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Section 1
Introduction

Personnel Utilization is a function of UCAPERS that is managed by Comptroller/Resource Management Office (CRMO) personnel, specifically those in the Medical Expense and Performance Reporting System (MEPRS) Office.  Through this function, manpower utilization data is captured and processed for management reports and to fulfill reporting requirements for MEPRS.

Personnel Utilization is organized into four areas, which are listed below:

· Personnel Scheduling

· Contracted Services

· Clinician Utilization and Clinician Survey

· TDY Adjustments

Each of these areas is described briefly below.

1.1 Personnel Scheduling

Personnel Scheduling is the function by which labor utilization data is collected and verified for non-clinicians in the facility.  As CRMO personnel, you will control this function.  You will produce worksheets and schedules and distribute them to the work centers, enter schedule data for work centers without access to workstations, request the reconciliation process, and resolve schedule discrepancies.

1.2 Contracted Services

This function allows for the entry of manpower utilization data for non-clinician contracted services, and manpower and expense data for clinician contracted services.  This information is reported on the Physician Resources Report.

1.3 Clinician/APN/DCP Utilization and Clinician/APN/DCP Survey

Through these two functions, manpower utilization data for clinicians is collected.  Clinician/APN/DCP Utilization allows clinicians to report the work hours and exception code data for each week in a month.  Clinician/APN/DCP Surveys provide information on the average percent of time spent by each clinician in support of each APC and related MEPRS code.  With this information, the system can distribute clinician man-hour labor expenses to the appropriate MEPRS codes and report manpower information for various management reports.  The Clinician Reconciliation process must be run before TDY Adjustments to resolve any discrepancies.

1.4 TDY Adjustments

The TDY Adjustments function allows TDY hours to be distributed to APCs other than the individual's assigned APC.
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Section 2
General Information
1.5 KEYBOARD FEATURES

The workstation keyboard contains four sections.  Three will be described here.

· The main section is similar to a typewriter keyboard.  The top row of this section starts with the tilde/left quote (~/`) key and consists of the numeric keys; the second row starts with the Tab key; the third (middle) row starts with the Caps Lock key; the fourth row starts with the Shift key; the fifth and bottom-most row starts with the Ctrl (Control) key.  The following keys in this section of the keyboard have frequent and special uses:

· <Enter> -
Located at the right end of the middle row.  Used to enter the current field data.

· <Back Space> -
Located at the right end of top row.  Erases one character at a time from right to left.

· <Shift> -
Use the <Shift> key to type the upper character of a key that has two characters (for example, to type “@” or “#”, hold the <Shift> key and press 2 or 3 respectively) or to type a letter or word in upper case (for example, to type “DISPLAY”, hold the <Shift> key and type d i s p l a y).

· <Tab> -
At the left end of the second row from the top.  Depressing this key will position the cursor at the next field.
· On the right side of the keyboard there is a numeric key pad (in calculator format).  You may use either the keys on this pad or the keys on the top row of the main section when typing a number.  To use the numeric key pad, <Num Lock> must be initiated.

· The third section is located above the main section.  This section contains special keys and function keys.  The ones that are used extensively in UCAPERS are described here (these keys are defined with more detail throughout the UCAPERS documentation):
· F1 -
Returns to previous screen 

· F2 -
Returns to System Menu

· F3 -
Varies by screen  

· F4 -
Varies by screen

· F5 -
Help

· F6 -
Varies by screen

· F7 -
Varies by screen

· F8 -
Accept 

· The fourth section is located directly to the right of the main section.  This section contains the <Insert>, <Home>, <Page Up>, <Delete>, <End>, <Page Down> keys and the arrow keys. 

1.6 SIGN ON / SIGN OFF
1.6.1 UCAPERS System Sign-On

1. At the login prompt type the word “personln” and press Enter.  The UCAPERS System Sign‑on screen will be displayed as follows:
Date: YY/MM/DD        UCA ‑ Personnel Utilization System               SNAC001 

Time: HH:MM                     System Sign On 

                             USA MEDDAC, MTF NAME 

                    Enter Operator Id    : 

                   Enter System Password : 

[F1] Exit                       [F5] Help                      [F8] Accept   

· NOTE:
The UCAPERS System Sign-on screen will not be displayed if either a UCAPERS Batch Cycle is running or if Technical Support personnel are performing system maintenance.

· If a Batch Cycle is running the following screen will be displayed:

UCAPERS BATCH CYCLE

CURRENTLY IN PROGRESS

· Try to sign-on to UCAPERS again later.

· If Technical Support personnel are performing maintenance the following screen will be displayed:

UCAPERS CURRENTLY UNAVAILABLE

TECHNICAL SUPPORT PERFORMING MAINTENANCE

PLEASE TRY AGAIN LATER

· Try to sign-on to UCAPERS again later.

2. Type in your operator ID. 

3. Type in your system password and press the F8 key.

· NOTE: 
As a security precaution, the characters typed will not be displayed on the screen.

1.6.2 UCAPERS System Sign-Off

1. Return to the System Sign‑On screen by pressing the F2 key to return to the UCAPERS System Menu, followed by the F1 key.

2. Press the F1 key to sign off or the system will automatically log off after 10 seconds.

1.7 SCREEN EXITS

· F1:
Press the F1 key to exit the current screen and return to the previous screen.  This function key may be used at any point on a screen.  If you use the F1 key before completing a screen, the system will ignore any entries you have made on that screen.

· The return sequence when using the F1 key is as follows:

· From a function screen to the System Menu 

· From the System Menu to the UCAPERS System Sign‑On

· F2:
Press the F2 key to exit a screen and return to the System Menu.  This function key may be used at any point on a screen.  If you use the F2 key before completing a screen, the system will ignore any entries you have made on that screen.

1.8 RETURNING TO THE System Menu

Press the F2 key to exit a screen and return to the System Menu.  This function key may be used at any point on a screen.  If you use the F2 key before completing a screen, the system will ignore any entries you have made on that screen.

1.9 TIMING OUT FEATURE

UCAPERS has an automatic time‑out feature.  You must make entries within specified periods of time or the system will abort the screen that is being displayed.  The system adheres to the following time sequences.

· If you are on the UCAPERS System Sign‑On, you must enter your UCAPERS Operator ID within 10 seconds, and then your Password within the next 10 seconds.  If you do not make these entries within the 10 second periods, the system will log you off.

· If you are on the System Menu, you must make an entry within 30 seconds.  If you do not make an entry for a 30‑second period, the system will display the UCAPERS System Sign‑On.

· If you are requesting reports, rosters, or table listings, or you are entering schedule information you must make an entry at least every five minutes.  If you do not make an entry for a five‑minute period, the system will abort the screen and display the System Menu.

1.10 ERROR MESSAGES

Normal UCAPERS processing error messages can be classified into three basic categories:

· Data does not pass edit check

· Field cannot be skipped, and 

· Field cannot be changed

If an error occurs while you are using the system, the error message will appear at the bottom of the screen.  To correct the error, follow the instructions given in the messages.  

A list of the error messages associated with UCAPERS procedures is provided in Standard Appendix E of the Standard Appendices.  Also listed is an explanation of each error message.

1.11 ADJUSTING SCREEN BRIGHTNESS

The brightness of the screen on the Gateway P5-200 Pentium Server monitor is controlled by the brightness control dial located on the front lower part of the monitor behind the panel.  To brighten the screen, press the “+” button on top of the sun symbol.  To darken the screen, press the “-” button below the sun symbol. 

1.12 Automatic Log Off Before Batch Cycle

UCAPERS has an automatic log-out feature.  Before the batch cycle begins, you are given a warning message to logoff within 5 minutes and again in 2 minutes.  If you still have not logged out by this time, the system will automatically log you off the system.
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Section 3
Personnel Scheduling
There are two types of schedules for non-clinicians:  prospective and retrospective.  Prospective schedules are created in advance of the work week for work centers that must project schedules (such as nursing).  Retrospective schedules are created for work centers that do not require advance scheduling (such as the CRMO).

1.13 Prospective

The prospective schedule process begins when CRMO personnel create schedules for a particular work week, usually three to four weeks in advance.  The system creates a storage area for that week's schedule information and prints schedule worksheets for all prospective APCs.  Schedule worksheets and all other schedule information may be set up to print at a printer in the work center, if available.  Schedules for work centers without access to printers will be printed in the CRMO.  Two types of schedules, blank and complete, are created for prospective APCs.  The type is determined by the schedule content specified on the APC/AMS/MEPRS Table for the APC.  Blank schedules will contain eight hours in every day with no shifts or exception codes.  Complete schedules will contain eight regular hours in the first shift Monday through Friday and a Day Off (DO) exception code on Saturday and Sunday.

Once schedules have been created, schedule information is entered for each individual.  This information is entered for some work centers by data entry personnel.  Other work centers will not have access to workstations and will, therefore, send completed worksheets to the CRMO to be entered into the system there.  Procedures for data entry of schedule information are included in the User's Manual for Data Entry Personnel and are not repeated here.

After projected schedule information has been entered, schedules may be requested, either by personnel in the work centers or CRMO personnel.  At this time, Personnel Time Schedule Worksheets, Personnel Time Schedules for posting, and Personnel Time Schedule Summaries are printed for each prospective work center.  Schedules may be updated and reprinted as many times as necessary.

At the end of the work week, schedule data must be updated by work center personnel or CRMO personnel.

1.14 Retrospective

The procedure is somewhat different for work centers that utilize retrospective schedules.  CRMO personnel will create schedules for these work centers.  These schedules may be created at any time, as long as they are available to the work centers prior to the week for which they are to be used.

The system creates two types of retrospective schedules, blank and complete.  The type is determined by the schedule content specified on the APC/AMS/MEPRS Table for the APC.  Blank retrospective schedules will contain eight regular hours in the first shift for Monday through Friday, with a Day Off (DO) exception code on Saturday and Sunday.  For individuals, in an APC specified to receive complete schedules, the system will copy the individual's schedule from two weeks prior when it creates their new schedule.  If an individual is new to the APC, and does not have a previous schedule, the system will create a retrospective blank schedule for that individual.

Regardless of the type of schedule produced for a work center, schedules must be updated after the week is worked to reflect actual hours.  Once schedule information for the week has been updated reflecting actual hours worked, schedules for each work center (for both prospective and retrospective work centers) are ready for the weekly reconciliation process.  When all schedules are ready for reconciliation, CRMO personnel will request reconciliation for that week.  After the system administrator approves this request, it will be executed during the next batch processing cycle.  The system will check all schedules and will print the Schedule Discrepancy Report, which lists any discrepancies it finds.  (An example of this report is included in Standard Appendix F of the Standard Appendices.)  

Possible discrepancies are listed below:

· BORROWED/LOANED ERROR - When an individual is reported on a schedule as borrowed, there must be a corresponding record showing that individual as loaned in the assigned APC.  The hours loaned and the regular hours borrowed for each day must be equal, or there must be less than a two-hour difference.  In addition, there must be less than four total hours of discrepancy for the week.  If these conditions are not met, the hours loaned, the hours borrowed, and the net difference will be printed on the Schedule Discrepancy Report for each day.

· CLINICIAN - CANNOT SCHEDULE - This discrepancy indicates that a schedule was entered for a clinician.

· HOURS BEFORE DATE ASSIGNED - This discrepancy indicates, on the days displayed, schedule data were entered prior to the individual's date assigned to the MTF or APC as shown on the Master Personnel File.

· INCOMPLETE SCHEDULE - NO HOURS - This discrepancy occurs when no hours are recorded for an assigned individual for one or more days in the week.

· LTI IN NON-ASSIGNED APC - This discrepancy occurs when an individual is reported loaned from an APC that is not his or her assigned APC.

· MORE THAN 10 SCHEDS ON FILE - This discrepancy occurs when there are more than 10 schedules records on file for an individual.

· NO PERSONNEL RECORD - This discrepancy occurs when schedule data has been entered for an individual who is no longer on the Master Personnel File.

· NO SCHEDULE RECORD - This discrepancy indicates that an assigned individual is listed on the Master Personnel File, but no schedule data was entered.

· NON AVAIL HRS IN BORROWING APC - This discrepancy indicates, on the days displayed, non-available hours were entered on the schedule.  The schedule was for an APC other than the individual's assigned APC. 

· SCHEDULE HOURS ON OR AFTER PCS - This discrepancy occurs when hours are entered for days on or later than an assigned individual's PCS date found on the Master Personnel File.

· TOTAL HRS GREATER THAN 24 - This discrepancy indicates, on the days displayed, greater than 24 total hours for all three shifts.

· TOTAL HRS LESS THAN 8 FOR ASGD - This discrepancy indicates, on the days displayed, less than 8 total hours for all three shifts for an assigned individual working in his assigned APC.

It is the responsibility of CRMO personnel to investigate and resolve any discrepancies that occur. This will generally be done by calling the managers of the involved individuals.  Then CRMO personnel will update the schedule and request reconciliation again.  If discrepancies are still reported, they must be resolved and the schedule data corrected.  When the system finds no discrepancies, summarization will occur.  At that time, the system will print a Schedule Discrepancy Report that states that there were no discrepancies.  Final schedules for each work center will also be printed for reference.  After summarization has occurred, schedule data for that week may no longer be accessed.  That week will remain listed on the PROCESS STATUS DISPLAY screen until the next time schedules for a new week are created.

Below is a list of CRMO responsibilities with respect to personnel scheduling.

· Create prospective schedules.

· Create retrospective schedules.

· Distribute Schedule Worksheets that print in the CRMO.

· Perform data entry for non-automated work centers.

· Request Schedule Worksheets for non-automated work centers.

· Determine when all schedules are ready for reconciliation.

· Request reconciliation/summarization.

· Resolve discrepancies.

· Distribute Final Time Schedule Worksheets.

On the following pages is a sample schedule of UCAPERS tasks that can be followed by CRMO personnel.

1.14.1 Daily Schedule

	Monday
	Tuesday
	Wednesday

	1. Approve/disapprove Work Center Requests for reports/rosters/tables prior to initiating the Batch Cycle.

2. Initiate the Batch Cycle with Pre/Post processing Backup (2359 hours).

3. Receive and enter updated schedule data for last week (Pro and Retro).

4. Create Prospective schedules for 4th week in future (1-part paper).
	1. Approve/disapprove Work Center Requests for reports/rosters/tables prior to initiating the Batch Cycle.

2. Initiate the Batch Cycle with Pre/Post processing Backup (2359 hours).

3. Distribute Prospective schedules for 4th week in future.

4. Continue entering schedule data for last week (Pro and Retro).

5. Run reprints of Prospective schedules for 3rd week in future (6-part paper).

6. Begin entering Prospective schedule data for 4th week in future (for Work Centers with CRTS).
	1. Approve/disapprove Work Center Requests for reports/rosters/tables prior to initiating the Batch Cycle.

2. Initiate the Batch Cycle with Pre/Post processing Backup (2359 hours).

3. Create Retrospective schedules for next week (1-part paper).

4. Run Schedule Reconciliation for last week if all data has been entered (6-part paper).

5. Distribute reprints of Prospective schedules for 3rd week in future (with posting schedules).


	Thursday
	Friday
	Weekend/Holiday

	1. Approve/disapprove Work Center Requests for reports/rosters/tables prior to initiating the Batch Cycle.

2. Initiate the Batch Cycle with Pre/Post processing Backup (2359 hours).

3. Distribute Retrospective schedules for next week.

4. If schedule discrepancies were found during Reconciliation, enter corrections and run Reconciliation again (receive Final Schedules; 1-part paper).
	1. Approve/disapprove Work Center Requests for reports/rosters/tables prior to initiating the Batch Cycle.

2. Initiate the Batch Cycle with Pre/Post processing Backup (2359 hours).

3. For Prospective Work Centers without CRTS, receive and enter schedules for 4th week in future.

4. Distribute Final Schedules for last week (Prospective and Retrospective).
	1 Must schedule a Batch Cycle on that day, if needed.


1.14.2 Routine Schedule

	Daily
	Every Two Weeks
	Monthly

	1. Each morning, transfer Pre/Post Processing Backup to tape if not automatic.

2. Distribute report, roster, and table listing to Work Centers.

3. Approve/ disapprove Work Center requests for reports/rosters/ tables prior to initiating the Batch Cycle.

4. Initiate Batch Processing (2359 hours).
	1. Perform Civilian Pay Tape interface (go to the Process Control Screen.  Put a "P" in the Copy Payroll Tape Field to copy the Payroll Tape.

2. Run Payroll Processing and correct discrepancies listed on the reports.
	1. On the last day of the month, perform STANFINS Input Processing.

2. Create the STANFINS Tape.

3. During the first week of the month, enter Clinician Survey Data as required.

4. Create and distribute Clinician Survey and Utilization  Worksheets (1-part paper) as required.

5. After entering the Clinician data, run the Clinician Data Control Roster (check for omissions).

6. Run Clinician Reconciliation and correct discrepancies listed on the reports.

7. Perform TDY Reconciliation.

8. Enter Contracted Services data.

9. Run Expense Distribution when all data for the last month has been entered.

10. Reconcile EAS/USM Monthly Listings.

11. Run EAS Input Processing.

12. Run SAS Input Processing.

13. Create EAS Tape.

14. Create EAS/USM Tape.

15. Load EAS Tape to EAS III.


1.15 Creating Schedules

1. Select Process Control from the UCAPERS System Menu.  The system will display the PROCESS CONTROL screen.

Date: YY/MM/DD         UCA ‑ Personnel Utilization System              SNAC021 

Time: HH:MM                     Process Control 

   Action Codes: R=Requested, Blank=Not scheduled, A=Active, P=Approved

      - Daily -                                     - EAS Processing -
   Preprocessing Backup                         EAS Input Processing 

   Post Processing Backup                       SAS Input Processing 

      - Weekly - 

   Restricted Schedule Week  DD MMM YY           Payroll Date is:DD MMM YY 

   Schedule Reconciliation/Summarization        Copy Civilian Payroll 

   Create Prospective Schedules                 Payroll Processing 

   Create Retrospective Schedules 

       - Monthly -                                  - As required - 

   Restricted Utilization/Survey Month MMM      Global Update 

   Clin/APN/DCP Reconciliation 

   TDY Reconciliation 

   Expense Distribution 

   STANFINS Input Process                           - Cycle - 

   Create STANFINS File                                           Start       

   Create EAS Tape for: MMM                     Batch Processing - Time: 0000
   Create EAS Tape for: MMM 

 [F1] Exit                       [F5] Help                      [F8] Accept 

2. Use the Arrow keys to position the cursor in the Create Prospective Schedules or Create Retrospective Schedules field.

3. Type in the letter "R".  

· The cursor will move to the next field.

4. After the request is made, press the F8 key.

· The system will record your request and redisplay the PROCESS CONTROL screen.

Schedules for the next available week will be created during the next batch processing cycle (if approved by the system administrator).  They will be printed in the location indicated on the APC/AMS/MEPRS Table.

1.16 Requesting Reconciliation

1. Select Process Status Display from the UCAPERS System Menu.

· The system will display the PROCESS STATUS DISPLAY screen.  Below is an example of a PROCESS STATUS DISPLAY screen.

Date: YY/MM/DD         UCA ‑ Personnel Utilization System              SNAC041 

Time: HH:MM                  Process Status Display 

RUN 

*** Prospect. Schedules exist for the week(s) of:  DD MMM YY  to  DD MMM YY 

    Retro.    Schedules exist for the week(s) of:  DD MMM YY  to  DD MMM YY 

              Schedules have been summarized for:  DD MMM YY 

    Clin/APN/DCP Surveys/Utilizations were last produced for: MMM 

    Civilian Payroll - Date Last Received:   DD MMM YY 

                       Date Last Reconciled: DD MMM YY 

                        Last Reporting Month   Current Reporting Month 

*** Clinician Reconciliation    MMM                       MMM 

    TDY Reconciliation          MMM 

    Expense Distribution        MMM 

    USM Reporting               MMM 

    EAS Reporting               MMM 

*** SAS Reporting               MMM 

                                              Last Daily WMSN Cycle
  Current WMSN Reporting Month: MMM              DD MMM YY  HH:MM 

Press <F8> when finished >

2. Verify that schedules for the week are ready for reconciliation.

3. Display the PROCESS CONTROL screen.

4. Request Schedule Reconciliation/Summarization.

5. After the request is made, press the F8 key.

· The system will record your request and re-display the PROCESS CONTROL screen.
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Section 4
Contracted Services
The Contracted Services function allows CRMO personnel to enter manpower utilization data for all contracted services such as housekeeping, food services, and radiology.  Clinician contracted services such as Emergency Room Clinicians are also collected through this function. The data collected is used to create the Contracted Services Report and other monthly reports generated through the Expense Distribution process.  (An example of the Contracted Services Report is included in Standard Appendix F of the Standard Appendices.)

Contracted services data may be entered at any time throughout the month.  However, all contracted services records must be updated each month prior to the execution of Expense Distribution.

Contracted services data is reported on the Manpower Availability Report and on the Physician Resources Report.  Contracted Clinician expenses are not reported on the EAS Accumulator Report or included on the Clinician SAS.

Since data entry procedures for clinicians differ slightly from those of non-clinician contracted services, step-by-step instructions for both procedures have been included separately.

The following is an example of the Contracted Services screen:

Date: YY/MM/DD         UCA - Personnel Utilization System              SNAC131 

Time: HH:MM                    Contracted Services 

                                         A=Add, C=Change 

                        Action Code : X  D=Delete, L=List 

                Month :                Contract Number :                    

                APC   >                Skill Type      :    

                SSI   :          

              Hours Worked in Month : 00000 

                           Number of Personnel 

End of Month Strength : 000    Avg. Strength for Month :    0.00 

---------------------------- Clinicians Only ----------------------------------

Clin. Labor Expense   : 000000        Contract ID Code :       

                              Distribution 

   MEPRS Code  Percent   MEPRS Code  Percent   MEPRS Code  Percent 

  [F1] Exit                       [F5] Help                      [F8] Accept   

1.17 Adding A Contracted Services Record For Non-Clinicians

1. Select Contracted Services from the System Menu.  The system will display the Contracted Services screen.

2. In the Action Code Field, type in the letter "A".

3. In the Month Field, type in the year and month being reported.

· Use the format MMM.  The month entered must match the reporting month or the next reporting month on the PROCESS STATUS DISPLAY screen.

4. In the Contract Number Field, type in the contract number. 

5. In the APC Field, type in the contract APC.  

· This must be a valid APC as entered on the APC/AMS/MEPRS Table.

6. In the Skill Type Field, type in the USM category.

· 1P for physician

· 1D for dentist

· 2X for direct care professionals

· 3X for registered nurses

· 4X for direct care paraprofessionals

· 5X for admin/clerk/logistics/others

· Note:  The Skill Type must be valid for the SSI entered (see Step 7) or the system will display the message, "Invalid Skill Type for SSI, try again.

7. In the SSI Field, type in the associated military SSI.  

· The SSI must exist on the SSI/MOS/JOB SERIES Table (a sample page from an SSI/MOS/JOB SERIES Table Listing is included in Standard Appendix F of the Standard Appendices.)  If the SSI is invalid, the system will display the message, "Invalid SSI, try again".  The cursor will return to the SSI field.

8. Press the F8 key to accept the header information.

· The cursor will be positioned at the Hours Worked in Month Field.

9. In the Hours Worked in Month Field, type in the number of hours worked by contracted personnel in that month.

10. In End of Month Strength Field, type in the number of personnel on the contract at the end of the month. 

· To enter a fraction of a month, press "." then the fraction of the month.

· If you want to change the information in one or more fields, use the arrow keys to position the cursor in the field you want to change then type in the new updated information for that field.

11. When all the information is correct, press the F8 key.

· The system will record the data and display a blank CONTRACTED SERVICES screen.

1.18 Adding A Contracted Services Record For Clinicians

1. Select contracted services from the UCAPERS System Menu.

· The system will display the CONTRACTED SERVICES screen.

2. In the Action Code Field, type in the letter "A".  

3. In the Month Field, type in the year and month being reported.

· Use the format MMM.  The month entered must match the reporting month or the next reporting month on the PROCESS STATUS DISPLAY screen.

4. In the Contract Number Field, type in the contract number. 

5. In the APC Field, type in the contract APC.  

· This must be a valid APC as entered on the APC/AMS/MEPRS Table.

6. In the Skill Type Field, type in the USM category.

· 1P for physicians

· 1D for dentists

· 2X for direct care professionals

· 3X for registered nurses

· 4X for direct care paraprofessionals

· 5X for admin. clerk/logistics/others

· Note:  The Skill Type must be valid for the SSI entered (see Step 7) or the system will display the message, "Invalid Skill Type for SSI, try again.

7. In the SSI Field, type in the associated military SSI.  

· The SSI must exist on the SSI/MOS/JOB SERIES Table (a sample page from an SSI/MOS/JOB SERIES Table Listing is included in Standard Appendix F of the Standard Appendices.)  If the SSI is invalid, the system will display the message, "Invalid SSI, try again".  The cursor will return to the SSI field.

8. Press the F8 key to accept the header information.

· The cursor will be positioned at the Hours Worked in Month Field.

9. In the Hours Worked in Month Field, type in the number of hours worked by contracted personnel in that month.

10. In End of Month Strength Field, type in the number of personnel on the contract at the end of the month. 

· To enter a fraction of a month, press "." then the fraction.

· If you want to change the information in one or more fields, use the arrow keys to position the cursor in the field you want to change then type in the new updated information for that field.

11. In the Clin. Labor Expense Field, type in the labor expense for the contracted clinician. 

· The amount must be entered in whole dollars.

12. In the Contract Id Code Field, type in the Contract ID Code.  This ID Code starts with an 'X' and is followed by any 4 digits.

13. In MEPRS Code Field, type in the MEPRS code for clinician distribution of labor incurred. 

· This must be a valid MEPRS code, as entered on the ASD Table.

14. In the Percent Field, type in the percentage of monthly labor to be attributed to that MEPRS code.

· The percentage should be entered in increments of five.

15. Repeat Steps 13 and 14 until you have entered all of the appropriate MEPRS codes and percentages.

· The percentages must total 100.

16. When you have entered all of the distribution information, press the F8 key.  The system will record the data and display a blank Contracted Services screen.

1.19 Changing A Contracted Services Record

1. Select Contracted Services from the UCAPERS System Menu.

· The system will display the Contracted Services screen.

2. In the Action Code Field, type in the letter "C".  

3. In the Month Field, type in the year and month being reported.

· Use the format MMM.  The month entered must match the reporting month or the next reporting month on the Process Status Display screen.

4. In the Contract Number Field, type in the contract number. 

5. In the APC Field, type in the contract APC.  

· This must be a valid APC as entered on the APC/AMS/MEPRS Table.

6. In the Skill Type Field, type in the USM category.

7. In the SSI Field, type in the associated military SSI.  

· This must be a valid SSI, as entered on the SSI/MOS/JOB SERIES Table.

8. Press the F8 key to accept the header information.

· The cursor will be positioned at the Hours Worked in Month Field.

9. Use the arrow keys to position the cursor in the field you want to change. 

· You may not change the data in Header Fields.  To change this information, first delete the record, then add a new one.

10. Type in the new updated information for that field. 

11. When you have made all the changes, press the F8 key.

· The system will update the record and display a blank CONTRACTED SERVICES screen.

1.20 Deleting A Contracted Services Record

1. Select Contracted Services from the UCAPERS System Menu.

· The system will display the Contracted Services screen.

2. In the Action Code Field, type in the letter "D".  

3. In the Month Field, type in the year and month being reported.

· Use the format MMM.  The month entered must match the reporting month or the next reporting month on the PROCESS STATUS DISPLAY screen.

4. In the Contract Number Field, type in the contract number. 

5. In the APC Field, type in the contract APC. 

· This must be a valid APC as entered on the APC/AMS/MEPRS Table.

6. In the Skill Type Field, type in the USM category.

7. In the SSI Field, type in the associated military SSI.  

· This must be a valid SSI, as entered on the SSI/MOS/JOB SERIES Table.

8. Press the F8 key to accept the header information.

· If the data you entered does not exactly match a record or file, the system will display the message, "Record not on file, try again" and the cursor will return to the Action Code Field so that you may correct your entries.

9. If this is the correct record, press the F8 key.

· The system will display the message, "Press <F8> to confirm, <F1> otherwise >".

10. Press F8 to delete the record.  

· If you do not want to delete the record, press the F1 key.  

1.21 Listing A Contracted Services Record

1. Select Contracted Services from the UCAPERS System Menu.

· The system will display the CONTRACTED SERVICES screen.

2. In the Action Code Field, type in the letter "L".  

3. In the Month Field, type in the year and month being reported.

· Use the format MMM.  The month entered must match the reporting month or the next reporting month on the PROCESS STATUS DISPLAY screen.

4. In the Contract Number Field, type in the contract number. 

5. In the APC Field, type in the contract APC.  

· This must be a valid APC as entered on the APC/AMS/MEPRS Table.

6. In the Skill Type Field, type in the USM category.

7. In the SSI Field, type in the associated military SSI.  

· This must be a valid SSI, as entered on the SSI/MOS/JOB SERIES Table.

8. Press the F8 key to accept the header information.

· If the data you entered does not exactly match a record or file, the system will display the message, "Record not on file, try again" and the cursor will return to Field 1 so that you may correct your entries.

9. After you have reviewed the record, press the F8 key.

· The system will display a blank CONTRACTED SERVICES screen.
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Section 5
Clinician/APN/DCP Utilization and Clinician/APN/DCP Survey
Labor utilization data are collected for each Clinician, Advanced Practice Nurse (APN), Direct Care Professional (DCP) through the Clinician/APN/DCP Utilization and Clinician/APN/DCP Survey functions.  Throughout this section, the word "Clinician" is synonymous with "Clinician/APN/DCP" unless otherwise specified since the process is the same for both types of providers.  There is a worksheet produced by the MEPRS Office personnel and completed by clinicians or administrative support personnel in order to collect this data.  (Procedures on how to request these worksheets, either for all clinicians or for individual clinicians, are included in the User's Manual for Data Entry and the User's Manual for File and Table Maintenance.)

The monthly Clinician/APN/DCP Utilization/Survey Worksheet is produced and distributed to each clinician in the facility.  There are separate Utilization/Survey Worksheets for Physicians , Direct Care Professionals (DCPs) and Advanced Practice Nurses (APNs).  These worksheets can also be provided on request.

Clinicians are required to provide regular work hours and exception data for each week on the worksheet and return it to the MEPRS Office.  MEPRS Office personnel will enter the data into the system, prior to the execution of Expense Distribution.  If clinician utilization data has not been entered prior to Expense Distribution, Expense Distribution will not run.  (Examples of the Clinician/APN/DCP Utilization/Survey Worksheets for Physicians, DCPs and APNs are included in Standard Appendix F of the Standard Appendices.)

The bottom of the Clinician/APN/DCP Utilization/Survey Worksheet contains a section for Clinician/APN/DCP Survey information.  This part of the worksheet allows clinicians to enter the average percent of time spent in support of up to seven MEPRS codes.  This information is required for Expense Distribution to run.

The Clinician Data Control Roster will help determine when clinician utilization and clinician survey updates are required.  This roster lists all clinicians, their grades, ID codes, and SSIs.  The dates of the clinician's last utilization and survey updates are also listed.  The message column may contain one of four possible messages for the clinicians.

Note:  APNs do not appear on this report.

· If the current date on file for clinician utilization is not within the next month requiring Expense Distribution, the message, "UTILIZATION UPDATE REQUIRED" will appear.

· If the current date on file for clinician survey is more than three months prior to the next month requiring Expense Distribution, the message, "SURVEY UPDATE REQUIRED" will appear.

· If both of these conditions are met, the message, "UTILIZATION/SURVEY UPDATE REQUIRED" will appear.

· If the individual is a part-time student and there is not an FAK MEPRS code on their survey, the message, "FAK PERCENTAGES MUST TOTAL 50% FOR PART TIME STUDENT, TRY AGAIN" will appear.

· If the individual is a full-time student and there is not an FAK MEPRS code on their survey, the message, "FAK PERCENTAGES MUST TOTAL 100% FOR FULL TIME STUDENT" will appear.

In addition, the dates columns will provide the following information:

· If a date is displayed, it indicates the date the survey or utilization file was last updated.

· If zeros are displayed instead of a date, that indicates that a Clinician Survey or Utilization File record was created, but it has not been updated.

· A blank indicates that a Clinician/APN/DCP Survey or Utilization File record has not been created for this clinician.

This roster may be requested through the ROSTER REQUEST screen at any time.  (An example of a Clinician Data Control Roster is included in Standard Appendix F of the Standard Appendices.)

When all utilizations are ready for reconciliation, MEPRS personnel will request clinician reconciliation for that month.  After the system administrator approves this request, it will be executed during the next batch processing cycle.  The system will check all utilizations and surveys and will print the Clinician Discrepancy Report, which lists any discrepancies it finds.  (An example of this report is included in Standard Appendix F of the Standard Appendices.)  

Possible discrepancies are listed below:

· NO UTILIZATION RECORD AVAILABLE FOR ID CODE - This discrepancy indicates that an individual is listed on the Master Personnel File, but no utilization data was entered.

· UTILIZATION RECORD HAS NOT BEEN UPDATED - This discrepancy indicates the utilization record has not been updated.

· NO SURVEY RECORD AVAILABLE FOR ID CODE - This discrepancy indicates that an individual is listed on the Master Personnel File, but no survey data was entered.

· SURVEY RECORD HAS NOT BEEN UPDATED -- This discrepancy indicates the survey record for the individual has not been updated.

· WARNING: THERE ARE NOT ### HOURS IN THE MONTH - This discrepancy indicates the are not ### hours entered on the utilization for the month, for the part-time individual.  The hours are checked using the part-time hours from the Master Personnel File time the number of days in the month.

· NO PART TIME HOURS ON THE MASTER PERSONNEL FILE - This discrepancy indicates the Master Personnel File record for the part-time individual does not have any part-time hours.

· THERE MUST BE AT LEAST ### HOURS IN THE MONTH - This discrepancy indicates that there are not at least 8 hours per day for the month entered on the utilization.

· WARNING: THERE ARE NO HOURS IN THE MONTH - This discrepancy indicates there are no hours entered on the utilization in week X for the non-assigned individual.

· MEPRS CODE DISTRIBUTION ON SURVEY RECORD DOES NOT TOTAL 100% - This discrepancy indicates the distribution percentage on the survey record does not equal 100%.

· A PART-TIME STUDENT MUST HAVE AT LEAST 50% OF THE TOTAL TIME DISTRIBUTED TO A FAK MEPRS CODE - This discrepancy indicates the FAK MEPRS Code distribution on the survey does not total at least 50% for the part-time student.

· A FULL-TIME STUDENT MUST HAVE AT LEAST 100% OF THE TOTAL TIME DISTRIBUTED TO A FAK MEPRS CODE - This discrepancy indicates the FAK MEPRS Code distribution on the survey does not total at least 100% for the full-time student.

· WARNING: THERE ARE NO DAYS OFF IN WEEK X - This discrepancy indicates that there are no hours entered on the utilization for Days Off.

· LOANED TIME EXTERNAL HOURS REPORTED, MUST HAVE AN APC WITH AN FCDA MEPRS CODE ON THE APC TABLE - This discrepancy indicates LTE hours are reported on the utilization but there is not an APC Code on the APC Table with an FCDA MEPRS Code.

· RESEARCH HOURS ARE REPORTED, MUST HAVE AN APC WITH AN FCB MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates research hours are reported on the utilization but there is not an FCB MEPRS Code on the survey.

· INPATIENT HOURS ARE REPORTED, MUST HAVE AN APC WITH AN A MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates inpatient hours are reported on the utilization but there is not an A MEPRS Code on the survey.

· OR HOURS ARE REPORTED, MUST HAVE AN APC WITH AN A MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates OR hours are reported on the utilization but there is not an A MEPRS Code on the survey.

· OUTPATIENT HOURS ARE REPORTED, MUST HAVE AN APC WITH AN B MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates outpatient hours are reported on the utilization but there is not an B MEPRS Code on the survey.

· LAB PATIENT CARE HOURS ARE REPORTED, MUST HAVE AN APC WITH AN CB MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates  lab patient care hours are reported on the utilization but there is not an CB MEPRS Code on the survey.

· INVALID APC WITH AN GDA MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates that an APC with GDA as a MEPRS Code was entered on the survey.

· INVALID APC WITH AN FCB MEPRS CODE ON THE SURVEY RECORD - This discrepancy indicates that an APC with FCB as a MEPRS Code was entered on the survey.

· UTILIZATION AND MASTER PERSONNEL FILE JOB TYPE MISMATCH -This discrepancy indicates that the Master Personnel File and Utilization Record does not have the same job type.

It is the responsibility of MEPRS personnel to investigate and resolve any discrepancies that occur.  This will generally be done by calling the managers of the involved individuals.  Then MEPRS personnel will update the utilization and/or survey records and request reconciliation again.  The "WARNING" discrepancies are informational only and do not count as true discrepancies.  If discrepancies are still reported, they must be resolved and the clinician/APN/DCP data corrected.  When the system finds no discrepancies,  the system will print a Clinician Discrepancy Report that states that there were no discrepancies.  After reconciliation has occurred, utilization data for that month may no longer be updated and surveys cannot be updated until after Expense Distribution.

The system will automatically add a record to the Clinician Utilization File and the Clinician Survey file for each new clinician that is added to the Master Personnel File.  Clinicians on the Master Personnel File are also added to the Clinician Utilization File and to the Clinician Survey File (if needed) each time Clinician Utilization/Survey Worksheets are produced.

The procedures to delete a Clinician Utilization Record are outlined in section 5.5 of this manual. 

There are, however, no procedures to delete a Clinician Survey File record.  During Expense Distribution, the system deletes Clinician Survey File records for individuals who have a PCS date on the Master Personnel File that falls within the Distribution Run Month.  In the same way, all Clinician Utilization File records for the Distribution Run Month are deleted during Expense Distribution.  No new utilization records will be created for individuals who have a PCS date within the Distribution Run Month.

1.22 ON-LINE HELP FOR CLINICIAN/APN/DCP UTILIZATION SCREENS

Online help is available in the Clinician/APN/DCP Utilization Screens by pressing the F5 key.  Help may be general or specific to a particular field.  To access help screens for a particular field, move to the field and press F5.

1.23 TOGGLING BETWEEN THE CLINICIAN/APN/DCP UTILIZATION AND SURVEY SCREENS
The user may toggle between the Clinician/APN/DCP Utilization and Clinician/APN/DCP Survey Screens by pressing the F3 key.  For example, if the user is on the Clinician/APN/DCP Utilization Screen and wishes to update the Survey information for a Clinician, then the user can press F3 and the system will bring them to the Clinician/APN/DCP Survey Screen.

If a Clinician/APN/DCP is currently being modified when F3 is pressed, then the APC/ID information for that Clinician/APN/DCP will be passed to the next screen.

Note:
When toggling from the Clinician/APN/DCP Survey Screen to the Clinician/APN /DCP Utilization Screen, the user must at some point (before toggling to the Clinician/APN/DCP Utilization Screen or upon returning from the Clinician/APN/DCP Utilization Screen) select F8 on the Clinician/APN/DCP Survey Screen to process any changes to the data.  In other words if a user modifies the Clinician/APN/DCP Survey Screen and toggles to the Clinician/APN/DCP Utilization, but does not select F8 to process the Survey, the changes will not be processed.

1.24 Listing One Or More Clinician Utilization Records

1. Select Clinician/APN/DCP Utilization (Function 6) from the UCAPERS System Menu.

· The system will display the CLINICIAN UTILIZATION screen.

Date: YY/MM/DD            UCA - Personnel Utilization System            SNAC111

Time: HH:MM                     Clinician Utilization 

 Month:                 APC/Workcenter > XXXX  XXXXXXXXXXXXXXXXXXXXXXXXX  

                        ID Code/Name   > XXXXX XXXXXXXXXXXXXXXXXXXXXXXXX  

    [F1] Exit       [F3] Clin/APN Survey        [F5] Help        [F8] Accept 

2. In the MONTH Field, enter the number of the month for which you are entering data.

· This month will default to the current Distribution Run Month.

3. In the APC/WORKCENTER Field, enter the code of the APC for which you are entering data.

· SELECTING AN APC FROM A LIST OF ALL APCs - If the APC is not known, help is available.  Enter a question mark (?) in the APC/WORKCENTER Field and press F8.  UCAPERS will provide a list of APC Codes with a short description.  This list may be scrolled through using the Up and Down arrow keys or the Pg Up and Pg Down keys.  To select an APC, position the cursor next to the desired APC Code and press F8.

· The MONTH field is required and must contain a valid value for the APC Code Selection function to work.

· To exit the APC Help function without selecting an APC code and go back to the Selection Screen, press F1.

4. In the ID CODE/ NAME Field, enter in the ID CODE of the clinician for whom data is to be entered.

· LISTING ALL ID CODEs FOR AN APC - UCAPERS will allow you to scroll through a list of all ID CODEs for a given APC. This is useful if you do not know the ID CODE for the clinician whose utilization information you want to view or if you want to view more than one utilization record within an APC.  To view the list of ID CODEs that belong to a particular APC:

5. Enter in the MONTH and APC/WORKCENTER for which you want to list ID CODEs.  These fields are required to perform this function.

· The ID CODE may either be left blank, or a question mark (?) may be placed in the field.  Press F8.  UCAPERS will display a list of ID CODEs for the given month and APC.  The clinician's name, weekly totals, and monthly total for the specified month are also provided. If there is only one clinician assigned to the APC that you selected, then UCAPERS will move you into the Clinician/APN/DCP Utilization detail screen for that clinician.

· To scroll through the ID CODEs use the Up and Down arrow keys or the Pg up and Pg Down keys.

6. SELECTING ONE OR MORE ID CODEs TO VIEW - You may select one or more ID CODEs to view.  To select ID CODE(s) move the cursor, using the Up and Down arrow keys or Page Up and Page Down keys, to the desired ID CODE(s) and place an "X" next to it.  When finished selecting ID CODEs, press F8 to begin viewing the selected records.

· To select all ID Codes, press F8 without marking any ID CODEs with an "X".

· To exit the ID CODE Help function without selecting an ID CODE and go back to the Selection Screen, press F1.

· Depending on the job type of the clinician selected, the clinician's utilization information will be displayed on one of three types of clinician utilization screens. There are separate clinician utilization screens for Physicians, DCPs and APNs.  For each type of clinician the screen is broken down into several categories to which a clinician's time may be applied.  Each set of utilization screens list various categories that represent regular time classifications and categories that represent exceptions.

· Each type of clinician has multiple screens of utilization information.  There are 2 screens of Physician utilization information and 3 screens for DCP and APN utilization information.

· Although the detail screens for Physicians, DCPs and APNs contain different category lists, they all work in the same way.

· After the clinician's utilization information is displayed on the appropriate screen, use the arrow keys to move between fields.

· The F6 and F7 screens act as "page down" and "page up" keys respectively.  Pressing the F6 key displays the next screen of information.  The F7 key displays the previous screen of information.

7. When finished viewing a record, press F8 to save the changes and exit to the Selection Screen.

· If more than one ID CODE was chosen, pressing F8 will display the utilization record for the next ID CODE selected.  When the last utilization record is displayed, pressing F8 will take you to the Selection Screen.

· Pressing F1 at any time will return you to the Selection Screen.

· If you wish to view more records repeat steps 2 through 5 for the records you wish to view.

· If finished viewing records press F1 again to go to the System Menu.

1.25 Updating A Clinician/APN/DCP Utilization Record

1.25.1 Entering Hours Worked and Exception Codes

Clinician/APN/DCP records can only be updated by those with the security authorization to do so.  If you do not have the proper authority to change records, you will still be able to change the data on the screen, but you will not be able to save the changes.

Depending on the job type of the clinician selected, the clinician's utilization information will be displayed on one of three types of clinician utilization screens.  There are separate clinician utilization screens for Physicians, DCPs and APNs.  For each type of clinician the screen is broken down into several categories to which a clinician's time may be applied.  Each set of utilization screens list various categories that represent regular time classifications and categories that represent exceptions.

Each type of clinician has multiple screens of utilization information.  There are 2 screens of Physician utilization information and 3 screens for DCP and APN utilization information.

Although the detail screens for Physicians, DCPs and APNs contain different category lists, they all work in the same way.  Remember help is always available by pressing F5.

Date: YY/MM/DD             UCA - Personnel Utilization System           SNAC111

Time: HH:MM                     Physician Utilization                          

 Month: XX                   APC/Workcenter > XXXX  XXXXXXXXXXXXXXXXXXXXXXXXX  

                             ID Code/Name   > XXXXX XXXXXXXXXXXXXXXXXXXXXXXXX  

                         XXX      XXX      XXX      XXX      XXX      Total    

                        XX XX    XX XX    XX XX    XX XX    XX XX     Hours    

Inpatient Care          999.99   999.99   999.99   999.99   999.99    999.99   

Outpatient Care         999.99   999.99   999.99   999.99   999.99    999.99   

Call                                                                           

    In-House Call       999.99   999.99   999.99   999.99   999.99    999.99   

    At Home Call        999.99   999.99   999.99   999.99   999.99    999.99   

OR Time                                                                        

    Inpatient           999.99   999.99   999.99   999.99   999.99    999.99   

    Amb Same Day Surg   999.99   999.99   999.99   999.99   999.99    999.99   

Admin Time              999.99   999.99   999.99   999.99   999.99    999.99   

TDY                                                                            

    Mission             999.99   999.99   999.99   999.99   999.99    999.99   

    Training            999.99   999.99   999.99   999.99   999.99    999.99   

    Consultant          999.99   999.99   999.99   999.99   999.99    999.99   

    Deployment          999.99   999.99   999.99   999.99   999.99    999.99   

[F1] Exit  [F4] Delete  [F6] Next Screen  [F7] Previous Screen  [F8] Accept    

1. Follow the instructions on LISTING ONE OR MORE CLINICIAN UTILIZATION RECORDS to bring up the desired record.

2. Use the arrow keys to move between fields.

· The F6 and F7 screens act as "page down" and "page up" keys respectively.  Pressing the F6 key moves to the next screen.  F7 moves to the previous screen of information.

3. Type in the new utilization information for the appropriate categories.

· When entering fractions of hours (e.g., 3.50, 5.25), enter in the number as it appears - including the decimal point.

· ENTERING HOURS FOR EXCEPTION CODES NOT LISTED.  If you need to apply hours to an exception category that is not listed,  then you will have to manually enter that code in the Miscellaneous section.  NOTE:  Compensatory Time Earned and Overtime are automatically calculated by the system, therefore the OT and CE exception codes are not valid.  

· Press F6 until you come to the last screen of information.  This is where the Miscellaneous section is located.

· Enter in the exception code for which hours are to be applied.  If the exception code is not known, place a question mark (?) in the field and press Enter or F8.  UCAPERS will display a list of exception codes and a description of each.  To select an exception code use the Up and Down arrow keys or the Page Up and Page Down keys to move the cursor next to the desired code and press F8.

· Enter in the number of hours to be applied to the exception code.  The system will not allow you to apply hours to an exception code in the MISCELLANEOUS section if the exception code entered is detailed on a previous screen.

· Remember, help is always available by pressing F5. 

4. Repeat Steps 2 and 3 until you have made all the necessary changes to the record.

5. When the changes are complete press the F8 key to accept the changes and exit to the Selection Screen.  

· At this time, the system will calculate the Comp Time Earned/Overtime for the record.  If the number of hours worked exceeds the Operational Assigned

· Hours for the month, there will be Comp Time Earned or Overtime recorded.  If the Clinician is military personnel, all of this time will be recorded as Comp Time Earned with no interaction from the user.  If the Clinician is a Civilian, the system will display the Comp Time/Overtime hours, and ask the user if any of the hours should be recorded as Overtime.  If the user answers yes, the system will prompt the user to enter the number of hours to be recorded as Overtime.  All other hours will be recorded to Compensatory Time Earned.  If the user answers no, all of the Comp Time/Overtime hours will go to Compensatory Time Earned.

6. If you need to update more Clinician Utilization Records, repeat Steps 1 through 5 for each record.

· If finished updating Clinician Utilization Records, press F1 to return to the System Menu.

1.25.2 Entering APN Specific Information

The APN Screen has several fields specific to Advanced Practice Nurses.  The third APN screen is shown below.  Fields specific to APNs are shown in bold.

Date: YY/MM/DD             UCA - Personnel Utilization System           SNAC111

Time: HH:MM                Advanced Practice Nurse Utilization                

 Month: XX                   APC/Workcenter > XXXX  XXXXXXXXXXXXXXXXXXXXXXXXX  

                             ID Code/Name   > XXXXX XXXXXXXXXXXXXXXXXXXXXXXXX  

   Primary Area of Duty> XX XXXXXXXXXXXXXXXXX Specialty> XX XXXXXXXXXXXXXXXXXXX
                         XXX      XXX      XXX      XXX      XXX      Total    

                        XX XX    XX XX    XX XX    XX XX    XX XX     Hours    

  Other (Non-Available)                                                        

    _____               999.99   999.99   999.99   999.99   999.99    999.99   

    _____               999.99   999.99   999.99   999.99   999.99    999.99   

NUMBER OF:                                                                     

Inpatient Visits        999             Admissions             999             

Outpatient Visits       999             Dispositions           999             

Home Visits             999             Births                 999             

Case Mgmt Clients       999             Episodes of Anesthesia 999             

 Minutes of Service     999                                                    

Remarks:_______________________________________________________________________

_______________________________________________________________________________

[F1] Exit  [F4] Delete  [F6] Next Screen  [F7] Previous Screen  [F8] Accept    

The Primary Area of Duty and Specialty fields are required fields  A list of valid values can be obtained by entering a "? " in the field, and pressing <RETURN>.  The user may use the arrow keys to point to the desired value, and press F8 to select it.  F1 can be used to exit the listing without selecting a value.  Once a value is selected for either of these fields, a short description is displayed to the right.

The Remarks field is simply a text field in which the user can type whatever is desired.  This remark is printed on the APN Workload Summary Report (see the WMSN USER'S MANUAL FOR DATA ENTRY for a description of this report).

All other fields are monthly values that will accept a number from 0 - 999.  The value should be entered by the user to reflect how many times the APN performed this action in the month.  For example, if the APN made 32 inpatient visits during the month, 32 would be input in the Inpatient Visits field.

1.26 Deleting A Clinician/APN/DCP Utilization Record

In order to delete Clinician Utilization Records you must have the appropriate security to do so.

Follow the instructions on LISTING ONE OR MORE CLINICIAN UTILIZATION RECORDS to bring up the record you wish to delete.

1. Press the F4 key to delete the record.

2. The system will prompt you to make sure you want to delete the record.  Enter "Y" for yes or "N" for no.

3. If you need to delete more records, repeat steps 1 through 3 for each record to be deleted.

· If finished deleting records, press F1 to go to the System Menu.

· Remember, help is always available by pressing F5.
1.27 Updating A Clinician/APN/DCP Survey Record

1. Select Clinician/APN/DCP Survey from the UCAPERS System Menu.

· The system will display the Clinician/APN/DCP SURVEY screen.

Date: YY/MM/DD        UCA ‑ Personnel Utilization System               SNAC121 

Time: HH:MM                     Clin/APN Survey 

                        Action Code :    C=Change, L=List 

           ID Code                  :       

           APC/Work Center 

           Primary Distribution APC >      

      Current Distribution                 New Distribution MMM 

   APC Code   MEPRS Code  Percentage    APC Code   MEPRS Code  Percentage 

                                %                                    % 

                                %                                    % 

                                %                                    % 

                                %                                    % 

                                %                                    % 

                                %                                    % 

                                %                                    % 

   [F1] Exit     [F3] Clin/APN Utilization     [F5] Help     [F8] Accept 

2. In the Action Code Field, type in the letter "C". 

· There is no add or delete action for this screen.  The system adds records to the Clinician Survey File for new clinicians on the Master Personnel File, whenever Clinician/APN/DCP Utilization/Survey Worksheets are created.  Clinician Survey File records are deleted during Expense Distribution for individuals who have a PCS date in the Distribution Run Month.

3. In the ID Code Field, type in the ID Code for the record you want to update. 

4. Press the F8 key to accept the entered information.

· The system will display the APC/work center, the Primary Distribution APC, and the most current MEPRS distribution on file, and the cursor will be positioned in the Primary Distribution APC Field.

5. Use the arrow keys to position the cursor in the field you want to change. 

· You may not change the ID Code/Name, APC/Work Center, or Distribution Month through this function.  

6. If you are changing the Primary Distribution APC, type in the new Primary Distribution APC. 

· This must be a New Distribution APC.

· If you are changing any of the New Distributions, type in the first APC code for distribution.  

· This must be a valid APC code, as entered on the APC/AMS/MEPRS Table. The related MEPRS code will be automatically displayed.

7. Type in the percentage of time to be distributed to that APC code and related MEPRS code.

· The percentages may be entered in increments of one.

8. Repeat Steps 5 to 7 until you have made all the necessary changes.

· Only seven account codes may be used and the percentage must total 100 percent.

9. When you have made all the necessary changes, press the F8 key.

· The system will record the new distribution and display a blank Clinician/APN /DCP SURVEY screen.

1.28 Listing A Clinician/APN/DCP Survey Record

1. Select Clinician/APN/DCP Survey from the UCAPERS System Menu.

· The system will display the Clinician/APN/DCP SURVEY screen.

2. In the Action Code Field, type in the letter "L". 

3. In the Id Code Field, type in the ID Code of the record you want to list.

4. Press the F8 key to accept the entered information.

· The system will display the record and the message,  "Press <F8> when finished

5. After you have reviewed the record, press the F8 key.

· The system will display a blank Clinician/APN/DCP SURVEY screen.

This page is intentionally left blank.

Section 6
TDY Adjustments

The TDY Adjustments function allows TDY hours to be distributed to APCs other than the individual's assigned APC.  All hours entered through personnel scheduling or clinician utilization under the TDY exception code must be distributed to one or more (up to three) APCs. Even if the hours should be distributed to the individual's assigned APC, this procedure must still be completed.

CRMO personnel are responsible for this function.  Each month, prior to execution of Expense Distribution, an operator will make the TDY Adjustments for every individual who reported TDY hours that month.  TDY Adjustments cannot be completed for a particular month until schedules for that month have been summarized and clinician utilization data is entered.  After all hours have been adjusted, request TDY Reconciliation through the PROCESS CONTROL screen, prior to Expense Distribution.

During TDY Reconciliation, the system will verify that all TDY hours have been distributed to an APC.  Records that have not been reconciled will be displayed on the TDY Reconciliation Report.  This report shows, for each APC, individuals who reported TDY hours that have not been reconciled.  You may make manual entries on the report as to the APC(s) to be charged and the number of hours.  This report can then be used for data entry.  (An example of a TDY Reconciliation Report is included in Standard Appendix F of the Standard Appendices.)

1.29 Performing TDY Adjustments

1. Select TDY Adjustments from the UCAPERS System Menu.

· The system will display the TDY ADJUSTMENTS screen.  

Date: YY/MM/DD        UCA ‑ Personnel Utilization System              SNAC141 

Time: HH:MM                      TDY Adjustments 

  Month MMM 

                        Action Code : X  C=Change, L=List 

                    ID Code         : X9999 

                    Assigned APC    > XXXX 

                    TDY Hours           0.00 

                    TDY Reconciled      0.00 

                               Adjustments 

                              APC       Hours 

                              XXXX        0.00 

                              XXXX        0.00 

                              XXXX        0.00 

  [F1] Exit                       [F5] Help                      [F8] Accept   

2. In Action Code Field, type in the letter "C".  

· There is no add or delete action for this screen.  Records are added when TDY hours are recorded during PERSONNEL SCHEDULING or CLINICIAN UTILIZATION.  Records are deleted during Expense Distribution.

3. In Id Code Field, type in the ID Code for the record you want to update.  

· The system will display the individual's name.

· If the record you requested is a clinician, the system will display the record.  (Skip to Step 5.)

4. In Assigned APC Field, type in the assigned APC for the record you want to update. 

· The system will display the record and the cursor will move to the Adjustment APC Field.

5. Use the arrow keys to position the cursor in the field you want to change.

· All TDY hours for the individual must be reconciled.  The number in the TDY hours field must be equal to the number in the TDY reconciled field before this screen is completed.  If not, the system will display the message, "All TDY hours must be reconciled."

· You may not change the ID Code or APC through the TDY ADJUSTMENT screen.  Changes must be made through the GLOBAL UPDATE FILE MAINTENANCE screen.

6. Type in the new, updated information for that field. 

· The cursor will move to the next field.

7. Repeat Steps 5 and 6 until you have distributed all of the TDY hours.

8. When you have distributed all of the TDY hours for this record, press the F8 key.

· The system will record your action and display a blank TDY ADJUSTMENTS screen.

1.30 Listing TDY Adjustments

1. Select TDY Adjustments from the UCAPERS System Menu.

· The system will display the TDY ADJUSTMENTS screen.

2. In Action Code Field, type in the letter "L". 

3. In Id Code Field, type in the ID Code of the record you want to list. 

· If the record you requested is for a clinician, the system will display the record and the message, "Press <F8> when finished >"  (Skip to Step 6.)

4. In Assigned APC Field, type in the assigned APC of the record you want to request.

5. After you have reviewed the record, press the F8 key.

· The system will display a blank TDY ADJUSTMENTS screen.

1.31 Requesting TDY Reconciliation

1. Select Process Status Display from the UCAPERS System Menu.

· The system will display the PROCESS STATUS DISPLAY screen.

2. Verify that TDY Reconciliation is ready to run.

· TDY Reconciliation is ready to run when the system displays "***" in the "RUN" column, next to TDY Reconciliation.

· If nothing is displayed in that column, then either all schedule weeks in the month have not been reconciled, or TDY Reconciliation for that month has already been successfully run.

3. Return to the UCAPERS System Menu by pressing the F2 key.

4. Display the PROCESS CONTROL screen.

5. Request TDY Reconciliation.

6. Press the F8 key.

· The system will record your request and redisplay the PROCESS CONTROL screen.

· TDY Reconciliation will be executed during the next batch processing cycle (if the system administrator approves the request).
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