	Monthly
	

	6.  Run and validate the EAS Summary View Report
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	Monthly
a.  Validate that all dual component employees on the Assigned Personnel report show in the EAS Summary View

b. Validate all personnel data elements

c. Validate workload against hours charged

d. Validate that all available and nonavailable hours have cost as appropriate

	

	7.    Run Distribute Labor Costs again
	Monthly – always run it again through the last pay period that was received before creating the EAS interface file

	

	8. Create the EAS Interface File
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	Monthly
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Distribute Labor Costs
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Reference: DMHRSi Glossary List

[bookmark: ZZZ_TUT_1]Scope

This procedure covers The PRC: Distribute Labor Cost program in DMHRSi.

This program will calculate and apply costs to employee timecards that have been entered into LCA.

[bookmark: ZZZ_TUT_2]Policy 

The PRC:  Distribute Labor Cost program should be run monthly at the close of business.

Monthly close process must run in accordance with Service Specific Policy and Guidelines.  Refer to LCA Monthly Sequence of Events.

[bookmark: ZZZ_TUT_3]Responsibility

Responsibilities within DMHRSi are "Role" based.  All roles are responsible for monitoring self-service worklist and notifications.  Refer to Manage Your Worklist. Your Role is defined by your assignment within your organization and reflects your security levels within DMHRSi.   The following roles may be assigned to any individual within an activity responsible for competing the following:

The DMHRSi Project Office is responsible for ensuring that the tasks defined are consistent with actual application functionality.

The DMHRSi Subcommittee is responsible for ensuring that the Policy and Responsibilities set forth in this document are consistent with Service policy and/or guidance.  

The DMHRSi LCA Exceptions Manager is responsible for costing employees that are outside of the specialist/manager role.

The LCA Specialist is responsible for running the PRC: Distribute Labor Cost concurrent program.

The LCA Manager is responsible for identification of inaccuracies and making necessary corrections and/or adjustments as required, and running close processes within the DMHRSi application.

[bookmark: ZZZ_TUT_4]Distribution

DMHRSi Configuration Control Board

DMHRSi LCA Exceptions Manager

DMHRSi Project Office

DMHRSi Sub-Committee

LCA Manager

LCA Specialist*

LCA Timekeeper Specialist

Supervisor

[bookmark: ZZZ_TUT_5]Ownership

The DMHRSi Configuration Control Board is responsible for this document.  Changes to this document must follow the DMHRSi Configuration Management Process with final approval authority being the DMHRSi Configuration Control Board.

[bookmark: ZZZ_TUT_6]Activity Preface

All hours for the week and/or month must be submitted, approved, and imported into the Projects tables.  Refer to Documenting and Submitting Time: Create a Timecard; Documenting and Submitting Time for GME or GDE Program Students; and Submit Time via Pre-Approved Batches.

Prior to the month-end reporting to EASIV, DCPS files must be received and loaded into DMHRSi.

When costing an employee assigned within the same facility, you can use the Specialist responsibility.  To cost time for an employee within the same Service, but from a different facility, you can use either the LCA Manager or the DMHRSi LCA Exceptions Manager responsibility.  To enter time for an employee from another Service, you must use the DMHRSi LCA Exception Manager responsibility.  

Warning:  If any project expenditure or labor costs rate has been split, you must recalculate raw costs and the PRC: Distribute Labor Cost concurrent program must be run to recalculate the split.   Refer to Distribute Labor Costs  for procedures on running the Distribute Labor Cost concurrent program.    Note:  If you split time to the same project, you do not need to run the PRC: Distribute Labor Costs Request; you just need to recalculate raw costs.

Log on to DMHRSi by typing in your assigned User Name and Password.  If you do not have an assigned account, please contact your Site Application Administrator (SAA).

Since all entered data is case sensitive, turn the "CAPS LOCK" on now.

[bookmark: ZZZ0001][bookmark: ZZZ_TUT_7]LCA Specialist

[bookmark: ZZZ0002][bookmark: PRC]1. Run the PRC: Distribute Labor Cost program.

· Start the task using the "[Service] LCA Specialist" responsibility. 

Note:   This task also may be accomplished by using the "[Service] LCA Manager" or the "DMHRSi LCA Exception Manager" responsibility.   Refer to the Activity Preface to determine the level of responsibility needed.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO110LC_temp_image002.jpg]

· Select the "Submit Process and Reports" option under the Process and Reports node to open the "Submit a New Request" form. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO110LC_temp_image004.jpg]

The "Single Request" option is highlighted by default.

· Click the "OK" button. 

The "Submit Request" form displays.  

[bookmark: ZZZ0003]2. Run the PRC:  Distribute Labor Costs. 

· Type "%DISTR%" in the "Name" field and press the [TAB] key.  

· You can also click the LOV icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO110LC_temp_image006.jpg]] to the right of "Name" field to open the "Reports" find form.  Type "%DISTR%" in the "Find" field and click the "Find" button to narrow the search.  

· If there is more than one matching record, then select "PRC:  Distribute Labor Costs" from the list and click "OK" button. 

The "Name" field will populate with "PRC:  Distribute Labor Costs" and the "Parameters" form will open.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO110LC_temp_image008.jpg]

· Optionally Enter the Expenditure Batch. 

All timecards in DMHRSi are assigned a batch name.  Refer to Adjust Approved Time  for more information on expenditure batches.

· Enter the Project Number (required parameter). 

· You can also click the LOV icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO110LC_temp_image006.jpg]] to the right of the "Project Number" field to open the "Longlist" find form.  Type the "project number" in the "Partial Value" field and click the "OK" button. 

· Optionally enter the “Employee Name.” 

· Enter the End Date.  When an end date is entered, it must be equal to a Civilian Pay Period End Date.  This is a Saturday, for example.  When running the program for the month of August 2004, enter the payroll period end date of Saturday 04-Sep-2004.  This is the payroll period end date that includes the last week of August 2004. 

Note:  The end date is not a required parameter and may be left blank, but this is not recommended.  If the end date is left blank, cost is distributed for all timecards that have been entered, but no cost is distributed as of the date the program is run. 

· Leave all other parameters blank. 

· Click the "OK" button to accept the parameters and return to the Submit Requests form. 

The "Submit Request" form will open with the supplied information.

[bookmark: ZZZ0004]3. Run the program.

· On the "Submit Request" form, click the "Submit" button. 

The "Requests" form is displayed with the request as in "Pending" phase.

· Click the "Refresh Data" button to refresh the status of the programs.  Continue to click on the "Refresh Data" button until the status changes to "Complete.” 

· Highlight the "Request ID" for the desired report and click the "View Output" button. 

Note:  The report will show all employee labor that has been successfully costed as well as that which was not.  Rejected hours will be displayed in the "Labor Cost Exception" section of the report with an associated “Rejection Reason.”  This reason should be used as a guide to resolve the problem.  Once necessary corrections have been made, re-run the “PRC:  Distribute Labor Cost” program.  (See: Run the PRC:  Distribute Labor Cost report.)

[bookmark: ZZZ0005]4. Close the forms.

· Click the "Oracle Application" icon in the upper left hand corner of the "Report" form and choose "Close" from the list. 

· Click the "Oracle Application" icon in the upper left hand corner of the "Requests" form and choose "Close" from the list. 

You will return to the main screen, Navigator.

[bookmark: ZZZ0006]5. Exit the Oracle Application.

· Select File > Exit Oracle Applications from the menu. 

[bookmark: ZZZ0007]End of activity.



[bookmark: TUT_FLOWCHART_1][bookmark: ZZZ_TUT_8][image: Distribute Labor Costs: Flowchart]

Effective: 07/03/08

Revision: 1.6.1.0



Copyright © 2004 Your Company. All rights reserved.
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EASIV Assigned Personnel Report

Summary

This report shows the assigned FTE calculation for the EAS Interface file. All data elements that
affect EAS processing must be correct and complete. Assigned active duty military and civilian
employces calculate an assigned FTE. Contractors, volunteers and borrowed military do not.

All employces who have an organization at your MTF listed on the assignment screen will show
in this report. Employees with an organization assignment at another MTF and a group
assignment at your facility will not.

NOTE: When personnel data needs to be corrected on this report work with your sites human
resources and/or manpower personnel to make the corrections. Ensure they know what your
suspense is for correcting this report.

Use the Discoverer Viewer EASIV Audit Reports to verify that all required Organization, Project
and employce information is entered and correct in DMHRS,.

Warning

The COTS Oracle HRMS and Discoverer applications have a seeded functionality that allows
information to be viewed on-linc. When this information is viewed on-line, it is not subject to
the FOUO marking requirements. This seeded functionality also allows the user to export the
information from the applications to Microsoft Excel. Once this information is exported, it is
subject to the FOUQO requirements.

Because this Export functionality is a COTS functionality that will not be modified, it becomes
the responsibility of the end user to ensure that the FOUO requirements are fulfilled. This
will be accomplished once the end user adds “FOR OFFICIAL USE ONLY™ to the Header
and Footer of the document. Following this procedure will ensure that anytime the
document is printed, the FOUO markings will accompany the data.

I. Access Discoverer Viewer from Internet Explorer by accessing DMHRS.

ORACLE . ,
A e i Rapid Install Release 11i
Important Notice! Oracle Applications Rapid Install Portal

Before azcessmg DVERS:
rzad and amee 1o DOD

These « eb pages provide ~ou auh gdormancn about the Oracle Applizanons mstalation
created b the Raygud Instd mehuding

o Desrnptions of admnzanay e sonpts created b the Papad Install
» Links that can be used to connsetr vonto Oracle Appheasons






2. Click on Apps Logon Links.

The “Logon Options for Oracle Applications” page opens.

Appltications

hnportant Notice!
Before accessing DMHRS:
read and agree to DOD
Securit: Policy message!

11i Online help

ORACLE

Rapid Install Release 11i

"

Logon to E-Busiziess Suite Home E.Business Home Page
Logon to Oracle Discoverer Viewer  Oracle Discoverer Viewer

Lastupdated: Apnl 21, 2000

HUNL 22807 Oracle Corporasticn.

3. Click on QOracle Discoverer Viewer.

The “Discoverer Viewer” logon page opens.
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© .

Connectto OracleBi Discoverer
relcome te OracleBl Disco.erer

Connect Directly
Enter your connecticn details below: 1o connect duactly te OracleBl Disce.erer

* Indicatas required field
Cennect To Qracle Agphisatisns v

» Usertama CIMHRS: User

* Passnerd eesesvons

¢ Catatase FROU

ST W gy ees et

L UEE-50 RO S VRN

4, Enter your DMHRS/ User Name.
5. LEnter your DMHRS/ Password.
6. Lnter the Database as “PROD™ (all caps) (should alrcady be populated).

Note: During the Training class, the instructor will provide another Database name 1o use in
this field.

7. Click the “Go” button.
The “Accounts Detail” page opens.

8. Click in the “Responsibility™ box and select the “Army LLCA Specialist™ responsibility from
the drop down box.

Note: This may also be done with *Army HR Specialist™ and “Army LLCA Manager™
responsibility.

CUeATLE Ducnvre: Vewey

Account Details. Select Respenaibility

Mare tran ane Respansbilty exsts fur he sccand vou have choten Piness select ne 0n vou wish 10 use below Cancol onsnuo
Responsibitity

it & Respansedly

Locae Locale 1ot leved from bromser
Databa3s Uzer Hame MDA iones
Databate TOMHRY
Conracton Iype  APPS
RetoonsDdY  Nawy LCA Specat v

9. Press the “Continue™ button.

The ~“Worksheet List™ page opens.
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10. Click the “Expand All" " button next 1o the “LCA EASIV Audit Reports™ workbook.

A list of all LCA EASIV Audit reports displays.
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Viorksheet List

Search
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Result List
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ASIV Aszigned Per i
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11. Click on EASIV Assigned Personnel Report.

The “"EASIV Assigned Personnel Report™ page opens.
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ORACLE Discoverer Viewer
B osreoe atedlagen Sretaigies e mayg
ML S b B S
LCA EASIV Audit Reports - EASIV Assigned Personnel Repon
LRt July 12,2006 20224 PRI COY
Worksheets
ASHY Pr Summars At Paramaters Needed
EASHY Projact Detanl dud Select ~alues for ths folleang paramaters
EASIV Assigned Personnel * ‘ c
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S,
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12. Enter Parent DMIS ID.
13. Enter the Year in the format "YYYY™.
14. Enter the Month in the format “MM™,
15. Press the *Go™ button to run the report.
ORACLE  Discoverer Viewer
EASIV Assigned Personnel Report
Query Progress
@ Erecuting (asry
Estimated Time  Unknovn
Elapsed Time 00 06 01
Cancel , Refesh
Vi e P LI I D I A e S PR A N S U RS
2oy
e R T
R PRINE TR

The ~Workbook Query Progress™ Page is displayed while the query is exccuting. When the
Query is complete the report is displayed.
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Exporting Data to Excel
16. Click the Export Data link to export the data 1o a file.

The *Choose Export Type™ page opens.

ORACLE Discoveret Viewer

Hieames Davtoihijene e

Sratprans .0 mem
Z2leraniel At T

Cannedt > tonpicty v Lo-EaSl cudtReps 1z E2S1 atsigne $sPerginngl Repog >
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Frafgrenies | But | Heg
T3S Trace TTerItgn el Rty vedeT 00
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Cancel )  Expont)

Cance|; . Expon

17. Click the drop-down arrow to specify the export file format.
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PHG image  pngl
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SYLK 1Symbenc Link: * slk:

Ta<t 1 Tak delimitad: v tut

okt Query for Mecrasch Excal 2000- gy,

S aletus 12-204° xks!

CRACLE  Discoverer Viewey
P oo e o Trotar Pt $ Les onta
Zoepest > aphgdls o WS ReSlosuttBeping . LeD) ssaaned PeinelfRecld o
Choose export type
Use tne drop-do.vn hist to specit, the exgent file famat Cancel ‘) Expont;
v
Cance|; Expon,

18. Choose the file format from the dropdown or accept the default of “CSV (Comma Delimited)

(*.csv).”

For this example, accept “CSV (Comma Delimited) (*.csv).”

Note: 1f you choose “Microsoft Excel Workbook (*.XLS)”, the spreadsheet will contain
Macros. Your choice of file format should be based on the security rules for your facility. If
you cannot open a file that contains macros you may want 1o export the filetoa *.CSV

format, save it to your hard drive and then open it with Excel.
19. Press the “Export™ button.

The “Export Ready™ page displays.
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ORACLEC  Discoverer Viewwl
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20. Press the “Click to view or save™ button,
The “File Download” page opens.

21. Press “*Save™ 10 open the “Save As™ window.

Savein [i3 Desktop - v % I 5
I_% My Recent Documents
' =) Desktop
‘—--) ) My Documents
My Recent +¢ My Computer
Documents PN 5 Disk (G
o -5 04111913 D)
- - KINGSTON E )
Desktop ) My Network Places
) Jinitiator

My Documents
|
59
My Computer

l '(\ Fite name: EASIV Assigned Personnel Repoit 10Nov2005 v
- .
My Network  Save astype: Miciosoit Office Excel Comma Separated Value v

22. Choose the folder where you want to save this file in “Save In™.

23. Enter a File name.

Note: You may want to add a date to the file name to track when you ran this report or the
month the report was for.

24. Press the “Save™ button to save the file 10 the hard drive on your computer.
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The “File Download” pagc opens.
25. Press the “Open” button.
The “EASIV™ Assigned Personnel Report™ opens.
You can now view your spreadsheet to analyze the EASIV Assigned Personnel report.

Note: You can also choose the “Open Folder™ button. This will bring you to your
“Documents” file. From there you can open your spreadsheet to analyze the EASIY
Assigned Personnel repori.
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Section 2: Analyze the EASIV Assigned Personnel Report Output

£ Microsalt Excel,- EASIV Assipned Pefsonne! Report TNG 10Nov2005, . | -~

B) et €t Yow lmot Foymat Joos QDoto Wndow beb  Adche POF
Nl ST ¥ W I B ANk e 0. D FTEE _-MNGA
3 @ a1 e .oomm
A3 4 £ Paront Omis Id
L AL T T o T T CF e M T
2

EENFarent Dmis Dis 1d_Urc Asq Starl Onta_Asq End Date Full Neme Employee Numbar_Par Starl Date Per End Dato_Atinbulo Categor
4 66 o6 WI111AA 20-Now02 31-Dec-12 TRAINING, JANGMI NMN %548 19-Now02 31-Dec-12 14
5 66 WI11AA 6-Dec04 31.Dec-12 TRAINING, NICHOLE RENEE 75045 2Jon 02 31-Dec-12 ]
6 66 WI11AA 24304 31.Dec-12 TRAINING, MEGAN L 25843 2-Now02  31-Dec-12 14
7 66 W111AA 9Junlb 31-0ec-12 TRAINING, SHELESHE YAH L 81855 25-Aug-83 31-Dec-12 14
8 66 WIl1AA S-Jun05 31.Dec-12 TRAINING, ANGELES S 55009 27-Sep-00 31.Dec.12 14
9 B6 WI1AA 14 Apr 05 31-Dec-12 TRAINING, TIMOTHY A 46133 8 Julsa 31-Dec-12 14
10 66 WI11AA 1-Dec-04 31-Dac-12 TRAINING, LATOYAN 20149 21-Feb 0V 31.Dec-12 14
13 66 WHI1AA 31-Mar-04 31.0ec-12 TRAINING, HAZEL ENGRID 191077 21.Sep B3  31-Dec-12 14
Note: The spreadsheet columns will need to be formatted so you can clearly read the
information. Adjust the column widths as appropriate.

1. Highlight the row that contains the column titles (cx: in the picture above, highlight the 3
line by clicking on the *3” on the lefi side).
2. Select Data>Filter>Auto Filter from the Menu toolbar.

The spreadsheet now has “drop downs™ at the top of each column for use in filtering the

data.

TUTTTRTTTTTE ¢ [} 7€ ¥ 6 T H ] ] =
. =
2 . - — -

.3 ;Parent Dnc ;vJAsg Sturt Da v|Asg End DaBFull Namop :jEmployee Numb w]Per Stan Dazlper End Da_:]Nlnhuw Catego_

4 66 bb WI11AA 20 Nov 02 31-Dec-12 TRAINING, JANGMI NMN 96540 13-Nov02  31-Dec-12 14--
5 66 W1I1AA 6 Dor (4 31-Dec-12 TRAINING, NICHOLE RENEE 75045 2Jdan02  31-Dec-12 1
6 66 WI1AA 24-Jub04 31-Dec-12 TRAINING, MEGAN L 26843 2-Now(2  31-Doc-12 14
7 € WI1AA 9-Jun 05 31.Dec-12 TRAINNG, SHELESHEYAH L 81855 25 AugE9  31-Dec-12 1
;] 6 WI1AA 9.Jun05 31.Dec-12 TRAINING, ANGELES S 550D 27-Sep00  31-Dec.12 14
9 6 WI1AA 15-Agr(h 31-Dec-12 TRANING, TIMOTHY A 46113 8-Juk58 31-Dec-12 14
10 &6 WiliaAa 1-Doc 04 31-Dec-12 TRAINING. LATOYAN 2149 N-Feb 0t 31 Dec 12 14

3. To freeze the column headings. place your cursor in column A on the row under the column
title (ex: cell A:4 as shown below). Click on *Window ~ Freeze Pane™ on your menu so you
can scroll down the report and still see the column titles.

R) Be €& Yoo fmet Fomx Joob Qota wedew beb  AdobePOF c.8x
BERoy @Ay EaR.T we .
o @ Towl R oz U FuESHEHS %, B _-MATD
I Gooopnes o B
At . % & "w| LEASIV assred Personnc Report NG Feb 2006
A B [ o - .8 . f [ H 1 J =
. .
2 .
3 Paront Dn »|Dms wjuic _wJAsg Start Da_v JAsg End Da v {Full Name w|Emptayes Numb_w|Per Stan Da_v|Per End Dax|Astrbute Catego
A &l Bwitaa DN G2 31.Dec 12 TRAINING, JANGMI NMN 94538  19Noel2 31 Dec 12 12
5 B8 WHITAA 6-Dec-C4 31-Dec-12 TRAINING, NICHOLE RENEE 75025 2-Jan82 3I1-Dec-12 14
6 66 WITTAA 2404104 31-Dec 12 TRAINING, MEGAN L 2A43 2 Nav 02 31-Dec-12 14
7 6E WINAA 9 jJun(s 31 .06c-12 TRAINING, SHELESHEYAH Hitsh 2 Aug 84 31.Dec-12 14
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Using Filters to Identify Specific Information

The following example will show you how to filter the worksheet to identify all employees that
do not have a valid timekeeper in DMHRS/. All employees must have a timekeeper identified in
order for their timecards to flow correctly through DMHRS.

4. Scroll to the column titled “Timekeeper.”

5. Click on the drop-down arrow and choose “NULL”™ from the list of values.

Timekeepel v

Sort Ascending
Sort Descending

(al)
(Top 10...)
{Custom,..)
MAXWELL,

6. Must ensurc that a Timekeeper (Timecard Approver) is assigned to the organization for each
employee that displays with a NULL value in the *“Timckeeper™ field.

Note: This function is performed by the [L.CA Specialist/LLCA Manager not HR.

Important Note: Remember that there may have been other changes to this employee’s
record during the month. You can identify that there have been updates to an employee’s
record on the EASIV Assigned Personnel Report because that person will be listed on the
report more than once.

Troubleshooting Tips for the EASIV Assigned Personnel Report:

The following table shows all the columns on the EASIV Assigned Personncl Report. The table
shows the source of the data value, what needs to corrected if there is an error, and how to
navigate to the appropriate field in DMHRS; to correct the error. Use the same procedure
outlined above to identify missing values in any of thesc columns.

COLUNIN

EXPLANATION

VALIDATE

WHAT TO FIX

NAVIGATION

Parent DMIS | PARENT DMIS ID | Ensure correct Parent DMIS 1D in Work structure >
1D assigned to the Parent DMIS ID LLCA Codes for the Organization > Description
facility and that there are organization. > Find Organization >

AFFECTS EAS

no NULL
(BLLANK) values.
Note: Filter by the
incorrect or NULL
(BLLANK) value 10
determine which
incorrect DMIS (D
is listed for each
organization
(NAME column in

Highlight ‘HR
ORGANIZATION® >
“Others™ > Select *Service
L.CA Codes® > Parent
DMIS ID

Refer to the ~Modifying an
Organization” section in
your Student Guide.
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COLUMN

EXPLANATION

VALIDATE
this report).

WHAT TO FIX

NAVIGATION

DMIS ID

DMIS ID assigned
1o the facility

AFFECTS EAS
PROCESSING

Ensure correct
DMIS ID and that
there are no NULL
(BLANK) values.

Note: Filter by the
incorrect or NULL
(BLANK) value to
determine which
incorrect DMIS 1D
is listed for cach
organization
{(NAME column in
this report).

DMIS ID in LCA
Codes for the
organization.

Incorrect or Missing DMIS
1D:

1. Work structure >
Organization > Description
> Find Organization >
Highlight ‘HR
ORGANIZATION® >
“Others™ > Select *Service
LLCA Codes’ > DMIS 1D

MISSING DMIS
1D: Also validate
the following 3
scenarios, which
could cause multiple
problems with the
EASIV Qwipur:

1. Make sure people
are not assigned to
an Org witha “TO"
date (end date)
during the month
they arc charging
time. If they are,
the “TO™ date of the
Org needs to be
changed to a date
after the month they
are charging time to.

Missing DMIS ID:

3. Work structure >
Organization > Description
> Find Organization.
Dates: “To™

2. Look at the LCA
Codes for that
Organization and
verify that there is
no End Date here as
well.

4. Work structure >
Organization > Description
> Find Organization >
Highlight "HR
ORGANIZATION® >
“Others™ > Select *Service
L.CA Codes’ > ind Date

3. Verify the person
is assigned to an
Org that is MEPRS
Reporting. (Ex:
Highest level orgs
are not MEPRS
reporting and should
not have people
assigned to them.)
If so, that person
should be

5. Work structure >
Organization > Description
> Find Organization >
Highlight ‘HR
ORGANIZATION’ >
“QOthers” > Select ‘Service
LCA Codes’ >
Classification Type
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COLUNIN

EXPLANATION

VALIDATE

WHAT TO FIX
reassigned or verify
whether that Org
should or should not
be MEPRS
reporting.

NAVIGATION

uIC

Unit Identification
Code

AFFECTS EAS

Verify that the UIC
is correct for the
organization.

Determine if an
Organization has an
incorrect or NULL
(BLANK) UIC

3. Work Structures >
Organization > Description
> Find the Organization >

[ } Add’1 Org Unit Details >

Date. Employces
could have multiple
assignments during
a reporting period.
Use this to help
determine specific
assignments.

AFFECTS EAS
PROCESSING

assignment should
be prior to or
during the month
you are processing.

»

Assignment “From
date. Remember to
Date Track to each
“From” date if you
need to make
changes.

Note: This report
shows each period
of assignment
during the month on
a separate line for
cach person.

Note: 1f you nced *
to change an
assignment date, do
NOT change the
start date to a month
that has alrcady
been reconciled.

PROCESSING Should not contain UIC/PAS

any NULL

{BLANK) valucs.
Also make sure that | 1. HR: Pcople form>| |
all employces have | Add’l Personal Details >
the correct UIC on uIC
the flex ficld on the
“People™ form.

Asg Start Date | Assignment Start Start date of Verify the 1. HR: People form >

“Assignment” button >
Alter Effective Date.

Asg End Date

Assignment End
Date

End dates should
be during or after
the month you ar¢

Date “To" on the
Assignment form.
Make sure you

1. HR: People form >
“Assignment” button >
Alter Effective Date, if

AFFECTS EAS processing. “End” the needed.
PROCESSING appropriate
assignment.

Full Name

Employee Name

Does not affect
EASIV processing
Note: Do not rely
on “Full Name” to
identify individuals
as multiple
individuals could
have the same
name. Always
check the
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COLUMN

EXPLANATION

VALIDATE
Employee Number
or SSN in
DMHRSI to ensure
you are correcting
data for the right
person.

WHAT TO FIX

NAVIGATION

Employee
Number

Employee Number
is auto-generated by
DMHRS/

Does not affect
EASIV processing

Per Start Date

Date a person
started employment
{Not current

Should be before
or during the
month you are

Source fed data
must be corrected in
the source system.

HR: People form >
Effective Date - Alter
Effective Date

assignment, but processing. Others can be
when they actually corrected manually.
started working.
Refer to your HR
AFFECTS EAS Student Guide.
PROCESSING
Per End Date | End date of Should be during Must be entered People form > “Others™
employment. or afler the month | manually in the button > ‘End Employment’

AFFECTS EAS

you are processing.

person’s record.

> enter ‘Leaving Reason’,
complete dates: Notified,

PROCESSING Refer to the End Projected, Actual AND
Employment section | Final Process
in your Student
Ciuide.
Attribute Type of employee, Everyone should Fix the “Person Fix in both places:
Category 123 = Contractor have a value. Type™ on the HR
142 = Volunteer Should not contain | Record. 1f source People form > | ] Add’l
143 = Civilian NULL (BILANK) fed, you must Personal Details > Person
144 = Active Duty values. correct the source Type.

145 = Reserve

146 = Guard
147 = Local
National

AFFECTS EAS

Might be easier to
validate the
“Person Type"
Column.

Filter each

system.

People form > “Others”
button > Person Type Usage
> Person Type

PROCESSING category and verify
that everyone is in
the correct
category.
Person Type Contractor Everyone should Fix the “Person Fix in both places:
Volunteer have a valuc. Type™ on the HR
Civilian Should not contain | Record. If source People form > | ] Add’l
Active Duty NULL (BLANK) fed, you must Personal Details > Person
Reserve values. correct the source Type.
Guard system.
Local National Filter each People form > “Others™

PROCESSING

category and verify
that everyone is in
the correct
calegory.

button > Person Type Usage
> Person Type
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COLUMN

EXPLANATION

VALIDATE

WHAT TO FIX

NAVIGATION

Service Service Should not contain | Fix “Service™ on HR: People form > |
NULL (BLANK) HR Record. Should | Add’l Personal Details >
AFFECTS EAS values be source fed. Service
PROCESSING
Organization This is the Validate that Correct the person’s | HR: People form >
Organization name. | everyonce is Organization on the | ‘Assignment” button >
assigned (o the assignment screen, Organization
AFFECTS EAS correct Org.
PROCESSING Should not contain
NULL (BLLANK)
values.
Also, no one
should be assigned
to the highest level
Org at your
facility.
Supervisor All employees must | Verify that Supervisor field Pcople form >
have a supervisor. everyone has the *Assignment” button >
correct SUpErvisor. Supervisor > find from
Note: Supervisor LOV
does NOT affect
EAS processing.
Timekeeper All employees must | Verify that Timecard Approver | Work structure >
have a Timekeeper | everyone has the field Organization > Description
(Timecard correct Timecard > Find Org > Highlight *HR
Approver). This Approver. ORGANIZATION' >
affects timecard Can NOT contain “Others” > Select Time
flow. Note: This NULL (BILANK) Management Info > Time
field is maintained values Management Info>
by the LCA Timecard Approver
Specialists/Manager
DOES NOT
AFFECT EAS
PROCESSING —
DOES AFFECT
TIMECARD
WORKFLOW
FCC Functional Cost Everyone must ). Correct the FCC 1. Work structure >
Code have a Functional field for the Organization > Description
Note: This field is Cost Code organization. > Find Organization >
maintained by the associated with Highlight *HR
LCA their organization. | Also make surc that | ORGANIZATION® >
SpecialistManager | Cannot have the people are “Others™ > Select ‘Service
NULL (BLANK) assigned to the I.CA Codes’ > FCC
AFFECTS EAS values. appropriate
PROCESSING Organization on the
Assignment screen.
2. Correct the FCC 2. LCA: Projects > Find
ficld for the 4™ level | your project > “Find” >
task. highlight your project >
“Open” > Tasks > Detail >
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COLUNIN

EXPLANATION

VALIDATE

WHAT TO FIX

NAVIGATION

manning document)
SC = Services (on
manning document)
RS = Resource
Sharing (currently
not being used)

AFFECTS EAS

the employee is not
a contractor,
however all
contractors MUST
have a value here.

(Filter Person Type
= Contractor and

Open your 4" level tasks >
[|>FCC
SUPE Service Unique Everyone must I. Correct the PEC I. LCA Work structure >
Program Element have a SUPE. field for the Organization > Description
Cannot have organization. > Find Organization >
AFFECTS EAS NULL (BLANK) Also make sure that | Highlight ‘HR
PROCESSING values. individuals are ORGANIZATION’ >
- assigned to the “Others” > Select ‘Service
appropriate LCA Codes’ > Service PEC
Organization on the
Assignment screen.
2. Correct the PEC | 2. LCA: Projects > Find
field for the your project > “Find” >
organization highlight your project >
“Open™ > Tasks > Detail >
Open your 4™ level tasks > {
| > Service PEC
Contractor NS = Non-personal | Can contain NULL | Contractors will HR: People form > | |
Type services (not on (BLANK) values if | typically have NS Add’l Personal Details >

here. Verify this
column for
contractors.

Contractor Type

F = Free Receipt
NULL (BLANK)

PROCESSING

for cmployces who
are not local nation
(foreign)
employees,
however all Local
Nationals must
have a Type here.
(Filter Person Type
= L.ocal National
and make sure
everyone has a
L.ocal National

PROCESSING make sure
everyone has a
Contractor Type)
Local National | D = Direct Hire Can contain NULL | Fix L.ocal National HR: People form > ]
Type ! ~ Indirect Hire {BLANK) values Type in HR record Add’l Personal Details >

for l.ocal Nationals.

Local National Type

(Note: you will only see this
field if the Person Type =
Local National)

S = SELRES
(weekend drillers)
T=TAR

NULL (BLLANK)

are not Reservists;
however Reserve
MUST have a
value here.

(Filier Person Type
= Reserve and

Type)
Reserve Type | A = Activated Can contain NULL | Fix “Reserve Type™ | People form > [ ] Add’l
I=1MA (BLLANK) values field. Personal Details > Reserve
R =ROTC for employees that Type

Note: Does not
apply to Guard
employces

AFFECTS EAS
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occupation code
listing supplied by
MEPRS for
appropriate skill
type. Use only the
skill type listed for
that service
occupation code.

must have a skill
type and it must
match the Service
Occupation Code.
Can NOT contain
NULL (BLANK)
values.

Validate this for

field.

COLUNMIN EXPLANATION VALIDATE WHAT TO FIX NAVIGATION
PROCESSING make sure
everyone has a
Reserve Type.)
Foreign Foreign military flag | Can contain NULL [ Fix the Foreign People form > [ ] Add’l
Military (Yes/No)or NULL | (BLANK) values Military field. Personal Details >Foreign
(BLANK) however Foreign Military (Yes/No)
Military personnel
Note: Do not put must have a value.
NO for employces
that are not foreign
military, leave it
blank.
AFFECTS EAS
PROCESSING
Non DoD For Civilians only. Can contain NULL [ Fix the Non-DoD People > Enter & Maintain
Civilian Y = NAF/non-DoD | (BLANK) values. | Civilian field if this | > Find Civilian > People >
civilian employce or should be “Yes."” { Y Add'l Personal Details
NULL (BLANK)} > Non-DOD Civilian (Yes)
AFFECTS EAS
PROCESSING
Thesrr Does not apply to Does not apply to Does not apply to Does not apply 10 Army
Army Army Army
(Navy only).
Commercial Does not apply to Does not apply to Does not Apply to
Ac Reas Army Army Army
(Navy only).
Char8 BSL Does not apply to Does not apply to Docs not apply to
Army Army Army
(Navy only).
Position Billet Sequence Does not impact Does not need to be
Code. 1LCA processing corrected to produce
a successful EAS
DOES NOT output.
AFFECT EAS
PROCESSING
Job Every employece Fix the Job field on | People form > Assignment
AFFECTS EAS must have a valid the Employee’s > Job
PROCESSING job. “Assignment” form.
FOR CONTRACT Note: For Civilians, Active
AND Duty and Reserve/Guard,
YOLUNTEER update the source sysiem.
EMPLOYEES
Skill Type Refer to service All employees Fix the Skill Type People form >

*Assignment’ button > | |
Add’l Details > Skill Type
> Select from LOV.
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COLUMNN EXPLANATION VALIDATE WHAT TO FIX NAVIGATION
AFFECTS EAS ALL employees.
PROCESSING This MUST be
correct.
Skill Type Refer to service All employces Fix the Skill Type People form >
Suffix occupation code must have a skill Suffix ficld. *Assignment’ button > | ]
listing supplied by type suffix and it Add’] Details > Skill Type
MEPRS. Useonly | must match the Suffix > Select from LOV.
the skill type suffix | Service Occupation
listed for that Code.
service occupation Can NOT contain
code. NULL (BLANK)
values.
AFFECTS EAS This MUST be
PROCESSING correct for all
employees.
Personnel C = Civilian All records must If Attribute
Category E = Enlisted contain a personnel | Category is correct,
L. = Local National | category. this will be correct.
O = Officer Can NOT contain | Also ensure that the
T = Other NULL (BLANK) person’s rank is
V - Volunteer valucs correct lo
X = Contractor differentiale
between Officer and
AFFECTS EAS Enlisted.
PROCESSING
SUOC Service Unique All employces This pulls from the | 1. HR: People form >
Occupation Code must have a value. | Job series on the ‘Assignment’ button > Job
(Job) Can not contain Assignment screen
NULL (BLLANK) for NAF, 2. HR: People form > ‘Extra
AFFECTS EAS values. contractors and Information’ button >
PROCESSING volunteers. This Person Occupations >
pulls from the Details > Occupation Code
Primary Occupation | and Occupation Type (must
on the Extra be Primary or Primary
Information screen. | Reservist for Reserves.)
for military and
civilian employees
CIVS that are also
Reservists must
have 2 occupations
in this section; one
for cach assignment.
Source of D = Direct Must contain a Nothing the user can
Funds S = Shared value. Almost fix.
R = Reimbursable always D (Direct) | Note: Army sites
should contact
AFFECTS EAS AMPO for
PROCESSING assistance with this
field
Country Usually contains US

Duty Indicator

BRD, LND, N/A

All records must
have a value.

Contact AMPQ for
information on how
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COLUMN

EXPLANATION
AFFECTS EAS
PROCESSING

VALIDATE

This is a derived
field.

WHATTO FIX
this field is derived

NAVIGATION

BSL

Basic Symbol +
Limit

AFFECTS EAS
PROCESSING

All records must
have a value.

Derived from
Personnel Category
and on Reserve the
reserve type

SUEE

The Personnel
Category, Service,
skill type contract
type and reserve
type for each person
are used to derive
the SUEE.

AFFECTS EAS
PROCESSING

All records must
have a value.
Cannot be NULL
{(BLANK).

Verify that the
person’s Personnel
Category, skill type
and Service are
correct.

Assigned FTE

AFFECTS EAS
PROCESSING

Can contain NULL
(BLANK) values.
Only used for
Active Duty and
Civilian Derived
from number of
days assigned to
organization

If Duty Indicator =
BRD, this should be
NULL (BLLANK)

1. HR: People form >
Organization

2. People form >
“Assignment” button >

Assignment
Status

Assignment states is
taken from the
assignment screen

AFFECTS EAS
PROCESSING

All records must
have a value.

Assignment screen
- slatus

People form>"Assignment

Note: This workbook displays the Personnel Assignments and related information used

when creating the Assigned FTE records for the EAS output file. The Assigned FTE column
of the report shows the calculated Assigned FTE. The calculation only applies to employees

that meet the criteria for assigned FTE calculation. For example all employees with a duty
indicator of *“BRD™ will not include an Assigned FTE value.

Note: The report may include multiple assignments for an employee if the employee
assignment was updated during the monthly reporting period. You can identify a specific
assignment using the Asg Start Date and Asg End Date columns of the report. Before you
run any of the other EAS Audit reports, log into the DMHRSi application and enter the
values that were determined 1o be incorrect or missing during the analysis above.
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EASIV Summary View and Project View Reports

Summary
v

The EASIV Interface extracts and summarizes DMHRSi human resource and labor cost
information and calculates full time equivalency information for cach Parent DMIS 1D and all of
it’s children DMIS IDs within the Parent DMIS IS hicrarchy. The Interface formats the output
for import into EASIV. This report summarizes the EASIV Interface data.

The report shows everyone that has charged man-hours to your project. It includes the hours,
broken down by task charged, and the cost of those hours. You can run this report at anytime
during the month but remember, your final analysis should happen once all timecards have been
accounted for. NOTE: Timecards enter arc imported overnight so if you enter a timecard today,
you need to wait until tomorrow for them to go through the system. Also, you must run
distribute labor before hours have cost applied. Once all timecards are entered, your final
EASIV Summary View Report should be put in your DMHRSi monthly folder so you can use it
for data queries. Save the entire report.

Warning

The COTS Oracle HRMS and Discoverer applications have a sceded functionality that allows
information 1o be viewed on-line. When this information is viewed on-line, it is not subject to
the FOUO marking requirements. This sceded functionality also allows the user to export the
information from the applications to Microsoft Excel. Once this information is exported, it is
subject to the FOUO requirements.

Because this Export functionality is a COTS functionality that will not be modified, it becomes
the responsibility of the end user to ensure that the FOUO requirements are fulfilled. This
will be accomplished once the end user adds “FOR OFFICIAL USE ONLY™ to the Header
and Footer of the document. Following this procedure will ensure that anytime the
document is printed, the FOUO markings will accompany the data.
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1. Log into Discoverer Vicwer using this URL.:
https://dmhrsidisco.csd.disa.mil/discoverer/viewer. Enter your User Name and Password.
(Do not change the database). Click Go.
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3. Scroll down until you find LCA EASIV Audit Reports. Click on the + sign. This will
display all reports. Click on the “EASIV Summary View Report”
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4. Enter your parameters. Example: Year — 2006, Month - 04, DMIS 1D 0032. If you want
to see everyone that has charged time to your project, put % in the SSN Like field. If you
want to see the results for one employee, type in their SSN. Click Go.
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5. Click “YES”.
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5. Once the query has completed, export the information by clicking on “Export” located on
the left side.
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6. Choose the cxport type. I'll choose Excel. Once you’ve chosen your export type. click
“Export™ located on the right.
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7. On this screen, click on the button “Click to view or save”
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8. Click on “Save”.
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1. Click Enable Macros. NOTE: Your security setting in Excel must be set to medium
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13. The following is a list of the ficlds on the report, where the information comes from and
whether or not it affects your EASIV Interface file (the file imported into EASIV each
month).

Dmis 1d — Displays the DMIS ID you used to run the report — affects EASIV Interface
file. Only listed once on the report.

Month - Displays Month uscd to run the report - affects EASIV Interface file. Only
listed once on the report.

Year - Displays Year used to run the report — affects EASIV Interface file. Only listed
once on the report.

Parcnt DMIS ID - Displays the Parent DMIS D of the task charged - affects EASIV

Interface file.

Uic — Unit Identification Code — Comes from the UIC field on the organization to
which the employee is assigned on the assignment screen. This should only be blank for
employees borrowed to your facility (example: Reservists). The screen shot below
shows where, on the organization field, this data element is pulled from. - Does not
affect EASIV interface file,
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Fcc — Comes from the FCC field on the task you charged time to. If you charge a leave
task. since leave goes back to the organization assignment on the HR record, that’s where
the FCC comes from. Screen shot below shows where the FCC is located on the
organization. Does not affect the EASIV Interface file.
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Supe - Service Unique Program Element. The SUPE depends on the Task Service Type
and the Borrowed and Loaned Status or Duty Indicator of the Employee. If the Service
Type of the task on the expenditure item is AVAILABLE and the status of the Duty
Indicator is BRD or N/A, the SUPE is selected from the TASK SUPE. If the Service
Type of the task on the expenditure item is AVAILABLE and the status of the Duty
Indicator is LND, the SUPL is selected from the People Group Org SUPE. If the Service
Type of the task on the expenditure item is NON-AVAILABLE, it is selected from the
ORGANIZATION. Does affect the EASIV Interface File.

National Identifier — Employee’s social security number listed on their personnel record.
Does not affect the EASIV interface file.

FFull Name - Name as displayed on the personnel record. Does not affect the EASIV
interface file.

Employee Number - Assigned by the system, located on the personnel record. Does not
affect the EASIV Interface file.

Emp Assign Stant Date - Taken from the personnel record, assignment screen. Affects
the EASIYV interface file. How? The assignment start date must be within the month
you are processing for the employee man-hours to show up in the EASIV interface file.

Emp Assign End Date — Taken from the personnel record, assignment screen. Affects
the EASIV interface file. How? The assignment end date must be within the month
you arc processing for the employee man hours to show up in the EASIV interface file.

Emp Assign Organization Name - This is the organization shown on the employces HR
record. the assignment screen. Affects the EASIV interface file. How? The
organization listed on the assignment screen determines where the non-available time and
assigned FTE is charged and whether or not an assigned FTE is calculated. Site HR staff
should never change the organization assignment and a local organization should never
be the organization assignment.

Emp Asg Uic — This information comes from the organization on the assignment screen.
The UIC is pulled from the location listed on the organization. Affects the EASIV
interface file. How? Non-available time is charged back to the organization on the
assignment screen. The UIC for the EASIV interface file is pulled from this field. You'll
see this field blank or different from your facility UIC when employecs have an
organization assignment outside your facility.

Emp Asg Org Dmis Id - Pulled from the Organization ~ Others - Army 1.CA Codes -
DMIS ID. Affects the EASIV interface file. How? Non-available time is charged back
to the organization on the assignment screen. The DMIS for the EASIV interface file is
pulled from this field. You’ll see this field blank or different from your facility UIC
when employces have an organization assignment outside your facility.
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Emp Asg Parent Dmis Id — Pulled from the Organization — Others — Army LCA Codes -
Parcnt DMIS ID. Affects the EASIV Interface file. How? Non-available time is
charged back to the organization on the assignment screen. The Parent DMIS ID for the
EASIV interface file is pulled from this ficld. If the parent DMIS ID on the assigned
Organization does not match the parent DMIS ID on the task charged, the duty indicator
will be BRD and an assigned FTE will not be calculated.

Emp Asg Fcc - Pulled from the Organization - Others - Army LCA Codes — FCC.
Effects the EASIV Interface file. How? Non-available time is charged back to the
organization on the assignment screen. The FCC for the EASIV interface file is pulled
from this field.

Emp People Grp Org Name - Comes from the group on the employee assignment screen.
Docs not affect the EASIV interface file,

People Group Org Dmis [d - Pulled from the Organization screen. An organization can
be uscd for both the organization and group on the assignment. The exception is local
organizations which should never be the organization list on the assignment screen. This
field comes from the DMIS ID on the organization listed as the group assignment. Does
not affect the EASIV interface file.

People Group Uic — Pulled from the assignment screen, the organization listed as the
group assignment. Dos not affect the EASIV interface file.

People Group Parent Dmis Id - Pulled from the assignment screen, the organization listed
as the group assignment. Does not affect the EASIV interface file.

People Group Fec — Comes from the FCC located on the organization listed on the
assignment screen as the group. Does not affect the EASIV Interface file.

Pcople Group I.oaned Time Fec ~ Comes from Others — Army LCA Codes located on the
organization listed as the group on the assignment screen. Affects the EASIV Interface

file. How? When someone is loaned to another facility, this FCC is the one the hours are
charged to in the EASIV file at the loaning facility. Should always be FCDA.

Pg_Supc — Comes from the Others — Army 1.CA Codes located on the organization listed
as the group on the assignment screen. Affects the EASIV Interface file. See above.
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Person Type Id — Values 123=Contractor: 142=Volunteer; 143=Civilian; 144=Active
Duty; 145=Reserve; 146=Guard; 147=1.ocal National. Indirectly affects the EASIV
Interface file. The Person type listed on the HR record determines this field value. That
person type determines which rules the system uses in EASIV processing,.

Service — Pulled from the Person screcn on the HR assignment in the flex field. Does not
affect the EASIV Interface file.

Grade - Pulled from the person screen on the HR assignment in the flex field on Military
and Civilian Employces. Affects the EASIV Interface file. Military employees receive
cost based on their grade listed here.

Contractor Type — Pulled from the person screen on the HR assignment in the flex ficld.
Values are: RS=Resource Sharing (Army currently not using); NS=Non-Services
Personnel (this is the largest group of your contractors); SC=Scrvice Contractors
(Contractors occupying an authorization/requirement on your TDA). Affects EASIV
Interface file. SC Contractors calculate an assigned FTE — NS Contractors do not.
Contractor type determines many of the data elements.

Local National Type — Pulled from the person screen on the HR assignment in the flex
ficld. Values are: D=Dircct Hires; I=Indirect Hires; F=Free Receipts. Affects EASIV
Interface file for overseas sites (Germany, Japan, and Korea). This value determines
many of the data clements.

Reserve Type ~ Pulled from the person screen on the HR record.

Values are: A=Activated; I=IMA; R=ROTC; S=SELRES (Rescrve personnel in drill
periods and annual training; T=TAR. Affects the EASIV Interface file. Reserve type
determincs several of the data clements.

Foreign Military - Pulled from the person screen on the HR assignment in the flex ficld.
The list of values is N=No or Y=Yes. Can be left blank if it does not apply. Affects the
EASIYV Interface file. Foreign military flag Y or N determines many of the data
elements.

Non Dod Civilian — Pulled from the person screen on the HR assignment in the flex field.
The list of values arc N=No or Y=Yes. Can be left blank if it docs not apply. Affects
the EASIV Interface file. N (or blank) or Y determines several of the data elements.

Country - Pulled from the Location on the organization. Affects the EASIV Interface
file. The country code affects several of the data elements.

Thesrr — Not an Army field. Should remain NULL.

116





Skill Type — Pulled from the HR record, the assignment screen. It’s located in the flex
ficld. Affects the EASIV Interface file.

Skill Type Suffix — Pulled from the HR record, the assignment screen. It’s located in the
flex ficld. Affects the EASIV Interface file.
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Commercial Act Reas — Not used. Should be NULL.

Suoc - Military/Civilian (GS, WG, eic) are taken from the person screen, extra
information. Affects EASIV Interface file. All civilian/military personnel must have a
valid code in this ficld. See location of this code below:
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SUOC Volunteers/Contractors — Taken from the Job ficld on the assignment
screen. Affects EASIV Interface file. All volunteer/contract personnel must
have a valid service occupation code in this field. Sce location of this code

below:
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Project Type — This data element is pulled from the project information that you entered
when you established your pl‘O_]CCl Does not affect EASIV lnterface file. Sec below:
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Personnel Category — System converts the person type found on this screen to
X=Contractor, C=Civilian (GS, WG, etc), E=Enlisted, 0=Officer, _V=Vol_unteer.
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Project No — Pulls this data from the project screen that you filled out when you
established your project. It’s the project number associated with the task charged. Does
not affect the EASIV Interface file.

Project Name — Pulls this data from the project screen that you filled out when you
established your project. The report pulls the project name associated with the task
charged. Does not affect the EASIV Interface file.

Task Number — Displays the task number that the hours were charged to. Affects the
EASIV Interface file. See below:

Task Name — Displays the task name that the hours were charged to. Affects the EASIV
Interface file. Sce below:

Task Uic — Displays the UIC of the task charged. Affects the EASIV Interface file.

Task Service Type — Displays the task service type (available/non-available). Affects the
EASIV Interface file. Sece below:

Task Dmis Id - DMIS associated to the task charged. Affects the EASIV Interface file.

Task Fcec - FCC listed on the task charged. Affects the EASIV Interface file. Sce
below:

Task Supe — Service Unique Program Element. Affects the EASIV Interface file. See
below:
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Project Parent Uic — Pulled from the Project associated with the task charged. Does not affect
the EASIYV Interface file.

Project Parent Dmis 1d — Pulled from the project associated with the task charged. Does not
affect the EASIV Interface file.

Source Of Funds — Always D for Direct. Affects the EASIV Interface file.

Duty Indicator ~ Calculated IAW the DolD_CONS_PERS_TYPE table located on the AMPO
web page under the DMHRSi tab. Affects the EASIV Interface file.

Bsl - Calculated IAW the DoD_CONS_PERS_TYPE table located on the AMPO web page
under the DMHRSIi tab. Affects the EASIV Interface file.

Suee — Calculated IAW the DoD_CONS_PERS_TYPE table located on the AMPO web page
under the DMIHRSi tab. Affects the EASIV Interface file.

Avail Sal Exp SUM - The sum of all Expenditure item Raw Cost from the EASIV view where
the Service Type of the task is “available™ for all person types. Affects the EASIV Interface
file.

Non Avail Sal xp SUM - The sum of all Expenditure Item Raw cost where the Service Type of
the task is “non-available™ for Person Types “Active Duty™, “Civilian™, and "*L.ocal National™.
Affects the EAS IV Interface file.

Avail Hours SUM — The sum of AVAIL HOURS frm the EASIV View for all Person Types.
Does not include expenditure items where the hours and raw cost both arc zero. Affects the
EASIYV Interface file.

Non Avail Hosp Sick Hours SUM - The sum of the NON_AVAIL_SICK_HOSP FTE from the
EASIV view for Active Duty, Civilian Person and Local National types only. Affects the
EASIV Interface file.

Non Avail Leave Hours SUM — The sum of NON_AVAIL_LEAVE_HOURS from the EASIV
view for Active Duty, Civilian and l.ocal National person types only. Affects the EASIV
Interface file.

Non Avail Oth Hours SUM - The sum of NON_AVAIL_OTH_HOURS from the EASIV view
for Active Duty, Civilian Person and Local National types only. Affects the EASIV Interface
file.
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Determining Timecard Statuses 

Top of Form

Quick Link 

Bottom of Form

Reference: DMHRSi Glossary List

[bookmark: ZZZ_TUT_1]Scope

This procedure covers the process for running the Missing Timecards Report and the DoD and Batch Timecard Status Report via the DMHRSi application or the Timecard Status Report through Discoverer. 

The Missing Timecard Reports through DMHRSi allows you, the user, to:

· To identify those timecards not yet submitted. 

· To run the report for all organizations within your facility or individual organizations. 

· To run a report for an individual Supervisor. 

· To run a report for an individual Employee. 

The DoD and Batch Timecard Status Report through DMHRSi allows you, the user, to:

· Have the ability to export data from DMHRSi. 

· Enter parameters for the report that will be based on the user’s security profile. 

· Select timecard data with Date Ranges, Organization Parent DMIS ID, Group Parent DMIS ID, and Group Name. 

· Have the ability to report off multiple pay periods. 

· Have the ability to include all Payrolls (time is collected in weekly (when batched), bi-weekly, and monthly intervals), regardless of time entry frequency, should be returned based upon parameters. 

· Report Dual Component Assignment Details (the assignment details on the report should be returned based upon the person type defined in the timecard for each payroll period).   

· Report Null or unsubmitted timecards (For individuals with null (or unsubmitted) timecards, report should be returned with pay period dates and the status of “not submitted.” 

· Distinguish between assignment types, allowing the user to distinguish between primary, secondary, and/or reserve guard assignments. 

· Have the Ability to identify time reporting requirements. 

· Define the Assignment Category (assist the user in being able to distinguish between full time regular and GME/GDE). 

· Identify who entered time (i.e. submitter name, using timecard entry or created by through pre-approved batch entry).   

· Prevent the user from entering incorrect dates.    

· Report Reserve or Guard (Single component) employees. 

· Report the same output as EASIV (all records should match when comparing the population against EASIV).  

· Report Assignment Details:  The Timecard status should be returned based on the assignment details on the last day of the pay period.  If there are multiple assignment records within the start and end date of the timecard period, all attributes should be returned as the timecard period end date. 

The Bi-Weekly Timecard Status Report through Discoverer allows you, the user, to:

· Simultaneously run the report for more than one organization within your facility or individual organizations. 

· Run a query to include the Parent Organization and their subordinate organizations and to include multiple time periods. 

· Run timecard status report over multiple time periods.  As a result, individuals may have more than one row, representing each timecard which falls within the reporting period.  The requested period is displayed at the top of the report, and the actual date is displayed in the rows.  A timecard is included in the report if any of the portion time falls within the report requested dates. 

· If you desire a requested “Timecard Period,” make sure the report start and end dates match the timecard period exactly.  The report will not show additional rows for missing timecards if at least one timecard exits within the requested reporting period.  If you request a period that covers two timecard periods and the employee has only one timecard, it will simply show one timecard.  If both timecards are missing, one timecard will be displayed with blank fields for the timecard data. 

· Run a report for an organization and all its subordinate organizations.  You must enter or select the EXACT parent organization from the list of values.  Wildcards are NOT permitted. 

· This report was designed to produce detailed information of an individual's timecard status.  It displays the employee’s Name, SSN (4), Title/Rank, Service, Organization, People Group, Supervisor, Time Approver, Approval Status Start Time, and End Time.   

[bookmark: ZZZ_TUT_2]Policy

The Missing Timecards Report should be run at the close of business bi-weekly on Mondays (or on Tuesday, if Monday falls on a Federal holiday).

[bookmark: ZZZ_TUT_3]Responsibility

Responsibilities within DMHRSi are "Role" based.  All roles are responsible for monitoring self service worklist and notifications.  Refer to Manage Your Worklist.  Your Role is defined by your assignment within your organization and reflects your security levels within DMHRSi.  The following roles may be assigned to any individual within an activity responsible for completing the following:

The DMHRSi Subcommittee is responsible for ensuring that the Policy and Responsibilities set forth in this document are consistent with Service policy and/or guidance.  

The DMHRSi Project Office is responsible for ensuring that the tasks defined are consistent with actual application functionality.

The LCA Specialist is responsible for running weekly missing timecard reports.  

The LCA Manager is responsible for the identification of inaccuracies and making necessary corrections and/or adjustments.

The LCA Timekeeper Specialist is responsible for verifying that all employees have submitted timesheets and all submitted timesheets have been approved.

The Supervisor is also responsible for verifying that all employees have submitted timesheets and all submitted timesheets have been approved.

[bookmark: ZZZ_TUT_4]Distribution

DMHRSi Configuration Control Board

DMHRSi LCA Exceptions Manager

DMHRSi Project Office

DMHRSi Sub-Committee

LCA Manager

LCA Specialist*

LCA Timekeeper Specialist*

Supervisor*

[bookmark: ZZZ_TUT_5]Ownership

The DMHRSi Configuration Control Board is responsible for this document.  Changes to this document must follow the DMHRSi Configuration Management Process with final approval authority being the DMHRSi Configuration Control Board.

[bookmark: ZZZ_TUT_6]Activity Preface

All hours for the week and/or month must be submitted, approved, and imported into the Projects tables.  Refer to Documenting and Submitting Time: Create a Timecard; Documenting and Submitting Time for GME or GDE Program Students; and Submit Time via Pre-Approved Batches.

Log on to DMHRSi by typing in your assigned User Name and Password.  If you do not have an assigned account, please contact your Site Application Administrator (SAA).  

Since all entered data is case sensitive, turn the "CAPS LOCK" on now.  

[bookmark: ZZZ0001][bookmark: ZZZ_TUT_7]LCA Timekeeper Specialist 

[bookmark: ZZZ0002]1. Verify that all employees have submitted timesheets and that all submitted timesheets have been approved.

Refer to Manage Your Worklist.  

[bookmark: ZZZ0003]LCA Specialist

[bookmark: ZZZ0004]If running the Bi-Weekly Timecard Status Report via Discoverer Navigator, goto task #23. Otherwise, goto task #2.

[bookmark: ZZZ0005]Goto task #10 to run the DoD Batch Timecard Status Report.

[bookmark: ZZZ0006]2. Start the task using the "[Service] LCA Specialist" responsibility. 

Note:  This task may also be accomplished using a “[Service] LCA Manager" or the "DMHRSi LCA Exceptions Manager" responsibility.   

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image002.jpg]

· Select the "Submit Process and Reports" option under the Process and Reports node to open the "Submit a New Request" form. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image004.jpg]

The "Single Request" option is highlighted by default.

· Click the "OK" button. 

The "Submit Request" form is displayed.  

[bookmark: ZZZ0007]If running the DoD and Batch Timecard Status Report, goto task #10.  Otherwise, goto task #3 to run the Missing Timecards Reports.

[bookmark: ZZZ0008]3. Identify missing timecards.

On Monday morning, at the end of each timecard period (or Tuesday, if Monday falls on a Federal holiday), run the "Missing Timecards Report" to identify those timecards that have not been submitted.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image006.jpg]

· Type "%missing%" in the "Name" field and press the [TAB] key.  

· You can also click the LOV icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image008.jpg]] to the right of "Name" field to open the "Reports" find form.  Type "%missing%" in the "Find" field and click the "Find" button to narrow the search.  

· Select: “Missing Timecards Reports" from the list and click the "OK" button. 

The "Name" field will populate with "Missing Timecards" and the "Parameters" form will open.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image010.jpg]

[bookmark: ZZZ0009]4. Enter parameters.

· Enter From Date: 

· Click in the "From Week Ending Date" field and enter the date for the Sunday of the desired "From" week in DD-MON-YYYY format (Example: 19-JAN-2003). 

· Enter To Date: 

· Click in the "To Week Ending Date" field and enter the date for that Saturday of the desired "To" week in DD-MON-YYYY format (Example: 25-JAN-2003). 

· Enter Define Missing: 

· Click the cursor in the "Define Missing” field and then, click the LOV button to display the "Define Missing” find form. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image012.jpg].

· Select "Req. and status not equal to Approved."  This is highlighted by default. 

· Click the OK button. 

· Enter Application:  LEAVE THIS FIELD BLANK.  DO NOT ENTER DATA IN THIS FIELD. 

· Enter the Organization Name: 

Note:  If you want to run the report for all organizations within your facility, leave the organization name blank. 

· If you want to run the report for an individual organization within your facility, click the cursor in the "Organization Name" field and enter the full (or partial value) for the Organization Name and press the [TAB] key. 

· If you would like to see a list of values, click in the Organization Name field, hold down the [Ctrl] key on your keyboard and press the "L" key. 

The "Organization Name" find form opens.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image014.jpg]

· In the "Find" field, enter part of the organization name followed by % wildcard.  Use the slide bar on the right hand side of the form to scroll through the list of Organization Names.  Use the up and down arrow keys on your keyboard to move between names. 

· Select an Organization Name by clicking on the name.  Then click the "OK" button to return to the "Parameters" form. 

The "Organization Name" field will be populated.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image016.jpg]

· Optionally enter Location:  

· If you would like to see a list of values, click in the Location Name field.  Hold down the [Ctrl] key on your keyboard and press the "L" key. 

· In the "Find" field, enter the UIC/Parent Unit followed by % wildcard.  Use the slide bar on the right hand side of the form to scroll through the list of Locations.  Use the up and down arrow keys on your keyboard to move between locations. 

· Select a Location by clicking on the name.  Then click the "OK" button to return to the "Parameters" form. 

· Enter Payroll Assignment Set:  LEAVE THIS FIELD BLANK.  DO NOT ENTER DATA IN THIS FIELD. 

· Enter Person Type: 

· Click the cursor in the "Person Type" field and then click the LOV icon to open the "Person Type" find form. 

· Select EMPLOYEE from the list of values 

· Click the “OK” button. 

Note:  If you want to further limit the report output, optionally enter a "Supervisor Name,” "Person Name," or the "Person Number.”

· Optionally enter a "Supervisor Name." 

· Optionally enter a "Person Name.” 

· Optionally enter a "Person Number.” 

· Enter Assignment Type:  Defaults to Active. 

· Enter Supplier:  This field is not used in DMHRSi. 

· Enter Sort option one:  

· Click the cursor in the "Sort Option One" field and then click the LOV button to display the "Sort Option One" find form. 
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Note:  Once data has been entered in the "Sort Option One" field, the Sort Option Two field will display "up to Sort Option Four."  This allows sorting the report in many different ways. These fields are optional.

· Click the “OK” button. 

The "Submit Request" form will be opened with the supplied information.
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[bookmark: ZZZ0010]5. Submit the Missing Timecards Report.

· On the "Submit Request" form, click the "Submit" button.  

The "Requests" form is displays with the request in "Pending" phase.
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Note:  Click the "Refresh Data" button to refresh the "Phase" field.

[bookmark: ZZZ0011]6. View the Missing Timecards Report.

· Click the "Refresh Data" button to refresh the status of the programs.  Continue to click on the "Refresh Data" button until the status changes to "Complete.” 

· Highlight the "Request ID" for the desired report and click the "View Output" button. 

· Review the "Report: Request ID - ###" form containing the missing timecards report. 

· Close the "Report: Request ID - ###" form by clicking the "X" on the upper right hand corner of the form.  You will return to the "Requests" form. 

[bookmark: ZZZ0012]7. Close the forms.

· Select File > Close Form from the menu. 

You will return to the main screen, Navigator.

[bookmark: ZZZ0013]If there are missing timecards, goto task #9.  Otherwise, goto task #8 to end.

[bookmark: ZZZ0014]8. Exit the Oracle Application.

· Select File > Exit Oracle Applications from the menu. 

[bookmark: ZZZ0015]End of activity.

[bookmark: ZZZ0016]9. Notify the workcenter Timekeeper/Supervisor of the missing timecards so that they may work with the employee to get timecard submitted and approved.

[bookmark: ZZZ0017]End of activity.

[bookmark: ZZZ0018]10.    Run the DoD Batch and Timecard Status Report.

Warning:  This task may only be accomplished using a “[Service] LCA Specialist," “[Service] LCA Manager," or the "DMHRSi LCA Exceptions Manager" responsibility.   

· Click in the "Name" field of the "Run This Request” form.  Enter “DoD” followed by a percent wildcard (DoD%) in the “Name” field and press [TAB] key to open the "Reports" form.   

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image024.jpg]

Note:  You can also click the LOV icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image008.jpg]] to the right of the "Name" field to open the "Reports" find form.  Type "DoD%" in the "Find" field and click the "Find" button to narrow the search.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image026.jpg]

· Select “DoD Batch and Timecard Status Report” from the list. 

· Click the "OK" button. 

The “Parameters” form displays.
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[bookmark: ZZZ0019]11.    Enter the report “Parameters.”

Warning:  This report SHOULD NOT be run for timecard periods that extend over 31 days.

· Enter the Reporting Period Start Date(Required): 

· Click in the “Reporting Period Start Date” field and enter the date for the desired reporting Period in DD-MON-YYYY format (Example: 15-SEP-2006). 

Note:  The end date must be greater than the start date.   The report should provide the user with the ability to query time collection data within a date range.  For example, if the end user enters the date range of 15-SEP-2006 through 15- OCT-2006, timecard information for the following pay periods should be returned:

· September 03, 2006 – September 16, 2006 

· September 17, 2006 – September 30, 2006 

· October 1, 2006 – October 14, 2006 

· October 15, 2006 – October 28, 2006 

· Each employee should have at least one line returned per pay period, unless the employee is of dual component, where no more than two lines should be returned depending upon their organization details.  If no timecard entry exists for the payroll period, the timecard should be returned with a status of “Not Submitted.” 

· GME and GDE records should be returned based on the date range that has been entered as a parameter.   In the scenario described above where end user enters a date range of 15-SEP-2006 through 15- OCT-2006, monthly timecard information for the months of September and October should be returned. 

· New employee records should only be returned for active payroll periods.  For example, if the employment start date is September 15, 2006, and the end user enters a date range of 15-SEP-2006 through 30- OCT-2006, timecard information for the new employee’s pay periods should be returned: 

· September 03, 2006 – September 16, 2006 

· September 17, 2006 – September 30, 2006 

· October 1, 2006 – October 14, 2006 

· October 15, 2006 – October 28, 2006 

· For terminated employee records, timecard periods should be returned for active payroll periods.   For example, if the employment end date is 20-Sep-2006, and the end user enters a date range of 01-SEP-2006 through 30- SEP-2006, timecard information for the following pay periods should be returned: 

· August 20, 2006 – September 02, 2006 

· September 03, 2006 – September 16, 2006 

· September 17, 2006 – September 30, 2006 

· If there are multiple assignment records with in the start and end date of the timecard period, the latest active assignment details available for that pay period should be returned.    For  Example, if a time period beginning and end date is September 03, 2006 – September 16, 2006 and an employee was given a people group change on September 13, 2006, the supervisor values effective September 16, 2006 should be included in the report. 

· Enter the Reporting Period End Date (Required): 

· Click in the “Reporting Period End Date” field and enter the end date for the desired reporting Period in DD-MON-YYYY format (Example: 15- SEP-2006). 

Warning:  In addition to the start and end date, at least one of the below parameters must be entered in order for data to be returned.

Warning:  The user must enter a single DMIS ID in the ORG Parent DMIS ID and the Group Parent DMIS ID fields.  Partial values like “003%” or multiple values like “0032, 0039” will NOT produce output.

· Enter the Org Parent DMIS ID (Optional): 

· Click in the “Org Parent DMIS ID” field and enter the Organization parent DMIS ID (Org Parent DMIS ID allows you to enter the DMIS ID of the Parent department/facility you wish to report). 

· Enter the Group Parent DMIS ID(Optional): 

· Click in the “Group Parent DMIS ID” field and enter the group parent DMIS ID (Group  Parent DMIS ID allows you to enter the Group Parent DMIS ID of the department/facility you wish to report). 

· Group (like) (Optional): 

· Click the "OK" button.  Enter a partial value in the Group Like field (e.g.79%).  Do NOTenter multiple values (e.g. 79%, W%). 

The "Submit Request" form will open and display the requested information.
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· Review Remaining Information. 

Note:  DO NOT change the defaults.

· Language:  The Language field will default to "American English.” 

· At these Times: 

· The Run the Job field will default to "As Soon As Possible.” 

· Upon Completion: 

· Leave the "Notify" field blank. 

· “Print to” defaults to “noprint” (accept the default). 

· On the "Submit Request" form, click the "Submit" button. 

The "Requests" form is displayed and the request is in the "Pending" or “Running” phase.
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· Click the "Refresh Data" button to refresh the status of the programs.  Continue to click on the "Refresh Data" button until the status changes to "Completed." 

[bookmark: ZZZ0020]12.    View the DoD Batch and Timecard Status Report.
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· Highlight the "Request ID" for the desired report and click the "View Output" button. 

Note:  The concurrent program output report displays the “DoD Batch and Timecard Status Report.” 

Warning:  If no data was returned in the “View Output,” refer to the “View Log” to determine the issue for lack of data being returned.
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Note:  If you are going to save this file to your hard drive to print at a later date, change the “Font Size” to 6 or 8 so the report will fit on one page.

[bookmark: ZZZ0021]13.    Copy the File and Save it to your Personal Computer’s Hard Drive.

· Select "Tools"> “Copy File" from your toolbar. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image038.jpg]

The output file is presented in a separate browser window in HTML format.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image040.jpg]

Select the File > “Save As” from the menu bar to save the output file to your Personal Computer’s Hard Disk Drive.
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The “Save Web Page” screen will display.
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· Select a directory from the “Save in:” drop down list: 

· File name:  The file name auto populates.  Enter a unique file name or accept the default file name in the File Name field. 

· Save as type:  Select "Text File" from the list of values. 

· Encoding:  Accept the default setting. 

· Press the “Save” button to save the file. 

· Close the HTML form and you return to the Report you request. 

· Close the "Report" form and return to the "Requests" form. 

Warning:  The “DoD Batch and Timecard Status Report” is in a comma delimited format.  You must save as a text file but open using Excel.  To preserve the file, you will need to change from a comma to a semicolon when formatting the file.

[bookmark: ZZZ0022]End of activity.

[bookmark: ZZZ0023]14.    Format the “DoD Batch and Timecard Status Report.”

· Open Excel. 

· Select “File”> “Open” from your toolbar. 
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[bookmark: ZZZ0024]15.    Find and open the text file that you saved. 
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· Click the LOV drop down menu in the “Files of type” field. 

· Select “Text Files” from the list of values to display your “Text” files. 
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· Select the file you wish to import to Excel. 

· Click the “Open” button. 

The Text Import Wizard opens and displays the “Text Import Wizard – Step 1 of 3” screen.
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Note:  The “Text Wizard” has determined that your data is "Delimited."

Accept the defaults.

· Click the Next> button to open the “Text Import Wizard – Step 2 of 3” screen. 
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· Check the Semicolon box. 
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The DoD Batch and Timecard Status Report now displays the following column Headings:

· Full Name:  Displays the employee’s full name from the “Person” form. 

· Employee Number:  Displays the employee’s number from the “Person” form. 

· Title Ranking:  Title/Rank displays employee title found on the “People” form. 

· Service:  Displays the Service found in the “Personal Additional Details” DFF on the “People” form. 

· Organization:  Displays the “Organization” found in the employee’s “Assignment” record. 

· Group:  Displays the “People Group” found in the employee’s “Assignment” record. 

· Location:  Displays the “Location” found in the employee’s “Assignment” record.  

· Supervisor:  Displays the “Supervisor” found in the employee’s “Assignment” record. 

· Timecard Approver:  Displays the Timecard Approver from the organizational details “Time Management” for the employee’s “Group” found in the employee’s “Assignment” record. 

· Person Type:  Displays the employee’s “Person Type” defined in the “Person” form. 

· Component Person Type:  Displays the employee’s “Component Person Type” defined through the “Timecard Entry” form. 

· Assignment Status:  Displays the “Assignment Status” defined in the employee’s “Assignment” record. 

· Assignment Category:  Displays “Assignment Category” found in the employee’s “Assignment” record. 

· Submitter User Name:  Displays the submitter’s name for the timecard entry or batch entry for submitted time. 

· Timecard Status:  Displays the “Timecard Status,” (null = not submitted status.  Other statuses include the following:  approved, rejected, working, and submitted). 

· Time Period Start Date:  Displays the Timecard Period Start date. 

· Time Period End Date:  Displays the Timecard Period End date. 

· Organization APC:  Displays the Army Organization APC. 

· Group APC:  Displays the Army Group APC. 

· Expenditure Ending Date:  Displays the Pre-Approved Batch End Date. 

· Batch Name:  Displays the Pre-Approved Batch Name. 

· Click the Next> button to open the “Text Import Wizard – Step 3 of 3” screen. 
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· Click the “Finish” button. 

The file is imported into Excel.
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Warning:  All reports, folder views, and screen prints generated through DMHRSi (currently in use or future use) must be modified to include the required FOUO (FOR OFFICIAL USE ONLY) marking per DoD 5200.1R, paragraphs AP3.2.2.2.1 and AP3.2.2.2.2, and JMISO directives.  In order to comply with the above requirements, the end user must add the words “FOR OFFICIAL USE ONLY” on the document.  When this information is viewed on-line, it is not subject the FOUO marking requirements.  The View functionality also allows the user to export the information from the electronic folder to Microsoft Excel.  Once this information is exported, it is subject to the FOUO requirements. Because Oracle Views is a COTS functionality that will not be modified, it becomes the responsibility of the end user to ensure the FOUO requirements are fulfilled.  This will be accomplished through the end user adding (FOR OFFICIAL USE ONLY) to the Header and Footer of the document.  Following this procedure will ensure that anytime the document is printed, the FOUO markings will accompany the data.  The markings MUST be in upper case characters and a bold font.  The top markings will be left justified in the header area and the bottom markings will be right justified in the footer area of the front cover, title, all pages, and back cover of all reports.

[bookmark: ZZZ0025]If FOR OFFICIAL USE ONLY displays on the exported file, goto task #17. Otherwise, goto task #16.

[bookmark: ZZZ0026]16.    Enter the (FOR OFFICIAL USE ONLY) markings to the Header and Footer.

· Select "View"> “Header and Footer” from the toolbar. 
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The “Page Setup” page displays.
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· Click the “Custom Header” button. 
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The “Header” page displays.
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Warning:  The markings MUST be in upper case characters and a bold font.  The top markings will be left justified in the header area and the bottom markings will be right justified in the footer area of the front cover, title, all pages, and back cover of all reports.

· Click on the “Font” icon. 

The “Font” page displays.
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· Select the “Bold” from the Font style list of values. 

· Click the “OK” button. 

The “Header” page displays.
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· Click in the “Left Section” header field. 

· Enter (FOR OFFICIAL USE ONLY) using the following guidelines:  The markings MUST be in upper case characters and use a bold font. 

· Click the “OK” button. 

The “Page Setup” page displays.
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· Click on the “Custom Footer” button. 
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The “Footer” page displays.
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· Click on the “Font” icon. 

The “Font” page displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image078.jpg]

· Select the “Bold” from the Font style list of values. 

· Click the “OK” button. 

· Click in the “Right Section” footer field. 

· Enter (FOR OFFICIAL USE ONLY) using the following guidelines:  The markings MUST be in upper case characters and use a bold font. 

· Click the “OK” button. 
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· Click the “OK” button. 

Note:  To verify, click the Print Preview button.  You will not be able to see the header or footer until you print the report.

[bookmark: ZZZ0027]17.    Save the file.

· From the toolbar, select File> "Save As” to save the output file to your Personal Computer’s Hard Disk Drive. 
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· Enter a “File name.”  The file name auto populates.  Enter a unique file name or accept the default file name in the File Name field. 

· Click the LOV drop down menu in the “Save as type” field. 
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· Select “Microsoft Excel Workbook” from the list of values. 

· Click the "Save" button. 

Note:  To view data in ascending order by date, go to Data > Sort, Sort by Employee Number (first), Sort by Timecard End Date, and lastly by Expenditure End Date.  This will group all the time card and batch entries into sequential groups.

· Close the “Microsoft Excel Workbook.” 

· Close "Excel.” 

[bookmark: ZZZ0028]Supervisor or LCA Timekeeper Specialist

[bookmark: ZZZ0029]18.    Contact individual(s) with missing timecard to resolve discrepancy.

[bookmark: ZZZ0030]19.    Notify the LCA Specialist when discrepancies have been resolved.

[bookmark: ZZZ0031]LCA Specialist

[bookmark: ZZZ0032]Goto task #3 to re-run Missing Timecards Report to verify that discrepancies have been resolved.

[bookmark: ZZZ0033]End of activity.

[bookmark: ZZZ0034]20.    Review the Discoverer “Bi-Weekly Timecard Status Report.”

· Start by accessing Discoverer Viewer from Internet Explorer at the following URL. 

https://dmhrsidisco.csd.disa.mil.

The “DoD Computer System Policy” message displays.
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· Read the policy and click the “OK”button. 

The “DoD Computer System Policy” message displays.
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· Read the policy and click the “OK”button. 

The “U.S. Department of Defense Military Health System, iDENTITY AUTHENTICATION SERVICES message, This Website has been Public Key Enabled” selection page displays.  
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Select one of the appropriate methods of use to access the application.

If you have an active DoD Common Access Card, select: 

· CAC Access:   This will validate the use of CAC access to the application. You must have a valid PKI certificate, a trusted PKI Common Access (CA) certificate should be installed, and CAC middleware must be installed and configured properly on your work station (only applicable if you are using a DoD common access card). 

If you do not have a DoD Common Access Card or if your card is not functioning properly, select:

· If you don’t have a CAC, click here:  If you do not have a CAC Card or if your CAC card is not working properly, you can still logon directly by using your Username and Password. 

[bookmark: ZZZ0035]If validating your CAC card, goto task #21. Otherwise, goto task #22.  To bypass the CAC card, enter your Username and Password directly.

[bookmark: ZZZ0036]21.    Validate your CAC Card to access the application. 
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· Click the “CAC Access” button. 

The “Choose a digital certificate” displays.
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· Select the appropriate certificate. 

· Click the “OK” button. 

The “ActivClient Login” form displays.  
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· Enter your PIN number in the “Pin” field. 

· Click the “OK” button. 

Warning:  If your DoD CAC was not validated, click the back button on the browser to return to the CAC selection page to access the application using the “If you don’t have a CAC, click here” option.

[bookmark: ZZZ0037]Goto task #23.

[bookmark: ZZZ0038]End of activity.

[bookmark: ZZZ0039]22.    Bypass your CAC Card to access the application’s Username and Password.
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· Click the “If you don’t have a CAC, click here” link. 

[bookmark: ZZZ0040]23.    Login to Discoverer Viewer.

The “Discoverer Viewer” page opens.
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· Connect To:  Accept the default “Oracle Applications” from the list of values. 

· User Name:  Enter your DMHRSi Applications User Name. 

· Password:  Enter your DMHRSiApplications Password. 

· Database:  Enter the Database as “PROD.” 

· Press the “Go” button. 
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· Start the task using the "[Service] LCA Specialist" responsibility. 

Note:  This task may also be accomplished by using the "LCA [Service] Manager,” or the “DMHRSi LCA Exceptions Manager” responsibility.

· Click the Continue button. 

· The "Workbook" form displays. 

Workbook Result List will be collapsed on your initial entry to Discoverer.

The "Worksheet List" form displays.
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· Open the “Discoverer Workbooks” list by clicking on the “Expand All” link. 
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· Select the workbook based on the column "Name" and “Description” by clicking on its title. 

· Select the “Bi-Weekly Timecard Status” workbook by clicking on the blue arrow next to the workbook name. 
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Listed are the worksheets within the workbook you have opened.  

Note:  Refer to the “Notes” worksheet link for helpful hints on how to apply the parameters.

· Select the “Bi-Weekly Timecard Status” from the available worksheets. 

The “Bi-Weekly Timecard Status Report – Bi Weekly Timecard Status” worksheet displays.
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· Report Start Date: This parameter is looking for the “Report Start Date” for the Timecard Status Report.  It allows you to enter the Timecard period that you wish to report. 

Note:  The timecard status report can now run over multiple time periods.  As a result, individuals may have more than one row, representing each timecard which falls within the reporting period.  The requested period is displayed at the top of the report, and the actual date is displayed in the rows.  A timecard is included in the report if any of the portion time falls within the report requested dates.

Note:  If you desire a requested “Timecard Period,” make sure the report start and end dates match the timecard period exactly.  The report will not show additional rows for missing timecards if at least one timecard exists within the requested reporting period.  If you request a period that covers two timecard periods and the employee has only one timecard, it will simply show one timecard.  If both timecards are missing, one timecard will be displayed with blank fields for the timecard data.

· Enter the Date using the DD-MMM-YYYY format (11-JAN-2005). 

· Report End Date: This parameter is looking for the “Stop Time” for the timecard period.  It allows you to enter the Timecard period end date that you wish to report. 

· Enter the Report End Date using the DD-MMM-YYYY format (21-JAN-2005). 
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· People Group Name Like: People Group Name allows you to enter single or multiple people groups (Department) of the individual’s time card that you wish to report. 

Note:  If you would like a report for your entire facility, enter a % wild card in the group,  the exact parent command in the “Parent Organization Equals” field, and enter a “Y” in the include “Subordinates” field.

· Click the “People Group Name” find icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image112.jpg]]. 

The “Search and Select: People Group Name Like” page displays.
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· Search by:  Select a search parameter. 

· Click on the drop down list icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image116.jpg]]. 

· Select search criterion (Recommend “Starts with”). 

· Search for:  Enter the People Group name (or a portion of the name) followed by the “%” wildcard (e.g. 10MDG%, W2MSAA%, 61337%). 
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· Case Sensitive:  Use this check box to specify whether you want to match upper and lower case letters exactly when searching (e.g. when selected, the search term 'New York' would find 'New York', but would not find 'NEW YORK', 'new york', or 'new York').   Recommend that you do not check this box. 

· Click the “Go” button. 

The “Search and Select:  People Group Results” now displays the data that meets your search criteria.
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Note:  If multiple pages of search results exist, use the “Next” [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image122.jpg]] link to advance to the next page of results.

· Select a People group from the list. 
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· Available: 

· Click in the Available section. 

· Click on the people group to highlight your choice. 

Note:  You can select more than one value by pressing the Ctrl key and clicking another value. 
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· Click the “Move” icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image128.jpg]] to move your choice to the “Selected” section. 
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· Click the "Select" button [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image132.jpg]]. 

You are returned to The “Bi Weekly Time Status – Bi-Weekly Timecard Status” displaying your selection.
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· Parent Organization Equals: Parent Organization Equals allows you to enter the Organization of individuals you wish to report. 

Note:  Defaults to DOD BUSINESS GROUP.  Accepting the default will display the hierarchy from the top down.

Warning:  To run a report for an organization and all its subordinate organizations you must enter or select from the list of values the EXACT parent organization.  Wildcards are NOT permitted.

· Click the “Parent Organization Equals” find icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image112.jpg]]. 

The “Search and Select: “Parent Organization Equals” screen displays.
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· Search by:  

· Select a search parameter. 

· Click on the drop down list icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image116.jpg]]. 

· Select search criterion (Recommend “Starts with”). 

· Search for: Enter the People Group name (or a portion of the name) followed by the “%” wildcard. (e.g. 10MDG%, W2MSAA%, 61337%). 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image138.jpg]

· Case Sensitive:  Use this check box to specify whether you want to match upper and lower case letters exactly when searching (e.g. when selected, the search term 'New York' would find 'New York', but would not find 'NEW YORK', 'new york', or 'new York').   Recommend that you do not check this box. 

· Click the “Go” button. 

Search and Select: People Group Name Like now displays the data that meets your search criteria.
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Note:  If multiple pages of search results exist, use the “Next” [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image122.jpg]] link to advance to the next page of results.

· Select a Parent Organization group from the list. 
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· Click the “Radio button” icon [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image144.jpg]] to highlight your choice. 

· Click the "Select" [ [image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO108LC_temp_image132.jpg]] button. 

You are returned to your selection on the “Timecard Status Report – Timecard Status” screen.
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· Include Subordinates (Y or N): 

· Enter “Y” if you want a report for all the subordinates of the organization you entered as the “Parent Organization.” 

· Enter “N” if you want a report for only the organization entered as the “Parent Organization.” 
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· Click the “Go” button. 

The following screen will appear to give you an indication of the progress of the request.
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When the request has been processed and the report is ready, it will be displayed. 
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Explanation of Report Fields

· Title of Report: Bi-Weekly Timecard Status 

· Last Run Date:  Date when the report was last run. 

· Actions: 

· Rerun the query:  Use this link to query the database and display the data for the current worksheet. 

· Save as:  Not  used in Discoverer Viewer. 

· Revert to Saved:  Not used in Discoverer Viewer. 

· Printable Page: 

· Export:  Use this link to export the current worksheet for users to open using other applications.  A number of different formats are available. 

· Send as Email:  Not used in Discoverer Viewerer. 

· Worksheets Options:  You can select display options to use in worksheets. For example, whether to display or hide the worksheet title. 

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

Note:  For detailed instructions on how to generate standard DMHRSi reports, refer to Discoverer Reports on the Web – Instructions for the Discoverer User.

[bookmark: ZZZ0041]24.    Exit Discoverer 4i Viewer.

· Click the "Exit" icon in the upper right corner of the "Worksheets" form. 
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[bookmark: ZZZ0042]End of activity.



[bookmark: TUT_FLOWCHART_1][bookmark: ZZZ_TUT_8][image: Determining Timecard Statuses: Flowchart]



[bookmark: TUT_FLOWCHART_2][image: Determining Timecard Statuses: Flowchart]



[bookmark: TUT_FLOWCHART_3][image: Determining Timecard Statuses: Flowchart]
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EASIV File Transfer

Top of Form

Quick Link 

Bottom of Form

Reference: DMHRSi Glossary List

Reference: LCA Monthly Sequence of Events 

[bookmark: ZZZ_TUT_1]Scope

This procedure covers the interim process for passing a monthly Defense Medical Human Resource System internet (DMHRSi) Expense Assignment System IV (EASIV) output file to the EASIV system. 

This procedure does not cover creation of the EASIV Extract file.  Refer to Create EASIV Extract File.   

[bookmark: ZZZ_TUT_2]Policy

Monthly close processes must be run in accordance with Service Specific Policy and Guidance.  

[bookmark: ZZZ_TUT_3]Responsibility

Responsibilities within DMHRSi are "Role" based.   All roles are responsible for monitoring Self Service worklist and notification.  Refer to Manage Your Worklist.  Your Role is defined by your assignment within your organization and reflects your security levels within DMHRSi.  The following roles may be assigned to any individual within an activity responsible for completing the following:

The DMHRSi Project Office is responsible for ensuring that the tasks defined are consistent with actual application functionality.

The DMHRSi Subcommittee is responsible for ensuring that the Policy and Responsibilities set forth in this document are consistent with Service policy and/or guidance.  

The LCA Specialist is responsible for 

· Creating a copy of the DoD EASIV Extract File output. 

· Providing a copy of the EASIV Extract File output to the Site System Administrator.  This can be accomplished using e-mail, CD, or other electronic means in accordance with site-specific policy. 

· Completing monthly EASIV processing in accordance with Service/site-specific policy. 

The LCA Manager is responsible for ensuring that the monthly EASIV processing is completed in accordance with Service and DoD policy. 

The Site System Administrator is responsible for posting the EASIV Extract File on the shared drive for EASIV processing in accordance with Service/site-specific policy.

[bookmark: ZZZ_TUT_4]Distribution

DMHRSi Configuration Control Board

DMHRSi Maintenance Contractor*

DMHRSi Project Office

DMHRSi Sub-Committee

LCA Manager

LCA Specialist*

[bookmark: ZZZ_TUT_5]Ownership

The DMHRSi Configuration Control Board is responsible for this document.  Changes to this document must follow the DMHRSi Configuration Management Process with final approval authority being the DMHRSi Configuration Control Board.

[bookmark: ZZZ_TUT_6]Activity Preface

This is an interim activity that will be performed monthly upon completion of EASIV processing in DMHRSi.  This process will be replaced by an automated process upon implementation of the web enabled version of EAS. 

You must log on to DMHRSi by typing in your assigned User Name and Password.  If you do not have an assigned account, please contact your Site Application Administrator (SAA).  

Since all entered data is case sensitive, turn the "CAPS LOCK" on now. 

Prior Activity

Create EASIV Extract File.    

[bookmark: ZZZ0002][bookmark: ZZZ_TUT_7]LCA Specialist

[bookmark: ZZZ0003]1.   Copy the EASIV output. 

Start the task using the "[Service] LCA Specialist" responsibility. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image002.jpg]

· Select the "View Requests" option under the Process and Reports node to open the "Find Requests" form. 

The “Find Requests” form opens.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image004.jpg]

· Find the desired request.  

Note:  You can search for your requests using any of the following:

· My Completed Requests – will return all requests submitted using your user ID 

· My Requests in Progress – will return requests submitted using your user ID 

· All My Requests – will return any request you have submitted 

· Specific Requests – allows search to be further narrowed 

· Click on the “Specific Requests” radio button. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image006.jpg]

· Click on the “Name” field and type %EASIV%. 

· Click the “Find” Button. 

Note:  The following fields may also be used to narrow your search:

· Request ID – narrows to a specific request 

· Name – narrows search to specific request name (e.g. DoD EASIV Create File) 

· Date Submitted – narrows search to date request(s) submitted 

· Date Completed – narrows search to date request(s) completed 

· Status – narrows search to the a specific status (e.g. Normal, Error) 

· Phase – narrows search to a specific phase (completed, running, pending, or planned) 

· Requestor – narrows your search to one requestor (used if your responsibility has access to report for multiple requestors - such as a system administrator) 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image008.jpg]

· Highlight the "Request ID" for the desired report and click the “View Output” button. 

Note:  The concurrent program output report displays the EASIV Extract file.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image010.jpg]

· Copy and Save the Output File. 

· From the Toolbar, select Tools>Copy File. 

· The output file is presented in a separate browser window in HTML format. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image012.jpg]

· Select File>Save to save the file. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image014.jpg]

The “Save Web Page” window opens.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image016.jpg]

· Change the file type to Text using the drop down menu in the “Save As Type” field. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image018.jpg]

· Enter a unique file name or accept the default file name in the File Name field. 

· Press the Save button to save the file.  The output file in text format is available for import to EASIV. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO129LC_temp_image020.jpg]

· Find and open the text file that you saved. 

[bookmark: ZZZ0004]2.   Transfer the file to the Site System Administrator.

[bookmark: ZZZ0005]DMHRSi Maintenance Contractor

[bookmark: ZZZ0006]If Army, goto task #3.

[bookmark: ZZZ0007]If Navy, goto task #4.

[bookmark: ZZZ0008]If Air Force, goto task #5

[bookmark: ZZZ0009]3.   Army Sites:

· Run the EAS SAS input process. 

· Determine file name to be used for FTP of the DMHRSi EASIV extract file. 

· Place the DMHRSi file on the site UCAPERS server and FTP the file to the site EASIV server.  

· Continue to process in accordance with existing Site-specific Policy. 

[bookmark: ZZZ0010]4.   Navy Sites:  

· Load the DMHRSi EAS output file to the current shared drive for EAS processing. 

· Continue to process in accordance with current Site Policy. 

[bookmark: ZZZ0011]5.   Air Force Sites:  

· Determine the location and file name to be used for the DMHRSi EASIV extract file. 

· Replace the current legacy flat file with the DMHRSi extract file. 

· Load the file to the EASIV server. 

· Continue to process in accordance with existing Site-specific Policy. 

[bookmark: ZZZ0012]End of activity.



[bookmark: TUT_FLOWCHART_1][bookmark: ZZZ_TUT_8][image: EASIV File Transfer: Flowchart]
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Run Payroll Reconciliation Reports

Top of Form

Quick Link 

Bottom of Form

Reference: DMHRSi Glossary List

Reference: Load The Payroll

Reference: LCA Monthly Sequence of Events

[bookmark: ZZZ_TUT_1]Scope

This procedure covers running the reports used to reconcile payroll data imported from an external payroll system into DMHRSi. 

The Raw Payroll records are imported into a staging table in DMHRSi.  The DOD Payroll Actuals Stage report is used to view the records in the DOD_ACTUALS_STAGE staging table. 

The DOD Payroll Actuals Worksheet report is used to view the records in the DOD_PAYROLL_ACTUALS table after the raw records are imported from the staging table and parsed into columns.  The Report lists the payroll records are for Civilian Employees from all Services and Army Local National employees. 

The DOD Employees Missing Payroll Data Worksheet is used to identify Civilian employees from all Services and Army Foreign National employees that are missing payroll data. 

The Service-specific Payroll Validation Report Worksheet is used to identify errors that occur when the payroll data is loaded.  This includes employees where payroll data was received and an employee record does not exist in DMHRSi.

The Mismatched Hours Report Worksheet is a summary report for the pay period.  It is used to identify Self Service Timecards for Civilian Employees from all Services and Army Local Nationals where the timecard hours do not match the payroll hours imported into DMHRSi. 

The Cost Reconciliation Report identifies Civilian Employees and Local National Employees where the hours and cost assigned to the approved employee timecards do not match the hours or cost from the payroll data.

The Leave without Pay Report identifies individuals who have "Leave with Pay" costs or hours from DCPS for the selected pay period.  Leave without Pay costs at zero in DMHRSi, and DCPS may contain Leave without Pay Costs, which will trigger a cost variance during reconciliation.  The intent of this report is to allow the user to verify the individuals that are on Leave without Pay to help reconcile cost variances.  

[bookmark: ZZZ_TUT_2]Policy

The payroll reconciliation is completed after all payroll files are imported for a bi-weekly pay period.

The hours and cost reconciliation are performed after all timecards are entered and approved and cost is assigned by running the PRC: Distribute Labor Cost Concurrent Program.

[bookmark: ZZZ_TUT_3]Responsibility

Responsibilities within DMHRSi are "Role" based.   All roles are responsible for monitoring Self Service worklist and notification.  Refer to Manage Your Worklist.  Your Role is defined by your assignment within your organization and reflects your security levels within DMHRSi.  The following roles may be assigned to any individual within an activity responsible for completing the following:

The DMHRSi Project Office is responsible for ensuring that the tasks defined are consistent with actual application functionality.

The DMHRSi Subcommittee is responsible for ensuring that the Policy and Responsibilities set forth in this document are consistent with Service policy and/or guidance.  

The LCA Specialist is responsible for reconciling the payroll information. 

The LCA Manager is responsible for identifying inaccuracies, making necessary corrections and/or adjustments as required, and running any necessary close processes within the DMHRSi application.

[bookmark: ZZZ_TUT_4]Distribution

DMHRSi Configuration Control Board

DMHRSi Project Office

DMHRSi Sub-Committee

LCA Manager

LCA Specialist*

[bookmark: ZZZ_TUT_5]Ownership

The DMHRSi Configuration Control Board is responsible for this document.  Changes to this document must follow the DMHRSi Configuration Management Process with final approval authority being the DMHRSi Configuration Control Board.

[bookmark: ZZZ_TUT_6]Activity Preface

Service-specific Gross Payroll Reconciliation (GPR) files are imported into DMHRSi, for more information Gross Payroll Reconciliation (GPR) files, refer to Load The Payroll.

Warning:  If any project expenditure or labor costs rate has been changed, the PRC: Distribute Labor Cost concurrent program must be run to recalculate the changes.   Refer to Distribute Labor Costs for procedures on how to run the Distribute Labor Cost concurrent program.

You must log on to Discoverer 4iViewer by typing in your assigned User Name and Password.  If you do not have an assigned account, please contact your Site Application Administrator (SAA).  

Since all entered data is case sensitive, turn the "CAPS LOCK" on now.  

[bookmark: ZZZ0001][bookmark: ZZZ_TUT_7]LCA Specialist

[bookmark: ZZZ0002]1. Access Discoverer Viewer from Internet Explorer at the following URL:

· Type the following URL https://dmhrsi.satx.disa.mil 

The “DoD Computer System Policy” message displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image002.jpg]

· Read the policy and click the “OK”button. 

The “Oracle Rapid Release Install 11i” page displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image004.jpg]

· Click the “Apps Logon Links.” 

The “Logon Options for Oracle Application 11i”” page displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image006.jpg]

· Click on the “E-Business Home Page” link. 

The “DoD Computer System Policy” message displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image008.jpg]

· Read the policy and click the “OK”button. 

The “U.S. Department of Defense Military Health System, iDENTITY AUTHENTICATION SERVICES message, This Website has been Public Key Enabled” selection page displays.  

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image010.jpg]

Select one of the appropriate methods of use to access the application.

If you have an active DoD Common Access Card, select: 

· CAC Access:   This will validate the use of CAC access to the application. You must have a valid PKI certificate, a trusted PKI Common Access (CA) certificate should be installed, and CAC middleware must be installed and configured properly on your work station (only applicable if you are using a DoD common access card). 

If you do not have a DoD Common Access Card or if your card is not functioning properly, select:

· If you don’t have a CAC, click here:  If you do not have a CAC Card or if your CAC card is not working properly, you can still logon directly by using your Username and Password. 

[bookmark: ZZZ0003]If validating your CAC card, goto task #2. Otherwise, goto task #3.  To bypass the CAC card, enter your Username and Password directly.

[bookmark: ZZZ0004]2. Validate your CAC Card to access the application. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image011.jpg]

· Click the “CAC Access” button. 

The “Choose a digital certificate” displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image013.jpg]

· Select the appropriate certificate. 

· Click the “OK” button. 

The “ActivClient Login” form displays.  

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image015.jpg]

· Enter your PIN number in the “Pin” field. 

· Click the “OK” button. 

Warning:  If your DoD CAC was not validated, click the back button on the browser to return to the CAC selection page to access the application using the “If you don’t have a CAC, click here” option.

[bookmark: ZZZ0005]Goto task #4.

[bookmark: ZZZ0006]End of activity.

[bookmark: ZZZ0007]3. Bypass your CAC Card to access the application’s Username and Password.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image016.jpg]

· Click the “If you don’t have a CAC, click here” link. 

[bookmark: ZZZ0008]4. Login to Discoverer Viewer.

The “Discoverer Viewer” page opens.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image018.jpg]

· Connect To:  Accept the default “Oracle Applications” from the list of values. 

· User Name:  Enter your DMHRSi Applications User Name. 

· Password:  Enter your DMHRSiApplications Password. 

· Database:  Enter the Database as “PROD.” 

· Click the “Go” button. 

· Sign in to Discoverer Viewer. 

· Connect To:  Accept the default “Oracle Applications” from the list of values. 

· User Name:  Enter your DMHRSi Applications User Name. 

· Password:  Enter your DMHRSiApplications Password. 

· Database:  Enter the Database as “PROD.” 

· Press the “Go” button. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image020.jpg]

[bookmark: ZZZ0009]5. Open the LCA Reconciliation Reports workbook.

· Start the task by using the "[Service] LCA Specialist" responsibility. 

Note:  The "[Service] LCA Manager" responsibility may also be used to perform these tasks. 

· Click the "Continue" button. 

Note:  The Workbook Result List will be collapsed on your initial entry to Discoverer.

The "Worksheet List" form displays.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image022.jpg]

· Open the “Discoverer Workbooks” by clicking on the “Expand All” link. 

Note:  The screen below lists all the workbooks that are available in Discoverer Viewer.  The “Workbooks” displayed depend on your role and reports shared to your role.  If you need access to other responsibilities (reports), please request access through your local policy.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image024.jpg]

· Open the LCA Reconciliation Reports Workbookin Discoverer Viewer by clicking on blue arrow next to the workbook name. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image026.jpg]

[bookmark: ZZZ0010]6. Run the DOD Payroll Act Stage Report.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image028.jpg]

· Select the "DOD Payroll Act Stage"worksheet from the list of worksheets by clicking on the worksheet name.  

The report allows you to view the raw records imported into the Payroll Staging table from the GPR file. 

Note:  Discoverer settings are setup to run the query upon selection.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image030.jpg]

· View the raw records in the staging table. 

Note:  Use the horizontal and/or vertical slide bars to bring remaining fields into view.

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0011]7. Run the DOD Payroll Actuals Report.

· Select the DOD Payroll Actuals Worksheetfrom the worksheets list by clicking on the worksheet name. 

The DOD Payroll Actuals Worksheet lists the payroll records in the DOD_PAYROLL_ACTUALS table for Civilian Employees for all Services and Army Local National Employees after the raw records in the staging table have been parsed into the proper columns.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image032.jpg]

· Note:  If your Discoverer Viewer Options are not set up to, prompt before running the query, you may be automatically taken to the "Parameters" page. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image034.jpg]

· Enter the "Parameters Needed" for the report: 

To view the report for an individual employee and pay period end date, enter the following parameters:

Pay Period End Date:  Enter the "Pay Period End Date" using the DD-MON-YYYY format (09-JAN-2007).

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image036.jpg]

· SSN:  Enter the individual's Social Security Number (SSN), including dashes. 

· Click the “Go” button to run the report.  The Workbook query "Progress page" displays while the query is executing. 
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· Review the DOD Payroll Actuals Report. 

To view the report for all employees where the employee Social Security Number (SSN) starts with “111” for the Pay Period End Date, enter the following parameters:

Pay Period End Date:  Enter the "Pay Period End Date" using the DD-MON-YYYY format (09-JUN-2007).

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image040.jpg]

SSN:  Enter the beginning of the SSN followed by the percent sign “%.”  In the example below, the Pay Period End Date parameter 09-JUN-2007 was used in combination with SSN with a parameter of “111%.”

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image042.jpg]

Note:  Use the “Right” link to bring remaining fields into view.

· Review the DOD Payroll Actuals Report. 

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0012]8. Run the DOD Employees Missing Payroll Data Report.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image044.jpg]

· Select the DOD Employees Missing Payroll Data Worksheet from the worksheets list by clicking on the worksheet name.  

The report lists the Civilian Employees for all Services and Local National Employees for the Army in DMHRSi who do not have payroll data in the Payroll Actuals table for the pay period.  If you are missing payroll data, please contact your System Administrator. 

You may enter an Employee Cost Rate for any employee that is missing payroll data.  Refer to Enter and Maintain Employee Cost Rates.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image046.jpg]

· Enter parameters for the report: 

Pay Period End Date =:   Enter the Pay Period End Date in the "Pay Period End Date = " parameter using the DD-MON-YYYY format.  

Parent DMIS ID:  Enter the Parent DMIS ID in the "Parent DMIS ID" parameter field.

· Click the “Go” button to run the report.  The "Query Progress" page displays while the query is executing.   

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image048.jpg]

Warning:  Continue to run the query? "This query is estimated to take xxx seconds to complete." 
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· Click the "Yes" button to run the report. 
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· View the Payroll Reconciliation Report. 

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0013]9. Run the Service-specific Payroll Validation Report.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image054.jpg]

· Select the Payroll Validation Report- Servicefrom the worksheets list by clicking on the worksheet name.  

The report lists the payroll records that were loaded into DMHRSi with an error status.  These may include the following:

· Employees in the Payroll Actuals table that do not have a corresponding employee record in DMHRSi.  Employees must be entered in DMHRSi when the payroll is validated.  The payroll may have been charged in error. 

· Pay codes that could not be validated in the DOD_CONS_PAYCODES quick lookups.  To load a pay code for validation, refer to Maintain Paycodes Values. 
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· Enter the Parameters  Needed for the report: 

Pay Period End Date:  Enter the "Pay Period End Date" using the DD-MON-YYYY (uppercase) format.

Parent DMIS ID:  Enter your facility's Parent DMIS ID code. 

· Click the "Go" button to run the report. 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image058.jpg]

· View the Payroll Validation Report. 

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0014]10.    Run the Mismatched Hours Report.
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· Select the Mismatched Hours Worksheet from the worksheets list by clicking on the worksheet name. 

The report lists the Self Service timecards in DMHRSi where the hours on the timecard do not match the hours in the payroll data for the pay period.  Reasons may include the following:

· Self Service timecards that were submitted for the pay period but waiting to be approved by the Timekeeper for the People Group Organization of the employee, and the hours on the timecard do not match the payroll hours.  The timekeeper must approve the timecards in Self Service. 

· Self Service Timecards for the pay period rejected because the timecard hours do not match the payroll hours.  The employee must correct and re-submit the rejected timecards. 

Note:  If the hours on all Self Service Timecards during the pay period match the payroll hours, the report will not produce a result set.

Note:  Timecards are weekly and the payroll data is bi-weekly.  Each payroll period includes two weekly timecards.
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· Enter the parameters for the report: 

Pay Period End Date:  Enter the "Pay Period End Date" using the DD-MON-YYYY (uppercase) format.

DMIS ID:  Enter the Parent "DMIS ID" code for your facility.

· Click the “Go” button to run the report.  The "Query Progress" page displays while the query is executing.  
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Warning: Continue to run the query? "This query is estimated to take xxx seconds." 
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· Click the "Yes" button to run the report. 
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· View the Mismatched Hours Report. 

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0015]11.    Open the LCA Cost Reconciliation workbook.
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· Open the LCA Cost Reconciliation Workbookin Discoverer Viewer by clicking on the blue arrow next to the workbook name. 

[bookmark: ZZZ0016]12.    Run the Cost Reconciliation Report.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image072.jpg]

· Select the Cost Reconciliation Worksheetfrom the workbook list by clicking on the worksheet name. 

This Discoverer report lists the employees in DMHRSi where the cost assigned to the timecard does not match the cost in the payroll data for the pay period.  Reasons may include:

· A duplicate timecard was entered for the employee.  Duplicate timecards can only be entered for the employee using Pre-Approved Batch. 

· Timecard(s) is in the Working, Submitted, Rejected, or Approved status and cost has not been assigned.  The timecard must be completed, submitted, and approved, and the costing process must run to assign cost. 

Note:  This report is run after all timecards are completed for the payroll period and the Distribute Labor Cost process has been run to assign cost to the timecards.  The results set include both Self Service and Pre-approved Batch Timecards. 

Note:  If all timecard hours and cost for the pay period match the payroll hours and cost for the pay period, the report will not produce a result set.

Note:  Timecards are weekly and the payroll data is bi-weekly.  Each payroll period includes two weekly timecards.
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· Enter the Parameters Needed for the report: 

Pay Period End Date:  Enter the "Pay Period End Date" using the DD-MON-YYYY (uppercase) format.

Parent DMIS ID:  Enter the "Parent DMIS ID" parameter for your facility.

Cost Variance Greater than or Equal to:  Enter the lowest “Cost
Variance” amount in dollars and cents.  Note:  Enter the amount you wish to see on the report (e.g., entering $0.01 allows the user to enter a value so that a record will appear on the report but only if the difference between the DCPS and DMHRSi cost numbers exceed the value that was entered in the parameter.  It displays results when there is a difference between the hours or costs, greater than the parameter that was entered.   If the value is set to $0.00, all records will display).

· Click the “Go” button to run the report.  The "Query Progress" page displays while the query is executing.  

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image076.jpg]

· View the Cost Reconciliation Report. 

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0017]13.    Run the Leave without Pay worksheet.

· Select the Leave without Pay Worksheetfrom the workbook list by clicking on the worksheet name. 

The "Leave without Pay" Report identifies those individuals who have Leave with pay costs or hours from DCPS for the selected pay period.  Leave without pay is costed at zero in DMHRSi, and DCPS may contain "Leave without Pay" Costs, which will trigger a cost variance during reconciliation.  The intent of this report is to allow the user to verify these individuals that are on "Leave without Pay" to help reconcile cost variances.  

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image078.jpg]

· Enter the Parameters Needed for the report: 

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image080.jpg]

Parent DMIS ID:   Enter the "Parent DMIS ID" code for your facility.

Pay Period End Date:   Enter the "Pay Period End Date" using the DD-MON-YYYY (uppercase) format.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image082.jpg]

· Click the “Go” button to run the report.  The "Query Progress" page displays while the query is executing.  

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image084.jpg]

· View the Cost Reconciliation Report. 

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0018]14.    Run the ID Sub Query for LWOP worksheet.

· Select the ID Sub Query for LWOP Worksheet from the workbook list by clicking on the worksheet name. 

This worksheet is required to enable other worksheets.  It is of no value in and of itself.

Note:  Discoverer settings are setup to run the query upon selection.

[image: https://dmhrsi.satx.disa.mil/pls/PDMHRI/fndgfm/fnd_help.get/US/FND/PRO126LC_temp_image086.jpg]

The "Worksheets" form is still active.

· Upon completion, perform one of the following actions: 

· To run another report, simply select another worksheet from the current report displayed. 

· Click the “Workbook” link in the left hand corner of the "Worksheets” form to navigate back to the “Worksheet List” page. 

· Click the "Exit" link in the upper right corner of the "Worksheets" form to exit. 

[bookmark: ZZZ0019]End of activity.



[bookmark: TUT_FLOWCHART_1][bookmark: ZZZ_TUT_8][image: Run Payroll Reconciliation Reports: Flowchart]
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