MONTHLY CHECKLIST FOR ENTERING DATA SETS AND CHECKING FOR UNALLOCATED EXPENSES AFTER ALLOCATION

	ACTIONS TO TAKE 
	RESULTS

	1. After the site has successfully migrated the workload data (CHCS; WMSN – Army only; and ADM), the following data sets should be automatically populated.  A cursory check should be conducted.

· A Cost Pools (CHCS)

· ADM (CHCS)

· AMB WTD PROC (Note, this data set is populated from the ADS/ADM interface file.  This data does not appear in Workload Adjustments because the amount of data is too great to display.  If the site has processed ADS/ADM data, the only way to view the data is on the ADS Accepted Report, under Standard Reports.)

· Ancillary Accounts - DAA, DBA, DBB, DCA, DIA (CHCS)

· Ancillary Accounts - DJ (WMSN)

· CLAIMS BILLED (‘A’ Accounts only automatically populated from CHCS)

· DISP (CHCS)

· OBD (CHCS)

· OUTPT VISITS (CHCS)

· TOTAL VISITS (CHCS)


	

	2. In Workload Adjustments, ensure all manual data sets are entered.  Don’t forget to check the child MTF’s data sets as well as the Parent MTF’s data sets.

· B Cost Pools - these will not need to be manually entered if the site accepted the default data set of TOTAL VISITS.

· C Cost Pools - these will not need to be manually entered if the site accepted the default data set of DENTAL WTD PROC.

· CLAIMS BILLED – Enter the claims billed for A% (if not received from CHCS), B%, C%, DA%, DB%, DC%, DD%, FBI%, FBN%, and FEA% accounts, as appropriate.

· D Accounts - Enter the data as follows:

· The following ancillary accounts report the number of procedures as the raw statistical value and the weighted procedures as the weighted statistical value.

DAA

DAZ

DBA

DBB

DBD

DBE

DBF

DBZ

DCA

DCZ

DDD

DDE

DDF

DHA

DHZ

DIA

DIZ

· The following ancillary accounts report only weighted statistical amounts as indicated below:

DEA – Hours of Service

DEB – Cost of Supplies

DDA – Weighted Procedure

DDB – Weighted Procedure

DDC – Weighted Procedure

· The following ancillary accounts report the number of patients as the raw statistical value and the minutes of service as the weighted statistical value.

DFA 

DFB 

DFC 

DFZ 

DGA 

DGB 

DGD 

DGE 

DGZ

· The following ancillary accounts report only raw statistical values.  The raw statistical value is the number of ICU hours of service. 

DJA

DJB

DJC

DJD

DJE

DJZ

· D Cost Pools – D cost pools use ‘Generic Amounts’ to step down their expenses.  The term, ‘Generic Amount’, used in conjunction with the Service Unit, indicates the allocation factor for a cost pool.  This means that the allocation factor can be anything that gives the best distribution of the cost pool expense.  The same values must be used for each requesting FCC listed on the cost pool, such as Available FTE, per cent of time, or weighted procedure.
· DENTAL WTD PROC – Enter the dental weighted procedures for the C% accounts.
· EDD data set(s) – Enter the hours of service for accounts that had Minor Construction.  This should not include the hours for subaccount FDF - Urgent Minor Construction.  NOTE:  If hours of service are not available, AMPO has authorized entering dollars expensed by workcenter.
· EDG data set(s) – Enter the miles driven for each account using the Transportation vehicles.  This should not include the miles driven for subaccount FEA – Patient Transportation.
· EEA data set(s) – SCR 004044 has been submitted to automatically create the EEAA data set.  Until this SCR is developed and implemented, the following information is provided to gather the information needed to manually populate this data set.
a. Open the Direct Expense Accepted Report located under Standard Reports.

b. Refresh the report to get the most current information for the processing month.

c. Click on any EOR in the report.  This highlights all EORs on the report.

d. Click on the ‘filter’ button (looks like a yellow funnel).

e. In the drop down box, click on the first 26** EOR that appears, hold down the ‘Shift’ key, then click on last 31** EOR.  This will highlight all 26** and 31** EOR's. Click the OK button.

f. With all the EORs highlighted, hold down the ‘Ctrl’ key, then click on any of the following EORs that you see in the list.  This action will exclude them from appearing in the filtered report.

Exclude EORs 2690, 2691, 26*I, 26CL, 26CM, 26EB, 26EE, 26EF, 26EG, 26EH, 26EJ, 26EK, 26EL, 26EM, 26FE, 26FF, 26FG, 26FH, 26FJ, 26FK, 26FL, 26FM, 26GE, 26GF, 26GG, 26GH, 26GJ, 26GK, 26GL, 26GM, 26HE, 26HF, 26HG, 26HM, 26JE, 26JF, 26JG, 26JH, and 26JM.

· EIA MEAL DAYS  - Patient Meal Days equal OBD minus Bassinet Days plus APV meal days, plus Remain Overnight (RON) and Transient patient meal days plus cooked Therapeutic In-flight Meal days and the meal days for Emergency Room patients and labor deck patients.

· EIB MEAL DAYS - The statistical amount reported for EIAA on this data set should be the total statistical amount reported on the EIA MEAL DAYS data set.  FDCA should also be reported on this data set.  Beginning in FY04, FDCA is no longer reported on the F ACCT RAW PROC data set.

· WTD NUTR PROC - Enter the weighted patient nutrition procedures for A%, B%, and C% accounts. 

· F ACCT - RAW PROC – Enter data for the codes listed below.  Data should appear on this data set if the codes are active on the ASD Table and have workload to report.  Beginning in FY04, FDCA is no longer reported on the F ACCT - RAW PROC data set.

FAC_ – Number of Spectacles Fabricated or Repaired

FAF_ – Number of Tests

FBI_ – Number of Immunizations and Screening Tests

FBJ_ – Number of Individual Family Service Plans (IFSPs)

FBK_ – Number of Individualized Educational Plans (IEPs)

FDHA – Number of Emergency Leaves Funded 

FDIA – Number of In-place Consecutive Overseas Tour Leaves Funded

FEA_ –.Number of Hours of Service
FEC_ –.Number of Occupied Bed Days by Transient Patient
FEFA –.Number of Patient Movements
FFH_ –.Number of Animal Care Units
· F ACCT - WTD PROC – Enter data for the codes listed below.  Data should appear on this data set if the codes are active on the ASD Table and have workload to report.  Note, dollar value of sales should be reported in abbreviated millions, e.g., $1,500,000.00 is reported as 1.5, 540,000 is reported as .54, etc.  Beginning in FY04, FBL_ and FFA_ accounts are no longer reported on the F ACCT - WTD PROC data set

FAA_ – Weighted Procedures

FFB_ – Dollar Value of Sales

FFC_ – Dollar Value of Sales

FFD_ – Dollar Value of Sales

FFE_ – Dollar Value of Sales

FFF_ – Dollar Value of Sales

FFG_ – Weighted Procedures

· G ACCOUNTS – Enter data for the codes listed below.  Beginning in FY04, only GE accounts will be reported on the G Accounts data set.  The GE Accounts should report dollar value of materiel maintained each month.  The Medical Logistics Office usually provides this information.  If the ‘GE’ Accounts are not authorized codes for the MTF, the codes should be deactivated on the ASD Table and the G Account data set should not be reported.  NOTE:  Pre-Positioned War Reserve is for the collection of time and expenses incurred in storing, maintaining, inventorying, sterilizing, rotating stock, packing, and assembling and positioning of pre-positioned WRM when such costs are not absorbed by the Service's stock fund
GEA_
GEB_
GEC_
· SQ FT – This data set will roll forward with values from the previous fiscal year.  Be sure to make all corrections in the first month of the fiscal year, October, because the change will carry through to the end of the fiscal year.  The sq footage data set should be compared to the square footage cleaned data set at the beginning of the fiscal year to ensure the correct values are being reported.  For instance, with the exception of extenuating circumstances, the raw statistical amounts on the square footage data set should always be either greater than or equal to the amounts on square footage cleaned data set.

· SQ FT CLEANED – This data set will roll forward with values from the previous fiscal year.  Be sure to make all corrections in the first month of the fiscal year, October, because the change will carry through the end of the fiscal year.


	


CHECKING FOR UNALLOCATED EXPENSES AFTER ALLOCATION

	ACTIONS TO TAKE 
	RESULTS

	After Allocation has run to completion, site personnel should generate the Expense Allocated Report to verify that all cost pool, ancillary, and support services accounts have zero balances.  Follow the following steps:

1. Under the Reports Menu, select Allocation Verification reports.

2. Select Expense Allocated Report and generate report.

3. Once report completes, go to the 3rd tab, Expense Allocated FCC Summary (Providing Only) Report.

4. Check the column entitled ‘Total’ to ensure that all accounts have zero balances.  Note, this column takes the decimal point to the 4th position.  Do not be concerned with fractions of a cent. 


	


