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Introduction
[bookmark: _Toc445717149][bookmark: _Toc445802042]This document provides an overview of the EAS IV automated information system (AIS), which operates under an open Military Health System (MHS) standard-based architecture, developed by HPES.  It is intended to provide general information on the functionality of EAS IV, Software Release 6.0.  The document provides the basic workflow encountered by most users, providing step by step procedures and screenshots for reference.
Terms and Conventions
	Term
	Description

	Bold
	Used for information that is typed, pressed, or selected in executables and instructions. For example, click OK.

	Italics
	Used for file names, directories, scripts, user IDs, document names, and Bibliography references; and any unusual computer lingo the first time it is used in text.

	Underline
	Used for emphasis.

	Arrows <  >
	Used to identify keys on the keyboard or any variable to be inserted by the user. For example, <Return>.

	“Quotation Marks”
	Used to identify windows, dropdown menus or lists.  For example, “Online Help Topics” window.

	Courier Font
	Used to denote anything as a screen dump or command lines. For example, tar xvf dev/rmt/3mm.

	Initial Capitalization
	Used to identify keys, screen icons, screen buttons, field, and menu names.
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Document Scope
[bookmark: _Toc218929189][bookmark: _Toc318125026]Introduction to EAS IV
This section will cover the Expense Assignment System, Version IV (EAS IV), Release 6.0, commonly referred to hereafter as EAS IV.  The EAS IV automated information system (AIS) is a data repository that provides standardized reporting of financial, personnel, and workload data at the medical treatment facility (MTF) and dental treatment facility (DTF) level.
EAS IV stores and transmits active data to the EAS IV Repository.  Active data is defined as the current fiscal year (FY) and the five (5) previous continuous FYs.  Active data may be updated by site users and subsequently transmitted to the EAS IV Repository.  Annually, data that is older than the current FY and the five (5) previous continuous FYs is purged from EAS IV.  This occurs after fiscal year table migration.  The EAS IV Repository stores active and historical data.  Historical data is defined as data older than the current FY and the five (5) previous continuous FYs.  Historical data cannot be updated and is maintained in increments of five fiscal year periods.  All active data and historical data are available to authorized users for querying in the EAS IV Repository.
[bookmark: _Toc318125027]Known Exposures
The following exposures were captured during the System Integration Tests of the EAS IV Assignment System version 5.1 and version 6.0.
On the System Interface – Available to Import tab:  When a user imports a source file and navigates away from the page prior to the import being complete and then returns to the same page, the page does not automatically refresh with an import status.  The site user must go to the Pure File data tab to see if the source file completed importing successfully.
On the System Interface – STANFINS (or GFEBS) Import window, when the STANFINS Data Only, GFEBS Data Only or the STANFINS and GFEBS data button is selected the screen refreshes with a message “Import in progress”.  The Return button remains enabled.  If a user selects the Return button on this window prior to an Import status update such as “Imported!” or “Import failed” they are returned to the System Interface – Available for Import tab.  The System Interface – Available for Import tab displays the message “Import in progress”.  In order to refresh the System Interface – Available for Import tab, the site user should navigate off the page to the Pre-Allocated Data Status and then back to the System Interface – Available for Import tab.  The status of the GFEBS or STANFINS file will be updated to reflect the following status “Import in progress”, “Import failed”, or “Imported”.  


Issues with BusinessObjects are noted below:
	EAS IV Application Report Issues
	Resolution/Comments

	The CPT table for a full Fiscal Year of data is too large to save from WebI as a .pdf or .xls file.
	Recommend running the report for one fiscal month in a fiscal year.

	BusinessObjects cannot be coded to match the Parent DMIS ID Description based on the FY selected in the report.
	The Parent DMIS ID description in EAS IV Application reports is the name in the current fiscal year.

	Most EAS IV Application reports now prompt the user for Parent DMIS ID because of the BusinessObjects Common Services environment. 
	Reports that do not prompt with Parent DMIS ID are:
· Financial Tables (only the AF RCCC to FCC Mapping Table prompts for a Parent DMIS ID)
· Miscellaneous Standard Tables
· Personnel Tables
· Site Specific Table - ASD Data Set and Allocation Table
· Workload Tables

	EAS IV Application reports are WebI only. 
	EAS IV application reports can be saved as .pdf or .xls files only.







March 2012	1-3	Version 1.2
[bookmark: _Toc218929190][bookmark: _Toc318125028]In this Section
This section includes the following topics:
EAS IV Functions
Logging onto EAS IV
Using Online Help

[bookmark: _EAS_IV_Functions][bookmark: _Toc218929191][bookmark: _Toc318125029]EAS IV Functions
This topic will cover functions in the EAS IV system.  EAS IV provides the ability to import, validate, adjust, and allocate financial, personnel, and workload data, as well as provides the ability to view, print, and save standardized reports generated by EAS IV.  Online Help is available to the user to provide information on using EAS IV.  Users with appropriate rights can also perform System Administration functions.
EAS IV collects data through automated system interfaces.  Systems that interface with EAS IV include the Defense Medical Human Resource System - Internet (DMHRSi); Microbased Budget Automated System (MicroBAS); Standard Finance System (STANFINS); General Fund Enterprise Business System (GFEBS); Standard Accounting Reporting System/Field Level (STARS/FL); Composite Health Care System (CHCS); and Workload Management System for Nursing - Internet (WMSNi).
The following table lists the EAS IV functions:

[bookmark: _Toc299107070]Table 1‑1:  EAS IV Functions

	EAS IV Function
	Purpose

	Pre-Allocation Data Status (Dropdown under Allocation status)
	Pre-Allocation allows users to view the status of source data.

	System Interfaces
	System Interfaces enables users to import financial, personnel, and workload data from external source systems.

	Validation (Dropdown under the System Interface)
	This allows for performing initial checks on imported source data and pre-allocation checks on migrated data based on a set of business rules.

	Error Correction Unit (ECU)
	ECU enables users to view warnings and errors in data via the centralized web-enabled EAS IV application.  Warnings may be overridden, but errors must be corrected.

	Adjustments
	Adjustments enable users to adjust migrated financial, personnel, and workload data via the centralized web-enabled EAS IV application.

	Allocation
	Allocation enables users to allocate migrated financial, personnel and workload data.

	Transmission
	Transmission enables users to send allocated data to the EAS IV Repository for reporting purposes.

	Reports
	Reports enable users to generate standard reports that can be viewed, printed, and saved.

	Table Maintenance
	Table Maintenance enables users to view the modifiable EAS IV tables.  Users can also add, update, and delete records in some of these tables.

	System Services
	System Services enables System Administrators to perform user, group, and system maintenance functions in EAS IV.

	Online Help
	Online help provides users access to the help window from the EAS IV windows.  Users can view context-sensitive information or search for information in the main help window.  Online help functions as the online user’s guide.




[bookmark: _Logging_Onto_EAS][bookmark: _Toc218929192][bookmark: _Toc318125030]
First Time Logon to EAS IV with CAC
To log on to EAS IV complete the following steps:
	Step
	Action

	1.
	From the desktop, double-click the Internet Explorer icon.
a. Enter the following URL address in the address box: https://eas.csd.disa.mil

	2.
	In the “MANDATORY DOD NOTICE AND CONSENT BANNER” window, read the information presented and click OK.

	[image: ]

	3.
	Insert the Common Access Card (CAC) into the card reader.

	4.
	In the “U.S. Department of Defense Military Health System” window, click the green CAC/PIV ACCESS button.

	5.
	In the “Choose a Digital Certificate” window, choose the digital certificate that corresponds to the CAC and click OK.

	


	6.
	When prompted to enter PIN, type CAC PIN and click OK.

	[image: 4]

	7.
	In the “EAS IV – Logon/Add Profile” window, read the Privacy Act Warning and in the “DMIS ID” box, enter the DMIS ID.

	8.
	In the “Logon” box, enter user Logon ID.

	9.
	In the “Password” box, enter user Password.

	10.
	Click Logon button.

	




[bookmark: _Toc318125031]
Sequential CAC Logon
During the first time logon to EAS IV, a DMIS ID is associated to a user’s CAC.  The following steps are performed after the first time CAC logon to EAS IV.
	Step
	Action

	1.
	From the desktop, double-click the Internet Explorer icon.
a. Enter the following URL address in the address box: https://eas.csd.disa.mil

	2.
	In the “MANDATORY DOD NOTICE AND CONSENT BANNER” window, read the information presented and click OK.

	[image: ]

	3.
	Insert the Common Access Card (CAC) into the card reader.

	4.
	In the “U.S. Department of Defense Military Health System” window, click the green CAC/PIV ACCESS button.

	[image: ]

	5.
	In the “Choose a Digital Certificate” window, choose the digital certificate that corresponds to the CAC and click OK.

	


	6.
	When prompted to enter a PIN, enter the CAC PIN and click OK.

	[image: 4]

	7.
	The EAS IV Logon page is displayed with a DMIS ID Pick List, select your DMIS ID.

	


	8.
	If a DMIS ID is not displayed in the DMIS ID Pick List, click the “click here” link to be taken to the “Logon/Add Profile” screen to add your DMIS ID.

	NOTE:  In real time, the actual Release number will be displayed.  “Release #.#.#.#” shown on the screen capture below is for reference only.




[bookmark: _Toc318125032]
Logon to EAS IV with Personal Identity Verification (PIV)
To log on to EAS IV, complete the following steps:
	Step
	Action

	1.
	From the desktop, double-click the Internet Explorer icon.
a. Enter the following URL address in the address box: https://eas.csd.disa.mil

	2.
	In the “MANDATORY DOD NOTICE AND CONSENT BANNER” window, read the information presented and click OK.

	[image: ]

	3.
	Insert the Personal Identity Verification (PIV) Card into the card reader.

	4.
	In the “U.S. Department of Defense Military Health System” window, click the green CAC\PIV ACCESS button.

	[image: ]

	5.
	In the “Choose a Digital Certificate” window, choose the digital certificate that corresponds to the PIV card and click OK.

	


	6.
	When prompted to enter a PIN, enter the PIN and click OK.

	[image: 4]

	7.
	In the “EAS IV Welcome” window, read the US Department of Defense Warning Statement and click Accept.

	NOTE:	In real time, the actual Release number will be displayed.  “Release #.#.#.#” shown on the screen capture below is for reference only.
[image: ]

	8.
	In the “EAS IV - Logon” window, read the Privacy Act Warning and in the “DMIS ID” box, enter the DMIS ID.

	9.
	In the “Logon” box, enter Logon ID.

	10.
	In the “Password” box, enter the Password.

	11.
	Click the Logon button.

	



[bookmark: _Toc218929193]
[bookmark: _Toc318125033]EAS IV Main Menu Window
After logging on to EAS IV, on the “Pre-Allocated Data Status” screen, the following items appear on the EAS IV Main Menu toolbar:
Allocation Status
System Interfaces 
ECU
Adjustment
Allocation
Transmission
Reports
Table Maintenance
System Services
Help
[bookmark: _Using_Online_Help][bookmark: _Toc218929194][bookmark: _Toc318125034]
Using Online Help
While viewing online help topics it Is still possible to continue working in an EAS IV window.  This capability enables the user to refer to relevant online help information while continuing to work in an active EAS IV window.
[bookmark: _Toc218929195][bookmark: _Toc318125035]Online Helps Notes
Some topics in the online help will have a note associated with it:
	Icon
	Notes

	
	Notes are accompanied by this icon and provide additional information about topics in online help.  Because access rights in the system can vary by Service, notes are also used to indicate Service specific tasks.



[bookmark: _Toc218929196][bookmark: _Toc318125036]Online Help Tips
Some topics in the online help will have a tip associated with it:
	Icon
	Notes

	
	You may come across a topic in online help that has a tip associated with it.  Tips provide helpful hints about topics in online help.
Tips are indicated by the icon to the left.



[bookmark: _Toc218929197][bookmark: _Toc318125037]Accessing Online Help
This topic will cover how to access the online help feature in EAS IV.  The online help functions as an electronic user guide that provides information on how to use EAS IV.  To use the online help effectively, the user needs to know how to access online help and navigate through it.

[bookmark: _Toc218929199][bookmark: _Toc318125038]Online Help Topics
Online Help Topics are organized by the following types of topics:
Window overviews – Overviews of each EAS IV window (Example: Adjustments – Browse window overview)
Screen overviews – Overviews of tabs in EAS IV windows (Example: Adjustments – Browse window – Financial screen overview)
Task overviews – Overviews of the tasks you can perform in EAS IV (Example: Financial adjustments overview)
How to topics – Step-by-step instructions for completing tasks in EAS IV (Example: Adding a financial record) 
Reference and information topics – Additional background information about tasks in EAS IV (Example: Understanding the Direct Expense Accepted Report)
Online Help also contains the following features:
Glossary of EAS IV acronyms and terms
Overview of differences between EAS III and EAS IV methods
Overview of differences between EAS III and EAS IV terms
Overview of differences between EAS III and EAS IV reports

[bookmark: _Toc218929200][bookmark: _Toc318125039]Navigating in Online Help 
Understanding how to navigate through online help will facilitate finding information quickly.
A hotspot is an area of text or a graphic linked to other information.  When the hotspot is clicked, a separate popup window containing a brief description is displayed.  Also referred to as a jump, a hotspot is identified by a blue underlined text or may appear as a button.  The mouse cursor will change from an arrow to a hand-pointer when it moves over a hotspot.

[bookmark: _Toc218929201][bookmark: _Toc318125040]
Navigation Tools
The following diagram shows a typical online help window with the different navigation tools available:
[image: Picture1]
[bookmark: _Toc289775825]Figure 1‑1:  Navigation Tools Window

[bookmark: _Toc218929202][bookmark: _Toc318125041]Search Methods 
In the main online help window, the user has the ability to search for information needed using four screens:  Contents, Index, Search, and Glossary.  Each screen provides a specific way to locate the information.
The following describes how to access EAS IV online help:
Using the “EAS IV Logon” window, click on the Help button at the bottom of the screen.
Using the “EAS IV Menu bar”, click the Help menu item and select Help from the dropdown list.
[bookmark: _Toc218929203][bookmark: _Toc318125042]Using the Contents Button
This topic will cover how to use the Contents button.  The Contents button is the first of four buttons in the main online help window.  It shows help topics by category.  The Contents button is a hierarchical overview of online help and is organized by functional area.
[image: ]
[bookmark: _Toc289775826]Figure 1‑2:  Contents Button Window


The Contents information works similar to a table of contents in a book.  It helps one navigate through an expandable and collapsible list of subjects.
The Contents button uses the following icons:
	Icon
	Type
	Description

	

	Closed Book
	The closed book icon appears beside functional area categories. Clicking this icon displays the subcategories and topics related to the functional area.

	

	Open Book
	The open book icon appears when a closed book icon has been clicked open. The icon is followed by a list of subcategories and topics. Clicking this icon collapses the list.

	

	Page
	The page icon appears beside online help topics. Clicking this icon navigates directly to the online help topic.



The Contents button is most useful when searching for an online help topic if the user knows the functional area and subcategories in which the topic appears.
The following table describes how to search a topic using the Contents button:
	Step
	Action

	1.
	In the toolbar of the “Main Online Help” window, click the Contents button.

	2.
	On the “Contents” button, click the book icon next to the category in which you need help.  If the topic being searched for is in a subcategory, click the subcategory book in which you need help.  

	3.
	Select the topic for which you are searching.

	4.
	Click the Page icon to display the search topic.

	5.
	To collapse any topic, click on the Open Book icon.



[bookmark: _Toc218929204][bookmark: _Toc318125043]
Using the Index Button
The Index button is the second button in the toolbar of the main online help window.  This feature enables one to search online help using an index of topics. Keywords are used to search the index.  A keyword is a significant word related to or found within a topic (for example, financial record).  Keywords are listed alphabetically.
It is possible to locate multiple topics with the Index search feature using a single keyword.  When this occurs, a “Topics Found” pop-up window appears.  From this window, select the desired topic.
The Index button is most useful when searching for a specific topic.
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[bookmark: _Toc289775827]Figure 1‑3:  Topics Found Window


The following steps describe how to search a topic using the Index button:
	Step
	Action

	1.
	In the “Main Online Help” window, click the Index button.

	2.
	In the “Index” navigation pane on the left, type the first few letters of the keyword being searched for in the free text box.

	3.
	A list of relevant topics appears in the navigation pane below the free text box.  Select the applicable topic.

	4.
	Click on the applicable topic to display the online help information.

	5.
	If the keyword used is associated with multiple topics, in the “Topics Found” window, click on the desired topic and the online help information is displayed.  



[image: ]
Figure 1‑4:  Free text box and Topics Found Window

[bookmark: _Toc218929205][bookmark: _Toc318125044]
Using the Search Button
The Search button is the third button in the toolbar of the main online help window.  This search feature allows users to perform a full-text search in the online help.  When a full-text search is performed, all topics containing the word or phrase used in the search are displayed.
The Search button can be utilized to search for a topic in online help and it is the most useful, when you need to search for a particular word or phrase that may exist in online help.
Figure 1-4 below displays search results when choosing to select the “Highlight search results” function.
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[bookmark: _Toc289775828]Figure 1‑4:  Search Window


The following steps describe how to search for a topic using the Search button:
	Step
	Action

	1.
	In the toolbar of the “Main Online Help” window, click the Search button.

	2.
	In the “Search” navigation pane on the left, type the word or phrase being searched for in the free text box.
a. There is an option to check a box next to “Highlight search results” to highlight the word or topic in the search results. 
b. If the box is checked, the keyword(s) will be highlighted in the search results, see figure 1-5 above. The example below demonstrates search results without highlighting keywords.
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	3.
	Click the “Go” button next to the free text box.

	4.
	In the display area, click on the desired topic title.

	5.
	View the information in online help.



[bookmark: _Toc318125045]
Using the Glossary Button
The Glossary button is the fourth button in the toolbar of the main online help window.  A glossary is an alphabetized collection of special terms and acronyms with their meanings.  Glossary entries help the general reader understand new or uncommon vocabulary and specialized terms.
The Glossary feature can be utilized to search the online help for a term or acronym.
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[bookmark: _Toc289775829]Figure 1‑5:  Glossary Window


The following steps describe how to search for a term or acronym using the Glossary button:
	Step
	Action

	1.
	In the toolbar of the “Main Online Help” window, click the Glossary button.  A list of terms in the Online Help content is displayed in a box at the top of the navigation pane on the left.

	2.
	Click on the term or acronym to see the definition.
- Definitions are displayed at the bottom of the navigation pane on the left.
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[bookmark: _Toc107130428]1. 
[bookmark: _Toc318125046]SECTION 2
Maintaining Tables
[bookmark: _Toc318125047]Introduction
Tables contain the information used to process data in EAS IV.  Proper maintenance of the tables ensures data are handled and processed efficiently and accurately.
[bookmark: _Toc107130430][bookmark: _Toc318125048]In this Section
This section includes the following topics:
Tables in EAS IV
Viewing and Printing Modifiable Table
Maintaining the ASD Table
Modifying MFI Information


[bookmark: _Tables_in_EAS_IV][bookmark: _Toc107130431][bookmark: _Toc318125049]
Tables in EAS IV
The Army and Navy use 18 different EAS IV tables and the Air Force uses 19.  The DoD TRICARE Management Activity (TMA) maintains the majority of these tables and they are centrally distributed.  However, some tables can be updated at the MTF and DTF level.
EAS IV tables are used to validate expense, personnel, and workload data.  Therefore, it is necessary to maintain these tables to ensure accurate and efficient handling, processing, reporting, and analysis of cost data.
[bookmark: _Toc318125050]Centrally Distributed Tables
Centrally distributed EAS IV tables are those tables that TMA maintains.  These tables are divided into five categories: financial, personnel, workload, site-specific, and miscellaneous standard.
Centrally distributed tables are updated at least annually.  Monthly updates are made to the Defense Medical Information System Identification Code (DMIS ID) Table and occasionally the Service-specific tables. 
[bookmark: _Toc318125051]Financial Tables
Table 2-1 below describes the centrally distributed financial tables:
[bookmark: _Toc299107071]Table 2‑1:  Financial Tables
	Name
	Description
	Fields

	Air Force Responsibility Center/Cost Center (RC/CC) to Functional Cost Code (FCC) Mapping Table
	Identifies the mapping of fourth-level functional cost code to RC/CC.  RC/CCs rather than FCCs are used in processing Air Force financial data.  RC/CCs are translated to FCC for Allocation purposes.
	Air Force RCCC to FCC Mapping Table (MTF) tab:
Fiscal Year
RC/CC
RC/CC Description
DMIS ID
4th Level FCC
FCC Description

Air Force RCCC to FCC Mapping Table (Standard) tab:
Fiscal Year
RC/CC
4th Level FCC
FCC Description

	Basic Symbol/Limit Table
	Identifies the valid DoD standard and Service-unique Basic Symbol/Limit (BS/L) codes for a fiscal year.
NOTE:  This table must be modified whenever a Service-unique Expense Element (SUEE) is added for the Air Force.  Air Force uses the SUEE to map a Service-unique BS/L to a DoD BS/L.
	DoD BS/L Table tab:
Fiscal Year
DoD BS/L Code
DoD BS/L Description

BS/L Table (by Service) tab:
Fiscal Year
DoD BS/L Code
DoD BS/L Code Description
Service-Unique BS/L Code
Service-Unique BS/L Description
Activation Date
Deactivation Date
SUEE (Air Force only)

	Program Element Code (PEC) Table
	Identifies the valid DoD standard PECs and the Service-unique PECs for a fiscal year.
	DoD PEC Table tab:
Fiscal Year
DoD PEC
DoD PEC Description

PEC Table (by Service) tab:
Fiscal Year
Service-Unique PEC
Service-Unique PEC Description
DoD PEC
DoD PEC Description
Activation Date
Deactivation Date

	Standard Expense Element Code (SEEC) and Service-unique Expense Element (SUEE) Table
	Identifies the valid DoD standard SEECs and the Service-unique SUEEs for a fiscal year.
	SEEC Table tab:
Fiscal Year
SEEC
SEEC Description
SEEC Category
SEEC Category Description
SEEC Category Schedule Type
SEEC Category Schedule Type Description
SEEC Activation Date
SEEC Deactivation Date

SUEE Table (by Service) tab:
Fiscal Year
SUEE
SUEE Description
Service Code
Map to SUEE
SEEC
Activation Date
Deactivation Date

	Source of Fund (SOF) Table
	Identifies the valid SOF codes (D [direct] and R [reimbursable] for a fiscal year.
	Fiscal Year
Source of Funds
Source of Funds Description




[bookmark: _Toc318125052]
Personnel Tables
Table 2-2 below describes the centrally distributed personnel tables:
[bookmark: _Toc299107072]Table 2‑2:  Personnel Tables
	Name
	Description
	Fields

	Occupation Code Table
	Identifies the valid DoD standard and Service-unique occupation codes.
	DoD Occupation Code tab:
DoD Occupation Code
DoD Occupation Description

Occupation Code Table (by Service) tab:
Service Occupation Code
Service Occupation Description
Skill Type Code
DoD Occupation Code
DoD Occupation Description
Activation Date
Deactivation Date

	Personnel Category Table
	Identifies the valid personnel categories.
	Personnel Category
Personnel Category Description

	Skill Type/Skill Type Suffix Table
	Identifies the valid skill type and skill type suffix codes for a fiscal year.
	Fiscal Year
Skill Type Code
Skill Type Description
Skill Type Suffix Code
Skill Type Suffix Description
Activation Date
Deactivation Date




[bookmark: _Toc318125053]
Workload Tables
Table 2-3 below describes the centrally distributed workload tables:
[bookmark: _Toc299107073]Table 2‑3:  Workload Tables
	Name
	Description
	Fields

	Beneficiary Category Code (BCCs) Table
	Identifies the valid BCCs and their associated patient category codes (PCCs).
	Beneficiary Category Code
Beneficiary Category Description
Patient Category Code
Patient Category Description
Activation Date
Deactivation Date

	Current Procedural Terminology (CPT) Table
	Identifies the valid CPT codes and their modifiers and weighted values for a fiscal year.
	Fiscal Year
CPT Code
CPT Code Modifier
CPT DoD Name
CPT Weight
Activation Date
Deactivation Date

	Respiratory Therapy/Pulmonary Function (RT/PF) Procedure Codes Table
	Identifies the valid RT/PF procedure codes and their weighted values for a fiscal year.
	Fiscal Year
RT/PF Procedure Code
RT/PF Procedure Description
RT/PF Procedure Weight
Activation Date
Deactivation Date




[bookmark: _Toc318125054]
Site-Specific Tables
Table 2-4 below describes the centrally distributed site-specific tables:
[bookmark: _Toc299107074]Table 2‑4:  Site-Specific Tables
	Name
	Description
	Fields

	ASD Data Set/Allocation Table
	Identifies the valid 4th level FCCs for a fiscal year, allocation factor information, the valid providing 3rd level FCCs for a fiscal year, and the data set business rules information.
NOTE:  The information on this table is used to determine how costs are allocated to FCCs.
	ASD Data Set Table tab:
Parent DMIS ID
Fiscal Year
Providing DMIS ID
Providing 4th Level FCC
Providing 4th Level FCC Description
Data Set ID
Data Set Description
Generate Indicator
DMIS Include List
DMIS Exclude List
FCC Include List
FCC Exclude List

	
	
	Allocation Factor Table tab:
Parent DMIS ID
Fiscal Year
Allocation Factor Code
Allocation Factor Description
Allocation Factor Data
Data Set Indicator
Beneficiary Category Indicator
CPT Indicator
Data Set ID
Data Set Business Rule ID
Data Set Business Rule Description
FCC Include List
FCC Exclude List
Skill Type Include List
Skill Type Exclude List
Skill Type Suffix Exclude List
Skill Type Suffix Include List

	
	
	Data Set Business Rules Table tab:
Parent DMIS ID
Fiscal Year
Data Set Business Rule ID
Data Set Business Rule Description
Data Set Indicator
FCC Include List
FCC Exclude List

	Service Unit Table
	Identifies the valid service unit codes and the corresponding 3rd level FCCs for a fiscal year.
	Service Unit Table tab:
Parent DMIS ID
Fiscal Year
Providing DMIS ID
Service Unit Code
Service Unit Description
Data Set ID
Data Set Indicator

	
	
	Service Unit Table by 3rd Level FCC tab:
Parent DMIS ID
Fiscal Year
Providing DMIS ID
3rd Level FCC
3rd Level FCC Description
Service Unit Code
Service Unit  Code Description
Data Set ID




[bookmark: _Toc318125055]
Miscellaneous Standard Tables
Table 2-5 below describes the centrally distributed miscellaneous standard tables:
[bookmark: _Toc299107075]Table 2‑5:  Miscellaneous Standard Tables
	Name
	Description
	Fields

	DMIS ID Table
	Identifies the DMIS ID codes and other information for all Service facilities.
	Fiscal Year
DMIS ID
DMIS ID Facility Name
Installation Name
UIC
U.S. Flag Code
Facility Location Code
Health Service Region
Facility Type Code
Facility City
Facility Zip Code
Activation Date
Deactivation Date

	Functional Cost Codes (FCC) Master Table
	Identifies the valid 1st, 2nd, and 3rd level standard FCCs for a fiscal year.
	Fiscal Year
1st Level FCC
1st Level FCC Description
2nd Level FCC
2nd Level FCC Description
3rd Level FCC
3rd Level FCC Description
Allocation Indicator
Cost Pool Indicator

	Standard Documentation Code Table
	Identifies the valid standard documentation codes for all Services for a fiscal year.
	Fiscal Year
Documentation Code
Documentation Description
Activation Date
Deactivation Date




[bookmark: _Toc318125056]
Modifiable Tables
Modifiable tables are maintained at the Medical Treatment Facility/Dental Treatment Facility (MTF/DTF) level.  They are site specific and are modified as needed.
[bookmark: _Toc318125057]Modifiable Site-Specific Tables
Table 2-6 below describes the modifiable site-specific tables:
[bookmark: _Toc299107076]Table 2‑6:  Modifiable Site-Specific Tables
	Name
	Description
	Fields

	Account Subset Definition  (ASD) Table
	Identifies the valid MTF-/DTF-unique FCC and DMIS ID combinations for a fiscal year.
	Parent DMIS ID
Fiscal Year
DMIS ID
4th Level FCC
RC/CC (Air Force only)
FCC Description
Data Set ID
Assignment Sequence Number (ASN)
Activation Date
Deactivation Date
Inactive Date Range

	Medical Facility Identifier (MFI) Table
	Identifies a facility name, address, and contact information.
	Parent DMIS ID
DMIS ID
UIC
Health Service Region
Facility Address 1
Facility Address 2
Installation Name
Facility Location Code
Facility ZIP Code
EAS POC
EAS POC Commercial Phone
EAS POC DSN
EAS POC E-mail Address

	MTF Data Set Table
	Identifies the valid standard and customized data sets that an MTF uses for a fiscal year.

NOTE:  This table is automatically updated whenever data sets are changed on the ASD table.
	MTF Data Set Table tab:
Parent DMIS ID
Fiscal Year
Providing DMIS ID
Data Set ID
Data Set Description
Beneficiary Category Indicator
CPT Indicator
DoD Standard Indicator
Data Set Business Rules ID
Standard FCC Include List
Standard FCC Exclude List
DMIS ID Include List
DMIS ID Exclude List
FCC Include List
FCC Exclude List
Data Set Business Rules Table tab:
Parent DMIS ID
Fiscal Year
Data Set Business Rule ID
Data Set Business Rule Description
Data Set Include Indicator
FCC Include List
FCC Exclude List

	User-Defined Table
	Identifies transfers and deletions (user-defined corrections only) of expenses between 4th level FCC and DMIS ID combinations and SUEEs.

NOTE:  The User-Defined Table is updated through the ECU or Adjustments.  Refer to units 3 and 6 for instructions on the User-Defined Table.
	User Correction ID
User Correction Description
DMIS ID
Delete Indicator (Army use only)
Activation Date
Deactivation Date
To DMIS ID
From 4th Level FCC
To 4th Level FCC
Deleted 4th Level FCC (Army use only)
From RC/CC (Air Force use only)
To RC/CC (Air Force use only)
From Service-Unique SUEE (Army and Air Force use only).
To Service-Unique SUEE (Army and Air Force use only).
Deleted Service-Unique SUEE (Army use only).

NOTE:  Both tabs display the same fields.




[bookmark: _Viewing_and_Printing_Modifiable_Tab][bookmark: _Toc107130432][bookmark: _Toc318125058]
Viewing and Filtering Modifiable Tables
Centrally distributed and modifiable tables can be viewed and printed through the Reports function.  The modifiable tables are also available to view and filter through the Table Maintenance function.
NOTE:	The MTF Data Set Table is not directly modifiable and cannot be accessed from Table Maintenance.  View and print the table through the Reports function only.
[bookmark: _Toc318125059]Viewing, Filtering, and Sorting a Table
To view specific records in a table instead of the entire table, create a filter to display only the  desired records.
The filter function appears throughout EAS IV and the filter procedures for other functional areas are the same as those in this section.  Whenever a Filter button appears, you can use the filter procedures in this section to filter data.
[bookmark: _Toc318125060]Using the Sort Function
To sort records in a table by specific element or specific order, select the criteria and determine the order of the information in the table.
The sort function appears throughout EAS IV, and the sort procedures for other functional areas are the same as those in this section.  Whenever a Sort button appears, you can use the procedures in this section to sort data.
[bookmark: _Toc318125061]User-Defined Table
The procedures in this lesson can be used to view and filter the User-Defined Table.  However, the table can only be accessed through Table Maintenance from ECU or Adjustments, not from the EAS IV Main Menu window.
[bookmark: _Toc318125062]Viewing the Table Procedure
To view a table through the Table Maintenance window, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, click Table Maintenance and select Table Maintenance.

	2.
	Once in the “Table Maintenance” window, go to the drop-down list labeled “Select a table” and select one of the listed tables.

	3.
	View the table.



[bookmark: _Toc318125063]
Adding a Filter
To add a filter to the table, complete the following steps:
	Step
	Action

	1.
	Click the Filter button.

	2.
	Once in the “Filter” window, select the desired field from the “Available Field” list.
NOTE:	The listed fields will vary depending on the Table being viewed.

	3.
	In the “Filter” list, select an operator.

	4.
	In the “Value” box, enter a value.

	 (
Enter desired value
)[image: ]

	5.
	Click the Apply button.
NOTE:	After clicking Apply, the filter appears in the “Current Filter” box.  Repeat steps 2 through 5 for each additional filter desired.

	6.
	When finished, click the OK button.

	7.
	View the filtered data.
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	8.
	To clear filters and return to the original data, open the “Filter” window by clicking on the “Filter” button and click Cancel.



[bookmark: _Toc318125064]Modifying a Filter Procedure
To modify a filter, the filter must be added first and the “Filter” window left open.
The following steps describe how to modify a filter:
	Step
	Action

	1.
	In the “Filter” window, under “Current Filter” section, select the filter to modify.

	2.
	In the “Value” box, type a value.

	3.
	Click the Modify Button.
NOTE:  Repeat steps 1 through 3 to modify additional filters.
Click Abort to return to the “Filter” window without modifying the filter.



[bookmark: _Toc318125065]
Deleting a Filter Procedure
To delete a filter, the filter must be added first and the “Filter” window left open.
The following steps describe how to delete a filter:
	Step
	Action

	1.
	In the “Filter” window, under “Current Filter” section, select the desired Filter to delete.

	2.
	Click the Delete Button.



[bookmark: _Toc318125066]Sort Procedure
The following steps describe how to sort a table:
	Step
	Action

	1.
	Click the Sort button.

	2.
	In the “Sort Account Subset Definition Status Table By:” window, select a search criterion from the drop-down list in section #1.

	3.
	In the “Order” section select Ascending or Descending

	

NOTE:	There are three sections available to sort criteria with.  Repeat steps 2 and 3 to refine sort by adding additional sort criteria.

	4.
	When finished, click the OK button.

	5.
	View the sorted data.

	






[bookmark: _Maintaining_the_ASD_Table_1][bookmark: _Toc107130433][bookmark: _Toc318125067]
Maintaining the ASD Table
The ASD Table contains the site-specific valid FCC and DMIS ID combinations.  Updating this table is essential to ensure efficient processing of data because exceptions are generated when data in the table is not accurate.
[bookmark: _Toc318125068]Adding an FCC
It may be necessary to add an FCC that does not exist in the ASD Table.  When adding an FCC, it is also possible to customize the data sets for D and E FCCs and FCCs with an X in the third position.
Complete the following steps to add an FCC:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select a table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Table Maintenance – Add Account Subset Definition (ASD)” window, click the Add button.

	3.
	In the “Fiscal Year” box, select the fiscal year.
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NOTE:  The fiscal year defaults to the current fiscal year.

	4.
	In the “DMIS ID” box, select the DMIS ID.

	5.
	In the “Functional Cost Code” box, select the FCC.

	6.
	In the “FCC Description” box, type the FCC’s description.
NOTE:  The FCC Description field allows only 50 characters.

	7.
	If adding a D or E FCC, in “Assignment Sequence Number” box, select the assignment sequence number.
NOTE:  This field is not available for other FCCs.

	8.
	In the “Activation Date” box, select the activation date.
NOTE:  The activation date defaults to the first day of the current fiscal year.

	9.
	If adding a deactivation date, select the deactivation date in the “Deactivation Date” box.
NOTE:  If a deactivation date is entered for an FCC with existing financial, personnel, and/or workload data for the fiscal month and fiscal year of the deactivation date, the system will return a warning message and will not save the deactivation date.  The warning message will display the latest fiscal month, fiscal year, and data type of the existing data.  If the data set data type is displayed, check the square footage, square footage cleaned, and depreciation data sets for workload greater than zero.  These particular data sets roll workload values forward through the end of the fiscal year.

	10.
	If adding,
a. An A, B, C, F, or G FCC, click the Add Record Now button which returns the user to the Table Maintenance window.
b. A D, E, or cost pool FCC (an FCC with an X in the third position), click the Add Record Now button and the Data Set Entry window will appear.  

	11.
	To customize the Data Set for a D, E, or cost pool FCC, complete the following steps:
In the “Table Maintenance – Data Set Entry” window, if “Accept Default Data Set” box is enabled, click Yes to use the default Data Set.  Click No if the default Data Set is not desired.
If the “Accept Default Data Set” box is set to ‘No’ and the Data Set Description text box is empty, enter a Data Set Description.

	


	NOTE:  Steps 12 through 20, below are optional.  To view the standard business rules, click the Standard Business Rules tab.  By Default, all FCCs within the standard business rules are included for the data set.  Also, by default, all DMIS IDs that exist for FCCs from the ASD Table are included for the data set.

	12.
	On the “Customize Data Set” tab, under “Functional Cost Codes”, in the “FCC” box, select an FCC to include in the data set.

	13.
	If you select an FCC to include in the data set, click the << button.
NOTE:  To select multiple FCCs, press and hold the CTRL key on the keyboard while selecting FCCs.
NOTE:  Repeat steps 12 and 13 for each FCC you want to include in the data set.
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	14.
	To select an FCC to exclude, click the >>button.
NOTE:  To select multiple FCCs, press the CTRL key on the keyboard and click the >> button.
NOTE:  Repeat step 14 for each FCC you want to exclude in the data set.
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	15.
	To include or exclude multiple FCCs using wildcards, complete the steps below:
1. To add an include using a wildcard, click the [image: ] button to the right of the FCC list.
1. To add an exclude using a wildcard, click the [image: ] button to the left of the FCC list.
NOTE:  Refer to the wildcard table # below to determine the FCC wildcard value to enter on the Explore User Prompt window
NOTE:  Repeat step 15 for each FCC when using wildcards to specify an FCC Include or FCC Exclude list for the data set.
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	NOTE:  The following table provides examples on how to use wildcards for Includes or Excludes when customizing Data Sets.  There are only two types of wildcard characters that can be used:  ‘%’ can be used to represent one or multiple characters and ‘_’ (underscore) can only be used to represent a single character.

	
	[bookmark: _Toc299107077]Table 2‑7:  Wildcard Values
	Type of Include or
Exclude to be applied
	Wildcard Value to Enter
	Matches code patterns
	How it displays in the Include or Exclude List

	% at the 2nd level
	A%
	AAAA to AZZZ
	A%

	% at the 3rd level
	BG%
	BGAA to BGZZ
	BG%

	% at the 4th level
	CAA%
	CAAA to CAAZ
	CAA%

	_ (underscore) starting at the 2nd level
	D____
(contains 3 underscores)
	DAAA to DZZZ
	D%

	_ (underscore) starting at the 3rd level
	EL__
(contains 2 underscores)
	ELAA to ELZZ
	EL%

	_ (underscore) starting at the 4th level
	FAB_
(contains 1 underscore)
	FABA to FABZ
	FAB_




	16.
	Under DMIS IDs, in the “DMIS ID” box, select a DMIS ID to include in the data set.

	17.
	To select a DMIS ID to include, click the << button.
NOTE:  To select multiple DMIS IDs, press the CTRL key on the keyboard and click the << button.
NOTE:  Repeat steps 16 and 17 for each DMIS ID you want to include in the data set.

	


	18.
	Under DMIS IDs, in the “DMIS ID” box, select a DMIS ID to exclude in the data set.

	19.
	To select a DMIS ID to exclude, click the >> button.
NOTE:  To select multiple DMIS IDs, press the CTRL key on the keyboard and click the >> button.
NOTE:  Repeat steps 18 and 19 for each DMIS ID to exclude in the data set.

	


	20.
	To remove any FCC or DMIS ID included, select the FCC or DMIS ID and click the >> button under the corresponding Include.

	21.
	To remove any FCC or DMIS ID excluded, select the FCC or DMIS ID and click the << button under the corresponding Exclude.

	22.
	When finished updating the data set, click the OK button.



[bookmark: _Toc318125069]
Mapping a RC/CC to FCC (Air Force Only)
To map an RC/CC to an FCC complete the following:
	Step
	Action

	1.
	Select the radio button next to the desired code to add the RC/CC.

	2.
	In the “Table Maintenance - Account Subset Definition (ASD) Table” window, click Update.
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	3.
	In the “Table Maintenance - Account Subset Definition (ASD) Table – Update a Record” window, click Update RC/CC.

	4.
	In the “Table Maintenance - Account Subset Definition (ASD) Table – RC/CC Update” window, click the Add button.
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	5.
	Select an RC/CC from the dropdown list.

	6.
	In the “RC/CC Description” box, type a description.

	7.
	Click the OK button.

	[image: ]



[bookmark: _Toc318125070]
Adding a Temporary Inactive Date Range
This section covers how to add a temporary inactive date range for an FCC.  The date range must fall within the range of the FCC’s activation and deactivation dates.
NOTE:  When a workcenter closes temporarily, add a temporary inactive date range to avoid associating costs to the corresponding FCC.
To add a temporary inactive date range for an FCC, complete the following steps:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Account Subset Definition (ASD) Table”, select the record.

	3.
	Click the Update button.

	4.
	In the first “Inactive Date Range” box, select a start date.
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NOTE:  Click the Calendar icon to select the date, or manually enter the date in the inactive Date Range field.  The inactive date range defaults to the first day of the current fiscal year through the last day of the fiscal year. 

	5.
	In the second “Inactive Date Range” box, select an end date.

	6.
	Click Add.

	7.
	If there are no other inactive date ranges to add, click the OK button.
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	8.
	To add more inactive date ranges, repeat steps 5 and 6.
NOTE:  When more than one inactive date range is entered, the ASD Table will display with multiple records.  These are not duplicate codes.
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Modifying a Temporary Inactive Date Range
This section covers how to modify a temporary inactive date range for an FCC.
It may be necessary to modify a temporary inactive date range for a workcenter that is temporarily closed if the dates of closure have changed.
To modify a temporary inactive date range for an FCC, complete the following steps:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Account Subset Definition (ASD) Table”, select the desired record.

	


	3.
	Click the Update button.

	4.
	If no more than two inactive date ranges exist, continue to step 5.

	5.
	If more than two inactive date ranges exist, highlight the inactive date range that needs modification.

	6.
	Click the Delete button.

	7.
	Click OK.

	8.
	Use instructions in Section 2.5.3 to enter a new inactive date range.
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Deleting a Temporary Inactive Date Range
This section covers how to delete a temporary inactive date range for an FCC.
NOTE:  It may be necessary to delete a temporary inactive date range that no longer applies to the FCC.
To delete a temporary inactive date range for an FCC, complete the following steps:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Account Subset Definition (ASD) Table”, select a record.

	3.
	Click the Update button.

	4.
	Highlight the inactive date range to be deleted.

	5.
	Click Delete.

	

NOTE:  To delete all of the inactive date ranges, click Delete All.

	6.
	Click OK.
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Modifying an FCC
This section covers how to modify an FCC on the ASD Table.
NOTE:  It may be necessary to modify FCC-related information or update the customized data sets for an FCC.
To modify FCC information, complete the following steps:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Account Subset Definition (ASD) Table”, select a record.

	3.
	Click the Update button.

	4.
	To modify the FCC description, in the “FCC Description” box, type another description.
NOTE:  The functional cost code description can only be 50 characters.  If more than 50 characters are entered, the system returns with the following error message: “Failed to update ASD”.

	5.
	To modify the assignment sequence number, in the “Assignment Sequence Number” box, select another assignment sequence number.

	

NOTE:  Assignment sequence numbers can only be entered for D and E FCCs that are not cost pools.

	6.
	When adding a code, the “Activation Date” box defaults to the first day in the current fiscal year.  The user can select another activation date.
NOTE:  Once an ASD record is saved, the user can no longer modify an activation date.

	7.
	To modify the deactivation date, in the “Deactivation Date” box, select another deactivation date.

	8.
	Click OK.

	9.
	Click Back To ASD.



To modify the customized data set for a FCC, complete the following steps:
NOTE:  Only D and E FCCs and FCCs with an X in the third position have data sets.
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Account Subset Definition (ASD) Table”, select a record.

	3.
	Click the Update Data Set button.

	4.
	To modify the data set description, in the “Table Maintenance –Data Set Entry” window, in the “Data Set Description” box, type another description, if applicable.

	5.
	Refer to steps 12 through 22 of section 2.5.1 for instructions on including or excluding FCCs or DMIS IDs to Update a Data Set.
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Modifying a RC/CC Mapping (Air Force Only)
To modify a RC/CC to FCC mapping, complete the following steps:
	Step
	Action

	1.
	To delete a non-standard RC/CC mapping, in the “Table Maintenance – Update Account Subset Definition (ASD)” window, select a record and click Update.

	[image: ]

	2.
	On the “Update A Record” window, click the Update RC/CC button.

	


	3.
	Click the Delete button.

	





To update a non-standard RC/CC (Air Force only), complete the following steps: 
	Step
	Action

	1.
	In the “Table Maintenance – Update Account Subset Definition (ASD)” window, click Update RC/CC.

	2.
	In the “Table Maintenance - Account Subset Definition (ASD) Table – Update A Record” window, click the Update RC/CC button.

	3.
	In the “Table Maintenance - Account Subset Definition (ASD) Table – RC/CC Update” window, click the Update button.

	4.
	In the “Table Maintenance – RC/CC – Update Record” window, in the “RC/CC Description” box, replace any existing description.

	


	5.
	Click OK.
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Deleting an FCC
This section covers how to delete an FCC.  It may be necessary to delete an FCC entered erroneously.  An FCC can only be deleted if no financial, personnel, or workload data are associated with the FCC in the EAS IV database.
NOTE:  An issue was discovered recently (TT5242) where the application could inadvertently delete data associated with an FCC if the user attempts to delete a duplicate code.  The initial code has the associated data.  The duplicate code has no associated data and the system will delete the duplicate code.  Unfortunately, it will also delete the initial code and all associated data.  Therefore, this functionality has been temporarily removed until the software can be updated in a future release.  Until that time, all duplicate codes should be called into the help desk and all other FCCs should be deactivated rather than deleted.
To delete an FCC, complete the following steps:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Account Subset Definition (ASD) Table.

	2.
	In the “Account Subset Definition (ASD) Table”, select the record.

	3.
	Click the Delete button.
NOTE:  This process may take a while as the system is checking the database for processed data.

	4.
	[bookmark: _Modifying_MFI_Information]In the “Delete Record” window, click Back to ASD.
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Modifying MFI Information
The MFI table contains facility and point of contact (POC) information for the parent facility and all children facilities that fall under the Parent DMIS ID.  This section will cover how to modify information on the MFI Table.
It may be necessary to update facility information on the MFI Table whenever changes occur.
To modify MFI information, complete the following steps:
	Step
	Action

	1.
	In the “Table Maintenance” window, in the “Select Table” box, select the Medical Facility Identifier (MFI) Table.

	2.
	In the “Medical Facility Identifier (MFI) Table”, select the record.

	3.
	Click the Update button.

	4.
	To modify the address information:
· In the “Table Maintenance – Update Medical Facility Identifier (MFI)” window, under “Facility Information”, in the “Address 1” and “Address 2” boxes, type the facility’s address.

	5.
	To modify the POC’s name:
· Under “Point of Contact Information”, in the “Name” box, type the POC’s name.

	6.
	To modify the POC’s commercial phone information:
· In the “Commercial Phone” box, type the new phone number.

	7.
	To modify the POC’s DSN information:
· In the “DSN” box, type a new DSN.

	8.
	To modify the POC’s e-mail address information:
· In the “Email Address” box, type a new e-mail address.

	9.
	Click Update.
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System Interfaces
[bookmark: _Toc107367298][bookmark: _Toc318125078]Introduction
This topic will cover how to process financial, personnel and workload data into EAS IV.  The data are exported from their source systems and are imported into EAS IV.
[bookmark: _Toc107367299][bookmark: _Toc318125079]In this Section
This section includes the following topics:
Import Preparation
Pre-Imported Data
Available to Import
Import Results
Pure File Data
[bookmark: _Import_Preparation][bookmark: _Toc107367300][bookmark: _Toc318125080]Import Preparation
This topic will cover how to import information and upload source files.
To upload source files, complete the following steps:
	Step
	Action

	1.
	In the EAS IV “Main Menu” window, highlight System Interface.

	2.
	Click Import Preparation.

	3.
	Click Browse.

	4.
	Select file.

	5.
	In the “Choose File” window, in the “Look-in Dropdown List”, select the drive where the file is located.
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	6.
	In the folder list, double-click the folder in which the file is located.

	7.
	The file name you selected appears in the “File name list” box, then click Open.

	8.
	The file name is displayed in the directory.

	9.
	Click Upload.

	


	10.
	A confirmation message box appears.  Before clicking OK, verify that this is the file that you want to process. 

	11.
	After clicking the OK button, the following window will appear:
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[bookmark: _Pre_Imported_Data]NOTE:  If the file has already been uploaded into EAS IV, a “Confirm” window appears asking user to confirm overwriting the existing file.
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Pre-Imported Data
It may be necessary to view pre-imported data after it has been copied from its specific data source system.  Viewing pre-imported data enables one to view data that will be processed in EAS IV.  Pre-imported data are unaltered data from the system that have not been imported into EAS IV.
The financial, personnel and workload data files consist of four record types:
Header record - contains information about the source data file.
Detail record - contains the data in the source data file.
Trailer record - contains the number of records in the source data file.
Summary record - contains a synopsis of the source data file.
To view pre-imported financial data, complete the following steps:
	Step
	Action

	1.
	While logged into EAS IV, highlight System Interface, and click Pre-Imported Data.

	2.
	In the “Source Data System Name” select the file name.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Record Type” box, select the record type.

	6.
	Click Get.

	[image: ]
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Available to Import
Imported data are compared to the standard business rules and master code tables through initial validation.  Discrepancies found during initial validation are then addressed in the ECU.  EAS IV interfaces with three different data types: Financial, Personnel, and Workload.
Financial data are imported and re-imported into EAS IV through flat files from Standard Finance System Standard (STANFINS); General Fund Enterprise Business System (GFEBS) (Army); Standard Accounting Reporting System/Field Lead (STARS/FL) (Navy); or the Commanders Resource Integration System (CRIS) (Air Force) identified in EAS IV as the data source, Microbased Budget Automated System (MicroBAS) (Air Force).  If import errors occur, the EAS IV user must go to Import Results to identify the problem with the source data.  Once the problems with the data are identified, the data must be corrected in the source system, and then retransmitted to EAS IV.  When the user re-imports a financial source data file, it overwrites the previously imported data.  If the re-imported financial source data file is from a previous month, EAS IV also removes all financial information for subsequent months in that fiscal year.
Personnel data are imported and re-imported into EAS IV through flat files from the DMHRSi.  If import errors occur, the EAS IV user must go to Import Results to identify the problem with the source data.  Once the problems with the data are identified, the data must be corrected in the source system, and then retransmitted to EAS IV.  When the user re-imports a personnel source data file, it overwrites the previously imported data.
Workload data are imported and re-imported into EAS IV through flat files from the CHCS and the WMSNi).  There are two types of CHCS files that can be processed: a monthly CHCS file and a partial CHCS file.  Monthly CHCS files must be migrated before any partial CHCS file be imported, validated and migrated.  If a monthly or partial CHCS file failed to import, the EAS IV user must go to Import Results to identify the problem with the source data.  Once the problems with the data are identified, the data must be corrected in the source system, and then retransmitted to EAS IV.  When the user re-imports and validates a workload source data file, it overwrites the previously imported data.

To import a STARS/FL, MICROBAS, DMHRSi, CHCS or WMSNi source data file, complete the following steps:
NOTE:  The user has the ability to sort information on the screen.
	Step
	Action

	1.
	In EAS IV, click System Interface, then click Available to Import.

	2.
	On the “Available for Import” screen, select the data source file criteria from the dropdown lists:
· Source Data System Name
· Calendar Year
· Calendar Month

	3.
	Select the radio button next to the file.

	4.
	Click Get and the window refreshes, returning the file selected for Import.
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	5.
	Click Import.
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NOTE:  The system responds with the message “Import filename year: yyyy month: mm?”  Verify this is the appropriate file for the specific month and year to be processed before clicking OK.

	6.
	Click OK.  As the import process occurs, the record for the file that was selected for import will display an updated status of “Import in Progress”.

	


	7.
	The import process is complete when:
a. The system responds with the message “Imported!” in the status column for the record selected.  Select Available to Validate from the “System Interface” dropdown menu.
b. The status column indicates Import failed.  All failed imports are caused by problems with the source file that will need to be corrected in the source system.  To view the import errors, select Import Results from the “System Interface” dropdown menu to view Import Errors.
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To import a STANFINS and/or GFEBS source data file, complete the following steps:
NOTE:  The user has the ability to sort information on the screen.
	Step
	Action

	1.
	In EAS IV, click System Interface, then click Available to Import.

	2.
	On the “Available for Import” screen, select the data source file criteria from the dropdown lists:
· Source Data System Name  (STANFINS or GFEBS)
· Calendar Year
· Calendar Month

	3.
	Select the radio button next to the file.

	4.
	Click Get and the window refreshes, returning the file selected for Import.
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	5.
	Click Import, the Available for Import confirmation window (GFEBS) appears.
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NOTE:  The system responds with the message “Import Filename year: yyyy month: mm?”  Verify this is the appropriate file for the specific month and year to process before clicking OK.

	6.
	If importing a STANFINS file, click STANFINS Data Only or STANFINS and GFEBS Data.  As the import process occurs, the record for the file that was selected for import has an updated status of “Import in Progress”.
NOTE:  Army users will only get the figure shown below for the first financial file they import.
a. If the user plans to import only one financial file for the month, the user should select STANFINS Data Only.
b. If the user plans to import both STANFINS and GFEBS financial files, the user should select the STANFINS and GFEBS Data button.  This instructs the system to expect a second financial file.
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	7.
	If importing a GFEBS file, click GFEBS Data Only.  As the import process occurs, the record for the file that was selected for import has an updated status of “Import in Progress”.
a. If the user plans to import only one financial file for the month, the user should select either GFEBS Data Only.
b. If the user plans to import both STANFINS and GFEBS financial files, the user should select the STANFINS and GFEBS Data button.  This instructs the system to expect a second financial file.
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	8.
	Once both financial files are imported, the user can generate and print the Army Financial Pure Data Report under Reports, System Interfaces and see both the STANFINS and GFEBS data.  The user can also look at the financial pure data under STANFINS or GFEBS on the Pure File Data Tab; however, only the data for the source file selected is viewable.

	9.
	The STANFINS or GFEBS import process is complete when the system responds with the message “Imported!” and the record status for the record selected updates to “Imported”.
a. Select Available to Validate from the “System Interface” dropdown menu.
b. If both financial files were imported, select the last data source file imported to validate.  This validates both files.
c. When validation is complete, select the same data source in the Error Correction Unit to see the errors and warnings generated as a result from validating both files.
d. Upon correction of these errors and warnings, select Revalidate, address any additional E0009 or E0011 exceptions and Revalidate again.  Once all exceptions have been addressed, the financial file will migrate to Direct Expense Accepted as one financial file.
e. If the status column indicates Import failed, the user should select Import Results from the “System Interface” dropdown menu to view Import Errors.  All failed imports are caused by problems with the source file that will need to be corrected in the source system.
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[bookmark: _Toc318125083]Imported Results
Import errors may occur during the process of importing a source data file into EAS IV.  Import errors must be corrected in the source system, and then re-transmitted and re-imported.  You must contact the source system POC, report the import errors, and request correction.  When the errors have been corrected, you can request re-transmission of the file.
The following table lists import errors that can occur in EAS IV:
[bookmark: _Toc299107078]Table 3‑1:  Import Errors
	Exception Code
	Import Error Message

	I0000
	The original value has been mapped to another value.

	I0001
	The FCC/DMIS ID combination cannot be derived.

	I0002
	The DMIS ID cannot be derived from the UIC.

	I0003
	The number of records reported to be in file does not match actual number of records.

	I0004
	Invalid monetary number.  NOTE:  I0004 is currently occurring for an invalid fiscal year.  A tracker ticket has been filed.

	I0005
	Invalid record length.

	I0006
	The Data Set ID cannot be derived from the EAS III Stat ID.

	I0007
	Cannot determine Schedule Type Code.

	I0008
	Fiscal year and month in record does not match fiscal year and month of the file.

	I9999
	Unexpected database error.



To view import results, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click on System Interface, then click on Import Results.

	2.
	On the “System Interface - Import Results” screen, select the source data system name from the “Source Data System Name” dropdown list.

	3.
	In the “Calendar Year” dropdown list, select the desired calendar year.

	4.
	In the “Calendar Month” dropdown list, select the desired calendar month.

	5.
	Select Errors.

	6.
	Click Get.

	7.
	View the Import Errors.

	

NOTE:  Re-import a source data file if import errors occurred during the initial import, it is necessary to reprocess a month’s data, or a previous month’s data has been removed.  Users should print or make screen shots of this screen to provide this source file data error to the point of contact for the source system.
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In the Import Results window, the user can also view mappings.  Mappings exist in financial data and occur when a new SUEE is identified to replace an expired one.  EAS IV automatically performs the SUEE mapping so the user does not encounter this as an error during validation.
To view mapped data, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click on System Interface, then click Import Results.

	2.
	On the “System Interface - Import Results” screen, select the source data system name from the “Source Data System Name” dropdown list.

	3.
	In the “Calendar Year” dropdown list, select the calendar year.

	4.
	In the “Calendar Month” dropdown list, select the calendar month.

	5.
	Click the Mapping radio button.

	6.
	Click Get.

	




[bookmark: _Pure_File_Data][bookmark: _Toc107367305][bookmark: _Toc318125085]Pure File Data
It may be necessary to view or print pure file data after importing a data source file.  Pure file data are imported data that have been converted to an EAS IV format, but have not been manipulated by a user.
To view and print pure file financial data, complete the following steps:
	Step
	Action

	1.
	In the EAS IV, click on System Interface, then click Pure File Data.

	2.
	In the “Source Data System Name” box, select file name.

	3.
	In the “Calendar Year” box, select the calendar year.

	4.
	In the “Calendar Month” box, select the calendar month.

	5.
	Click Get.

	


	6.
	View the Pure File Data.

	

The user can Sort and Filter information on the screen.  To print information, select Reports from the “EAS IV Main Menu” and launch BusinessObjects.  In the above example, Personnel Pure Data Report under System Interface would be selected.
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[bookmark: _Toc318125086]Section 4
Validating Financial Data
[bookmark: _Toc107367307][bookmark: _Toc318125087]Introduction
This topic will cover how to validate financial data.  After a financial source data file is imported into EAS IV without import errors, the file can be validated.  EAS IV performs initial validation checks on the imported financial data to ensure all codes and code combinations are allowed by the business rules and master code tables.  When initial validation finds an exception to the business rules or master code tables, EAS IV generates an initial validation warning or error.
[bookmark: _Toc107367308][bookmark: _Toc318125088]In this Section
This section includes the following topics:
Initial Validation of Financial Data
Documentation Codes 
Addressing Initial Validation Warnings
Addressing Initial Validation Errors
Revalidating Financial Source Data

[bookmark: _Initial_Validation_in_Financial_Dat][bookmark: _Initial_Validation_of_Financial_Dat][bookmark: _Toc107367309][bookmark: _Toc318125089]Initial Validation of Financial Data
Initial validation compares imported source data to the business rules and master code tables.  A source data file may be validated several times.  The same initial validation checks are performed on a source data file regardless of how many times the file has been validated.  When the imported financial data do not meet the criteria set in the business rules and master code tables, an initial validation exception is created.
Migrated financial data are financial data that have successfully passed all initial validation checks.
Table 4-1 below describes the initial validation checks for financial data:
[bookmark: _Toc299107079]Table 4‑1:  Initial Validation Checks
	Validation Check
	Description

	Basic Symbol/Limit
	The code must be defined in the Basic symbol/limit Table for the time period associated with the file.

	Direct expenses for the current month
	Expense records may or may not exist from the previous month unless it is the first month of the fiscal year.

	Direct expenses for the previous month
	Expense records for the current month must exist if a record exists for the previous month.

	EE (Navy)
	The code must be defined in the SEEC and SUEE Table for the time period associated with the file.

	EEIC (Air Force)
	The first three characters of the code must be defined in the SEEC and SUEE Table for the time period associated with the file.

	EOR (Army)
	The code must be defined in the SEEC and SUEE Table for the time period associated with the file.

	FCC and DMIS ID combination
	The combination must exist on the ASD Table for the time period associated with the file.

	Inactive FCC and DMIS ID combination
	Combinations defined as those that have year-to-date (YTD) expenses greater than those in the previous month receive expenses generate a warning. 

	PEC
	The code must be defined as active in the PEC Table for the time period associated with the file.

	RC/CC (Air Force)
	The code must exist on the FCC to RC/CC Table for the time period associated with the file.

	SOF code
	The code must exist in the SOF Table for the time period associated with the file.

	YTD expenses
	The YTD expenses must not be less than those received for the previous month during the same fiscal year.



[bookmark: _Toc107367310][bookmark: _Toc318125090]Initial Validation Results
When the initial validation process detects no exceptions to the business rules and master code tables, records migrate and are written to the Expense Accepted Table.  Records associated with personnel salaries are also written to the Expense Accepted Table in the database.  Status information associated with a successful initial validation is recorded in the database and can be viewed in the “EAS IV Main” menu window on the Pre-Allocated Data Status window.
When the initial validation process detects one or more exceptions to the business rules or master code tables, EAS IV generates a warning or error.  Status information about an unsuccessful initial validation attempt is recorded in the database and can be viewed in the EAS IV Main menu window on the Pre-Allocated Data Status window.
Perform an initial validation after a financial source data file has been imported from the Service Financial System to compare the data to the business rules and master code tables.
To perform initial validation for a financial source data file, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main” menu” toolbar, click the System Interfaces, then click Available to Validate.

	2.
	In the “Source Data Name” box, select Service Financial System.

	3.
	In the “Calendar Year” box, select the calendar year.

	4.
	In the Calendar Month box, select the calendar month.

	5.
	Click Validate.



[bookmark: _Initial_Validation_Warnings_in_Fina][bookmark: _Toc107367311][bookmark: _Toc318125091]Initial Validation Warnings in Financial Data
An initial validation warning is generated when an exception of minor severity to the business rules or master code tables is found in imported data during initial validation.
The initial validation warning indicates imported financial data may be invalid.  Users can either fix the data or override the warning, as appropriate.
Table 4-2 below describes initial validation warnings for financial data.  In the warning messages, <#> indicates a specific amount and <*> indicates a specific data element:
[bookmark: _Toc299107080]Table 4‑2:  Validation Warnings for Financial Data
	Exception Code
	Warning Message
	Description

	E0008
	The YTD expenses <#> or YTD obligations <#> for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> is a negative number.
	The YTD expenses or YTD obligations received for this FCC for the current processing month is a negative number.

	E0009 (Army and Navy)
	YTD expenses <#> exists for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> but do not exist for the previous month.
NOTE:  Occurs on revalidation of financial data.
	An expense record exists for this FCC for the current processing month but not for the previous month.

	E0010 (Army and Navy)
	YTD expenses <#> for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> are less than the YTD expenses received for the previous month.
	The YTD expenses for this FCC for the current processing month are less than the YTD expenses received for the previous month.

	E0012 (Army and Navy)
	YTD expenses <#> for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> are different than the YTD expenses received last month yet the FCC/DMIS ID combination is defined as inactive.
	The FCC/DMIS ID combination is defined as inactive for the month and year of the record yet YTD expenses for the current processing month are different than the previous month.

	E0085 (Air Force)
	YTD expenses <#> for FCC <*>, RC/CC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> are different than the YTD expenses received last month yet the FCC/DMIS ID combination is defined as inactive.
	The FCC/DMIS ID combination is defined as inactive for the month and year on the record yet YTD expenses for the current processing month are different than the previous month.

	E0086 (Air Force)
	YTD expenses <#> exists for FCC <*>, RC/CC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> but do not exist for the previous month.
NOTE:  Occurs on revalidation of financial data.
	An expense record exists for this RC/CC for the current processing month but does not exist for the previous month.

	E0087 (Air Force)
	YTD expenses <#> for FCC <*>, RC/CC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> are less than the YTD expenses received for the previous month.
	The YTD expenses for this RC/CC for the current processing month are less than the YTD expenses received for the previous month.
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[bookmark: _Toc318125092]Initial Validation Errors in Financial Data

An initial validation error is generated when an exception of major severity to the business rules or master code tables is found in imported data during initial validation.
The initial validation error indicates imported financial data are invalid.  Users must correct all initial validation errors because they indicate a discrepancy between the data and the business rules or master code tables.

Table 4-3 below describes initial validation errors for financial data.  In the error messages, <#> indicates a specific amount and <*> indicates a specific data element:

Table 4‑3:  Validation Errors for Financial Data
	Exception Code
	Error Message
	Description

	E0002
	The Svc PEC <*> is not a valid code in the Svc PEC Master Table for month <*> of FY <*>.
	The Service PEC is not a valid code on the Program Element Code Table for the current processing month.

	E0003
	The SUEE <*> is not a valid code in the SUEE Master Table for month <*> of FY <*>.
	The SUEE is not a valid code on the SEEC and SUEE Table for the current processing month.

	E0004 (Army and Navy)
	The Svc BS/L <*> is not a valid code in the Svc BS/L Master Table for month <*> of FY <*>.
	The Service BS/L is not a valid code on the Basic Symbol/Limit Table for the current processing month.

	E0005
	The SOF <*> is not a valid code in the SOF Master Table for month <*> of FY <*>.
	The SOF is not a valid code on the SOF Table for the current processing month.

	E0007
	FCC <*> and DMIS ID <*> is not a valid combination in the ASD Table for month <*> of FY <*>.
	The FCC/DMIS ID combination is not a valid combination on the ASD Table for the current processing month.

	E0011
(Army and Navy)
	YTD expenses <#> and YTD obligations <#> were received last month for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*>, but were not received for month <*> of FY <*>.
NOTE:  Occurs on revalidation of financial data.
	An expense record exists for this FCC for the previous month but an expense record was not received for the current processing month.

	E0083 (Air Force)
	The 3rd-level SUEE <*> is not a valid code in the SUEE Master Table for month <*> of FY <*>.
	The 3rd-level SUEE is not a valid code in the SUEE Master Table.

	E0084 (Air Force)
	The RC/CC <*> is not a valid code in the RC/CC To FCC Mapping Table for month <*> of FY <*>.
	The RC/CC is not a valid code in the RC/CC To FCC Mapping Table for the current processing month.

	E0088 (Air Force)
	YTD expenses <#> and YTD obligations <#> were received last month for FCC <*>, RC/CC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc B S/L <*>, SOF <*>, but were not received for month <*> of FY <*>.
NOTE:  Occurs on revalidation of financial data.
	An expense record exists for this RC/CC for the previous month, but an expense record was not received for the current processing month.

	E0089 (Air Force)
	The Svc BS/L <*> and SUEE <*> for month <*> of FY <*> does not map to a DoD BS/L.
	The Svc BS/L and SUEE does not map to a DoD BS/L for the current processing month.



[bookmark: _Toc318125093]Viewing and Printing Initial Validation Warnings and Errors
[bookmark: _Documentation_Codes]Initial validation warnings and errors must be viewed to determine how to address them.  It is recommended to print the warnings and errors in order to keep a hard copy on file.
To view and print financial initial validation warnings and errors, complete the following steps:
	Step
	Action

	1.
	To view warnings and errors generated during initial validation in the ECU, from the “Validate Message” window, click Yes.

	2.
	To return to the ECU from the “Main” menu:
a. In the “EAS IV Main” menu, select ECU.
b. In the “Error Correction Unit – Browse” window, in the “Source Data” box, select a source system.
c. In the “Data Type” box, select the data type.
d. In the “Calendar Year” box, select the calendar year.
e. In the “Calendar Month” box, select the calendar month.
NOTE:  The Data Type, Calendar Year, and Calendar Month boxes populate with the last file of the selected source system validated.

	3.
	To view both warnings and errors, under “Select Type”, click Both.
NOTE:  Both is the default setting.

	4.
	To view errors only, under “Select Type”, click Errors.

	5.
	To view warnings only, under “Select Type”, click Warnings.

	


	6.
	Click getResult button.

	7.
	To print errors and warnings, go to the Reports menu.
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Documentation codes are descriptions selected to document changes made to data.
Documentation codes are used throughout EAS IV whenever changes are made to data.  After a documentation code is selected and OK is clicked, the code cannot be changed.  These codes are recorded by EAS IV and are found in EAS IV audit reports.  All valid documentation codes are available in the dropdown list in the Documentation Code and Comments window.
Table 4-3 below describes the documentation codes and descriptions:
[bookmark: _Toc299107081]Table 4‑4:  Documentation Code and Descriptions
	Documentation Code
	Documentation Code Description

	10
	Invalid Service-Unique Expense Element (SUEE)

	11
	Invalid Program Element Code(PEC)

	12
	Invalid Functional Cost Code (FCC)/DMIS ID

	13
	Invalid Basic Symbol/Limit Code

	14
	Invalid FCC and/or SUEE received from the Finance source system

	15
	Invalid FCC and/or SUEE received from the Personnel source system

	16
	Invalid FCC received from a Workload source system

	17
	Incorrect expenses (dollar value) received from the Financial source system

	18
	Incorrect obligation amount received from the Financial source system

	19
	Incorrect expenses and obligations received from the Financial source system

	20
	Expense record missing on file/Added new record

	30
	Incorrect expenses received from the Personnel source system

	31
	Incorrect FTE/workhours received from the Personnel source system

	32
	Incorrect personnel category received from the Personnel source system

	33
	Incorrect Skill Type/Suffix received from the Personnel source system

	40
	Enter Workload Data

	41
	Delete record (Duplicate record received)

	50
	Depreciation

	51
	Depreciation Adjustment 

	60
	Free Receipts Adjustment

	61
	Base Operations Adjustment

	70
	Salary Adjustment

	71
	FTE Adjustment

	72
	Skill Type/Skill Type Suffix Adjustment

	73
	Occupation Code Adjustment

	74
	Workload Adjustment

	75
	Expense and Obligation Adjustment

	80
	Expenses are valid

	81
	Obligations are valid

	82
	Salary expenses/FTEs are valid

	83
	FCC/DMIS ID is valid

	84
	Workload is valid

	85
	Available workhours without available salary expenses are valid due to reporting of compensation time

	86
	Non-available workhours without non-available salary expenses are valid due to leave without pay

	90
	Other
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[bookmark: _Addressing_Initial_Validation_Warni_1][bookmark: _Toc318125095]Addressing Initial Validation Warnings
When addressing initial validation warnings, the user can either override the warning or correct the problem that caused the warning.  All initial validation warnings must be addressed before financial data can migrate.  To override a warning is to accept the data into the system as valid.  To correct a warning is to correct or adjust the data that caused the warning.
Table 4-4 below describes when to use each method of addressing financial initial validation warnings:
[bookmark: _Toc299107082]Table 4‑5:  Financial Warning Correction Methods
	Method
	When to Use

	Override the warning
	Override a warning when the data generating the warning are valid.

	Adjust the data
	Adjust data when a missing record in the data from the previous month generates the warning.

	Using the Financial Detail window
	Correct the warning through the Financial Detail window when an invalid code or amount generates the warning.
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[bookmark: _Toc318125096]Overriding Initial Validation Warnings
To override initial validation warnings, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, under “Select Type”, click Warnings.

	2.
	In the list, select a warning.
NOTE:  To select and override all warning at one time, click the Check All button.  A check mark (√) appears in the column to the left of selected warnings.

	


	3.
	Click the Override button.

	4.
	Click OK.

	5.
	In “Documentation Code and Comments” window, under “Documentation”, in the “Code and Description” box, select the documentation code.

	6.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	7.
	Click OK.
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[bookmark: _Toc318125097]Correcting Initial Warnings Using the Financial Detail Window
Correct initial validation warnings using the Financial Detail window when an incorrect code or amount generates the warning.
To correct financial initial validation warnings using the Financial Detail window, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, in the list, click Warning.

	2.
	In the “Error Correction Unit – Financial Detail” window, in the list, view the associated warning with the record.
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	3.
	Make necessary corrections in the fields that are incorrect.
NOTE:  Only fields involved in the exception are accessible (non-grayed out).  Only valid codes are available in dropdown lists.  The system does not allow invalid codes to be entered.

	4.
	Click OK.

	5.
	In the “Code and Description” box, select the documentation code.

	[image: ]

	6.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	7.
	Click OK.
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Correct initial validation warnings by adjusting data when a missing record in either the previous or current month’s data generates the warning.
To correct initial validation warnings by making data adjustments, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click Function - Adjustments – Adjust Previous Month.

	2.
	In the “Adjustments – Financial Data” window, in the “Financial” window, in the “Sub-Type” box, select Expenses/Obligations.

	3.
	Select the Calendar Month and Calendar Year for the previous month.

	4.
	Click the Add toolbar button.

	5.
	In the “Adjustments – Add Financial” window, under “Work Center”, in the “DMIS ID” box, select the DMIS ID.

	6.
	In the “Functional Cost Code” box, select the FCC.
NOTE:  For Air Force, in the “RC/CC” box, select the RC/CC.

	7.
	When RC/CC is selected, the Functional Cost Code box is automatically populated.

	8.
	Under “Year-To-Date Amounts,” for Actual, in the “Expenses” box, type the expense amount.

	9.
	In the “Obligations” box, type the obligation amount.
NOTE:  For Air Force, in the “Actual” box under “Obligations”, enter the obligations.

	10.
	Under “Service-Unique Expense Codes”, in the “Expense Element” box, select the expense element.

	11.
	In the “Program Element Code” box, select the program element code.

	12.
	In the “Basic Symbol/Limit” box, select the basic symbol/limit code.

	13.
	In the “Source of Funds” box, select the source of funds.

	14.
	Click OK.
NOTE:  Documentation Code and Comments are not required.

	15.
	Click OK.

	16.
	To add another record, repeat steps 4 through 15.

	17.
	To return to the ECU, on the “Main” menu toolbar, select ECU.
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The data generating the initial validation errors must be corrected before financial data can migrate.  To correct an error means to correct or adjust the data that caused the error.
Table 4-5 below describes when to use each method of correcting financial initial validation errors:
[bookmark: _Toc299107083]Table 4‑6:  Financial Error Correction Methods
	Method
	When to Use

	Using user-defined corrections
	Use user-defined corrections when a code that has been changed and is affecting a large number of records for a specific time period generates the errors.

	Using the Financial Detail window
	Correct the error through the Financial Detail window when an invalid code or amount generates the error.

	Updating the ASD Table
	Update the ASD Table when an invalid code on the ASD Table generates the error such as an invalid FCC/DMIS ID combination.

	Adjusting data
	Adjust data when a missing record in the data from the current month generates the error.
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This section will cover how to correct initial validation errors using the Financial Detail window.
Correct any initial validation error using the Financial Detail window when an incorrect code or amount generates the error.
To correct initial validation errors using the Financial Detail window, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, under “Select Type”, click Errors.

	2.
	In the list, select an error.

	


	3.
	In the “Error Correction Unit – Financial Data” window, in the list, view the warnings and errors associated with the record.

	4.
	Make necessary corrections to the incorrect fields.
NOTE:  Only the fields involved in the exception are enabled and accessible.  Only valid codes are available in the dropdown lists.  The system does not allow invalid codes to be entered.

	


	5.
	Click OK.

	6.
	In the “Documentation Code and Comments” window, under “Documentation”, in the “Code and Description” box, select the documentation code.

	7.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	8.
	Click OK.
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Correct an initial validation error by deleting a record when a faulty record generates the error.
To correct initial validation errors by deleting a record, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, in the list, select an error.

	2.
	In the “Error Correction Unit – Financial Data” window, in the list, view the warnings and errors associated with the record. 

	3.
	Click Delete.
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[bookmark: _Toc318125102]Correcting Initial Validation Errors by Updating the ASD Table
To correct initial validation errors, update the ASD table when an invalid code on the ASD Table generates the error.
To correct initial validation errors by updating the ASD Table, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click the Table Maintenance button.

	2.
	In the “Table Maintenance: User-Defined Correction” window, in the “Select Table” box, select Account Subset Definition (ASD) Table.

	3.
	To add an additional record, click the Add button.

	4.
	In the “Table Maintenance –Account Subset Definition (ASD)” window, add the record.

	5.
	To update a record in the list, select the record.

	6.
	Click the Update button.

	7.
	In the “Table Maintenance – Update Account Subset Definition (ASD)” window, update the record.
NOTE:  Refer to Section 2, for instructions on updating the ASD Table.

	8
	Click OK.

	9.
	To make additional updates to the ASD Table, repeat steps 3 through 8.

	10.
	To return to the ECU, go to the “Main” menu toolbar, select ECU.
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Correct initial validation errors by making data adjustments when a missing record in either the previous or current month’s data generates the error.
To correct initial validation errors by making adjustments, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, select the error to correct.

	2.
	In the “Error Correction Unit – Browse” window, in the list, click Adjust Previous Month.

	3.
	In the “Adjustments – Financial Data” window, in the “Financial” window, in the “Sub-Type” box, select Expenses/Obligations.

	4.
	Select the Calendar Month and Calendar Year for the previous or current month.

	5.
	In the “Adjustments – Add Financial Data” window, under “Work Center”, in the “DMIS ID” box, select the DMIS ID.
NOTE:  For Air Force, in the “RC/CC” box, select the RC/CC.  When you select the RC/CC, the Functional Cost Code box is automatically populated.

	6.
	Under “Year-To-Date Amounts”, in the “Actual” box, under “Expenses”, enter the expenses.

	7.
	In the “Actual” box, under “Obligations”, enter the obligations.

	8.
	Under “Service-Unique Expense Codes”, in the “Expense Element” box, select the expense element.

	9.
	In the “Program Element Code” box, select the program element code.

	10.
	In the “Basic Symbol/Limit” box, select the basic symbol/limit.

	11.
	In the “Source of Funds” box, select the source of funds.

	12.
	Click OK.
NOTE:  Documentation Code and Comments are not required.

	13.
	Click OK.


[bookmark: _Toc107367324]
[bookmark: _Toc318125104]Correcting Initial Validation Errors Using User-Defined Corrections
User-Defined corrections enable you to simultaneously transfer several records for a specified time period based on a DMIS ID, SUEE and/or an FCC.  If the user transfers records from a data element, the user must also choose a data element to receive the records.  It is possible to apply multiple records in the User-Defined Table at one time.
It may be necessary to correct an initial validation error using User-Defined Corrections when errors are generated by an invalid code that is affecting a large number of records for a specified time period.
User-Defined Corrections can be added via the Web application only.
To correct initial validation errors using User-Defined corrections, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click the Table Maintenance button.

	2.
	In the “Table Maintenance – User-Defined Correction” window, in the “Select a Table” dropdown list, select User-Defined Correction (UDC).

	3.
	To add a record, click the Add button.

	4.
	To update a record in the list, select a record and click the Update button.

	5.
	In the “Table Maintenance - Insert User-Defined [Correction]” window, select Transfer.
NOTE:  This is the default setting.

	6.
	Under “Data Fiscal Year”, in the box, select the fiscal year of the data being validated.

	7.
	Under “Data Type”, select FINANCIAL.
NOTE:  This is the default setting.

	8.
	Under “Effective Date Range”, in the “date” boxes, select the start and end dates.  This date range limits the time in which the UDC record can be applied during the Apply UDC function.
NOTE:  The defaults for the start and end dates are the current date and the end of the fiscal year.

	9.
	To transfer data between DMIS IDs, in the “From DMIS ID” box, select the DMIS ID from which you want to transfer the data.

	10.
	If a DMIS ID was selected from which to transfer data, in the “To DMIS ID” box, select the DMIS ID to receive the data.

	11.
	To transfer data between FCCs, in the “From Functional Cost Code” box, select the FCC from which to transfer data.
NOTE:  For Air Force personnel; to transfer data between RC/CCs, in the “From RC/CC” box, select the FCC from which you are transferring data.

	12.
	If an FCC was selected from which to transfer data, in the “To Functional Cost Code” box, select the FCC to receive the data.
NOTE:  For Air Force, if an RC/CC was selected to transfer from, in the “To RC/CC” box, select the FCC to which you are transferring data.
NOTE:  For the Army, if a SUEE was selected to transfer from, in the “To Service-Unique Expense Element” box, select the SUEE that will receive the data.
NOTE:  Data can be transferred between FCCs without a SUEE but SUEE transfers must include the FCC.

	13.
	In the “Correction Description” box, type the description of the corrections you made.
NOTE:  A description is not required.

	14.
	Click OK.
NOTE:  It is possible to delete a UDC record from the UDC Table by clicking the Delete button.  Only UDC records from the UDC Table can be deleted if it has not been applied.

	15.
	To add additional records, repeat steps 3 through 12.

	16.
	To return to the ECU, in the “EAS IV Main Menu” toolbar, select ECU.
a. In the “Error Correction Unit – Browse” window, click the Apply UDC button.
b. In the “Confirm” window, click Yes.
c. In the “Documentation Code and Comments” window, under “Documentation”, in the “Code and Description” box, select the documentation code.
d. In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended for historical purposes.

	17.
	Click OK.
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[bookmark: _Revalidating_Financial_Source_Data_1]For the Army, records can be added to the UDC table to delete financial data when the Apply UDC function is executed.
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click the Table Maintenance button.

	2.
	In the “Table Maintenance – User-Defined Correction” window, from the “Select a Table” dropdown list, select User-Defined Correction (UDC).

	3.
	To add a record, click the Add button.

	4.
	To update  a record in the list, select the record and click the Update button.

	5.
	In the “Table Maintenance - Insert User-Defined [Correction]” window, select Delete.

	6.
	Under “Data Fiscal Year”, in the box select the fiscal year of the data being validated

	7.
	Under “Data Type”, select FINANCIAL.

	8.
	Under “Effective Date Range”, in the “date” boxes, select the start and end dates.  This data range limits the time in which the UDC record can be applied during the Apply UDC function.
NOTE:  The defaults for the start and end dates are the current date and the end of the fiscal year.

	9.
	Under the Delete From section, select the DMIS ID of the record to be deleted.

	10.
	Under the Delete From section, select the FCC of the record to be deleted.

	11.
	Under the Delete From section, select the SUEE of the record to be deleted.
NOTE:  The SUEE is optional but DMIS ID and FCC are required.

	12.
	Click OK.
NOTE:  To delete a UDC record from the UDC Table, click the Delete button.  UDC records from the UDC Table can only be deleted if it has not been previously applied.

	13.
	To add or update another delete record, repeat steps 3 through 12.
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After all initial validation warnings and errors have been addressed, the user must revalidate a financial source data file.
Financial source data must be successfully validated before it can migrate.  Revalidation compares a source data file to the business rules and master code tables after a source data file has been manipulated by a user to address initial validation warnings and errors.
To revalidate a source data file while in the ECU, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click Validate.

	2.
	In the “System Interface - Available to Validate” window, select the source file, calendar month and calendar year, then click Validate.

	3.
	If no additional initial validation warnings or errors occur, complete the following:
a. In the “Migration Passed” window, click OK.
b. View the migrated data in “Adjustments” window.
NOTE:  Refer to Section 8 for additional information on Adjustments.

	4.
	If additional initial validation warnings or errors occur, complete the following:
a. In the “Validation Message” window, click Yes.
b. Address the warnings or errors in the ECU.





To revalidate a financial source data file from the “EAS IV Main Menu”, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select ECU.

	2.
	In the “Error Correction Unit - Browse” window, select the Source Data System Name.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	Click Validate.
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[bookmark: _Toc318125106]Section 5
Validating Personnel Data
[bookmark: _Toc107367328][bookmark: _Toc318125107]Introduction
This topic will discuss how to validate personnel data.  After a personnel source data file is imported into EAS IV without import errors, the file can be validated.  EAS IV performs initial validation checks on the imported personnel data to ensure that all codes and code combinations are allowed by the business rules and master code tables.  When initial validation finds an exception to the business rules or master code tables, EAS IV generates an initial validation warning or error.
[bookmark: _Toc107367329][bookmark: _Toc318125108]In this Section
This section includes the following topics:
Initial Validation of Personnel Data 
Addressing Initial Validation Warnings
Addressing Initial Validation Errors
Revalidating Personnel Source Data
[bookmark: _Initial_Validation_of_Personnel_Dat][bookmark: _Toc107367330][bookmark: _Toc318125109]Initial Validation of Personnel Data
Initial validation compares imported source data to the business rules and master code tables.  A source data file may be validated several times.  The same initial validation checks are performed on a source data file regardless of how many times the file has been validated.
Migrated personnel data are personnel data that have successfully passed all initial validation checks.
Table 5-1 below describes the initial validation checks for personnel data:
[bookmark: _Toc299107084]Table 5‑1:  Initial Validation Checks
	Check
	Description

	Assigned FTEs
	Assigned FTEs with a skill type code of 1 (Clinician) must not have an FCC that begins with an A (Inpatient Care).

	Assigned FTEs
	Assigned FTEs with a skill type code of 1 (Clinician) must not have an FCC that represents a cost pool.

	Available FTEs
	Available FTEs must not have a corresponding workhour amount greater than zero when the reported FTE amount is greater than zero.

	Available FTEs
	Available FTEs with a skill type code of 1 (Clinician) must not have an FCC that represents a cost pool.

	Available Salary Expense
	Verifies that Available Salary Expense is not a negative amount.

	Available Salary Expense
	The workhour amount corresponding to Available Salary Expense must be greater than zero when the reported salary expense amount is greater than zero.

	Available Workhours
	The salary expense amount corresponding to Available Workhours must be greater than zero when the reported workhour amount is greater than zero.
This applies to all personnel categories except T, V, and X.

	Available Workhours
	The FTE amount corresponding to Available Workhours must be greater than zero when the reported workhour amount is greater than zero.
This applies to all records reporting at least 1.68 workhours equating to at least .01 FTEs.

	Duty Indicator Code
	The Duty Indicator Code must exist on the Duty Indicator Master Table for the time period associated with the file.

	FCC and DMIS ID combination
	The FCC and DMIS ID combination must exist on the ASD Table for the time period associated with the file.

	FTE/Workhours
	The number of FTEs and the workhours must not be negative.

	Inactive FCC and DMIS ID combination
	FCC and DMIS ID combinations defined as inactive must not report personnel data.

	Nonavailable FTEs
	The workhour amount corresponding to Nonavailable FTEs must be greater than zero when the reported FTE amount is greater than zero.

	Nonavailable FTEs
	Nonavailable FTEs with a skill type code of 1 (Clinician) must not have an FCC that represents a cost pool.

	Nonavailable FTEs
	Nonavailable FTEs with a skill type code of 1 (Clinician) must not have an FCC that begins with an A (Inpatient Care).

	Nonavailable Salary Expense
	Nonavailable salary expense must not be a negative amount.

	Nonavailable Salary Expense
	The workhour amount corresponding to Nonavailable salary expense must be greater than zero when the reported salary expense amount is greater than zero.

	Nonavailable Workhours
	The FTE amount corresponding to Nonavailable workhours must be greater than zero when the reported workhour amount is greater than zero.
This applies to all records reporting at least 1.68 workhours equating to at least .01 FTEs.

	Nonavailable Workhours
	The salary expense amount corresponding to Nonavailable workhours does not have to be greater than zero when the reported workhour amount is greater than zero.  This applies to all personnel categories.

	Occupation Code
	The combination of the Occupation Code and the Skill Type Code must exist on the Service Occupation Code Table.

	Personnel Category Code
	The Personnel Category Code must exist on the Personnel Category Code Table for the time period associated with the file.

	Service-Unique Expense Element (SUEE)
	The SUEE must be defined on the SUEE Code Table for the time period associated with the file.

	Service-Unique Basic Symbol/Limit (BS/L)
	The Service-Unique BS/L must be defined in the Service-Unique BS/L Table for the time period associated with the file.

	Service-Unique PEC
	The Service-Unique PEC must be defined on the Service-Unique PEC Table for the time period associated with the file.

	Skill Type Code/Skill Type Suffix
	The combination of the Skill Type Code and the Skill Type Suffix must exist on the Skill Type Mapping Table for the time period associated with the file.

	Source Of Fund (SOF) Code
	The SOF Code must exist in the SOF Table for the time period associated with the file.
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When the initial validation process detects no exceptions to the business rules and master code tables, records are migrated and written to the Personnel Accepted Table.  Status information associated with a successful initial validation is recorded in the database and can be viewed in the EAS IV Main Menu window on the Pre-Allocated Data Status table.
When the initial validation process detects one or more exceptions to the business rules or master code tables, EAS IV generates a warning or error.  Status information about an unsuccessful initial validation attempt is recorded in the database and can be viewed in the EAS IV Main Menu window on the Pre-Allocated Data Status table.
The user must perform initial validation after a personnel source data file has been imported from the Service-Unique Personnel Subsystem or the DMHRSi to compare the data to the business rules and master code tables.

To perform initial validation for a personnel source data file, complete the following steps:
	Step
	Action

	1.
	The user must first successfully complete an import of a personnel file.

	2.
	In the “EAS IV Main Menu” toolbar, click System Interfaces, and select Available to Validate.

	3.
	In the “Source Data System Name” box, select a personnel file.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Calendar Month” box, select the calendar month.

	6.
	Click Validate.

	7.
	If no initial validation warnings or errors occur, view the migrated data in Adjustments.
NOTE:  Refer to Section 8 for specific instruction on Adjustments.

	8.
	If initial validation warnings or errors occur and you want to address them in the ECU, in the “Validate” window, click Yes.
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Initial validation warnings and errors are generated if exceptions to the business rules or master code tables are found in imported personnel data during initial validation.  Initial validation warnings and errors must be addressed in the ECU before personnel source data can migrate.
An initial validation warning indicates that imported personnel data may be invalid.  All initial validation warnings must be addressed since they indicate a discrepancy between the data and the business rules or master code tables.
An initial validation warning is generated when an exception of minor severity to the business rules or master code tables is found in imported data during initial validation.
Table 5-2 below describes the initial validation warning for personnel data.  In the warning message, <#> indicates a specific amount and <*> indicates a specific data element:
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	Exception Code
	Warning Messages
	Description

	E0022
	Available workhours <#> are reported without corresponding Available salary expense for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Available workhours are reported without corresponding Available salary expense for the current month of processing.

	E0028
	Non-Avail Sick hrs <#>, Non-Avail Leave hrs <#>, Non-Avail Other hrs <#> are reported without corresponding Non-Avail salary expense for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Non-Available workhours are reported without corresponding Non-Available salary expense for the current month.

	E0033 (Army)
	Clinician Assigned FTEs <#> are reported for FCC cost pool <*> for DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Clinician Assigned FTEs are reported for an FCC cost pool for the current processing month.

	E0035 (Army)
	Clinician Non-Avail Sick FTEs <#>, Non-Avail Leave FTEs <#>, Non-Avail Other FTEs <#> are reported for FCC cost pool <*> for DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Clinician Non-Avail Sick FTEs, Non-Avail Leave FTEs, Non-Avail Other FTEs are reported for FCC cost pool for the current processing month.

	E0038
	Personnel data are reported for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*> yet the workcenter is inactive.
	The FCC/DMIS ID combination is inactive for the time period of the record, yet personnel data are reported for the current processing month.
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An initial validation error indicates that imported personnel data are invalid.  The user must correct all initial validation errors because they indicate a discrepancy between the data and the business rules or master code tables.
An initial validation error is generated when an exception of major severity to the business rules or master code tables is found in imported data during initial validation.
Table 5-3 below describes initial validation errors for personnel data.  In the warning messages, <#> indicates an amount and <*> indicates a data element:
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	Exception Code
	Error
	Description

	E0002
	The Svc PEC <*> is not a valid code in the Svc PEC Master Table for month <*> of FY <*>.
	The Service PEC is not a valid code on the Program Element Code Table for the current month.

	E0003
	The SUEE <*> is not a valid code in the SUEE Master Table for month <*> of FY <*>.
	The SUEE is not a valid code on the SEEC and SUEE Table for the current processing month.

	E0004 (Army and Navy)
	The Svc BS/L <*> is not a valid code in the Svc BS/L Master Table for month <*> of FY <*>.
	The Service BS/L is not a valid code on the Basic Symbol/Limit Code Table for the current processing month.

	E0005
	The SOF <*> is not a valid code in the SOF Master Table for month <*> of FY <*>.
	The SOF is not a valid code on the SOF Table for the current processing month.

	E0007
	FCC <*> and DMIS ID <*> is not a valid combination in the ASD Table for month <*> of FY <*>.
	The FCC/DMIS ID combination is not a valid combination on the ASD Table for the current processing month.

	E0016
	The Skill Type Code <*> and Skill Type Suffix <*> combination is not a valid combination in the Skill Type Master Table for month <*> of FY <*>.
	The Skill Type Code/Skill Type Suffix combination is not a valid combination on the Skill Type/Skill Type Suffix Table for the current processing month.

	E0017
	The Personnel Category Code <*> is not a valid code in the Personnel Category Code Master Table for month <*> of FY <*>.
	The Personnel Category Code is not a valid code on the Personnel Category Table for the current processing month.

	E0018
	The Duty Indicator <*> is not a valid code in the Duty Indicator Master Table for month <*> of FY <*>.
	The Duty Indicator is not a valid code on the Duty Indicator Table for the current processing month.

	E0019
	A negative Available FTE salary expense <#> was found for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	The Available FTE salary expense is a negative number for the current processing month.

	E0020
	A negative Non-Available FTE salary expense <#> was found for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	The Non-Available FTE salary expense is a negative number for the current processing month.

	E0021
	Available Workhours <#> are reported without corresponding Available FTEs for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Available workhours are reported without corresponding Available FTEs for the current processing month.

	E0023
	Available FTEs <#> are reported without corresponding Available workhours for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Available FTEs are reported without corresponding Available workhours for the current processing month.

	E0025
	Available salary expense <#> is reported without corresponding Available workhours for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Available salary expense is reported without corresponding Available workhours for the current processing month.

	E0027
	Non-Avail Sick hrs <#>, Non-Avail Leave hrs <#>, Non-Avail Other hrs <#> are reported without corresponding Non-Avail FTEs for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Non-Avail Sick hrs, Non-Avail Leave hrs, Non-Avail Other hrs are reported without corresponding Non-Avail FTEs for the current processing month.

	E0029
	Non-Avail Sick FTEs <#>, Non-Avail Leave FTEs <#>, Non-Avail Other FTEs <#> are reported without corresponding Non-Avail workhours for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*>for month <*>of FY <*>.
	Non-Avail Sick FTEs, Non-Avail Leave FTEs, Non-Avail Other FTEs are reported without corresponding Non-Avail workhours for the current processing month.

	E0031
	Non-Avail salary expense <#> is reported without corresponding Non-Avail workhours for FCC <*>, DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Non-Avail salary expense is reported without corresponding Non-Avail workhours for the current processing month.

	E0033 (Navy and Air Force)
	Clinician Assigned FTEs <#> are reported for FCC cost pool <*> for DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Clinician Assigned FTEs are reported for a cost pool for the current processing month.

	E0035 (Navy and Air Force)
	Clinician Non-Avail Sick FTEs <#>, Non-Avail Leave FTEs <#>, Non-Avail Other FTEs <#> are reported for FCC cost pool <*> for DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Clinician Non-Available FTEs are reported for a cost pool for the current processing month.

	E0036
	Clinician Non-Avail Sick FTEs <#>, Non-Avail Leave FTEs <#>, Non-Avail Other FTEs <#> are reported for 'A' account FCC <*> for DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Clinicians Non-Available FTEs are reported for an A account FCC for the current processing month.

	E0037
	Clinicians Assigned FTEs <#> are reported for 'A' account FCC <*> for DMIS ID <*>, SUEE <*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Clinician Assigned FTEs are reported for an A account FCC for the current processing month.

	E0039
	The Duty Indicator <*> is not valid for FCC <*>.
	The Duty Indicator is not valid for the current processing month.

	E0040
	The Svc Occupation Code <*> and Skill Type Code <*> combination does not exist in the Svc Occupation Code/Skill Type Code Master Table for month <*> of FY <*>.
	The Service Occupation Code/Skill Type Code combination does not exist on the Occupation Code Table for the current processing month.

	E0046
	A negative amount was found in one or more of the FTE and FTE Hours fields for FCC <*>, DMIS ID <*>, SUEE <*>, Service PEC <*>, Service BS/L <*>, SOF <*> for month <*> of FY <*>.
	A negative amount exists in one or more of the FTE and Hours fields for the current processing month.

	E0083 (Air Force)
	The 3rd-level SUEE <*> is not a valid code in the SUEE Master Table for month <*> of FY <*>.
	The 3rd-level SUEE is not a valid code in the SUEE Master Table..

	E0089 (Air Force)
	The Svc BS/L <*> and SUEE <*> for month <*> of FY <*> does not map to a DoD BS/L.
	The Service BS/L and SUEE do not map to a DoD BS/L.

	E0096
	Salary expense <#> was found for FCC <*>, DMIS ID <*>, SUEE<*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Salary expense was received for a personnel record mapped to DOD SEEC Category 5 (Contractual Services) for the current processing month.

	E0097
	Non-available workhours <#> was found for FCC <*>, DMIS ID <*>, SUEE<*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Non-available workhours were received for a personnel record mapped to DOD SEEC Category 5 (Contractual Services) for the current processing month.

	E0098
	Non-available FTEs <#> was found for FCC <*>, DMIS ID <*>, SUEE<*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	Non-available FTEs were received for a personnel record mapped to DOD SEEC Category 5 (Contractual Services) for the current processing month.

	E0099
	The Personnel Category Code <*> is not a valid code for FCC <*>, DMIS ID <*>, SUEE<*>, Svc PEC <*>, Svc BS/L <*>, SOF <*> for month <*> of FY <*>.
	The personnel category is not a valid code for a personnel record mapped to DOD SEEC category 5 (Contractual Services) for the current processing month.

	E0100
	The Occ Code is not valid for the given time period.
	The Occupation Code is not valid for the given time period. 
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The user must be able to view initial validation warnings and errors to determine how to address them.  It is suggested the user print the warnings and errors to keep a hard copy file.
To view and print personnel initial validation warnings and errors, complete the following steps:
	Step
	Action

	1.
	To view warnings and errors in the ECU that were generated during initial validation, go to the “Validate Message” window and click Yes.

	2.
	To go to the ECU from the main menu, complete the following steps:
a. From the “EAS IV Main Menu” toolbar, click on ECU and select ECU.
b. In the “Error Correction Unit – Browse” window, in the “Source Data” box, select a source system.
c. In the “Data Type” box, select the data type.
d. In the “Calendar Year” box, select the calendar year.
e. In the “Calendar Month” box, select the calendar month.
NOTE:  The Data Type, Calendar Year, and Calendar Month boxes populate with the last file of the selected source system that you validated.

	3.
	To view both warnings and errors, under “Select Type”, click Both.
NOTE:  Both is the default setting.

	4.
	To view errors only, under “Select Type”, click Errors.

	5.
	To view warnings only, under “Select Type”, click Warnings.

	6.
	Click getResult.

	7.
	To print errors and warnings, go to the Reports menu.
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The user can either override the warning or correct the problem that caused the warning.  All initial validation warnings must be addressed before personnel data can migrate.
To override a warning means to accept the data into the system as valid.
To correct a warning means to correct the data that caused the warning.
Table 5-4 below describes when to use each method of addressing personnel initial validation warnings:
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	Method
	When To Use

	Override the warning
	Override a warning when the data generating the warning are valid.

	Using the Personnel Detail window
	Correct the warning through the Personnel Detail window when an invalid code or amount generates the warning.

	Delete the record
	Delete the record when the record generating the warning is faulty.
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The user must override an initial validation warning when the data generating the warning are valid.
To override initial validation warnings, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, under Select Type, click Warnings.

	2.
	In the list, select a warning.
NOTE:  To select and override more than one warning at a time, click the Check All button.  A checkmark (√) appears in the column to the left of the selected warnings.

	3.
	Click the Override button.

	4.
	In the “Documentation Code and Comments” window, under “Documentation”, in the “Code and Description” box, select the documentation code.

	5.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	6.
	Click OK.
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The user must correct an initial validation warning using the Personnel Detail window when an incorrect code or amount generates the warning.
To correct personnel initial validation warnings using the “Personnel Detail” window, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, in the list, click Warning.

	2.
	In the “Error Correction Unit – Personnel Detail” window, in the list, view the warnings and errors associated with the record.

	3.
	Make the necessary corrections in the fields that are incorrect.
NOTE:  Only the fields involved in the exception are not grayed out and accessible.  Only valid codes are available in dropdown lists.  The system does not allow invalid codes to be entered.

	4.
	In the “Code and Description” box, select the documentation code.

	5.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	6.
	Click OK.
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The data generating the initial validation errors must be corrected before personnel data can migrate.  To correct an error means to correct the data that caused the error.
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Table 5-5 below describes when to use each method of correcting personnel initial validation errors:
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	Method
	When to Use

	Using user-defined corrections
	Use the user-defined corrections when a code that has been changed and is affecting a large number of records for a specific time period generates the errors.

	Using the Personnel Detail window
	Correct the error through the Personnel Detail window when an invalid code or amount generates the error.

	Updating the ASD Table
	Update the ASD Table when an invalid code on the ASD Table generates the error.
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User-defined corrections enable the transfer of several records for a specified time period simultaneously based on a DMIS ID and/or an FCC.  If the user chooses to transfer records from a data element, he or she must also choose a data element to receive the records.  Multiple records may be applied in the User-Defined Table at one time.
NOTE:  The user may need to correct an initial validation error using the user-defined corrections when errors are generated by an invalid code that is affecting a large number of records for a specified time period.
To correct personnel initial validation errors using the user-defined corrections, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click the Table Maintenance button.

	2.
	From the “Table Maintenance – User-Defined Correction” window, in the “Select a Table” dropdown list, select User-Defined Correction (UDC).

	3.
	To add a record, click the Add button.

	4.
	To update a record in the list, select the record and click the Update button.

	5.
	In the “Table Maintenance - Insert User-Defined [Correction]” window, select Transfer.
NOTE:  This is the default setting.

	6.
	Under “Data Fiscal Year”, from the box select the fiscal year of the data being validated.

	7.
	Under “Data Type”, select PERSONNEL.
NOTE:  Only Army personnel can update Personnel data.

	8.
	Under “Effective Date Range”, in the “date” boxes, select the start and end dates.  This date range limits the time in which the UDC record will be applied during the Apply UDC function.
NOTE:  The defaults for the start and end dates are the current date and the end of the fiscal year.

	9.
	To transfer data between DMIS IDs, in the “From DMIS ID” box select the DMIS ID from which to transfer the data.

	10.
	In the “To DMIS ID” box, select the DMIS ID which will receive the data.

	11.
	To transfer data between FCCs, in the “From Functional Cost Code” box select the FCC from which to transfer data.

	12.
	In the “To Functional Cost Code” box, select the FCC which will receive the data.

	13.
	To transfer data between SUEEs, in the “From Service-Unique Expense Element” box select the SUEE from which to transfer data.
NOTE:  Data can be transferred between FCCs without a SUEE but SUEE transfers must include the FCC.

	14.
	In the “To Service-Unique Expense Element” box select the SUEE which will receive the data.

	15.
	To add additional records, repeat steps 3 through 14.

	16.
	To return to the ECU, in the “EAS IV Main Menu” toolbar, select ECU.
a. From the “Error Correction Unit – Browse” window, click the Apply UDC button.
b. In the “Confirm” window, click Yes.
c. In the “Documentation Code and Comments” window, under “Documentation”, in the “Code and Description” box, select the appropriate documentation code.
d. In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	17.
	Click OK.





For the Army, records can be added to the UDC table to delete personnel data when the Apply UDC function is executed.
	Step
	Action

	1.
	From the “Error Correction Unit – Browse” window, click the Table Maintenance button.

	2.
	In the “Table Maintenance – User-Defined Correction” window, in the “Select a Table” dropdown list, select User-Defined Correction (UDC).

	3.
	To add a record, click the Add button.

	4.
	To update a record, in the list select the record and click the Update button.

	5.
	In the “Table Maintenance - Insert User-Defined [Correction]” window, select Delete.

	6.
	Under “Data Fiscal Year”, in the box select the fiscal year of the data being validated.

	7.
	Under “Data Type”, select PERSONNEL.

	8.
	Under “Effective Date Range”, in the “date” boxes select the start and end dates.  This date range limits the time in which the UDC record can be applied during the Apply UDC function.
NOTE:  The defaults for the start and end dates are the current date and the end of the fiscal year.

	9.
	In the Delete From section:
a. Select the DMIS ID of the record to be deleted.
b. Select the FCC of the record to be deleted.
c. Select the SUEE of the record to be deleted.
NOTE:  The SUEE is optional but the DMIS ID and FCC are required.

	10.
	Click OK.
NOTE:  To delete a UDC record from the UDC Table, click the Delete button.  UDC records from the UDC Table can only be deleted if it has not already been applied.

	11.
	To add or update another delete record, repeat steps 3 through 10.
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The user must correct an initial validation error using the Personnel Detail window when an incorrect code or amount generates the error.
To correct personnel initial validation errors using the Personnel Detail window, complete the following steps:
	Step
	Action

	1.
	From the “Error Correction Unit – Browse” window, under “Select Type” click Errors.

	2.
	From the list select the error to correct.

	3.
	In the “Error Correction Unit – Personnel Data” window, in the list view the warnings and errors associated with the record.

	4.
	Make necessary corrections in the fields that are incorrect.
NOTE:  Only the fields involved in the exception are highlighted and accessible.  Only valid codes are available in dropdown lists.  The system does not allow invalid codes to be entered.

	5.
	In the “Code and Description” box, select the documentation code.

	6.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional but recommended.

	7.
	Click OK.
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Initial validation errors need to be corrected by updating the ASD table when an invalid code on the ASD Table generates the error.
To correct initial validation errors by updating the ASD Table, complete the following steps:
	Step
	Action

	1.
	From the “Error Correction Unit – Browse” window, click the Table Maintenance button.

	2.
	In the “Table Maintenance: User-Defined Correction” window, from the dropdown list select Account Subset Definition (ASD) Table.

	3.
	To add a record, complete the following steps:
a. Click the Add button.
b. In the “Table Maintenance –Account Subset Definition (ASD)” window add the record.

	4.
	To update a record, complete the following steps:
a. In the list, select a record.
b. Click the Update button.
c. In the “Table Maintenance – Update Account Subset Definition (ASD)” window, update the record.
NOTE:  Refer to Section 2, Maintaining the ASD Table, for instructions on updating the ASD Table.

	5.
	When finished with the above steps, click OK.

	6.
	To make additional updates to the ASD Table, repeat steps 3 through 5.

	7.
	To return to the ECU, on the “EAS IV Main Menu” toolbar, click on ECU, and select ECU.
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Revalidation compares a source data file to the business rules and master code tables after a source data file has been manipulated by a user to address initial validation warnings and errors.
NOTE:  For more instructions on the validation checks for personnel source data, refer to the beginning of this unit.
The user must revalidate a personnel source data file after he or she has addressed all initial validation warnings and errors.
To revalidate a source data file while in the ECU, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click Validate.

	2.
	If no additional initial validation errors or warnings occur, complete the following steps:
a. In the “Migration Passed” window, click OK.
b. View the migrated data in Adjustments.
NOTE:  Refer to Section 8, Adjusting Personnel Data, for more instruction on Adjustments.

	3.
	If additional initial validation errors or warnings occur, complete the following steps:
a. In the “Validation Message” window, click Yes.
b. Address the warnings or errors in the ECU.




To revalidate personnel source data files from the EAS IV Main Menu, complete the following:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select System Interfaces, and click Available to Validate.

	2.
	In the “Source Data System Name” box, select the Personnel file.

	3.
	In the “Calendar Year” box, select the calendar year.

	4.
	In the “Calendar Month” box, select the calendar month.

	5.
	Click Validate.

	6.
	Repeat steps 2 and 3 under Revalidating Personnel Data.
NOTE:  Refer to Section 8, Adjusting Personnel Data, for more instruction on Adjustments.
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Validating Workload Data
[bookmark: _Toc107367345][bookmark: _Toc318125123]Introduction
This topic will cover how to validate workload data.  After a workload source data file is imported into EAS IV without import errors, the file can be validated.  EAS IV performs initial validation checks on the imported workload data to ensure all codes and code combinations are allowed by the business rules and master code tables.  When initial validation finds an exception to the business rules or master code tables, EAS IV generates an initial validation warning or error.
[bookmark: _Toc107367346][bookmark: _Toc318125124]In this Section
This section includes the following topics:
Initial Validation of Workload Data
Overriding Initial Validation Warnings 
Addressing Initial Validation Errors
Revalidating Workload Source Data
[bookmark: _Initial_Validation_of_Workload_Data_1][bookmark: _Initial_Validation_of_Workload_Data][bookmark: _Toc107367347][bookmark: _Toc318125125]Initial Validation of Workload Data
Workload source data have unique validation checks.  In addition, CHCS and WMSNi source data contain two different data types.  Validation checks exist for each data type.
Initial validation compares imported source data from source systems to the business rules and master code tables.  A source data file may be validated several times.  The same initial validation checks are performed on a source data file regardless of how many times the file has been validated.
Migrated workload data are workload data that have successfully passed all initial validation checks.


Tables 6-1 through 6-6 below describe the initial validation checks for workload data:
[bookmark: _Toc107130575][bookmark: _Toc299107089]Table 6‑1:  Initial Validation Checks for CHCS Data Set Data
	Check
	Description

	CPT Codes
	The CPT code and CPT modifier must exist on the CPT Master Code Table.

	FCC Data Set
	The FCC/Data Set/DMIS ID combination must be valid on the Master Code Table.

	Providing FCC/DMIS ID
	The Providing FCC/DMIS ID combination must exist on the ASD Table.

	Raw Statistical Amount
	The sum of the beneficiary category counts must be equal to the raw statistical amount in each record.

	Requesting FCC/DMIS ID
	The requesting FCC/DMIS ID combination must exist on the ASD Table.

	Statistical Amounts
	Neither the raw statistical amount nor the weighted statistical amount can be a negative number.


[bookmark: _Toc107130576]
[bookmark: _Toc299107090]Table 6‑2:  Initial Validation Checks for CHCS Enrollment Data
	Check
	Description

	DMIS ID
	The DMIS ID must exist on the DMIS ID Master Table.

	Patient Count
	The patient count must not be a negative number.
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[bookmark: _Toc299107091]Table 6‑3:  Initial Validation Checks for WMSNi Patient Acuity Data
	Check
	Description

	Nursing Hours and Number of Patients
	The nursing hours and the number of patients must not be a negative number.

	Patient Acuity Category Code
	The patient acuity category code must exist on the Patient Acuity Category Code Master Code Table.



[bookmark: _Toc318125126]Initial Validation Results
When the initial validation process detects no exceptions to the business rules and master code tables, records are migrated and written to the clean Workload Accepted Tables.  Status information associated with a successful initial validation can be viewed in the EAS IV Main Menu on the Pre-Allocated Data Status window.
When the initial validation process detects one or more exceptions to the business rules or master code tables, EAS IV generates a warning or error.  Initial validation checks for workload data which do not generate warnings.  Status information about an unsuccessful initial validation attempt is recorded in the database and can be viewed in the EAS IV Main Menu window on the Pre-Allocated Data Status window.
[bookmark: _Performing_Initial_Validation][bookmark: _Toc107367349][bookmark: _Toc318125127]Performing Initial Validation
The user must perform initial validation after workload source data files have been imported from CHCS to compare data to the business rules and master code tables.
To perform initial validation for workload source data files, complete the following steps:
NOTE:  After completing a successful import of a workload file, begin the validation process.
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select System Interfaces, and click Available to Validate.

	2.
	In the “Source Data System Name” box, select the workload file.

	3.
	In the “Calendar Year” box, select the calendar year.

	4.
	In the “Calendar Month” box, select the calendar month.

	5.
	Click Validate.

	6.
	If no initial validation warnings or errors occur, view the migrated data in Workload Adjustments.
NOTE:  Refer to Section 9 for instruction on Workload Adjustments.

	7.
	If initial validation warnings or errors occur, to address them in the ECU, from the “Validation Message” window, click Yes.
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[bookmark: _Toc318125128]Initial Validation Error
An initial validation error is generated when an exception of major severity to the business rules or master code tables is found in imported data during initial validation.
The initial validation error indicates that imported workload source data are invalid.  The user must correct all initial validation errors because they indicate a discrepancy between the data and the business rules or master code tables.
Table 6-4 below describes initial validation errors according to workload source data systems and data types with the exception of SADR (Ambulatory) and DRG exceptions because currently there is no data source.  In the error messages, the pound symbol <#> indicates an amount and the asterisk <*> indicates a data element:

[bookmark: _Toc107130580][bookmark: _Toc299107092]

Table 6‑4:  CHCS Data Set Initial Validation Errors
	Exception Code
	Error
	Description

	E0015
	Data Set ID <*>, FCC <*> and DMIS ID <*> is not a valid combination in the Data Set Business Rules Table for FY <*>.
	The FCC/DMIS ID/Data Set ID combination is not a valid combination on the ASD Data Set/Allocation Table for the current fiscal year.

	E0051
	The Providing FCC <*> and Providing DMIS ID <*> is not a valid combination in the ASD Table for Data Set ID <*>, Requesting FCC <*>, Requesting DMIS ID <*> for month <*> of FY <*>.
	The providing FCC/Providing DMIS ID combination is not a valid combination on the ASD Table for the current month.

	E0052
	The Requesting FCC <*> and Requesting DMIS ID <*> is not a valid combination in the ASD Table for Data Set ID <*>, Providing FCC <*>, Providing DMIS ID <*> for month <*> of FY <*>.
	The requesting FCC/requesting DMIS ID combination is not a valid combination on the ASD Table for the current month.

	E0053
	A negative statistical amount exists for Data Set ID <*>, FCC <*>, DMIS ID <*>, raw statistical amount <#>, weighted statistical amount <#>, for month <*> of FY <*>.
	The workload record contains a negative statistical amount for the current month.

	E0068
	The CPT code <*> and modifier <*> are not valid on the CPT Master Table for month <*> of FY <*>.
	The CPT code and modifier are not valid on the CPT Table for the current month.

	E0081
	The sum of all of the Beneficiary Category counts <#> does not equal the raw amount <#> reported for Data Set ID <*>, Providing DMIS ID <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*>.
	The sum of the beneficiary category counts on the record does not equal the record's raw amount for the current month.
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Table 6‑5:  CHCS Enrollment Initial Validation Errors
	Exception Code
	Error
	Description

	E0001
	The DMIS ID <*> is not a valid code in the DMIS ID Master Table for month <*> of FY <*>.
	The DMIS ID is not a valid code on the DMIS ID Table for the current month.

	E0079
	A negative patient count <#> was found for beneficiary category <*>, DMIS ID <*> for month <*> of FY <*>.
	The patient count is a negative number in a beneficiary category for the current month.




[bookmark: _Toc299107094]Table 6‑6:  WMSNi (Patient Acuity) Initial Validation Data Set Errors
	Exception Code
	Error
	Description

	E0007
	FCC <*> and DMIS ID <*> is not a valid combination in the ASD Table for month <*> of FY <*>.
	The FCC/DMIS ID combination is not a valid combination on the ASD Table for the current month.

	E0049
	A negative number of nursing hours <#> is reported for Patient Category Code <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*>.
	A negative number is reported for nursing hours for the current month.

	E0050
	A negative number of patients <#> is reported for Patient Category Code <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*>.
	A negative number is reported for the number of patients for the current.
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[bookmark: _Toc318125129]Viewing and Printing Initial Validation Warnings and Errors
The user must view initial validation warnings and errors to determine how to address them.  It is recommended the user print the errors to keep a hard copy on file.
To view and print workload initial validation errors, complete the following steps:
	Step
	Action

	1.
	To view errors in the ECU that were generated during the initial validation, in the “Validate Message” window, click Yes.

	2.
	To go to the ECU from the main menu, complete the following steps:
a. In the “EAS IV Main Menu” toolbar, click on ECU, and select ECU.
b. In the “Error Correction Unit – Browse” window, in the “Source Data” box, select a source system.
c. In the “Data Type” box, select the data type.
d. In the “Calendar Year” box, select the calendar year.
e. In the “Calendar Month” box, select the calendar month.
NOTE:  The Data Type, Calendar Year, and Calendar Month boxes populate with the last file of the selected source system that you validated.
f. Click getResult.
g. To print errors and warnings, go to the Reports menu.


[bookmark: _Toc107367357]
[bookmark: _Toc318125130]Addressing Initial Validation Errors
The data generating the initial validation errors must be corrected before workload data can migrate.
To correct an error means to amend the data that caused the error.
The table below describes when to use the detail window method of correcting workload initial validation errors:
[bookmark: _Toc107130585]Table 6‑7:  Workload Error Correction Methods
	Method
	When to Use

	Using the detail window
	Correct the error through the detail window when an invalid code or amount in a CHCS or WMSNi record generates the error.
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The CHCS and WMSNi initial validation errors must be corrected using the detail window when an incorrect code or amount generates the error.
To correct CHCS and WMSNi initial validation errors using the detail window, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, under “Select Type”, click Errors.

	2.
	Select the error by clicking on the hyperlink.

	3.
	In the “Detail” window, in the list, view the warnings and errors associated with the record.

	4.
	Make the necessary corrections in the fields that are incorrect.
NOTE:  Only the fields involved in the exception are highlighted and accessible.
Only valid codes are available in the dropdown lists.  The system does not allow invalid codes to be entered.

	5.
	In the “Code and Description” box, select the documentation code.

	6.
	In the “Comments” box, type the comments.
NOTE:  Comments are optional, but recommended.

	7.
	Click OK.


[bookmark: _Revalidating_Workload_Source_Data][bookmark: _Toc107367361]
[bookmark: _Toc318125132]Revalidating Workload Source Data
Revalidation compares a source data file to the business rules and master code tables after a source data file has been manipulated by a user to address initial validation warnings and errors.
NOTE:  Refer to Section 6-3, Initial Validation of Workload Data, for instructions on initial validation for workload source data.
Revalidate a workload source data file after addressing all initial validation warnings and errors.
To revalidate a source data file while in the ECU, complete the following steps:
	Step
	Action

	1.
	In the “Error Correction Unit – Browse” window, click Validate.

	2.
	If no additional initial validation errors or warnings occur, complete the following steps:
a. In the “Migration Passed” window, click OK.
b. View the migrated data in Adjustments.
NOTE:  Refer to Section 9, Adjusting Workload Data, for instructions on Adjustments.

	3.
	If additional initial validation errors or warnings occur, complete the following steps:
a. In the “Validation Message” window, click Yes.
b. Address the warnings or errors in the ECU.



To revalidate a workload source data file from the EAS IV Main Menu, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select System Interfaces, and click Available to Validate.

	2.
	In the “Source Data System Name” box, select the Workload file.

	3.
	In the “Calendar Year” box, select the calendar year.

	4.
	In the “Calendar Month” box, select the calendar month.

	5.
	Click Validate.
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Adjusting financial data
[bookmark: _Toc107367364][bookmark: _Toc318125134]Introduction
[bookmark: _Toc107367365]Financial data includes financial expenses and obligations, plus personnel obligations that are either created by EAS IV when a personnel source file migrates or through an adjustment for civilian personnel.  EAS IV allows the user to make adjustments to financial expenses and obligations before proceeding to allocation.
For the Army, civilian personnel obligations are updated during migration of the personnel source file and during a personnel adjustment of a salary expenses on a civilian personnel record.  Refer to Section 9 Adjusting Personnel Data, for instructions on when these adjustments occur.
For the Air Force, civilian personnel obligations can be adjusted through Financial Adjustments, sub-type Personnel Obligations.  Air Force processes personnel data by FCC and financial data by RC/CC.  There is a one-to-many relationship in that one FCC can have multiple RC/CCs.  Therefore, EAS IV cannot keep civilian personnel obligations which are capture by RC/CC in sync with civilian salary expenses which are processed by FCC.
For the Navy, civilian personnel obligations are updated during migration of the personnel source file.  Navy personnel cannot adjust personnel data in EAS IV.
[bookmark: _Toc318125135]In this Section
This section includes the following topics:
Viewing Financial Data
Adding a Financial Expenses and Obligations Record
Adjusting Financial Expenses and Obligations
Transferring Financial Expenses and Obligations
Deleting a Financial Expenses and Obligations Record
Applying User-Defined Adjustments to Financial Records
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Viewing Financial Data
After financial data migrates, the records appear in Adjustments for review.  To view the financial data, follow the steps below:
	Step
	Action

	1.
	In EAS IV, click Adjustments, then click on Financial.

	2.
	To view financial expenses and obligations, in the “Adjustments - Financial Data” window, in the “Sub-Type” box, select Expenses/Obligations.

	3.
	To view Personnel obligations and expenses, in the “Adjustments – Personnel Data” window, in the “Sub-Type” box, select Personnel Obligations.

	4.
	In the “Calendar Month” box, select the calendar month.
NOTE:  The default dates for the Calendar Month and Calendar Year boxes are the last month and year for which financial data have migrated or been added manually.

	5.
	In the “Calendar Year” box, select the calendar year.

	6.
	To view Net financial data, under “Display As”, Select Net.

	7.
	To view Year-To-Date financial data, under “Display As”, select Year-To-Date.
NOTE:  Year-To-Date is the default selection in the “Display As” box.

	8.
	Click Get.

	9.
	In the list, view the financial data.

	[image: ]
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Adjusting Financial Expenses and Obligations
There may be a need to increase or decrease expenses or obligations for a record.  To increase the amounts, type positive numbers, to decrease the amounts, type negative numbers.  When decreasing financial expenses or obligations, the resulting net month amount cannot be negative.
To adjust financial expenses and obligations, complete the following steps:

	Step
	Action

	1.
	In the “Adjustments - Financial Data” window, in the “Sub-Type” box, select Expenses/Obligations.

	2.
	In the “Calendar Year” box, select the calendar year.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	Under “Display As”, select Net or Year-To-Date.

	5.
	Select a record for adjustment.

	6.
	Click the Adjust button.

	7.
	If viewing Net financial expenses and obligations, complete the following:
a. To adjust expenses, in the “Adjustments - Adjust Financial Record” window, under “Net Amounts for Adjust By”, in the “Expenses “box, type the amount by which to increase or decrease the expenses.
b. To adjust obligations, in the “Obligations” box, type the amount by which to increase or decrease the obligations.

	8.
	If viewing year-to-date financial expenses and obligations, complete the following:
a. To adjust expenses, in the “Adjustments - Adjust Financial Record” window, under “Year-To-Date Amounts, for Adjust By”, in the “Expenses” box, type the amount by which to increase or decrease the expenses.
b. To adjust obligations, in the “Obligations” box, type the amount by which to increase or decrease the obligations.
NOTE:  Adjusted records are adjusted for the net month regardless if user is viewing net month or year-to-date financial expenses and obligations.

	9.
	In the “Code and Description” box, select the documentation code.

	10.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	11.
	Click OK.
NOTE:  The expense and/or obligation amounts are adjusted and available for viewing by filtering for that record.
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Transferring Financial Expenses and Obligations
The user may need to transfer financial expenses and obligations from one FCC or RC/CC to another FCC or RC/CC.  This transfer process can be used only to transfer expenses and obligations between two records.
In order to transfer financial data from one record to another, the financial keys on both records must match.  The financial keys are SUEE, PEC, BS/L, and SOF.  If a match is found, the expenses and obligations are transferred to the matching record.  If no match is found, the record cannot be transferred.
Instead the user must delete the financial record and add a new financial record with the correct financial keys.  If the user wants to transfer a financial record to an FCC where a record does not already exist, a new financial record is added.
To transfer financial expenses and obligations, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click Adjustments, then click on Financial.

	2.
	In the “Adjustments - Financial Data” window, in the list, select a record.

	3.
	Click the Transfer button.

	4.
	In the “Adjustments - Financial Transfer” window, from the “To FCC” box, select the FCC (Air Force selects RC/CC).
NOTE:  When transferring expenses and obligations between records, they are transferred for the net month regardless if the user is viewing net month or year-to-date financial expenses and obligations.

	5.
	In the “Code and Description” box, select the documentation code.

	6.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	7.
	Click OK.
NOTE:  The expense and obligation amounts are transferred to the selected FCC, and the record from which the amount was transferred now shows $0.00 for net month expenses and obligations.  The year-to-date expenses and obligations are automatically recalculated accordingly.  To view the adjustments, filter for those records.
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Deleting a Financial Expenses and Obligations Record
There may be a need to delete a financial expenses and obligations record that should not exist in the file.  For example, if a record that should not have been included in the source file is present, the user will need to delete it manually.
To manually delete a financial expenses and obligations record, complete the following steps:
	Step
	Action

	1.
	In the “Adjustments - Financial Data” window, in the list, select the record to be deleted.

	2.
	Click the Delete button.

	3.
	In the “Confirm” window, click OK.

	4.
	In the “Code and Description” box, select the documentation code.

	5.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	6.
	Click OK.
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[bookmark: _Toc318125140]Applying User-Defined Adjustments to Financial Records
User-Defined Adjustments enable the user to adjust data by adding user correction records and updating existing user correction records in the User-Defined Table.  User correction records show transfers of data between FCCs.
The user may need to transfer data between FCCs for multiple records.  To transfer data, add new records or update existing records in the User-Defined Table in Table Maintenance, then apply them in Adjustments.  Adding records or updating existing records in the User-Defined Table can only be done in the Web application.  When applying User-Defined Adjustments, the transfers apply to both financial data types.
If no records exist to transfer, a message appears in the User-Defined Adjustment (UDA) Exception Report.  If a match is found, the expenses and obligations are transferred to that record.  If no match is found, a record is added.
All other information for the records must match except for the FCC and SUEE (depending on which elements are selected for the transfer), the expenses, and the obligations.
If a match is found, the expenses and obligations are transferred.  If no match is found, a record is added.  If the User-Defined Table (UDT) cannot find a match for the record from which information is being transferred, the transfer does not occur, and a message is written to the UDA Exception report for Army and Air Force.
The user must be working in the “Financial Adjustments” window to apply User-Defined Adjustments for financial records.
[bookmark: _Toc318125141]Adding User-Defined Adjustments to the User-Defined Table
The following steps describe how to add User-Defined Adjustments to financial records:
	Step
	Action

	1.
	In EAS IV, click on Adjustments, then click on Financial.

	2.
	In the “Adjustments - Financial Data” window, click the Table Maintenance button.

	3.
	In the “Table Maintenance: User-Defined Adjustment”’ window, in the “Select a Table” box, select User-Defined Adjustment.

	4.
	Click the Add button.

	5.
	In the Data Fiscal Year box, select the applicable Fiscal Year.

	6.
	In the “Table Maintenance - User-Defined Table (Adjustment)” window, under “Data Type”, in the box, select Financial.

	7.
	Click OK.

	


	8.
	Proceed to the steps below:



To update an existing record, complete the following:
	Step
	Action

	1.
	In the list, select the record.

	2.
	Click the Update button.

	3.
	In the “Table Maintenance - Update User-Defined [Adjustment]” window, under “Data Type”, in the box, select Financial.

	4.
	In the “From DMIS ID” box, select the DMIS ID from which to transfer the data.

	

NOTE:  The data are automatically transferred to the same DMIS ID.

	5.
	In the “From Functional Cost Code” box, select the FCC or RC/CC from which to transfer the data.

	6.
	In the “To Functional Cost Code” box, select the FCC or RC/CC to which the data is being transferred.

	7.
	In the “From Service-Unique Expense Element” box, select the Service-Unique Expense Element from which to transfer the data.
NOTE:  The SUEE fields are not available for Navy personnel.

	8.
	In the From Service-Unique Expense Element box, select the Service-Unique Expense Element to which data is being transferred.
NOTE:  The DMIS ID and the two FCCs are required.  The SUEE is optional.

	9.
	Under “Effective Date Range”, in the “date” boxes, select the start and end dates to specify the time frame for which to allow this change to be applied by the Apply UDA function.
NOTE:  The default start and end dates are the current date and the end of the fiscal year.

	10.
	In the “Correction Description” box, type the description of corrections made.

	11.
	In the “Comments” box, type the comments.

	12.
	Click OK.

	13.
	In the “Adjustments – Personnel Data” window, click the Apply User-Defined Table button.

	14.
	In the “Confirm” window, click OK.

	15.
	In the “Code and Description” box, select the documentation code.

	16.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	17.
	Click OK.

	18.
	When finished, save the data.



The financial data are transferred as defined in the user correction record and adjustments can be viewed by filtering for those records.
If an active financial user correction record on the User-Defined Table could not be applied, the following message will appear in the status bar:
UDA – Completed – Check UDA Exception Report
The User-Defined Exception Report is available for review under the Standard Reports category in the Reports function.
To delete a UDA record, select the record and click the Delete button.  UDA records can only be deleted if the UDA has not been applied.
EAS IV Application FUG, Software Release 6.0
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Adjusting Personnel Data
[bookmark: _Toc318125143]Introduction
Personnel data contains the salary expenses and Workhours derived from DMHRSi.  EAS IV enables the user to make adjustments to personnel data before proceeding to Allocation.
[bookmark: _Toc318125144]In this Section
This section will cover the following topics:
Automatic Adjustments to Financial Records
Viewing Personnel Data
Adding a Personnel Record
Adjusting  Personnel Records
Transferring Personnel Data
Deleting a Personnel Record
Applying User-Defined Adjustments to Personnel Records 
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Automatic Adjustments to Financial Records
When personnel records are adjusted, the expense amounts for corresponding personnel obligation records having the same FCC or RC/CC, SUEE, PEC, BS/L, and SOF are automatically updated.  Because personnel records contain two types of expenses (available and non-available), the expenses for personnel obligation records are adjusted by the sum of the two.
Multiple personnel records can correspond to one financial record.  Because of this, adjustments that may be unique on the Personnel window may not be unique on the Financial window.  For example, if a personnel record for which no match exists is transferred, the system adds a personnel record.  However, if a matching financial record exists, the expenses and obligations transfers to an existing record on the Financial window.
Table 8-1 below describes how financial records are automatically adjusted when personnel records are adjusted through Personnel Adjustments.  Note that Navy and Air Force users cannot adjust Personnel data.
[bookmark: _Toc107130586][bookmark: _Toc299107095]Table 8‑1:  Automatic Adjustments (Army only)
	Personnel Data Adjusted
on the Personnel Window
	Financial Record Adjusted
on the Financial Window

	A personnel record with a salary expense other than a civilian personnel is added.
	The corresponding personnel obligations record is added with expenses only. 

	A civilian personnel record with a salary expense is added.
	The corresponding personnel obligations record is added with expenses and obligations.  Obligations are automatically created from the salary expense.  

	A personnel record with a salary expense other than a civilian personnel is adjusted. 
	The expenses for the corresponding personnel obligations record are adjusted.

	A civilian personnel record with a salary expense is adjusted.
	The expenses and obligations for the corresponding personnel obligations record are adjusted.

	A personnel record with a salary expense other than civilian personnel is transferred.
	The expenses for the corresponding personnel obligations record are transferred, and the original record is zeroed out.

	A civilian personnel record with a salary expense is transferred.
	The expenses and obligations for the corresponding personnel obligations record are transferred, and the original record is zeroed out.

	A personnel record with a salary expense other than a civilian personnel record is deleted.
	The expenses for the corresponding personnel obligations record are zeroed out.

	A civilian personnel record with a salary expense is deleted.
	The expenses and obligations for the corresponding personnel obligations record are zeroed out.
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[bookmark: _Toc318125146]Viewing Personnel Data
After personnel data migrates, the records appear in Adjustments for review.
To view personnel data, complete the following steps:
	Step
	Action

	1.
	In the EAS IV main menu toolbar, click Adjustments and select Personnel.

	2.
	In the “Adjustments - Personnel Data” window, in the “Calendar Year” box, select the calendar year.
NOTE:  The default year in the Calendar Year box is the last year for which personnel data have migrated or been entered manually.

	3.
	In the “Calendar Month” box, select the calendar month.
NOTE:  The default month in the Calendar Month box is the last month for which personnel data have migrated or been entered manually.

	4.
	Click Get.

	5.
	In the list, view the personnel data.
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You may need to add a personnel record that does not already exist in the file.  For example, if a record that should have been in the source file is missing, you need to add it manually.
To add a personnel record, complete the following:
	Step
	Action

	1.
	In EAS IV main menu toolbar, click Adjustments and select Personnel.

	2.
	In the “Adjustments - Personnel Data” window, in the “Calendar Year” box, select the calendar year.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	Click the Add button.

	5.
	In the “Adjustments - Personnel [Add mm/yyyy]” window, under “Work Center”, in the “DMIS ID” box, select the DMIS ID.

	6.
	In the “FCC” box, select the FCC.

	7.
	Under “Salary Expense Amounts, for Actual”, in the “Available” box, type the available salary expense amount.

	8.
	For Actual, in the “Nonavailable” box, type the nonavailable salary expense amount.

	9.
	Under “Service-Unique Expense Codes”, in the “Expense Element” box, select the expense element.

	10.
	In the “Program Element Code” box, select the program element code.

	11.
	In the “Basic Symbol/Limit” box, select the basic symbol/limit.

	12.
	In the “Source of Funds” box, select the source of funds code.

	13.
	Under “Personnel Information”, in the “Occupation Code” box, select the occupation code.

	14.
	In the “Skill Type” box, select the skill type code.
NOTE:  If an occupation code that corresponds to only one skill type is selected, the Skill Type box is automatically populated with that skill type.

	15.
	In the “Suffix” box, select the skill type suffix code.

	16.
	In the “Personnel Category” box, select the personnel category.

	17.
	In the “Duty Indicator” box, select the duty indicator.

	18.
	Under “Workhours”, in the “Available” box, type the number of available Workhours.
NOTE:  When the number of available Workhours are entered, the available FTEs are automatically calculated under Full-Time Equivalents in the Available box.

	19.
	In the “Nonavailable Sick/Hospital” box, type the number of nonavailable sick/hospital Workhours.
NOTE:  When the number of nonavailable sick/hospital Workhours are entered, the nonavailable sick/hospital FTEs are automatically calculated under Full-Time Equivalents in the Nonavailable Sick/Hospital box.

	20.
	In the “Nonavailable Leave” box, type the number of nonavailable leave Workhours.
NOTE:  When the number of nonavailable leave Workhours are entered, the nonavailable leave FTEs are automatically calculated under Full-Time Equivalents in the Nonavailable Leave box.

	21.
	In the “Nonavailable Other” box, type the number of nonavailable other Workhours.
NOTE:  When the number of nonavailable other Workhours are entered, the nonavailable other FTEs are automatically calculated under Full-Time Equivalents in the Nonavailable Other box.

	22.
	Under “Full-Time Equivalents, in the Assigned” box, type the number of assigned FTEs.

	23.
	In the “Code and Description” box, select the documentation code.

	24.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	25.
	Click OK.
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Adjusting Personnel Records
It may be necessary to change salary expenses, the number of Workhours, or the number of FTEs.  Salary expenses are adjusted by the amount entered in the Adjust By field.  However, Workhours and FTEs are changed according to the number the user enters.
To increase salary expenses, the user must type positive numbers in the Adjust By fields.  To decrease salary expenses, the user must type negative numbers in the Adjust By fields.  When decreasing salary expenses, the resulting net month amount cannot be negative.
NOTE:  Air Force and Navy users are unable to modify Personnel data due to Service rights.
To adjust personnel data, complete the following steps:
	Step
	Action

	1.
	In the “Adjustments – Personnel Data” window, in the list, select a record.

	2.
	Click the Adjust button.

	3.
	To adjust the available salary expenses, under “Salary Expense Amounts”, for Adjust By, in the “Available” box, type the amount by which to increase or decrease the available salary expenses.

	4.
	To adjust the nonavailable salary expenses, for Adjust By, in the Nonavailable box, type the amount by which to increase or decrease the nonavailable salary expenses.
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	5.
	To adjust the available workhours, under “Workhours”, in the “Available” box, type the number of available workhours.
NOTE:  When the number of available workhours are entered, the available FTEs are automatically calculated under Full-Time Equivalents in the “Available” box.

	6.
	To adjust the nonavailable sick/hospital workhours, in the “Nonavailable Sick/Hospital” box, type the number of nonavailable sick/hospital workhours.
NOTE:  When the nonavailable sick/hospital workhours are entered, the nonavailable sick/hospital FTEs are automatically calculated under Full-Time Equivalents in the Nonavailable Sick/Hospital box.

	7.
	To adjust the nonavailable leave workhours, in the “Nonavailable Leave” box, type the number of nonavailable leave workhours.
NOTE:  When the number of nonavailable leave workhours are entered, the nonavailable leave FTEs are automatically calculated under Full-Time Equivalents in the “Nonavailable Leave” box.

	8.
	To adjust the nonavailable other workhours, in the “Nonavailable Other” box, type the number of nonavailable other workhours.
NOTE:  When the number of nonavailable other workhours are entered, the nonavailable other FTEs are automatically calculated under Full-Time Equivalents in the “Nonavailable Other” box.

	9.
	To adjust the assigned FTEs, under “Full-Time Equivalents”, in the “Assigned” box, type the number of assigned FTEs.

	10.
	In the “Code and Description” box, select the documentation code.

	11.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	12.
	Click OK.
NOTE:  The salary expenses and/or number of workhours and FTEs are adjusted.  To view the adjustments, filter for that record.
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It may be necessary to transfer salary expenses, workhours, and FTEs from one FCC to another FCC.  Air Force and Navy users are unable to transfer personnel data due to Service rights.  This transfer process can be used only to transfer salary expenses, workhours, and FTEs between two records.  Unlike financial records, which are zeroed out when data are transferred, personnel records from which data are transferred will be deleted.
In order to transfer personnel data from one record to another, the personnel keys on both records must match.  The personnel keys are SUEE, PEC, BS/L, Skill type, Skill type suffix, Occupation code, Personnel category, Duty indicator, and SOF.  If a match is found, the salary expenses, workhours, and FTEs are transferred to the matching record.  If no match is found, the record cannot be transferred.  Instead, the user must delete the personnel record and add a new personnel record with the correct personnel keys.  If the user wants to transfer a personnel record to an FCC where a record does not already exist, a new personnel record is added.


To transfer personnel data, complete the following steps:
	Step
	Action

	1.
	In the “Adjustments – Personnel Data” window, in the list, select a record.

	2.
	Click the Transfer button.

	3.
	In the “Adjustments – Financial Transfer” window, under “To, in the FCC” box, select the FCC.

	4.
	In the “Code and Description” box, select the documentation code.

	5.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	6.
	Click OK.
NOTE:  The salary expenses, Workhours, and FTEs are transferred to the selected FCC, and the record from which the data was transferred are deleted.
To view the adjustments, filter for the records.


[bookmark: _Deleting_a_Personnel][bookmark: _Toc107367378]
[bookmark: _Toc318125150]Deleting a Personnel Record
It may be necessary to delete a personnel record that should not exist in the file.  Air Force and Navy users are unable to delete records.
To delete a personnel record, complete the following steps:
	Step
	Action

	1.
	In the “Adjustments – Personnel Data” window, in the list, select a record.

	2.
	Click the Delete button.

	3.
	In the “Confirm” window, click OK.
NOTE:  When OK is selected, an “Information” window appears stating that the corresponding personnel obligations record will update automatically.

	4.
	In the “Code and Description” box, select the documentation code.

	5.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	6.
	Click OK.
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The user may need to transfer data between FCCs and RC/CCs for multiple records.  To transfer data, add records or update existing records in the User-Defined Table in Table Maintenance, then apply changes in Adjustments.  Unlike financial user-defined record transfers which are zeroed out when data is transferred, personnel user-defined records from which data are transferred will be deleted.
If a match is found, the salary expenses, Workhours and FTEs are transferred.  If no match is found, a record is added.
Adding records or updating existing records in the User-Defined Table can only be done in the Web application.
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When the user applies Personnel User-Defined Adjustments, corresponding personnel obligation records are automatically updated, just as when other types of adjustment to personnel data are made.
The user must be on the Personnel window to apply User-Defined Adjustments for personnel records.
NOTE:  Only Army personnel can use the UDA-Personnel functions.
To add or update User-Defined Adjustments to financial records, complete the following steps:
	Step
	Action

	1.
	In the “Adjustments – Personnel Data” window, click Table Maintenance.

	2.
	In the “Table Maintenance – User-Defined Adjustment” window, in the “Select a Table” box, select User-Defined Adjustment.



To add a new record, complete the following steps:
	Step
	Action

	1.
	On the “Table Maintenance – User-Defined Table (Adjustment)” window click the Add button.

	2.
	In the “Table Maintenance – Insert User-Defined [Adjustments]” window, under “Data Type”, in the box, select Personnel.

	3.
	Proceed to the steps below.





To update an existing record, complete the following steps:
	Step
	Action

	1.
	On the “Table Maintenance – User-Defined Table (Adjustment)” window click the Update button.

	2.
	In the list, select the record to be updated.

	3.
	On the “Table Maintenance – Update User-Defined [Adjustments]” window, under “Data Type”, in the box, select Personnel.

	4.
	In the “From DMIS ID” box, select the DMIS ID from which the data is being transferred.
NOTE:  The data are automatically transferred to the same DMIS ID.

	5.
	In the “From Functional Cost Code” box, select the FCC from which the data is being transferred.

	6.
	In the “To Functional Cost Code” box, select the FCC to which the data is being transferred.

	7.
	To transfer data between SUEEs, in the “From Service-Unique Expense Element” box, select the SUEE from which data is being transferred.

	8.
	If a SUEE from which to transfer was selected, in the “To Service-Unique Expense Element” box, select the SUEE to which data is being transferred.
NOTE:  The DMIS ID and the two FCCs are required.  The SUEE is optional.

	9.
	Under “Effective Date Range”, in the “date” boxes, select the start and end dates to specify the time frame for which to allow this change to be applied.
NOTE:  The default start and end dates are the current date and the end of the fiscal year.

	10.
	In the “Code and Description” box, select the documentation code.

	11.
	In the “Correction Description” box, type the description of corrections made.
NOTE:  A description is not required but is recommended.

	12.
	Click OK.
NOTE:  To delete a record, select the record and click Delete.  Records can only be deleted if they have not already been applied.

	13.
	In the “Adjustments – Personnel Data” window, click the Apply User-Defined Table button.

	14.
	In the “Code and Description” box, select the documentation code.

	15.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	16.
	Click OK.



The personnel data are transferred as defined in the user correction record.  To view the adjustments, filter for those records.
If an active personnel user correction record on the User-Defined Table cannot be applied, the following message appears in the status bar:
UDA – Completed – Check UDA Exception Report
View the User-Defined Exception Report under the Standard Reports category in the Reports function.
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Adjusting workload Data
[bookmark: _Toc318125154]Introduction
Workload data includes patient acuity data, and data set data.  Patient acuity data and some data set data are manually entered, however, some data set data also come from CHCS and WMSNi.  Respiratory Therapy/Pulmonary Function (RT/PF) data are no longer listed as a separate sub-type.  RT/PF data sets are now listed under the Data Sets Sub-type and no longer require a procedure date for data entry.  EAS IV enables the user to adjust workload data before proceeding to allocation.
[bookmark: _Toc318125155]In this Section
This section includes the following topics:
Viewing Workload Data
Adding a Patient Acuity Record
Adjusting a Patient Acuity Record
Adding a Data Set Record
Adjusting a Data Set Record
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Viewing Workload Data
After workload data migrate, the records appear in Adjustments and are available for viewing.  To view workload data, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click on Adjustments and then select Workload.

	2.
	To view patient acuity data, in the “Adjustments – Workload” window, in the “Sub-Type” box, select Patient Acuity.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.
NOTE:  The default dates in the Calendar Month and Calendar Year boxes are the last month and year for which patient acuity data have migrated or been manually entered.

	5.
	In the list, view the patient acuity data.

	6.
	Click Get.



To view data set data, (including the RT/PF data), complete the following steps:
	Step
	Action

	1.
	From the “Workload” window, in the “Sub-Type” box, select Data Sets.

	2.
	In the “Calendar Month” box, select the calendar month.

	3.
	In the “Calendar Year” box, select the calendar year.
NOTE:  The default dates in the Calendar Month and Calendar Year boxes are the last month and year for which data set data have migrated or been manually entered.

	4.
	In the “Providing DMIS ID” box, select the providing DMIS ID.

	5.
	In the “Data Set” box, select the data set.
NOTE:  When the data set is selected, the description and raw and/or weighted statistical amounts of procedures for the data set will appear.

	6.
	Click Get.

	7.
	In the list, view the data set data.
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Adding a Patient Acuity Record
This topic will cover how to add a patient acuity record.  All workload records are adjusted through a data entry window that enables the user to adjust multiple records without exiting the window.
For Air Force and Navy, patient acuity data needs to be added manually each fiscal month because patient acuity data are not currently received from a source system.
To add a patient acuity record, complete the following steps:
	Step
	Action

	1.
	In the “Adjustments –Workload” window, in the “Sub-Type” box, select Patient Acuity.

	2.
	In the “Calendar Month” box, select the calendar month.

	3.
	In the “Calendar Year” box, select the calendar year.

	4.
	Click the Add button.
NOTE:  This button is disabled for Army users because they receive the patient acuity data through the WMSNi source file.

	5.
	In the “Adjustments - Workload Data Set Entry (Add Mode)” window, under “Requesting Work Center”, select an FCC.

	6.
	In the “DMIS ID” box, select the DMIS ID.
NOTE:  If the providing FCC is associated with only one DMIS ID, the DMIS ID is automatically populated when you enter the FCC.

	7.
	Under “Patient Acuity Category”, select the patient acuity category.

	8.
	Under “Patient Acuity Amounts”, enter the number of patients.

	9.
	Under “Patient Acuity Amounts”, enter nursing hours.

	10.
	Select a Code and Documentation description from the dropdown list.

	11.
	In the “Comments” box, type the comments.
NOTE:  Comments are not required but are recommended.

	12.
	Click OK.

	13.
	To add more patient acuity records, repeat steps 1 through 12 until finished adding all required patient acuity records, then click Enter.
NOTE:  The added record appears at the top of the list.  Changes are not saved at this point.
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Adjusting a Patient Acuity Record
All workload records are adjusted through a data entry window that enables the user to adjust multiple records without exiting the window.
It may be necessary to change the number of patients or nursing hours for an existing patient acuity record.  The number of patients or nursing hours is changed to the actual number entered.  To adjust a patient acuity record, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click on Adjustments, and then select Workload.

	2.
	In the “Adjustments – Workload” window, in the” Sub-Type” box, select Patient Acuity.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Adjustments – Workload” window, in the list, select a record.
NOTE:  To search for a patient acuity record, filter on the FCC for the record being searched.  If a matching record is found, the record is indicated in the list.

	6.
	Click Adjust.

	7.
	To adjust the number of patients; in the “Number of Patients” box, type the number of patients.

	8.
	To adjust the nursing hours, in the “Nursing Hours” box, type the number of nursing hours.

	9.
	In the “Code and Description” box, select the documentation code.

	10.
	In the “Correction Description” box, type a description of the corrections made.
NOTE:  A description is not required but is recommended.

	11.
	Click Adjust.

	12.
	To add more patient acuity records, repeat steps 2 through 11 until finished adding all required patient acuity records.
NOTE:  The last record you adjusted appears at the top of the list.  Your changes are not saved at this point.

	13.
	When finished making adjustments to data, save the data.
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Adding a Single Data Set Record
Some data set records are received from WMSNi and CHCS.  Because not all data set data are currently received from a source system, data set data will need to be added manually each fiscal month.
For data sets whose data set ID is SQ FT or SQ FT CLEANED, or whose data set ID begins with EAC, EAD, or EAE, the data needs to be updated only for the first month of the fiscal year.  For the rest of the fiscal year, the values from the first month roll over to the subsequent months when the CHCS file migrates.  If the value of one of these data sets changes during the fiscal year, the data set record can be added in Adjustments before migrating the CHCS file for the next month.  When that file migrates, the new values will roll over to subsequent months.
NOTE:  RT/PF Data Sets (DHA* and DDD*) are now found under Data Sets in the Data Set dropdown list.
NOTE:  The fields that appear in the “Workload Data Entry – Data Sets” window depends on the data set for which you are adding or adjusting records.
To add a data set record, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click Adjustments and select Workload.

	2.
	In the “Adjustments – Workload” window, in the “Sub-Type” box, select Data Sets.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Providing DMIS ID” box, select the providing DMIS ID.

	6.
	In the “Data Set” box, select the data set.

	7.
	Click the Get button.

	8.
	In the “Adjustments – Workload” window, click Add.

	9.
	Under “Requesting Work Center”, in the “FCC” box, select the FCC.

	10.
	In the “DMIS ID” box, select the DMIS ID.
NOTE:  If the requesting FCC is associated with only one DMIS ID, the DMIS ID is automatically populated when the FCC is entered.

	11.
	If the Current Procedural Terminology field is provided, in the “CPT Code” box, select the CPT code.
NOTE:  Only DBA, DCA, DIA, and DDZ data sets collect workload by CPT codes.

	12.
	If Procedure code field is provided, in the “Procedure Code” box, select the Procedure code.
NOTE:  Only DHA and DDD data sets will have Procedure codes.

	13.
	If Current Procedural Terminology field is provided, in the “CPT Modifier” box, select the CPT modifier.
NOTE:  If the CPT code is associated with only one CPT modifier, the CPT modifier is automatically populated when the CPT code is entered.

	14.
	If a beneficiary category is required, under “Beneficiary Category”, in the box, select the beneficiary category code.

	15.
	Under “Stat Amounts”, if a raw statistical amount is required, in the “Raw Amount” box, type the raw statistical amount of procedures.
NOTE:  For data sets that have a CPT code, the weighted statistical amount of procedures is automatically calculated.  For data sets that do not have a CPT code or have a CPT value of N/A, enter the weighted statistical amount.

	16.
	If a weighted statistical amount is required, in the “Weighted Amount” box, type the weighted statistical amount of procedures.

	17.
	In the “Code and Description” box, select the documentation code.

	18.
	In the “Comments” box, type the comments.
NOTE:  A comment is not required but is recommended.

	19.
	Click Add.

	20.
	To add more records for the data set, repeat steps 2 through 19 until finished adding all data set records required.
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Adjusting a Single Data Set Record
It may be necessary to change the raw or weighted statistical amount of procedures for an existing data set record.  Unlike financial data, the raw and weighted statistical amounts are changed to the actual numbers entered.
NOTE:  RT/PF Data Sets (DHA* and DDD*) are now found under Data Sets in the Data Set dropdown list.
To adjust a data set record, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click Adjustments  Workload.

	2.
	In the “Adjustments –Workload” window, in the “Sub-Type” box, select Data Sets.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Providing DMIS ID” box, select the providing DMIS ID.

	6.
	In the “Data Set” box, select the data set.

	7.
	Click Get.

	8.
	Select the record you want to adjust.

	9.
	Click Adjust.

	10.
	Under “Stat Amounts”, if you want to adjust a raw statistical amount in the “Raw Statistical Amount” box; type the raw statistical amount of procedures.
NOTE:  For data sets that have a CPT code or a Procedure code, the weighted statistical amount of procedures is automatically calculated.  For data sets that do not have a CPT code or have a CPT value of N/A, enter the weighted statistical amount.

	11.
	If you want to adjust a weighted statistical amount, in the “Weighted Statistical Amount” box, type the weighted statistical amount of procedures.

	12.
	In the “Code and Description” box, select the documentation code.

	13.
	In the “Comments” box, type the comments.

	


	14.
	Click Adjust.
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NOTE:  RT/PF Data Sets (DHA* and DDD*) are now found under Data Sets in the Data Set dropdown list.
To add multiple data set records, complete the following steps:
NOTE:  The fields that appear in the “Workload Data Entry – Data Sets” window depends on the data set for which records are being added or adjusted.

	Step
	Action

	1.
	In EAS IV, click Adjustments and then select Workload.

	2.
	In the “Adjustments – Workload” window, in the “Sub-Type” box, select Data Sets.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Providing DMIS ID” box, select the providing DMIS ID.

	6.
	In the “Data Set” box, select the data set.

	7.
	Click the Get button.

	8.
	In the “Adjustments – Workload” window, click Data Entry.

	9.
	Under “Requesting Work Center”, in the “FCC” box, select the FCC.

	10.
	In the “DMIS ID” box, select the DMIS ID.
NOTE:  If the requesting FCC is associated with only one DMIS ID, the DMIS ID is automatically populated when the FCC is entered.

	11.
	If Current Procedural Terminology field is provided, in the “CPT Code” box, select the CPT code.
NOTE:  Only DBA, DCA, DIA, and DDZ data sets collect workload data by CPT codes.

	12.
	If Procedure Code field is provided, in the “Procedure Code” box, select the Procedure code.
NOTE:  Only DHA* and DDD* data sets collect workload data by RT/PF Procedure codes.

	13.
	If Current Procedural Terminology field is provided, in the “CPT Modifier” box, select the CPT modifier.
NOTE:  If the CPT code is associated with only one CPT modifier, the CPT modifier is automatically populated when the CPT code is entered.

	14.
	If a beneficiary category is required, under “Beneficiary Category”, in the box, select the beneficiary category code.

	15.
	Under “Stat Amounts”, if a raw statistical amount is required, in the “Raw Amount” box, type the raw statistical amount of procedures.
NOTE:  For data sets that have a CPT code or Procedure code, the weighted statistical amount of procedures is automatically calculated.  For data sets that do not have a CPT code or have a CPT value of N/A, enter the weighted statistical amount.

	16.
	If a weighted statistical amount is required, in the “Weighted Amount” box, type the weighted statistical amount of procedures.

	17.
	Click Add.

	18.
	To add more records for the data set, repeat steps 1 through 17 until finished adding all required data set records.

	19.
	In the “Code and Description” box, select the documentation code.

	20.
	In the “Comments” box, type the comments.

	21.
	Click the Adjust button to save the added records to the database.

	22.
	When finished adding records, save them and click the Cancel button to return to the Adjustments – Workload screen.
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NOTE:  As new records are added to the Data Set in Adjustments – Workload Data Set Entry (Adjust Mode), the added record will display at the bottom of the current listed records.  When the Adjust button is clicked to save the records to the database, the list of records will be resorted by FCC in alphabetical order.
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Adjusting Multiple Data Set Records
It may be necessary to change the raw statistical amount or weighted statistical amount of procedures for an existing data set record.  Unlike financial data, the raw and weighted statistical amounts are changed to the actual numbers that are entered.
To adjust a data set record, complete the following steps:
	Step
	Action

	1.
	In EAS IV, click Adjustments, then select Workload.

	2.
	In the “Adjustments –Workload” window, in the “Sub-Type” box, select Data Sets.

	3.
	In the “Calendar Month” box, select the calendar month.

	4.
	In the “Calendar Year” box, select the calendar year.

	5.
	In the “Providing DMIS ID” box, select the providing DMIS ID.

	6.
	In the “Data Set” box, select the data set.

	7.
	Click Get.

	8.
	Click Data Entry.

	9.
	Locate and update the desired record.  If the record is not displayed on the current page, click the page link >> to display more records in the data set until the desired record is located and update it.

	10.
	Under “Stat Amounts”, to adjust a raw statistical amount in the “Raw Statistical Amount” box; type the raw statistical amount of procedures.
NOTE:  For data sets that have a CPT code or a Procedure code, the weighted statistical amount of procedures is automatically calculated.  For data sets that do not have a CPT code or have a CPT value of N/A, enter the weighted statistical amount.

	11.
	To adjust a weighted statistical amount, in the “Weighted Statistical Amount” box, type the weighted statistical amount of procedures.

	12.
	To continue adjusting other records, repeat steps 2 to 11 until all desired records have been adjusted.
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	13.
	In the “Code and Description” box, select the documentation code.

	14.
	In the “Comments” box, type the comments.

	15.
	Click Adjust to save the adjusted records.

	16.
	When all adjustments are completed and saved, click the Cancel button to return to the Adjustments – Workload window.
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Paging through the Workload Data Set Entry Page
The EAS IV application will allow users to page through records in the Workload data set entry page.  As shown in the example below, the paging functionality is accomplished through hyperlinks allowing the user to navigate to the first page, a specific page, a previous page, the next page, skip 10 pages, and go directly to the last page.
[image: ]
 (
Skips a page forwards
Skips a page backwards
Returns
to first page
Moves back to previous page
Skips to last page
Moves forward to next page
)



If changes are made to the current page, when the user clicks on the hyperlink for any other page, the EAS application prompts the user to continue with or cancel current changes.  If the user clicks on ‘Continue’, the system discards all changes and continues to the page selected.  If the user clicks on ‘Cancel’, the system stays on the same page and lets the user save the current page.
When the user clicks on the Adjust button, the EAS application saves the information on the current page and remains on the current page.
When the user clicks on the Adjust button, the ‘Code and Description’ and ‘Comments’ on the page are applied to all records on the current page.  When the user navigates to other pages, the ‘Code and Description’ and ‘Comments’ will be retained on other pages so it can be saved for other pages if needed.
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Allocation
[bookmark: _Toc107367390][bookmark: _Toc318125165]Introduction
[bookmark: _Toc107367391]Allocation calculates service unit and workcenter cost using algorithms based on Medical Expense and Performance Reporting System/Expense Assignment System, Version IV (MEPRS/EAS IV) methodologies.  Before shared expenses can be allocated, the data must pass pre-allocation validation cross-data and variance checks that compare the financial, personnel, and workload data to specific criteria in the business rules.
[bookmark: _Toc318125166]In this Section
This section includes the following topics:
Pre-Allocation Validation
Addressing Pre-Allocation Validation Warnings and Errors
Performing an Allocation Job
Allocated Data Status Information
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The Allocation Process
A successful allocation process has 19 steps.  From this allocation process, EAS IV generates summary data that can be viewed using the various allocation reports.
Table 10-1 below lists the steps in the allocation process:
NOTE:  If performing multiple net month allocation jobs at the same time, the first three steps run for each month before proceeding to the next step.  For example, if running a net month allocation job for October and November, the first step is completed for October.  Then, the first step is completed for November before continuing to the second step for October, and so on.  After pre-allocation validation is completed, all subsequent steps are completed individually for each month beginning with the first month.
[bookmark: _Toc107130589][bookmark: _Toc299107096]Table 10‑1:  Allocation Process
	Allocation Step
	Description

	Create Resp/Pulm data sets
This step prepares the RT/PF data for allocation.
	This step creates the RT/PF data sets from the RT/PF data that have been entered in EAS IV to allocate RT/PF expenses.

	Create ADM data sets
This step prepares the Ambulatory Data Module (ADM) data for allocation.  Although the step remains, ADM data are no longer being processed in EAS IV per Government direction.
	This step creates the ADM data sets from the ADM data collected in EAS IV to cost ambulatory procedures.  If no ADM data are available, this step is skipped.

	Pre‑allocation validation
This step compares the financial, personnel, and workload data to check for variances between and within the data types.  For example, an FCC may report workload but no expenses for that workload.  This step is explained in more detail in lesson B of this unit.
	This step performs cross-data and variance validation of all clean financial, personnel, and workload data that are being allocated.  Pre‑allocation validation is always performed by month; therefore, validation for year-to-date allocation jobs takes longer to process than for net month jobs.

	Delete previous job
This step deletes the last job run for the same allocation timeframe.  For example, if a user is allocating a net month job for October 2008, this step deletes any previous net month job run for October 2008.
	This step deletes the last allocation job run for the same job type and timeframe.  This step is completed regardless of the result of pre‑allocation validation.  The length of allocation processing time largely depends on the length of time it takes to complete this step.  This processing time is due to the large number of database records created from the previous job that need to be removed.

	Accumulate data sets
This step prepares the remaining data set data for allocation.
	This step adds all clean data set data for the months being processed for allocation.  These data are used to create the allocation ratios for FCCs that allocate based on workload and to calculate service unit costing.

	Accumulate personnel data
This step prepares the personnel expense data for allocation.
	This step adds all clean personnel data (excluding obligations) for the months being processed for allocation.  These data are purified and used to create allocation ratios for FCCs that allocate based on FTEs.

	Create allocation ratios
This step uses data set data for allocating D and E FCCs to create the ratios that determine how expenses are allocated for FCCs that allocate based on workload.
	This step creates the allocation ratios from the data sets that are being used to allocate ancillary and support services expense data (D and E FCCs).  These ratios are used to allocate expenses for providing FCCs that allocate based on workload data.

	Purify personnel data
This step distributes the personnel expenses to cost pools (FCCs with an X in the third position) based on the allocation ratios created in the previous step.
	This step distributes personnel expenses and FTEs assigned to cost pools (FCCs with an X in the third position) to final operating accounts.  This distribution is based on the allocation ratios of the providing cost pool FCC.

	Accumulate expense data
This step prepares the financial expense data for allocation.
	This step adds all clean financial data (excluding obligations) for the months being processed for allocation.  These data are purified and used to allocate direct expenses.

	Copy personnel allocated to expense
Salary expenses are received from the financial and personnel source systems.  This step ensures that personnel salary data are used in allocation.
	This step adds all personnel salary expenses by skill type from the personnel data for the months being processed for allocation.

	Calculate personnel contributed
This step calculates the FTEs and salary expenses that cost pools (FCCs with an X in the third position) contribute to the FCCs that report personnel expenses under those cost pools.
	This step calculates the amount of FTEs and salary expenses contributed by cost pools (FCCs with an X in the third position) to requesting FCCs.

	Create personnel allocation ratios
This step uses the personnel expense data being allocated to create the ratios that determine how expenses are allocated for FCCs that allocate based on FTEs.  FCCs in EAS IV with an allocation factor of FTEs use purified FTEs.
	This step creates allocation ratios from the personnel data to allocate expenses for providing FCCs that allocate based on personnel FTEs.

	Purify expense data
This step distributes the expenses to cost pools (FCCs with an X in the third position) based on the allocation ratios created in the previous step.
	This step distributes expenses for cost pools (FCCs with an X in the third position) based on the allocation ratios of the providing cost pool FCC.  This step zeroes out cost pools alphabetically.

	Stepdown support services expense data
This step distributes expenses for E FCCs to the FCCs that request support services under those E FCCs based on allocation ratios created from data set data.
	This step distributes support services expense data (E FCCs) based on the allocation ratios of the providing support services FCCs in ASN order.

	Distribute ancillary expense data
This step distributes the ancillary expenses for D FCCs to the FCCs that request ancillary services under those D FCCs based on the allocation ratios created from data set data.
	This step distributes ancillary expense data (D FCCs) based on the allocation ratios of the providing ancillary FCC in ASN order.

	Calculate expenses contributed
This step calculates the amount of allocated expenses that cost pools (FCCs with an X in the third position) contribute to the FCCs that report expenses under those cost pools.
	This step calculates the amount of allocated expenses contributed by cost pools (FCCs with an X in the third position) to requesting FCCs.

	Update service unit cost mappings
This step places expenses under their corresponding service units to calculate the cost for each service unit. This step generally takes the longest in Allocation.
	This step calculates service unit cost (cost per performance factor).

	Accumulate DRG data
If DRG data were processed, this step prepares the DRG data for allocation.  DRG data have never been processed in EAS IV and will not be per Government direction.
	This step adds all clean DRG data for the months being processed to calculate DRG costing.  If no DRG data are available, this step is skipped.

	Calculate DRG cost data
If DRG data were processed, this step uses the DRG data being allocated to calculate DRG costing. Although the step remains, DRG data have never been processed in EAS IV and will not be per Government direction.
	This step calculates the DRG costing data for reporting purposes.  If no DRG data are available, this step is skipped.
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Pre-Allocation Validation
Before data can be allocated, the data passes through pre-allocation validation checks, which is performed at the third step.  If errors or warnings are found during the third step, pre-allocation validation, the Allocation process does not proceed until all errors and warnings are addressed.
Unlike initial validation which occurs when importing a file, and only checks for exceptions within each data type, pre-allocation validation compares financial, personnel, and workload data across data types to check for consistency in reporting among these data types.  In addition, pre-allocation validation checks for variances across data types and within a data type.  When data do not meet the criteria set in the business rules, pre-allocation validation warnings or errors are generated.

Table 10-2 below lists the pre-allocation validation checks:
[bookmark: _Toc107130590][bookmark: _Toc299107097]Table 10‑2:  Pre-Allocation Validation Checks
	Check
	Description

	Expense with no workload (A FCCs)
	If an inpatient workcenter (excluding cost pools) reports financial expenses, the workcenter must also report workload in the OBD data set.

	Expense with no workload (B FCCs)
	If an ambulatory care workcenter (excluding cost pools) reports financial expenses, the workcenter must also report workload in the TOTAL VISITS data set.

	Expense with no workload (C FCCs)
	If a dental care workcenter (excluding cost pools) reports financial expenses, the workcenter must also report workload in the DENTAL WTD PROC data set.

	Expense with no workload (D FCCs)
	If an ancillary services center reports financial expenses, the workcenter must also report workload in the specific Ancillary data set.

	Expense with no workload (E FCCs)
	If a support services workcenter reports financial expenses that will be allocated based on workload, the workcenter must also report workload in Support Services data set.

	Expense with no FTE (E FCCs)
	If a support services workcenter reports financial expenses that will be allocated based on available FTEs, the workcenter must also report available FTEs.

	Clinical staff salary with no workload
(A FCCs)
	If an inpatient workcenter (excluding cost pools) reports available FTE salary expenses for clinicians or direct care professionals, the workcenter must also report workload in the Occupied Bed Day OBD) data set.

	Clinical staff salary with no workload
(B FCCs)
	If an ambulatory care workcenter (excluding cost pools) reports available FTE salary expenses for clinicians or direct care professionals, the workcenter must also report workload in the TOTAL VISITS data set.

	Clinical staff salary with no workload
(C FCCs)
	If a dental care workcenter (excluding cost pools) reports available FTE salary expenses for clinicians or direct care professionals, the workcenter must also report workload in the DENTAL WTD PROC data set.

	Clinical staff salary with no workload
(D FCCs)
	If an ancillary services workcenter reports any type of available FTE salary expenses, the workcenter must also report workload in the specific Ancillary data set.

	Available FTE with no workload
(A FCCs)
	If an inpatient workcenter reports available FTEs, the workcenter must also report workload in the OBD data set.

	Ancillary accounts with workload
(A FCCs)
	If an inpatient workcenter (excluding cost pools) reports workload provided by an ancillary services workcenter, the requesting workcenter must also report workload in the OBD data set.

	Ancillary accounts with workload
(B FCCs)
	If an ambulatory care workcenter (excluding cost pools) reports workload provided by an ancillary services workcenter, the requesting workcenter must also report workload in the TOTAL VISITS data set.

	Ancillary accounts with workload
(C FCCs)
	If a dental care workcenter (excluding cost pools) reports workload provided by an ancillary services workcenter, the requesting workcenter must also report workload in the DENTAL WTD PROC data set.

	Workload but no available FTE (A FCCs)
	If an inpatient workcenter reports workload in the OBD data set, the workcenter must also report available FTEs.

	Workload but no available FTE (B FCCs)
	If an ambulatory care workcenter reports workload in the TOTAL VISITS data set, the workcenter must also report available FTEs.

	Workload but no available FTE (C FCCs)
	If a dental care workcenter reports workload in the DENTAL WTD PROC data set, the workcenter must also report available FTEs.

	Workload but no available FTE (D FCCs)
	If an ancillary services workcenter is providing workload for other workcenters, the workcenter must also report available FTEs.

	Admissions but no OBDs
	If a workcenter reports workload for the (Admissions) data set, the workcenter must also report workload for the OBD data set.

	Ancillary accounts with workload
(A FCCs)
	If an inpatient workcenter (excluding cost pools) reports workload provided by an ancillary services workcenter, the workcenter must also report workload in the OBD data set.

	Ancillary accounts with workload
(B FCCs)
	If an ambulatory care workcenter (excluding cost pools) reports workload provided by an ancillary services workcenter, the workcenter must also report workload in the TOTAL VISITS data set.

	DFB minutes but no DFA minutes
	If a workcenter reports minutes of service for DFB (Surgical Suite), the workcenter must also report minutes of service for DFA (Anesthesiology).

	Dispositions but no OBDs
	If a workcenter reports workload for the DISP (Dispositions) data set, the workcenter must also report workload for the OBD data set.

	Total visits equal to or greater than outpatient visits
	The total visits a workcenter reports in the TOTAL VISITS data set are equal to or greater than the amount of outpatient visits the workcenter reports in the OUTPT VISITS data set.

	Expense with no workload (A FCCs)
	If an inpatient workcenter reports workload in the OBD data set, the workcenter must also report net month expenses directly or must receive net month expenses indirectly from a cost pool.

	Expense with no workload (B FCCs)
	If an ambulatory care workcenter reports workload in the TOTAL VISITS data set, the workcenter must also report net month expenses directly or must receive net month expenses indirectly from a cost pool.

	Expense with no workload (C FCCs)
	If a dental care workcenter reports workload in the DENTAL WTD PROC data set, the workcenter must also report net month expenses directly or must receive net month expenses indirectly from a cost pool.

	Expense with no workload (D FCCs)
	If an ancillary services center provides workload for other workcenters, the ancillary workcenter must also report net month expenses directly or must receive net month expenses indirectly from a cost pool.
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Performing Pre-Allocation Validation
Unlike initial validation, which requires the user to begin the validation process, pre-allocation validation takes place automatically whenever Allocation is run.
[bookmark: _Toc107367395][bookmark: _Toc318125170]Pre-Allocation Validation Results
When pre-allocation validation detects no exceptions to the business rules, the data passes through the rest of the Allocation process.  Various Allocation reports can be opened to view how expenses were allocated.
When the pre-allocation validation process detects exceptions to the business rules, a warning or error is generated for each exception.  The pre-allocation validation step shows a status of ‘Completed With Errors’, and the user is prompted to go to the ECU to view the warnings and errors.  The remaining steps in the Allocation process show a status of “Skipped” because they are not performed.
[bookmark: _Toc107367396][bookmark: _Toc318125171]Pre-Allocation Validation Warnings
Pre-allocation warnings differ from the warnings generated during initial validation.  All warnings must be addressed before Allocation can proceed because the warnings indicate a discrepancy between the data and the business rules.
Table 10-3 below lists the pre-allocation validation warnings and their descriptions.  In the warning messages, <#> indicates where a specific amount will appear, and <*> indicates where a specific data element will appear.

[bookmark: _Toc107130591][bookmark: _Toc299107098]Table 10‑3:  Pre-Allocation Validation Warnings
	Exception Code
	Warning Message
	Description

	E0044
	Ancillary workload without corresponding Available FTEs is reported for Data Set ID <*>, Providing FCC <*>, Providing DMIS ID <*> for month <*> of FY <*>.
	Ancillary workload is reported without corresponding available FTEs.

	E0058
	Admissions are reported for Data Set ID <*>, Providing DMIS ID <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*> but no occupied bed days are reported for this FCC and DMIS ID.
	A workcenter reports admissions but no occupied bed days.

	E0059
	DFB minutes are reported for Data Set ID <*>, Providing DMIS ID <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*> but no DFA minutes are reported for this FCC and DMIS ID.
	A workcenter reports DFB (Surgical Suite) minutes but no DFA (Anesthesiology) minutes.

	E0060
	Dispositions are reported for Data Set ID <*>, Providing DMIS ID <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*> but no occupied bed days are reported for this FCC and DMIS ID.
	A workcenter reports dispositions but no occupied bed days.

	E0064
	FCC <*> requested workload from FCC <*> but this requesting FCC DMIS ID <*> did not report workload for month <*> of FY <*>.
	An A, B, or C FCC is a requesting code on a D FCC, but workload is not reported for those A, B, or C codes.

	E0070
	Available Clinician/Staff salaries are reported for non-ancillary account FCC <*>, DMIS ID <*> for month <*> of FY <*> without corresponding workload.
	Available clinician/staff salaries are reported for a non-ancillary account without corresponding workload.

	E0071
	Clinician/Staff salaries are reported for ancillary account FCC <*>, DMIS ID <*> for month <*> of FY <*> without corresponding workload.
	Clinician/staff salaries are reported for an ancillary account without corresponding workload.

	E0072
	Non-Ancillary workload is reported for Data Set ID <*>, Providing DMIS ID <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*> without corresponding available FTEs.
	Non-ancillary workload is reported without corresponding available FTEs.

	E0073
	Available FTEs are reported for FCC <*>, DMIS ID <*> for month <*> of FY <*> without corresponding workload.
	Available FTEs are reported without corresponding workload.

	E0074
	Non-Ancillary expenses are reported for FCC <*>, DMIS ID <*> for month <*> of FY <*> without corresponding workload.
	Non-ancillary expenses are reported without corresponding workload.
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Pre-Allocation Validation Errors
Errors differ from the warnings generated during initial validation.  All errors must be addressed before Allocation can proceed because the errors indicate a discrepancy between the data and the business rules.  In the case of errors, the user must decide which data type is correct and manually adjust the incorrect data type through Adjustments.
Table 10-4 below lists the pre-allocation validation errors and their descriptions.  In the error messages, <#> indicates where a specific amount will appear, and <*> indicates where a specific data element will appear.
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	Exception Code
	Error Message
	Description

	E0045
	Ancillary expenses are reported without corresponding workload for FCC <*>, DMIS ID <*> for month <*> of FY <*>.
	Ancillary expenses are reported without corresponding workload.

	E0054
	The <#> total visits reported for FCC <*>, DMIS ID <*>, Providing DMIS ID <*> for month <*> of FY <*> is less than the <#> total outpatient visits reported.
	The total visits reported are less than the total outpatient visits reported.

	E0075
	Ancillary workload is reported without corresponding expenses for Data Set ID <*>, Providing FCC <*>, Providing DMIS ID <*> for month <*> of FY <*>.
	Ancillary workload is reported without corresponding expenses.

	E0078
	Non-Ancillary workload is reported without corresponding expenses for Data Set ID <*>, Providing DMIS ID <*>, FCC <*>, DMIS ID <*> for month <*> of FY <*>.
	Non-ancillary workload is reported without corresponding expenses.

	E0082
	Support Services expenses are reported for FCC <*>, DMIS ID <*> for month <*> of FY <*> without corresponding workload.
	Support services expenses are reported without corresponding workload.

	E0091
	Available FTEs are not reported for FCC <*>, DMIS ID <*> for month <*> of FY <*>, therefore these Support Service expenses cannot be allocated.
	An account expected to receive expenses from a Support Services account that allocates expenses by Available FTEs, cannot receive expenses because no accounts in its FCC Include list are reporting Available FTEs.

	E0092
	A stat amount of <*> was reported for DMIS ID <*>, FCC <*> on the <*> data set for month <*> of FY <*>, but <*> has no workload to use to allocate its share of the expenses.
	An ancillary, support services, or cost pool account is listed on a data set to receive expenses as part of Allocation but this account has not reported workload itself so it will not be able to Allocate its own expenses.

	E0101
	A weighted stat amount of <#> was reported for DMIS ID <*>, FCC <*> on the <*> data set for month <*> of FY <*>, but <*> cannot report workload only to itself.
	A weighted stat amount was reported on a data set, but the dataset cannot report workload only to itself.

	E0102
	Available FTEs of <#> were reported for DMIS ID <*>, FCC <*> for month <*> of FY <*>, but <*> does not have any FCC includes with Available FTEs to use to allocate its share of the expenses.
	Available FTEs were reported for an FCC, but that FCC does not have any FCC includes with Available FTEs to use to allocate its share of the expenses.

	E0103
	Available FTEs of <#> were reported for DMIS ID <*>, FCC <*> for month <*> of FY <*>, but <*> does not have any FCC includes with Available FTEs reported in Skill Type/Suffixes 1N, 1F,or 1R to use to allocate its share of the expenses.
	Available FTEs were reported for FCC EBE*, but EBE* does not have any FCC includes with Available FTEs reported in Skill Type/Suffixes 1N, 1F,or 1R to use to allocate its share of the expenses.

	E0104
	Available FTEs of <#> were reported for DMIS ID <*>, FCC <*> for month <*> of FY <*>, but <*> does not have any FCC includes with Available FTEs reported in Skill Type/Suffixes 1S, 1T,or 1U to use to allocate its share of the expenses.
	Available FTEs were reported for FCC EBI*, but EBI* does not have any FCC includes with Available FTEs reported in Skill Type/Suffixes 1S, 1T,or 1U to use to allocate its share of the expenses.
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NOTE:  Warnings and errors generated during Pre-allocation validation must be addressed before Allocation can continue.
[bookmark: _Toc107367399][bookmark: _Toc318125174]ECU-Browse Window
When warnings or errors are generated during pre-allocation validation, the user is prompted to go to the ECU.  Warnings and errors are displayed in the ECU by data type.  The three data types are Data Set, Financial, and Personnel.  If a data type is selected and nothing appears in the list, no warnings or errors were generated for the data type.  If a year-to-date Allocation job is running, the Error Correction Unit–Browse window defaults to display the first month that generated warnings or errors.  Warnings and errors for other months can be viewed by selecting another calendar month and year.  Unlike initial validation warnings and errors, pre-allocation validation warnings and errors do not have ECU detail windows.  The ECU can only be used to view warnings and errors, or to override warnings.  To correct warnings or errors, adjust the affected data in the Adjustments – Browse window.
NOTE:  The procedures for viewing warnings and errors, and overriding warnings in the Error Correction Unit – Browse window are the same as those used during initial validation.
[bookmark: _Toc107367400][bookmark: _Toc318125175]Addressing Warnings
The user must override or correct pre-allocation validation warnings.  When the user overrides a warning, he or she is accepting the data into EAS IV as valid.  It is recommended that all warnings be reviewed and corrected, if appropriate.  If warnings are overridden, the discrepancies in the data affect the Allocation output.  If warnings are overridden and data for that month have to be re-imported, the warnings appear again when the user reallocates that month, and the warnings must be overridden again.  For the greatest efficiency in processing data, correct pre-allocation validation warnings, as appropriate.
Warnings are overridden in the ECU, but they can only be corrected by using Adjustments.  Because pre-allocation validation warnings involve discrepancies between data types, the user must correct the erroneous data type(s).  To correct data that can only be corrected in the source system, the data must first be corrected in the source system, then re-imported, validated, and migrated to correct the warning.
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Addressing Errors
Pre-allocation validation errors must be corrected using Adjustments.  Because pre-allocation errors involve discrepancies between data types, the erroneous data type(s) must be corrected.  Data that can only be corrected in the source system, must first be corrected in the source system, then re imported, validated, and migrated to correct the error.
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Allocation can only be performed when all data have been migrated and adjusted.  Migration takes place when files have been initially validated and all subsequent warnings and errors have been addressed.
When an Allocation job is run, the service unit cost and workcenter cost are calculated using algorithms based on MEPRS/EAS IV cost accounting methodologies.  These calculations affect the accurate Allocation of shared expenses to the appropriate operating accounts.  When the calculations are completed, Allocation creates summary data for reporting and decision-making purposes.
An Allocation job must be initiated to allocate shared expenses to final operating accounts when all data have been migrated and adjusted.  Every month, a net month Allocation job should be run.  A year-to-date Allocation job can also be run.
NOTE:  If data must be re-imported for any fiscal month that has been previously allocated, a net month Allocation job must be run again for that fiscal month.
Because Allocation jobs can take a while to process, monitor the status of any Allocation job currently running.  If an Allocation job is running and it must be cancelled for any reason, stop the Allocation job at any time before it is completed.
Before running Allocation, EAS IV requires the user to select the type of processing job.  Table 10-5 below lists three types of Allocation jobs and their descriptions:
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	Type
	Description

	Net Month
	Performs Allocation for the selected month only. (Only months that have migrated data are available to select.)

	Year-to-Date
	Performs Allocation for all months within the current fiscal year.



To initiate an Allocation job, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, click Allocation, and select Allocation.
NOTE:  The DRG Costing check box is always selected and cannot be cleared.  This step in the Allocation process is skipped.

	2.
	To run a year-to-date Allocation job, complete the following steps:
a. In the “Allocation – Job Processing” window, under “Type”, select Year-To-Date.
b. Under “Date Range”, in the boxes, select the date range.

	


	3.
	To run a net month Allocation job, complete the following steps:
a. In the “Allocation Job Processing” window, under “Type”, select Net Month.
b. On the “date range” tab, select the calendar month and calendar year.
NOTE:  Only migrated fiscal months are available.

	4.
	Click Run.
NOTE:  When you click Run, a warning pop-up screen appears.

	5.
	Click OK to proceed.
NOTE:  The “Processing Monitor” window appears.  Use this window to monitor an Allocation job.  Refer to Section 10.9.4, Performing an Allocation Job procedure, in this topic for information on monitoring an Allocation job.
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	6.
	If the Allocation run is completed with errors because exceptions were found during pre-allocation validation, complete the following steps:
a. In the “EAS IV Main Menu” toolbar, select ECU.
b. In the “Source Data” box, select EAS IV.
c. In the “Data Type” box, select the data type.

	[image: ]
NOTE:  All data types – financial, personnel, and data sets, will need to be checked for errors and warnings.

	7.
	In the “Calendar Year” box, select the calendar year.

	8.
	In the “Calendar Month” box, select the calendar month.
NOTE:  For a Year-To-Date Allocation, select each month to view errors and warnings.

	9.
	Click the getResult button.  The Allocation run is completed.

	10.
	In the “Information” window, click OK to view the information.


[bookmark: _Toc107367403]


[bookmark: _Toc318125178]Monitoring an Allocation Job Procedure
To monitor an Allocation job procedure, complete the following steps.

NOTE:  In order to monitor an Allocation Job, the allocation job must be running.

	Step
	Action

	1.
	In the “Processing Monitor” window, in the top list, view the current Allocation job and step information.

	2.
	In the bottom list, click the plus (+) icon beside “EAS IV Processing”.
NOTE:  When the plus (+) icon is clicked, a list of the Allocation jobs associated with the current run appears.

	3.
	In the right column of the list, view the status of each step associated with the selected job.



[bookmark: _Toc107367404][bookmark: _Toc318125179]Stopping an Allocation Job Procedure
[bookmark: _Toc107367405]To stop an Allocation job, click the Cancel Process button in the “Processing Monitor” window.
[bookmark: _Toc318125180]Allocation Reports
After data are allocated, several reports detailing how expenses were allocated are available for viewing.  Table 10-6 below lists the Allocation Reports and their descriptions:
[bookmark: _Toc107130594][bookmark: _Toc299107101]Table 10‑6:  Allocation Reports
	Report
	Description

	Allocation Summary Report
	Shows a summary of how all expenses were allocated for all FCCs included in an Allocation job

	Allocation Ratios ASN Verification Report
	Shows the ratios used to allocate expenses

	Allocation Status Report
	Shows the status of an Allocation job

	Data Set Accepted for Allocation Report
	Shows the migrated data set data that were included in an Allocation job

	Data Set Allocated Report
	Shows the allocated data set data

	Expense Accepted for Allocation Report
	Shows the migrated financial data that were included in an Allocation job

	Expense Allocated Report
	Shows the allocated financial data

	Personnel Accepted for Allocation Report
	Shows the migrated personnel data that were included in an Allocation job

	Personnel Allocated Report
	Shows the allocated personnel data


[bookmark: _Allocated_Data_Status][bookmark: _Toc107367406]
[bookmark: _Toc318125181]Allocated Data Status Information
The status of allocated data can be viewed on the Allocated Data Status tab in the EAS IV Main Menu window.  This tab displays the following information:
· Starting Calendar Year
· Starting Calendar Month
· Ending Calendar Year
· Ending Calendar Month
· Processing Job Type Description
· Validated indicator (selected if the Allocation job passed pre-Allocation validation)
· Allocated indicator (selected if the Allocation job was successfully performed)
· DRG indicator (always selected as DRG costing is not performed for an Allocation job)
· Service Unit indicator (selected if service unit costing was calculated for Allocation job)
To view the status of allocated data, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select Allocation Status.

	2.
	In the “Allocated Data Status” window, view the information.
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[bookmark: _Toc318125182]Section 11
Reports
[bookmark: _Toc107367408][bookmark: _Toc318125183]Introduction
This section will cover how to identify and review reports.  Reports provide specific information and details that enable the user to understand how data was processed.  EAS IV Reports also include tables that contain the business rules and master code tables used during Validation.
During conversion of BOXI R2 to BOXI 3.1, EAS IV Application universe names were changed to adhere to new file naming standards.  Therefore, all ad hoc BOXI R2 reports must be modified to use the new EAS IV 6.0 universe names.  The universe names were changed as noted below:
	EAS IV 5.3 Universe
	BCS (EAS IV 6.0) Universe Name

	EAS IV Allocation Data Processing Universe
	EAS4AData

	EAS IV Data Processing Universe
	EAS4AData

	EAS IV Data Processing Universe ADM
	EAS4AData

	EAS IV Standard Data Processing Universe ADM
	EAS4AData

	EAS IV Report Universe
	EAS4ARept

	EAS IV Table Listing Universe
	EAS4ATbl



Both EAS IV 5.3 and EAS IV 6.0 universes must exist within the BCS to permit users to migrate from BOXI R2 to BOXI 3.1 reports.  This means that any universe selection list will contain both current and obsolete universes.  For example, when a user creates a new WebI report, both the “EAS IV Report Universe” and the “EAS4ARept” universe will display in the universe selection window as follows:
[image: ]
The EAS IV 5.3 universes will contain the word “OBSOLETE” in the universe description.  The application will not prevent you from creating a query using OBSOLETE universes, but when you attempt to run a query based upon an OBSOLETE universe, you will receive the following message:

[image: ]

[bookmark: _Toc107367409][bookmark: _Toc318125184]In this Section
This section includes the following topics:
EAS IV Reports
Viewing and Printing a Report
Migrating Desktop Intelligence reports from BOXI R2 to BOXI 3.1




[bookmark: _EAS_IV_Reports][bookmark: _Toc107367410][bookmark: _Toc318125185]
EAS IV Reports
Reports show the data in EAS IV and how the data was processed.  Some reports show tables that EAS IV uses to determine the business rules and master code tables.  Refer to Section 2.3.1, Centrally Distributed Tables, and Section 2.3.7, Modifiable Tables, for descriptions of tables that comprise the business rules and master code tables.
NOTE:  In the previous version of BOXI, the user could select a list of values (LOV) for all prompts.  This has changed with BOXI R3.  Users will only select the LOVs for Parent DMIS ID, Data Source, and Functional Area.  For the rest of the prompts, users will manually enter the information.  There are prompt texts that provide the format values.  
[bookmark: _Toc107367411][bookmark: _Toc318125186]Allocation Verification
The Allocation Verification category contains reports that show how a month’s data were allocated in EAS IV.  Refer to Section 9.8, ‘Performing Allocation Job’, for a detailed description of the information each report contains.  The Allocation Verification category includes the following reports:
Allocation Ratios ASN Verification Report
Allocation Status Report
Data Set Accepted for Allocation Report
Data Set Allocated Report
Expense Accepted for Allocation Report
Expense Allocated Report
Personnel Accepted for Allocation Report
Personnel Allocated Report
[bookmark: _Toc107367412][bookmark: _Toc318125187]
Data Audit
The Data Audit category contains reports that show how EAS IV data changes, the date and time of change, and the person making the change within a date range or fiscal month.  Reports can be run by fiscal year and month or by date.  When selecting date criteria to run an audit report for data changes made on the current day, the user must select the current date plus (+) 1 (next day's date) in order to see all data changes.  The Data Audit category includes the following reports:
Data Set Workload Audit Report by Date
Data Set Workload Audit Report by Fiscal Year/Month
Enrollment Audit Report by Date
Enrollment Audit Report by Fiscal Year/Month
Exception Override Audit Report By Date
Exception Override Audit Report By Fiscal Year/Month
Financial Audit Report by Date (Army & Navy)
Financial Audit Report by RC/CC and Date (Air Force)
Financial Audit Report by Fiscal Year/Month (Army & Navy)
Financial Audit Report by RC/CC and Fiscal Year/Month (Air Force)
Patient Acuity Workload Audit Report by Date 
Patient Acuity Workload Audit Report by Fiscal Year/Month
Personnel Audit Report by Date
Personnel Audit Report by Fiscal Year/Month
Pre-Allocation Exception Audit Report by Date
Pre-Allocation Exception Audit Report by Fiscal Year/Month
Respiratory Therapy/Pulmonary Function Workload Audit Report by Date
Respiratory Therapy/Pulmonary Function Workload Audit Report by Fiscal Year/Month
[bookmark: _Toc107367413][bookmark: _Toc318125188]
Error Correction Reports
The Error Correction Reports category contains the Reports that show existing warnings and errors for a source system in the ECU.
NOTE:  The user must run these reports while the data are in the ECU.  Once the data are corrected, the user will need to go to the data audit reports.  This category includes the following reports:
ECU by Data Set Data Source Report
ECU by Enrollment Data Source Report
ECU by Financial Data Source Report
For Army users only:
· If only a STANFINS financial file is imported for a specific calendar year and calendar month, select STANFINS as the data source on the prompt for ECU by Financial Data Source Report.
· If only a GFEBS financial file is imported for the specific calendar year and calendar month, select GFEBS as the data source on the prompt for ECU by Financial Data Source Report.
· If both STANFINS and GFEBS financial files are imported for the specific calendar year and calendar month, select GFEBS as the data source on the prompt for ECU by Financial Data Source Report.  Only the GFEBS data source will appear on the report because the financial records have merged.
ECU by Patient Acuity Data Source Report (Army)
ECU by Personnel Data Source Report
ECU by Pre-Allocation Data Source Report
[bookmark: _Toc107367414][bookmark: _Toc318125189]Financial Tables
The Financial Tables category contains tables that determine the financial business rules and master code tables.  This category includes the following tables:
Air Force RC/CC to FCC Mapping Table (Air Force)
Basic Symbol/Limit Table
Program Element Code Table
SEEC and SUEE Table
SOF Table
[bookmark: _Toc107367415][bookmark: _Toc318125190]
Miscellaneous Standard Tables
The Miscellaneous Standard Tables category contains tables that determine the business rules and master code tables.  This category includes the following tables:
DMIS ID Table
FCC Master Table
Standard Documentation Code Table
[bookmark: _Toc107367416][bookmark: _Toc318125191]Personnel Tables
The Personnel Tables category contains tables that determine the personnel business rules and master code tables.  This category includes the following tables:
Occupation Code Table
Personnel Category Table
Skill Type/Skill Type Suffix Table
[bookmark: _Toc107367417][bookmark: _Toc318125192]Security
The Security Tables category contains one table that audits system events by user ID and date timestamp.  This category includes the following table:
Security Breach Report
[bookmark: _Toc107367418][bookmark: _Toc318125193]Site-Specific Tables
The Site-Specific Tables category contains the modifiable tables and the site-specific data used in EAS IV.  This category includes the following tables:
ASD Data Set/Allocation Table
ASD Table
MFI Table
MTF Data Set Table
Service Unit Table
User-Defined Table
[bookmark: _Toc107367419][bookmark: _Toc318125194]Standard Reports
The Standard Reports category includes the following reports:
Allocation Summary Report for A, B, C, F, and G Accounts 
Allocation Summary Report for D, E, and Cost Pool Accounts
Ambulatory Expense Analysis Report
Ancillary Expense Analysis Report
Cost Table Report
Data Set Accepted Report
Dental Expense Analysis Report
Direct Expense Accepted by RC/CC Report (Air Force)
Direct Expense Accepted Report
Enrollment Accepted Report
Inpatient Expense Analysis Report
Inpatient Nursing Fees Report
Patient Acuity Accepted Report
Personnel Accepted Report
Personnel Detail Report
Program Element Code Expense Reconciliation Report
Program Element Code Obligation Reconciliation Report
Respiratory Therapy/Pulmonary Function Accepted Report
User-Defined Exception Report
[bookmark: _Toc107367420][bookmark: _Toc318125195]System Interfaces
The System Interfaces category contains the reports generated for source files in System Interfaces.  This category includes the following reports:
CHCS Standard Inpatient Data Record (SIDR) Report
Army Financial Pure Data Report (Army)
Financial Pure Data Report (Navy & Air Force)
Personnel Pure Data Report
[bookmark: _Toc107367421][bookmark: _Toc318125196]Table Maintenance Audits
The Table Maintenance Audits category contains the reports that show how site-definable table data changes, the date and time of change, and the person making the change.  This category includes the following reports:
ASD Data Set Table Audit Report
ASD Table Audit Report
MFI Table Audit Report
MTF Data Set Table Audit Report
User-Defined Table Audit Report
[bookmark: _Toc107367422][bookmark: _Toc318125197]Workload Tables
The Workload Tables category contains tables that provide master codes used entering the workload data sets.  This category includes the following tables:
BCC Table
CPT Table
Respiratory Therapy/Pulmonary Function Procedure Codes Table
[bookmark: _Viewing_and_Printing_a_Report][bookmark: _Toc107367423][bookmark: _Toc318125198]Viewing and Printing a Report
To view a report and see how data are processed in EAS IV, or to print a report to keep for later use, it is helpful to have a printed copy of the tables that determine the business rules and master code tables.
To view and print a report, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, click Reports and select Reports.  The “Mandatory DoD Notice and Consent Banner” window appears.
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	2.
	Click the OK button.  The “Privacy Act Warning and HIPAA Warning” window appears.
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	3.
	Click the OK button.  The SAP BusinessObjects InfoView webpage appears.
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	4.
	Click Document List on the Menu bar.  Click the plus sign next to Public Folders, then click the plus sign next to EAS IV Application Reports. A listing of the EAS IV Application Report categories appears.
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	5.
	On the SAP BusinessObjects InfoView webpage under EAS IV Application Reports, select the report category needed and then double click on the report name.  The report will appear.
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	6.
	Click the Refresh Data button on the tool bar.  The Prompts window will appear.
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	7.
	Select appropriate values for report prompts.  Prompts vary by report.
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	8.
	Click the Run Query button.  If there are data in the system for the time period selected, then data will appear.  If there are no data in the system for the time period selected, the report returns with no data message will appear that there is “No data to retrieve in [Report Name]”.  See example below.

	[image: ]
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	9.
	Click the Export to PDF for printing icon on the toolbar or click Document and Save to my computer as with available options (Excel, PDF, CSV, or CSV with options).

	10.
	To exit BusinessObjects, click Log Out.  Note: this will close InfoView.  If you want to close the report and generate other reports, click the “X” in the upper right corner of the Web Intelligence window.  It is located under Log Out.

	12.
	If the report does not need to be saved, click OK.



[bookmark: _Toc318125199]Saving an InfoView Report as a PDF file 
To save a report as a PDF file to a personal computer, perform the following steps.
	Step
	Action

	1.
	Click on the  button next to Document to expand the dropdown menu.  Click on Document, select Save to my computer as, and select PDF.
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	2.
	A popup window appears prompting to Open, Save, or Cancel the file.  Select Save.

	 [image: ]

	3.
	In the next window prompt, select where to save the file, provide a File name, then click Save.
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	4.
	A “Download Complete” window appears when the file has finished downloading.  Select Open to review the file, or select Close to view the file at a later time.
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	5.
	If Close is selected, the user is returned to the report in InfoView.

	 [image: ]



Migrating
Migrating Desktop Intelligence reports from BOXI R2 to BOXI 3.1 involves the following steps:
	Saving the BOXI R2 reports for “All users”
	Converting BOXI R2 reports to BOXI 3.1 using EAS IV 6.0 universes
· Exporting BOXI 3.1 reports to Favorites folders



Preparing BOXI R2 Desktop Intelligence Reports for Migration
This topic will explain how to save BOXI R2 Desktop Intelligence reports in preparation for migration to BOXI 3.1.

The following steps describe how to save BOXI R2 Desktop Intelligence reports:

	Step
	Action

	1.
	From the Windows Start menu, navigate to Programs, BusinessObjects XI Release 2, BusinessObjects Enterprise. 

Select Desktop Intelligence to launch the BOXI R2 Desktop Intelligence tool.

	2.
	Open a BOXI R2 Desktop Intelligence report located on your hard drive.

	3.
	Select File/Save As to save the report.  Select the Save for all users checkbox.  

Select Save.

[image: ]

NOTE:  When saving the report, you may want to rename the report or save it to a different directory on your hard drive so you can easily identify reports that have been saved for all users. 





Exporting BOXI 3.1 Desktop Intelligence Reports
This topic will explain how to save convert and export BOXI R2 Desktop Intelligence reports BOXI 3.1.

The following steps describe how to convert and export BOXI R2 Desktop Intelligence reports:

	Step
	Action

	1.
	Log on to the BOXI InfoView portal.

	2.
	Select the Document List button or link.

	3.
	Select New/Desktop Intelligence Document to launch the BOXI 3.1 Desktop Intelligence tool.  

[image: ] 


	4.
	Open the Desktop Intelligence R2 report on your hard drive that was previously saved for all users.

	5.
	The report Data Providers should be using the EAS version 5.3 Universes.  If you attempt to refresh the report, you will receive the following error:

[image: ]

Select OK, and you will receive the following message:

[image: ]


	6.
	Select the Data/View Data menu to launch the report Data Manager.  Select the Definition tab.

[image: ]


	7.
	Select the “…” button to change the Universe to the EAS version 6.0 Universe.  Select the Universe and click the OK button.

[image: ]


	8.
	Repeat Step 7 for each Query in the report.  Select OK to close the Data Manager window.

	9.
	After changing the universe for each query, run the report to make sure it retrieves data and that all query objects are still valid.

	10.
	Test each LOV in the report by placing the cursor in the prompt box and selecting the Values button.  If you receive an error stating
You are not authorized to use this universe. (UX0003) 
you must recreate the prompt.

NOTE:  To recreate a prompt, you may need to remove the prompt, save or export the report, then add the prompt to the report again.

	11.
	Select the File/Export to BCS menu.
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	12.
	The Favorites folder should be highlighted.  Now click the OK button to save the report to your Favorites folder.

	13.
	To open the converted BOXI 3.1 report, navigate to My Favorites folder in InfoView.  Right-click to view a menu of options.  Select View to run the report, Modify to edit and make changes to the report, or Schedule to schedule the report for execution.

[image: ]




After all reports have been converted and exported, users should uninstall BOXI R2:

1. Go to the Windows Start menu.
1. Select Settings, then Control Panel
1. Select Add or Remove Programs
1. Locate BusinessObjects Enterprise XI Release 2
1. Select the program, right click and select Uninstall
1. Locate BusinessObjects XI R2 Service Pack 6
1. Select the program, right click and select Uninstall
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[bookmark: _Toc318125200]sECTION 12
Transmissions
[bookmark: _Toc107367425][bookmark: _Toc318125201]Introduction
After data for one month has been processed the data must be transmitted to the EAS IV Repository for consolidation with data from the other Services.
[bookmark: _Toc107367426][bookmark: _Toc318125202]In this Section
This section includes the following topics:
Transmitting EAS IV Data
Viewing a Transmission Job
Viewing Transmission History
Re-Transmitting a Transmission Job




[bookmark: _Transmitting_EAS_IV_Data][bookmark: _Toc107367427][bookmark: _Toc318125203]
Transmitting EAS IV Data
Data that has been processed for one month are transmitted from EAS IV to the EAS IV Repository after the data has been successfully allocated.  The EAS IV Repository stores the data from all three Services.
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select Transmission.

	2.
	Click Available to Transmit.

	3.
	In the “Transmissions - Available to Transmit” window, click Transmit.

	4.
	Click OK.
NOTE:  This will transmit the data immediately.



[bookmark: _Viewing_a_Transmission_Job][bookmark: _Toc107367428][bookmark: _Toc318125204]Viewing a Transmission Job
Table 12-1 below lists the status of transmission jobs and their descriptions:
[bookmark: _Toc299107102]Table 12‑1:  Definitions
	Status
	Description

	If a transmission job has a status of Processing:
	The data are being transmitted.

	If a transmission job has a status of Process Locked:
	The data cannot be transmitted due to a process lock.  When the process lock is removed, the data will be transmitted.

	If a transmission job has a status of Failed
	The data could not be transmitted.  Refer to ‘Transmitting Job’ in Section 12.6, Re-Transmitting a Transmission Job for more information on re-transmit failed transmissions.



It may be necessary to view a transmission job to check the status of the job.  To view a transmission job, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select Transmission.

	2.
	Click Current Jobs.

	3.
	In the “Transmissions - Current Transmission Jobs” window, in the list, select the transmission job.

	4.
	View the data.


When a transmission job fails and the user re-transmits the file on the Current Jobs screen, the user should not click the Refresh button or the popup below will display.  The user should instead click on Transmissions from the Main Menu, then click Current Jobs in order to correctly refresh this screen.  
[image: ]
This is a Windows Internet Explorer popup not an EAS IV popup.  If the user should get to this screen, the correct action is to click Cancel because if the Retry button is clicked the form is resubmitted but the Current Jobs screen is not refreshed.  

[bookmark: _Viewing_Transmission_History][bookmark: _Toc107367430][bookmark: _Toc318125205]Viewing Transmission History
Viewing the transmission history enables the user to determine when a transmission job was last successfully transmitted.  It may be necessary to view the transmission history to determine when an allocation job was transmitted.
To view transmission history, complete the following steps:
	Step
	Action

	1.
	In the “EAS IV Main Menu” toolbar, select Transmission.

	2.
	Click Transmission History.

	3.
	View the data.


[bookmark: _Toc107367431][bookmark: _Toc318125206]Re-Transmitting a Transmission Job
A successful transmission job may need to be re-transmitted for a variety of reasons.  For example, the EAS IV server may not have properly received the data or the data may have become corrupted.
It will be necessary to re-transmit a transmission job if the EAS IV server cannot use the successfully transmitted data.
To re-transmit a transmission job, complete the following steps:
	Step
	Action

	1.
	In the “Transmissions - Current Transmission Jobs” window, in the list, select a transmission job.

	2.
	Click Re-Transmit.

	3.
	Click OK.
NOTE:  This will transmit the data immediately.
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appendix a

abbreviations, acronyms, and terms




[bookmark: _Toc318125207]aPPENDIX a – ACRONYMS, ABBREVIATIONS, AND TERMS
	Abbreviation
	Definition

	A

	ADM
	Ambulatory Data Module

	AIS
	Automated Information System

	ASD
	Account Subset Definition

	ASN
	Assignment Sequence Number

	B

	BCC
	Beneficiary Category Code

	BS/L
	Basic Symbol/Limit

	C

	CHCS
	Composite Health Care System

	CMS
	Central Management Server

	CONUS
	Continental United States

	CPT
	Current Procedural Terminology

	CRIS
	Commanders Resource Integration System

	D

	DMHRSi
	Defense Medical Human Resource System - Internet

	DMIS ID
	Defense Medical Information System Identification Code

	DNS
	Domain Name System (DNS)

	DoD
	Department of Defense

	DRG
	Diagnosed-Related Group

	DTF
	Dental Treatment Facility

	E

	EAS III
	Expense Assignment System, Version III

	EAS IV 
	Expense Assignment System, Version IV

	ECU
	Error Correction Unit

	F

	FCC
	Functional Cost Code

	FOUO
	For Official Use Only

	FTE
	Full-Time Equivalent

	G

	GFEBS
	General Fund Enterprise Business System

	H

	HPES
	Hewlett-Packard Enterprise Services, LLC

	M

	MEPRS
	Medical Expense and Performance Reporting System

	MEPRS/EASIV
	Medical Expense and Performance Reporting System/Expense Assignment System, Version IV

	MFI
	Medical Facility Identifier

	MHS
	Military Health System

	MICROBAS
	Microbased Budget Automated System

	MTF
	Medical Treatment Facility

	O

	OBD
	Occupied Bed Day

	OCONUS
	Outside the Continental United States

	P

	PCC
	Patient Category Code

	PEC
	Program Element Code

	POC
	Point-of-Contact

	R

	RC/CC
	Responsibility Center/Cost Center

	RMO
	Resource Management Office

	RVU
	Relative Value Unit

	S

	SEEC
	Standard Expense Element Codes

	SIDR
	Standard Inpatient Data Record 

	SOF
	Source of Funds

	STANFINS
	Standard Finance System

	STARS/FL
	Standard Accounting Reporting System/Field Lead

	SUEE
	Service-Unique Expense Element

	T

	TMA
	Tri-Service Management Activity

	TRICARE
	Tri-Service Medical Care

	U

	UDA
	User-Defined Adjustment

	UDC
	User-Defined Correction

	UDT
	User-Defined Table

	W

	WMSNi
	Workload Management System for Nursing - Internet

	Y

	YTD
	Year-to-Date
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‘you will only be processing GFEBS data, select "GFEBS Data Only"

You will be processing STANFINS and GFEBS data, select "STANFINS and GFEBS Data”
‘You wish to exit this import, select "Return”

[ GFEBS Data Only | [ STANFINS and GFEBS Data | [_Reum |
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